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CONVENTIONS USED IN THIS GUIDE

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

Bold Text click, or text to type.

( Tip — Suggests advanced techniques or alternative ways of
s 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

N Caution — Warns of potential problems. Take special care when
Y4 reading these sections.

BEFORE YOU BEGIN

Before installing any of the Edupoint family of software products, be sure to review the
system requirements and make sure the district's computer hardware and software meet
the minimum requirements.

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

This chapter covers:
» Administration Documentation
» Implementation Considerations
» Configuration Preparation
» Configuration Worksheets
» Initial Setup
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ADMINISTRATION DOCUMENTATION

Synergy SIS system administration primarily consists of the initial configuration of various
modules. Synergy SIS can be set up to match the operations of any school district from
small to large. Synergy SIS is also customized to match the needs of each state, and the
software offers different options depending on the state in which it is installed.

Synergy SIS can track many types of student records. Each type is tracked using a
separate screen. The setup screens and data entry screens for related information are
grouped into modules. This manual illustrates the setup of system-wide options in the
System module. For each major module in the Synergy SIS system, there is a separate
administrator guide:

¢ Attendance Administrator Guide — how to set up the attendance codes as well as
the school and district calendars.

e Course History Administrator Guide — how to configure the final student grades
and transcripts.

o Dashboard Guide — how to set up dashboard widgets for each user’s home page to
provide quick graphical reports.

o Data Conversion Guide — how to convert data from a previous student information
system to the Synergy SIS system. It also shows how to convert data from other
sources into Synergy SIS.

¢ Discipline and Conference Administrator Guide — how to set up the discipline
and conference codes for the district.

¢ Fees Administrator and User Guide — how to set up the fees assessed for various
student activities and groups.

¢ Grade Book Administrator Guide — how to set up the separate Grade Book
software to track grades at the assignment level.

¢ Grading Administrator Guide — how to configure grading and progress periods,
customize report cards, and set up the marks available for grading.

¢ Health Administrator Guide — how to set up immunizations and customize the
codes used for tracking other health-related records.

e Locker Guide — how to customize locker records.

e Master Schedule Builder Guide — how to use the Master Schedule Builder to build
the classes and student schedules.

¢ New Year Rollover Administrator Guide — how to prepare Synergy SIS for a new
school year.

o ParentVUE & StudentVUE Administrator Guide — how to set up the separate
ParentVUE & StudentVUE software that enables parents and students to look up
their records using a web browser or mobile app.

¢ Query & Reporting Guide — how to create custom reports and queries using
Synergy SIS.
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¢ Scheduling Guide — how to set up courses and sections for each school and to
create the student schedules.

e Security Administrator Guide — how to customize system security.

¢ SIREN Report Designers Guide — how to install and use the separate SIREN
software to create sophisticated custom reports.

e Data reporting guides for various states — how to set up the reporting of student data
to the state.

e Student Groups Administrator Guide — how to configure tracking for student
groups such as sports teams and clubs.

e Student Information Administrator Guide — how to customize student enrollment
options to match the district guidelines.

e System Installation Guide — how to install and upgrade the Synergy SIS software.
e TeacherVUE Administrator Guide — how to set up the TeacherVUE software.

o Test History Administrator Guide — how to configure the reporting and tracking of
student tests.

For districts using Edupoint’s special education software, there is a Synergy SE — System
Administrator Guide.

For most modules, there is a user guide that explains data viewing and entry. Districts use
these guides to train end users such as teachers and office staff.

Many screens in the System folder are tightly integrated into the operation of a specific
module. Some of those screens are covered in separate administrator guides.

= System ¢ Announcements — Chapter Five of this guide
P Announcements
P Data and Views
b Data Maintenance o Data Maintenance — the Student Information
Administrator Guide. School Setup Copy is covered
in Chapter Three of this guide.

o Data and Views — Chapter Seven of this guide

P+ Integration

P Job Queue

B ParentVUE ¢ Integration — the Data Conversion Guide

: TE e Job Queue - the Query & Reporting Guide
Securi

b Sempw e ParentVUE - the ParentVUE & StudentVUE

b SIF Administrator Guide

b User e Scanning — Chapter Six of this guide

b Workflow e Security — the Security Administrator Guide

e Setup — The table on the next page outlines where each of these screens is covered.
e SIF — Chapter Nine of this guide
o User — Chapter Four of this guide

o Workflow — As of the release of Synergy SIS version 8.0, the guide for this new feature
is not yet available.
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This Synergy SIS — System Administrator Guide also covers the screens in the Staff
module.

The Setup screens are covered in various administrator guides as follows:

- Setup [
[:j I,..| Page Size Detail
‘= Address Grid Definition
;@,ﬁ Person Motification Codes

Auto Populate [
P tjuﬂbj Property Override

6 Dashboard Control |
4 Report Group

== District Accommodation Setup =) :
i3 Revelation Message

E«if District Discipline Options e
P g l'qjd Rule Group

A7, District Fee Options B
fal

e
“ By District Setu -ty
P # School Room

.-_Tgf School Scheduling Options
é&, School Setup
=%

= ~% State Requirements
) Filter Group Definition
Jf . | & Street

w{ District State Requirements

{#4 District Tracks
17 Email Content

’ : Frequency Unit |
e |%, Street Exact Address

| Label Detail ;| _
| Street Type Alias

|
_»f Lookup Table Definition ‘# ;
{ System Configuration

£ E&Task Definition
_ﬂ-:-:]— Mail Merge District Definition B .

Wy “>d% Translation
oh Mew Year Rollover Setup

ﬁ Mail Merge Definition

't; Translation Import Export

"4 Non-District School »
o UD PAD Definition

e Organization

="
Setup Screens «| Updates

Setup Screens continued.

e Address Grid Definition — the Student Information Administrator Guide

e Auto Populate — Chapter Seven of this guide

e Dashboard Control — the Dashboard Guide

e District Accommodation Setup — the Synergy SE — System Administrator Guide
¢ District Discipline Options — the Discipline & Conference Administrator Guide
o District Fee Options — the Fees Administrator and User Guide

o District Setup — Chapter Three of this guide

o District State Requirements — the State Data Reporting Guide

o District Tracks — the Attendance Administrator Guide

¢ Email Content — Chapter Eight of this guide

¢ Frequency Unit — Chapter Nine of this guide
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Label Detail — Chapter Nine of this guide

Lookup Table Definition — Chapter Nine of this guide

Mail Merge Definition — Chapter Nine of this guide

Mail Merge District Definition — Chapter Nine of this guide

New Year Rollover Setup — the New Year Rollover Administrator Guide
Non-District School — the Course History Administrator Guide
Organization — Chapter Three of this guide

Page Size Detail — Chapter Nine of this guide

Person Notification Codes — the Student Information Administrator Guide
Property Override — Chapter Seven of this guide

Report Group — the Query and Reporting Guide

Revelation Message — Chapter Seven of this guide

Rule Group — Chapter Seven of this guide

Rules Setup — Chapter Seven of this guide

School Room — the Scheduling Guide

School Scheduling Options — the Scheduling Guide

School Setup — Chapter Three of this guide

State Requirements — the State Data Reporting Guide

Street — the Student Information Administrator Guide

Street Exact Address — the Student Information Administrator Guide
Street Type Alias — the Student Information Administrator Guide
System Configuration — Chapter Two of this guide

Task Definition — Chapter Nine of this guide

Translation — Chapter Nine of this guide

Translation Import Export — Chapter Nine of this guide

UD PAD Definition — the Query & Reporting Guide

Updates — Chapter Nine of this guide

The reports available in each module are described in the user guides. The security specific
to each module is covered in the administrator guides.
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A Note About Navigation

To indicate how to find screens, this guide uses shorthand like Synergy SIS > System >
Security > System Configuration, which means: In the navigation tree (also called PAD
Tree), click Synergy SIS (if necessary to open it), then System (if necessary), then
Security (if necessary), and then System Configuration.

- Synergy SIS
P Accommodations

'f“ffq

[ Student

[ Student Programs

T System
> Announcements
P Data and Views
[ Data Maintenance

- B Inte

Securily iy
- Setup

Address Grid Definition
Autn Populate
7= 40

Street,, 45

~

ﬁ System Configuration

@Task Definition

Synergy SIS Navigation Tree
If the Navigation Tree pane itself is not open, click the Tree button.

Tree Button

IMPLEMENTATION CONSIDERATIONS

A district must consider many things when implementing Synergy SIS.

How to transition to Synergy SIS?

One major decision is how to transition from the current student information system (SIS) to
Synergy SIS. Some districts run a pilot test with just one school, and then convert all
schools to Synergy SIS. Others transition groups of schools, such as elementary schools
one year and high schools the next. Some districts run parallel systems for some time, with
data kept current in both the prior SIS and Synergy SIS. For schools running a SASI
system, Synergy SIS makes this easy with the SASI Synchronization tool.
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How to convert the data?

Data conversion will be a critical part of the transition to Synergy SIS. Most districts run one
or more test conversions prior to final conversion. Existing data may need to be cleaned up
to ensure a smooth transition. Information about the data conversion process is in the
Synergy SIS — Data Conversion Guide.

How to set up Synergy SIS?

As part of the conversion process, several configuration options in the current SIS can be
converted to Synergy SIS. For example, existing staff records can be converted into
Synergy SIS. If preferred, these options can be configured manually instead.

Will Synergy SIS be integrated with an LDAP system?

Synergy SIS can integrate with an LDAP system such as Microsoft’s Active Directory. This
can be helpful to staff so that they do not have to remember another user name and
password. The integration can be either at the password level or at the group level. At the
password level, the user names in Synergy SIS and the LDAP system must be identical and
the password is gathered from the LDAP system when the user logs on to Synergy SIS. At
the group level, groups in the LDAP system are synchronized with Synergy SIS user groups
and all account information is copied to Synergy SIS as users are added to LDAP groups.

Will Synergy SIS be used to send email?

Synergy SIS can send various types of emails automatically. Reports can be scheduled and
emailed to designated recipients. Teachers can send email to students’ parents. These
messages are routed through an existing district SMTP server.

Who does what?

A critical piece of the process is determining who is responsible for each setup and data
entry process in Synergy SIS. This determines the structure of the user groups and the
security definition. What role will the IT staff play in the initial implementation and the
ongoing maintenance? Is there a dedicated student records system administrator? What
modules do the registration staff set up and maintain? Who enters course and section
information? Who can change student address and phone information?

How will training occur?

Edupoint offers several training options. Training can be provided in person to system
administrators as well as end users. For each module, there is also a user guide that
explains how to enter each type of record in the system. Consideration also should be given
to when each group of users receives training. System administrators and the registration
staff should receive their training before the teachers and other staff.

When to go “live”?

While test periods and pilot programs are good tools to ensure a smooth transition, be sure
to include very specific criteria to determine when the Synergy SIS system is considered
“live” and the old system is shut off.

Other considerations for each module are given in detail in the other guides.

Copyright© 2013 Edupoint Educational Systems, LLC 15
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CONFIGURATION PREPARATION

Before setting up the Synergy SIS system, gather the following information:

The district address, phone, fax, logo, and state code information.

A list of schools with their address, phone, fax, logo, and state code information, as
well as the names of the principals.

A list of staff, with all schools in which they work and their roles in the schools. Staff
address and phone information, emergency contact information, and credentials can
also be recorded.

A list of the staff that will use Synergy SIS, and their duties within Synergy SIS.

If LDAP will be used, the domain name and server UNC path for the LDAP server
will be needed.

If Synergy SIS will be used to send email, the address of the mail server to be used
and the email address to use as the “From” address.

Other information required for each module is outlined in the administrator guides.

16
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CONFIGURATION WORKSHEETS

To help with the configuration process, the following worksheets can document the chosen
settings for key screens described in this guide. User group worksheets are also included in
Chapter Four.

We recommend that as you read through this guide, you keep track of your desired settings
on these worksheets.

System Configuration Screen — Security Tab

Email and Job Queue Options
Email Enabled (Y/N)

SMTP Email Server IP Address
Default Email From Address
SMTP Port Override

Enable SMTP Authentication (Y/N)
Job Queue

Enable (Y/N) |
Multi-Level Administration

Enable (Y/N) |
Messaging

Bulk Mail Enable (Y/N)

Time to begin bulk emailing

Keep History of Bulk Emails to Each Person (Y/N)
Contact Type for Email History

Immediate Email Enable (Y/N)

Immediate Start Time

Interval in hours

Keep History of Immediate Emails to Each Person
(Y/N)

Blind Copy Sender on Immediate Emails (Y/N)
Default Point of View Home Page

View Name |
Tracking

Track User Login Attempts |
Password Security Options

Minimum password length

Number of days before password expires

Require both alpha and numeric characters to exist in
the password (Y/N)

Force uniqueness of passwords up to X passwords
Force uniqueness of passwords up to X number of
days

Number of invalid login attempts before user is disabled
Default Entry Access Times Access Time Period

Day of Week Enabled (Y/N) Begin End
Monday
Tuesday
Wednesday
Thursday
Friday

Copyright© 2013 Edupoint Educational Systems, LLC 17
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Saturday

Sunday

Pass Through Authentication

Allow pass through authentication for logins (Y/N)

LDAP Integration

Using LDAP (Y/N)

LDAP Server Type

Integration Type

Domain Name

Server Path

Secured via SSL (Y/N)

User Property

Role Property

Staff Types to allow LDAP to add staff school year
entries

User Groups to Administer Options

Hide users who belong to user groups that a user is not
allowed to administer even if they belong to a user
group that a user is allowed to administer (Y/N)

Data Entry Options

Namespaces to retain view data on save when another
user has changed the same data

System Configuration Screen — Options Tab

Page Definitions

Support Page

Help Page

Contact Us

Help System

Enable Context Sensitive Help (Y/N)

Help System

Help System URL

Map Options

Enable Address Mapping (Y/N)

Address Map Type

User Session State Management

Time, in minutes, of inactivity before a lock screen
is shown

Time, in minutes, of inactivity before all child
windows are closed

Override the default Lock Screen text to the
following:

Pre-Installation Backup of MSSQL Server Database

Disable the pre-installation backup of the MSSQL
Server database (Y/N)

If the pre-installation backup is NOT disabled,
enter the override location

Capture User Performance Statistics

Enable User Performance statistics (Y/N) |

Schools Interoperability Framework (SIF)

Email the following address(es) on failure

Hours to Recur

18
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Central Printing Defaults

Enable Central Printing (Y/N)

Job Description

Number of Copies

Job Type

Three Hole Punch (Y/N)

Paper Size

Output Path

Application Login

Allow Use of Override Login Page (Y/N) |

Display Options

Allow HTML in Properties (Y/N)

Display inactive lookup values in dropdowns and
checkboxes (Y/N)

List Options

Drop-Down Item Search Option |

Organization

District

District Name

District Number

County Code & County

District Address

District Phone

District Phone (2™)

Website address

Logo

Level 2 Organization (Elementary Schools, for example)

Organization Name

Organization Abbr Name

District of Service

Address

Phone

Phone 2

Parent Organization

Logo

Level 2 Organization (Elementary Schools, for example)

Organization Name

Organization Abbr Name

District of Service

Address

Phone

Phone 2

Parent Organization

Logo

School #1

School Name

School Code

School Abbr Name

Logo

Principal

Address

Copyright© 2013 Edupoint Educational Systems, LLC
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District Setup Screen — Options Tab

Phone

Fax

Counselor Dept Phone

SIS School Code

State CTDS Number

Alt Funding School Code

Website

Live in Synergy SIS(Y/N)

Hide Organization(Y/N)

Alternate District CTDS

Use Alternate CTDS(Y/N)

Alternative School (Y/N)

Parent Organization

Head Nurse Email

Safety Specialist Email

School #2

School Name

School Code

School Abbr Name

Logo

Principal

Address

Phone

Fax

Counselor Dept Phone

SIS School Code

State CTDS Number

Alt Funding School Code

Website

Live in Synergy SIS (Y/N)

Hide Organization (Y/N)

Alternate District CTDS

Use Alternate CTDS (Y/N)

Alternative School (Y/N)

Parent Organization

Head Nurse Email

Safety Specialist Email

Current System Year

Current Year

Base Year

Year Permissions(None/Update/View)

Previous Year(s) Permission

Current Year Permission

Next Year(s) Permission

Summer School

Summer School Year

Summer School Type

20
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District Setup Screen — System Tab

Enrollment Options

New Student Add Type

Permanent ID Update Type

Allow “No Show”

Require Summer Withdrawal Code/Date for “No Show”
Do Not Clear Summer Withdrawal Code and Date
Show SASIXP Enroliment History

Validate SASIxp Enrollment History

Show Emergency Contact as Lookup

Show User Code As Lookup

Show User Num As Lookup

Show Advanced Options On Inactive Student

Delete Course Request on No Show and Inactivate
Delete New Year Enroliment on No Show of Student
Keep Concurrent Enrollment On Inactive Student
Require Withdrawal Reason Code

Show Withdrawal Reason Code

Show Withdrawal Reason Text Message on
Elementary School Types

Withdrawal Reason Text

Allow Simple Delete of Enrollment

Disable New Year Activation

Show Residence Properties on Student View

New Year Def used when adding new students
Enrollment Date Validation

Exit Programs/Services On Student Inactivation
Auto-Generate Needs Transactions

Suppress Needs With Expired Programs

Default Needs Exit Code

Default ELL Exit Code

Default SPED Exit Code

Default GATE Exit Reason

Use Grid For Transportation Requirements

Force One Race To Be Selected Even If Hispanic
Force one race to be selected even if Hispanic
Show District Of Residence as Lookup

Show County as Lookup

Show Non-District School Lookup As A Find View
Require Find Before Adding New Parents

Require Enrolling Parent Validations

Disable Add, Drop, and Transfer

Disable Ability to Add, Drop, And Transfer

Disabled Days Disabled Time Period
Day of Week Begin End
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
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Address Options

Allow to prompt user to synchronize address and/or
phone number changes for all family members living
together when one member’s address and/or phone

number is changed.

Allow user to change a sibling address and/or phone

number even though the user may not have
organizational access to do so.

Track student, parent, and staff address changes

Require address change date when student home
address is changed

Enable School Grid Code By Grade Level Override

Address Validation Type

Enforce Validation on a +4 Portion of Zip Code

Disable clean/parse and address validation for home

addresses

School Of Residence Option

Require Attendance Reason Code

Clear School of Residence on launch of Student Add

view

Do Not Clear School of Residence Attendance Reason

Code and Date on Address Change

Bulk Mailing

Postage Text

Barcode ID

Service Type ID

Padded Mailer ID Length

Mailer ID

Grading Setup

Minimum Days Enrolled Grading Threshold

Include in Grade Option

GPA Filter Option

Always update completed credit on mark change in
Student Course History

Other Options

Discipline Type

Student Notification

Disable Unique State Number

Allow Negative Seat Totals

Enable Announcement Dismissal

Incident Violation Display

Badge Number Update Type

Adult ID Update Type

Fee Total Type

District Group History Filter

Enable Historical Tracking of Staff In Sections

Auto Assign District Staff To Schools

Validate Student Classes

Student Profile Report Release Statement

Class Attendance Signature Text

Course ID Print Width

Use Course Short Title

Parent Filtering

Show Course History Mark As Lookup

22
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Do not allow same parent to be added to a student with
multiple relationships

Use Group State Reporting

Display Student Test ID

SIS Data Import Options

SIS Data Import Error Email Contact |
Graduation Requirements

Enable Verified Credit |
Communication Options

Enable Streams |
Photo Attach

Photo Attach URL Override |

District Setup Screen — Grade Setup Tab

Graduation Grade |
Grade Next Grade | Years Until Graduation ADA Group

District Setup Screen — TeacherVUE Tab

The number of days the user can take attendance
Allow Teacher to Send Communications in TeacherVUE
Enable Special Ed IEP Access in TeacherVUE

District Setup Screen — Labels Tab

Grading Labels
Default Grading Label |

District Setup Screen — Reports Tab

Report Options

Report Number

Report Name

Show Footer Boiler Plate
Footer Boiler Plate
Phone Number Options
Mask Phone Numbers
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District Setup Screen — Mobile Apps Tab

Disable Mobile Apps

AdminVUE App

ParentVUE App

StudentVUE App

TeacherVUE App

School Setup Screen — Basic Info Tab

Period Definition

Start Period

End Period

Homeroom Period

Homeroom Meeting Day

Type Information

School Type

School Attendance Type

School Attendance Taken

School Attendance Reason Type

Concurrent Enroliment Type

ALC School Type

School Category

Calendar Type

Grade Selection (list grades checked)

Grading Options

Grading Period

Rollover Defaults

Enter Code

Enter Date

Term Definitions

Term # Term Name

Begin Date

End Date

Current Term
Codes

Track Selection (list tracks checked)

Policy Code

School Policy Codes

Other Info

Exclude from State Reporting

Validate Student Classes

Improvement Status

Generic Teacher Aide Course

Course ID

Course Title

Credit Given

24
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Programs/Needs
FRM Program
Description Offered At School | All Students Participating | Levels

School Setup Screen — SIS Data Options Tab

SIS Options

Old SIS Number

Next Available SIS Number

Path to SIS Data Files

Conversion Server

Push back to old SIS system (Y/N)

School Setup Screen — Labels Tab

Grading Labels
Default Grading Label |

School Setup Screen — TeacherVUE Tab

Global Attendance Security
Primary Staff

Additional Staff

Global Grading Security
Primary Staff

Additional Staff

Lunch Counts

Take Lunch Counts for Homeroom
Classes (Y/N)

Lunch Description 1

Lunch Description 2

Lunch Description 3

Lunch Description 4

Lunch Description 5

Lunch Description 6

Lunch Description 7

Lunch Description 8

Lunch Description 9

Lunch Description 10

Staff Screen — Required Information

Last Name First Name Type Gender | Role
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User Screen — Default Information for Demographics Tab

Login

Force Password Change On Next Login

Exempt From LDAP

Preferences

Default Mode (Inquiry/Edit)

Paging Size

Paging Row Size

Show Quick Launch

Debug Expiration (Hours from Now)

POV Home Page

User List

Last Name First Name Login Name

Email

User Groups

26
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INITIAL SETUP

When setting up Synergy SIS for the first time, the recommended order in which the system
should be configured is:

1.

2.
3.
4

© © N o

11.

12.
13.

14.

15.

16.

Set up the System Configuration screen.
Set up the district’s organization structure in the Organization screen.
Complete the District Setup screen.

Configure each school in the School Setup screen.

Tip — The Options tab of the School Setup screen contains a useful
set of links to screens that are important for school setup.

Enter the Staff information for at least the core users involved in the setup of
Synergy SIS. Others can be converted from the old SIS.

Set up the User Groups.
Enter the User information.
Configure Security as outlined in the Synergy SIS — Security Administrator Guide.

Set up the state-related information as outlined in the state data reporting guide for
your state.

. Define the student options as outlined in the Synergy SIS — Student Information

Administrator Guide.

Configure the Attendance setup as outlined in the Synergy SIS — Attendance
Administrator Guide.

Define the Schedule as outlined in the Synergy SIS — Scheduling Guide.

Set up the Grading periods as outlined in the Synergy SIS — Grading Administrator
Guide.

Configure the Course History setup as outlined in the Synergy SIS — Course
History Administrator Guide.

Define the Discipline and Conference options as outlined in the Synergy SIS —
Discipline and Conference Administrator Guide.

Set up other areas of Synergy SIS as needed, such as the TeacherVUE software.

Concurrently with those activities, Edupoint personnel perform data conversion from your
previous system or other data source.
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Chapter Two:
SYSTEM CONFIGURATION

This chapter covers:

>

VvV VYy VY VY VY VY VYVYVYVYYVYYY

Email

Job Queue

Multi-Level Administration

User Options

LDAP Authentication

Page Definitions and Help System
Address Mapping Options

System Cache

Pre-Installation Backup

Schools Interoperability Framework (SIF)
Central Printing Defaults
Application Login

Display Options

List Options

Advanced
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System configuration for Synergy SIS defines several areas of the program. For example, it
can create a link to the existing email server or link the user accounts in Synergy SIS to an
existing LDAP server. It can also define several options for how users access Synergy SIS.

To access system configuration, go to Synergy SIS > System > Setup > System
Configuration.

The System Configuration screen has multiple tabs, and each tab has multiple sections.
Each section controls a different Synergy SIS function. The setup of key areas, outlined in
red in the illustration below, is described in this chapter.
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System Configuration Multi-Level
System Configuration Job Queue Administration
Ml Options Aduﬁced ﬂ I/ ﬂ

Email Options q‘ Job QueueOI MultiLevel Administrati a
[v|Email Enabled  Test Email Enable Enable

SMTP Email Server Default Email From Address = C
titan xnova.com rwilson@edupoint com

SMTP Port Override - default is 25

Email
[T]Enable SMTP Authentication

SMTP Username SMTP Password

["]Bulk Mail Enable [limmediate Email Enable
Time to begin bulk emailing Immediate Start Time Interval in hours (1 to 24) fo check for emails to send

Keep History of Bulk Emalils to Each Person Keep History of Inmediate Emails to Each Person

Contact Type for Email History Blind Copy Sender on Immediate Emails
Letter bl

[Defaull Point Of View Home Page (|| Tracking Q|

User Options
View Name Change POV Home Page [Track User Login Attempts
Home Screen = V

Password Security Options

Minimum password length characters. (Leave blank for no limitation)
Number of days before password expires (Leave blank for no expiration)

Require both alpha and numeric characters to exist in the password -

Force unigueness of passwords up to historical passwords. (Leave blank for no uniqueness check)
Force unigueness of passwords up to number of days. (Leave blank for no date uniqueness check)
Number of invalid login attempts before user is disabled 5 (Leave blank for unlimited attempts)

NOTE: To enable a disabled user account go to the User view and clear the disabled checkbox.

||Process Server / LDAP Monitor Connection password (Used fo require password authentication for Process Server and LDAP Monit

Default Entry Access Times D

Access Time Period

Begin End

,71 Monday
'_2 Tuesday v |
'_3 Wednesday |
3 |

|

,74 Thursday
,75 Friday

j 2““:1“ s LDAP
v . .
— Authentication
Pass Through Authentication

—
[v¥] Allow pass through authentication for logins I/

LDAP Integration (]
Using LDAP LDAP Server Type Integration Type - Higher levels include the functionality of the prior level

1= ‘ V| ‘3, Create Users and Synchronize User Groups V|
Domain Name Server Path (e.g. LDAP://myserver.com) Secured via SSL
xnovahg LDAP://az3.xnova.com =

You must enter in an LDAP user property to ensure matching of LDAP user's and RT staff. This user property can be

any named single value LDAP user property (e.g. descripticn, info, etc.). The property value is matched against the
Staff Badge Number property.

WARNING: This property must be blank for all Students if Students exist in your LDAP.
User Property

In order to provide the ability to auto create staff and staff school year entries, the LDAP property representing Staff
Type must be specified. The expected value in LDAP is the role code (lookup K12.STAFF_TYPE).

Role Property Staff Types to allow LDAP to add staff school year entries
™ Counselor I Director I Maintenance ™ Principal ™ Substitute ¥ Teacher
=  — —

User Groups to Admini: ‘Options

[[]Hide users who belong to user groups that a user is not allowed to administer even \fthey be\ong to a user group that a user is all
Data Entry Options Ol
‘ Data Entry Options Help @

Namespaces fo retain view data on save when another user has changed the same data

System Configuration screen, Security tab
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EMAIL

Several areas within Synergy SIS can be configured to send email. For example, parents
can receive automatic notices when their children are absent or are part of a disciplinary
incident. Staff can also send email manually to parents and students. For an overview of
email configuration and customization, refer to Chapter Eight of this guide.

Email Options (&

V] Email Enabled  Test Email

SMTP Email Server Default Email From Address
titan.xnova.com rwilson@edupoint.com

SMTP Port Override - default is 25

Enable SMTP Authentication
SMTP Username SMTP Password

Email Options

JOB QUEUE

The Job Queue lists all jobs that been submitted to process servers and enables
administrators to cancel or pause jobs. It is highly recommended to enable this function to
improve website performance. To enable the Job Queue, check the Enable box. For more
information about monitoring and administering the Job Queue, see the Synergy SIS —
Query & Reporting Guide.

Job Queue
Enable
I

Job Queue

MULTI-LEVEL ADMINISTRATION

Multi-level administration is used with Synergy SE-only districts to enable multi-district
administration. It is not used with Synergy SIS districts.

Multi-Level Administration (|
Enable
I

Multi-Level Administration
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USER OPTIONS

Several options can be configured that impact the management of Synergy SIS users. On
the Security tab, the default home page can be changed, login attempts tracked, password
options set, and access times defined.

Default Point Of View Home Page (|| Tracking (&

View Name Change POV Home Page | Track User Login Attempts

Home Screen

Password Security Options

Minimum password length characters. (Leave blank for no limitation)

Number of days before password expires (Leave blank for no expiration)

Reqguire both alpha and numeric characters to exist in the password 3

Force unigueness of passwords up o historical passwords. (Leave blank for no unigueness check)
Force uniqueness of passwords up to number of days. (Leave blank for no date unigueness check)
Number of invalid login attempts before user is disabled 5 (Leave blank for unlimited attempts)

NOTE: To enable a disabled user account go to the User view and clear the disabled checkbox.

Process Server / LDAP Monitor Connection password (Used to require password authentication for Process Server and LDAP Monit

Default Entry Access Times (5]
Monday Yes v
Tuesday Yes v
Wednesday Yes ¥
Thursday Yes v
Friday Yes v
Saturday Yes v
Sunday Yes ¥

User Options

The Point of View Home Page is the screen that appears when a user logs in to Synergy
SIS. The default screen displays announcements, the Tasks list, and Dashboard widgets.
You can select a different default home page for your users, such as the Student screen,
and override this default by setting pages for specific user groups or individual users. To
change the global home page, click the Change POV Home Page button.

Tracking logs each attempt to log in to Synergy SIS in a table in the database. This can
increase the database size dramatically, so it is recommended to enable this function only
when diagnosing a problem. The tracking data can be accessed directly from the database.

Password Security sets criteria for native Synergy SIS passwords. If you use LDAP
integration for Synergy SIS login, the password security setup here does not affect the
LDAP password setup. The following criteria can be set for Synergy SIS passwords:

¢ Minimum password length — the minimum number of characters in a user
password. Leave this blank for no minimum length.

¢ Number of days before password expires —the number of days a user may use a
password before being forced to change it. Leave this blank for no expiration.

¢ Require alpha and numeric characters in password — set to Yes to force users
to select passwords that have both letters and numbers.
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¢ Force unique passwords up to X historical passwords — a user forced to select
a new passwords cannot use any of their X previous passwords.

o Force unique passwords up to X days — a user forced to select a new password
cannot use one that they used in the last X days.

e Number of invalid login attempts — after this number of incorrect login attempts,
the user account is disabled until a system administrator re-enables the account.
The account is enabled on the User screen. If this is blank, the account is never
disabled; an unlimited number of failed attempts can be made.

¢ Process Server / LDAP Monitor Connection password — If a password is
required for Synergy SIS to connect to LDAP, enter it here.

You can restrict the times during which Synergy SIS can be accessed.

To enable access for a day, click Yes in the Enabled list. If Enabled is set to No, users
cannot log in to Synergy SIS on that day.

To limit logins to certain times of day, enter the start time in the Begin column and the end
time in the End column for each day. Times are in HH:MM AM/PM format. Entry Access
Times can also be set for each user group or each individual user, on the Security
Settings tab of the User Groups and User screens. The user settings override any group
or global settings, and the group settings override the global setting.

On the Options tab, there are two additional options that related to user management —
User Session State Management and User Performance Statistics.
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System Configuration [«

System Configuration

Security  Options | _Advanced

|F'age Definitions Q|
|He|p System Q|
|Fee Systermn Q|
|Map Options Ql
User Session State Management Qi

Time, in minutes, of inactivity before & lock screen is shown [gog
and will require the user ta login to regain access

Time, in minutes, of inactivity before all child windows are 59
closed, pending changes not committed and user is returned
to a login screen

Owverride the default Lock Screen text to the
following:

|System Cache 2
Fre-Installation Backup of MSS0L Serer Database 2
)

Capture User Performance Statistics
[~ Enable User Perfarmance statistics

Schools Interoperability Framewark (S1F) Q|
| Central Printing Defaults Q|
|App|icatinn Lagin Q|

Options Tab

User Session State Management controls when the Synergy SIS window is “locked” due
to user inactivity. This is similar to a screen saver. After there has been no activity in any
open Synergy SIS window for a specified time, the window is locked until the user re-enters
their password. This helps to protect the data from unauthorized access if a staff member
walks away from their computer without logging out of Synergy SIS.

Generally, this is set in two levels. The first level: A lock screen is shown, and the user is
required to re-enter their password to regain access to Synergy SIS. The second level: All
secondary Synergy SIS windows are closed, and the main window is returned to the
Synergy SIS login screen. When this occurs, any data change that has not been saved is
lost. To set when these events occur, enter the number of minutes of inactivity in the boxes
provided. The maximum number of minutes is 99999.

To customize the text shown in the lock screen, enter the new text to be displayed in the
Override the default Lock Screen text to the following box.
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p Synergy*
) Synergy"

Eg_gpoint

3 School District 4

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

Login Name

Password

ContactUs | CheckFor Popup | Add This Page to lv Favorites

Copyright © 2002-2011 Edupoint Educational Systems. All rights reserved.

Lock Screen

User Performance Statistics tracks the number of minutes and seconds it takes to load a
screen, and logs this information in a table in the database. This can increase the database
size dramatically, so it is recommended to only enable this function when diagnosing a
problem. The performance data can be accessed directly from the database.

36
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LDAP AUTHENTICATION

Instead of using native Synergy SIS user accounts, you can integrate with the network’s
existing LDAP (Lightweight Directory Access Protocol) installation. Synergy SIS integrates
with Microsoft Active Directory and Novell eDirectory.

N

Caution — If the integration is not set up correctly, everyone can be
locked out of Synergy SIS. To prevent this, it is recommended that

@ before you configure this option, you set an account that can modify
7

system configuration as Exempt from LDAP in the User screen.
(See page 156.) The Admin user is permanently exempt from LDAP
and cannot use pass-through authentication.

LDAP integration can occur at any of three levels.

Integration Type 1: User accounts and user groups are manually created in Synergy
SIS, but users are authenticated with the same password used in the LDAP
directory. For the end user, this appears as if they have one account for both
systems. Administrators need to set up staff, users, and user groups in

Synergy SIS.

Integration Type 2: User groups in Synergy SIS are synchronized with the groups in
the LDAP directory. This also includes the pass-through authentication from the first
level. When the user groups are synchronized, group memberships in the LDAP
directory are synchronized with the corresponding groups in Synergy SIS.
Administrators need to set up staff, users, and user groups in Synergy SIS, but
group membership needs to be modified in LDAP only, not in both systems.

Integration Type 3: Users and group memberships in Synergy SIS are created
based on the information in the LDAP directory, and pass-through authentication is
enabled. Staff are automatically assigned to schools and years based on their group
memberships. Administrators need to set up staff and user groups in Synergy SIS,
but do not need to create user accounts, modify group memberships, or create staff
school assignments in Synergy SIS.

Pass Through Authentication )
™ Allow pass through authentication for loging
LDAP Integration QD
Lsing LDAP LDAP Server Type Integration Type - Higher levels include the functionality of the prior level

r v | 3. Create Users and Synchronize User Groups b
Domain Mame Server Path (e.g. LDAP:Smyseryer com) Secured via 551
I}{nuvahq ILDAF‘ Haz3 xnova.com r

You must enter in an LDAP user property to ensure matching of LDAP user's and RT staff. This user property can be any
named single value LDAP user propetty (e.g. description, info, etc.). The property value is matched against the Staff
EBadge Number property.

WARNING: This property must be blank for all Students if Students exist in your LDAP.
User Property

In order to provide the abilitv to auto create staff and staff school year entries, the LDAP propen:v representing Staff
Type must specified. The expected value in LDAP is the role code (lookup K12.STAFF_TYPE).

Faole Property Staff Types to allow LDAP to add staff school year entries
™ Counselor I Maintenance W Teacher

LDAP Integration Options
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To set up LDAP authentication for all integration types:

1.

2
3.
4

Check the Allow pass through authentication for logins box.
Check the Using LDAP box.
In the LDAP Server Type box, select the type of LDAP server used.

In the Domain Name box, enter the fully qualified domain name, such as

edupoint.local.

In the Server Path box, enter the path to the server running the LDAP directory,
such as LDAP://servername.local. In Active Directory, this would be a domain
controller or the server running the Active Directory Application Mode (ADAM)
service. In Windows Server 2008, the ADAM service is called Active Directory
Lightweight Directory Services (ADLDS). In Novell eDirectory, it is the server that
has the LDAP Services loaded.

To set up Integration Type 1:

1.

Create the staff, users, and user groups as outlined in Chapter Four.

The user names in the LDAP directory and in Synergy SIS must be identical for the
pass-through authentication to work. When creating users in Synergy SIS, enter the
user logon name from the LDAP directory as the Login Name in Synergy SIS. The

password can be set to anything in Synergy SIS, as it will not be used.

User

User Name: User, Teacher
Demugraphilsl Organizations | User Groups | Mavigation Wenu  Security Settings ~ Focus | Spell Check = POV
Last Name First Name Middle Name Disahbled User Type
|User |Teachev | (] Staff b
Login Q Password (3| Dates Q|
Lagin Mame IEmai\ Passward Canfirm Passward User Creation Date
teacher 'Ieachar@edupnml com |El2ﬂ 972010 12:25:07
[~ Force Password Change Qn Mext Login Last Login Date
I Exermpt From LDAR | 0472072010 15:07.07
Address [ Preferences (&
Address Default Mode Paging Size Paging Raw Size
[123 5 Main Edit ~
City State  ZIP Code +4 ¥ Show Quick Launch
|F‘huenm AL 14))[5004 Debug Expiration (Hours from Kow)

)

POY Home Page

Change POY Hame Page

User Screen

1. Password Authentication.

2. On the System Configuration screen, in the Integration Type list, select

Pass Through Authentication

% Allow pass through authentic ation for loging

LDAP Integration

Lising LOAR LDAR Server Type
~ Microsoft Active Directary

Domain Name

Integration Type - Higher levels include the functionality of the prior lewvel

1. Pagsword Authentication

v

Server Path (e.g. LDAP#myseryer.com)

Secured via S5L

|edup0|m.\ocal

|LDAP /fzervername.local

Integration Type 1 LDAP Setup

-
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Note — The RT LDAP Monitoring Service is not required for the
integration type 1. Password Authentication. For the other
integration types, the RT LDAP Monitoring Service must be installed
and configured as outlined later in this chapter.

To set up Integration Type 2:
1. Create the staff, users, and user groups as outlined in Chapter Four.

The user names in Synergy SIS must be the same as in LDAP.

2. Onthe User Groups screen, make sure that each user group that will be
synchronized with the LDAP directory is assigned an LDAP Name. Leave the LDAP
Name blank for those groups that should not be synchronized.

User Groups

User Group Name: Role - Nurse

| Memt | Organizations = Navigation Menu | Options__Sacurity Settings | POY
User Group Name Qdap Nar@
IRnIe - Nurse INurses

User Groups screen

3. On the System Configuration screen, in the Integration Type list, select 2.
Synchronize User Groups.

Pass Through Authentication (6]
[ Allow pass through authentication for logins
LDAP Integration &)
Using LDAR LDAP Server Type Integration Type - Higher levels include the functionality of the prior level

v Wicrosoft Active Directory % [2. Synchronize User Groups by
Domain Mame Server Path (e.g. LOAP: fmyserver.com) Secured via 550

Iedupuim.\ucal ILDAF' Miservername.local r
Integration Type 2 LDAP Setup

Note — User groups are fully synchronized between Synergy SIS and
the LDAP directory. A user removed from a group in LDAP is
removed from the corresponding group in Synergy SIS.

To set up Integration Type 3:
1. Create the staff and user groups as outlined in Chapter Four.

Create users in Synergy SIS only for staff types that will not be synchronized with
LDAP.

2. Select a property assigned to users in the LDAP directory that can be used to store
badge numbers from the Staff screen in Synergy SIS. Enter the LDAP name of that
property in the User Property box in the System Configuration screen.
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3. Make sure that all staff accounts that will be synchronized have been assigned
badge numbers and that each badge number is unique. Use the Mass Assign
Badge Numbers function if needed, as outlined in Chapter 4.

Staff

Staff Mame: User, Teacher Type: Teacher

General | _Schools | SpecialEd | Emergen Credential

Last Name First Mame Middle Name  Suffix Gender Type

User |Teacher | | Fermale ~ |Teacher b

Staff Info T — Q| Staff Role Q)
Abbreviated Name  Social Security Numbjf Badge Number ‘5‘\18 D Role Type
Juser, T [r33333333 3 1846755 F audiology
Job Title E-Mail W Conference
[Teacher [reachengedupoint.com F Discipline
Birth Date Birth Place Highest Education Level F Health
0B/27/1972 Kentucky Master's degree b

Badge Number, Staff Screen

4. Enter the badge number from Synergy SIS into the selected property of the user
accounts in the LDAP directory for all staff that need user accounts in Synergy SIS.
If the user account in LDAP should not have access to Synergy SIS, such as
student accounts, be sure to leave that property blank.

5. Select a property assigned to users in the LDAP directory that can be used to store
the Type from the Staff screen in Synergy SIS. Enter the LDAP name of that
property in the Role Property box on the System Configuration screen.

Staff |
Staff Mame: User, Teacher Type: Teacher
General |_Schools | SpecialEd | Emergen Credential —
Last Name First Mame Middle Name  Suffix Gender Type
User |Teacher | | Fermale Teacher b
~——
Staff Info Q| Staff Role Q
Abbreviated Name  Social Security Mumber Badge Number State 1D Role Type
Juser, T [333333333 [3 [12348755 P audiology
Job Title E-Mail W Conference
[Teacher fteacher@edupaint.com F Discipline
Birth Date Birth Place Highest Education Level ¥ Health
0B/27/1972 Kentucky Master's degree b

Type, Staff Screen

6. Enter the staff types from Synergy SIS into the selected property of the user
accounts in the LDAP directory for all staff that need user accounts in Synergy SIS.

The value stored in LDAP must be the code for the staff type and not the
description. The Staff Type codes are in the K12.Staff Type lookup table.

Mame: Staff Type Namespace: K12 Locked H

[~ Use Code as the State Code - all vwalues reported to state will be used from the lookup code and not evaluate to the State C
Lookup Values | Add ‘ (@]

. |

1| ] C Counselor - v

1| 0 o] Office Staff w v

o 0 3 System Administrators v v

I | 0 T Teacher w )

Staff Type Lookup Table

40
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7.

10.

Set up the user groups in Synergy SIS to set the Default Use Menu Group and
Allow LDAP monitoring to create staff school year entries as needed. On the
Navigation Menu tab of the User Groups screen, the Default Use Menu Group
setting automatically sets newly created users to use the menu bar group created
for the user group. This does not change the settings for existing users.

User Groups

User Group Name: Role - Nurse

Members = Organizations
User GI’DUp Mame

|ROIe - Murge

Mavigation Menu | Options  Security Settings ~ POY
Ldap Name

|Nurses

Select a user whose default saved report settings are used for report execution 4=

NOTE: Currently, the default report preferences user for a group 1S anky impelmented in TXP.

v Default Use Menu Group for a new user added to this group

Navigation Tree
P Health

=@

Action

Navigation Menu Tab, User Groups Screen

On the Organizations tab of the User Groups screen, select Allow LDAP
Monitoring to Create Staff School Year Entries to have the LDAP
synchronization assign the first school listed on the tab to all users assigned to the
user group in LDAP.

User Groups
User Group Name: Update - Adams Elementary
Members | Organizations | Navigation Menu | Options _Security Settings _POY
LIser Group Name Ldap Mame
Update - Adams Elementary |

Year Extensions Q9
[Possible Vear Extensions
™ Night ¥ Regular [~ Summer

Access i Q|
Current Year Next Vear(s)
Lda

Previous Year(s)
Lodat

Non ‘Year

Ligdat Llacat -

7 Allow LDAP monitoring to create staff school year entries far specific school organizations listed below
NOTE: Qrganizations above the school level will not be evaluated

Organizations
¢ ane| \
1| adams Elementary

Organizations Tab, User Groups Screen

[ cChooser |@

Update v

On the System Configuration screen, under Staff Types to allow LDAP to add
staff school year entries, check the box for each staff type that will be
automatically assigned to schools in Synergy SIS based on the synchronization.

In the Integration Type list, select 3. Create Users and Synchronize User
Groups.

Pass Through cati Q|
¥ Allow pass through authentication far iogins

LDAP Integration ®

Using LDAP LDAP Server Type
¥ |Microsoft Active Directory

Domain Name

FHEgrat0n | YRE - TIGNer [Evels MEIIge te TUNCHonaNty o te prior eve
3. Create Users and Synchronize User Groups v

SENVEr Path (e.0. LDAP.AMySErver com)

Secures

[edupoint local

|LoaP:iservemame. local

wia 551

You must enter in an LDAP user property to ensure matching of LDAP user's and RT staff. This user property can be any
named single value LDAP user property (e.g. description, info, etc.). The property value is matched against the Staff Badge

=

Number property.

WARNING: This property must be blank for ail Studants if Students exist in your LDAP.
User Property
adminDescription

must specified. The expected value in LDAP is the role code (lookup K12.5TAFF_TYPE).

In order to provide the ability to auto create staff and staff school year entries, the LDAP property representing Staff Type

Role Property Staff Types to allow LDAP to add staff schodl year entries
department ™ Counselar [~ Maintenance M Teacher

System Configuration Screen
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Tip: When selecting the properties to be used in LDAP to store the

Y badge numbers and staff types, it will be much easier to update and
maintain properties that are already listed on the User Account
properties dialog box.
Many organizations do not use all of the properties on the General or
Organization tab in Active Directory. However, properties can be added
to this dialog box or even added to the LDAP schema if needed.

Once the properties are selected, discover their actual LDAP names
(which may or may not be the same as the label for the property on the
dialog box). In Microsoft Active Directory, the LDP tool or the ADSIEdit
tool can be helpful in examining LDAP properties. These tools are add-
ons from the Support Tools for Server 2003 or earlier, but are included
in the installation for Server 2008. In Novell eDirectory, LDAP objects
can be configured using either the ConsoleOne LDAP snap-in or the
LDAP Management task in Novell iManager.

To quickly update all user accounts with the new values, check out the
ADModify tool. It can be obtained from Microsoft Support Services or
downloaded from a third-party website.

The staff type must also selected on the System Configuration screen. When the user
account is created through LDAP synchronization, the account will be created as follows:

The Login Name and Email address are entered on the Demographics tab of the
User screen with the values from LDAP. The Default Mode is set to Inquiry.

The account is assigned to the user groups assigned in LDAP that match Synergy
SIS user groups on the User Groups tab of the User screen. If one or more of the
assigned user groups in Synergy SIS have the setting Default Use Menu Group
checked, the Use Menu Group box is checked on the User Groups tab, and the
user will see the menu group created for those groups.

User Groups (=

User Group Name: Role - Nurse

Members  Organizations  Navigation Menu | Options  Security Settings = PO
User Group Mame Name of user group in LOAP (if synching with LDAP)
|RDI9 - Murse INurses
Select a user whose default saved report settings are used for report execution 4=
\
NOTE: Currently, the default report preferences user for a group is only implemented in TeacheryUE.
¥ Default Use Menu Group for a new user added to this group

Navigation Tree |Actmn j (4]
P Health

User Groups Screen, Navigation Menu Tab
A valid focus school and year is set on the Focus tab of the User screen.

No settings are added to the Organizations, Navigation Menu, Security Settings,
Spell Check, or POV tabs of the User screen.

42
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Caution: Users created through LDAP synchronization should not be
disabled in Synergy SIS, and their group assignments on the User
Groups tab of the User screen should not be modified in Synergy SIS.
These changes are not sent back to the LDAP directory and could
cause errors in access rights. Always make these changes in LDAP,
and they will be passed on to Synergy SIS.

To create staff school year assignments, the following conditions must be met:

¢ The staff must have matching badge numbers and staff types in both Synergy SIS
and LDAP.

¢ The staff type must be selected on the System Configuration screen.

e The staff must be assigned to a user group that has Allow LDAP Monitoring
checked.

e The user group must have an organization assigned.

Once these conditions are met, the user is assigned to the first organization listed for the
user group for the current school year set on the District Setup screen. This assignment is
recorded on the Schools tab of the Staff screen.

Staff («
Staff Name: User, Test Type Maintenance
General  Schools | SpecialEd | Emergency | Credentials
Last Marne First Marme riddie Marme ST Gender TypE
|User |Test | Male ~ |Maintenance ¥
™ Assign To District Shaw Histary:
Staff School Assignments | Showe Detail |(}
b g gl gl = gl gl
I 2010-2011 | Adams Elementary - v v

Schools Tab, Staff Screen

Other rules for staff school assignments are:

o LDAP synchronization assigns users to schools but not to the district or other higher
organizational level. This prevents the accidental assignment of staff to district level
access.

e School assignments are never removed. If staff are removed from the user group in
LDAP, the assignment remains. If the organization listed for the user group is
changed, the assignment remains.

¢ Only the first organization on the Organizations tab of the User Groups screen is
assigned. To assign a staff member to multiple schools, they must be assigned to a
user group for each school, and each user group must have only one organization
listed.

e Assignments are made only when a user is created or added to a new user group in
LDAP. If a user has been created and the organization for one of their user groups
is changed, they are not assigned to the new organization. However, if the user is
added to a new user group that has an organization assigned, the user is assigned
to that organization.
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organization

Caution: Because staff school assignments are not updated when the

s listed for a user group are changed, it is strongly

recommended that organizational assignements not be changed once

LDAP synchronization starts. Otherwise, staff assignments could be
very confusing and inconsistent, as new users would receive the new
assignments, but previous users would not.

For the second or third integration type to occur, the RT LDAP Monitor service must be
installed. Edupoint recommends that this service be installed on a process server, with both
3-2 and 64-bit versions available. To install the RT LDAP Monitor service:

1.

Find the folder on the

server where the Synergy SIS release file has been extracted,

as described in Chapter Two of the Synergy SIS — System Installation Guide.

In the latest release folder, find the RTLDAPMonitor (or RT64LDAPMonitor) folder
and double-click the Setup.exe file. The Welcome to the RT LDAP Service Setup
Wizard dialog box opens.

Faolders

20091124 _RT64_Instalers_5.50,3615 -

DEToolsClient
Designersetup
GenericConversion
PhotodttachSetup
PEP&4Setup
RT&4DevSetup
RTE4DevSetup2
RT64DevSetups

| RTE4LDAPMonitor

|| Size |-
5,769 KB
457K

| «| Date modified | =] Type
11{24f2009 2:19.., ‘Windows Installe...
11{24/2009 2:19...  Application

ne  _Mame *
BILLAPServiceSetupsd. msi

RT645etup
RTDashboard
RTScanningSetup
SASL3

SASIxp

SIREN

*Setup

RT64LDAPMonitor Folder
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3. Click the Next button.

@ RT LDAP Service

Welcome to the RT LDAP Service Setup Wizard

The installer will guide you through the steps required to inztall BT LDAP Service on your computer.

WARMIMG: Thiz computer program iz protected by coppright law and intermational treaties.
Unauthorized duplication or distribution of thiz program. or any portion of i, may result in zevere civil
or criminal penalties, and will be prozecuted to the maximum extent pozsible under the law.

Cancel | ¢ Bachk

Welcome to the RT LDAP Service Setup Wizard dialog box

4. To change the default installation location (C:\Program Files\Edupoint\RT LDAP
Service), either type a location in the Folder box or click the Browse button to
locate and select the new folder.

i RT LDAP Service

Select Installation Folder

The inztaller will install BT LDAP Service to the following falder,

To inztall in this folder, click "Mext". To install to a different folder, enter it below or click "Browse".

Folder \
C:%Program Files\E dupointhR T LD.&W Browsze... |

DiskCost. |
Install BT LDAP Service for pourself, or for anpone who uzes this computer:
 Just me
= s

Select Installation Folder dialog box
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5. Click the Everyone option to make the LDAP service available for all server logins,
or click Just me to install for the current user only.

Click the Next button. The software displays the Confirm Installation dialog box.
Click the Next button to start the installation.
{E RT LDAP Service

Confirm Installation

The inzstaller iz ready to install BT LDAP Service on your computer.

Click "Mext" to gtart the installation.

Cancel | < Back

Confirm Installation dialog box

The Installing RT LDAP Service dialog box is displayed, with a progress bar.

{i& RT LDAP Service

Installing RT LDAP Service

RT LDAP Service iz being installed.

Pleaze wait...

[ Cancel < Back Hest >

Installing RT LDAP Service dialog box
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The Installation Complete dialog box is displayed.

{i RT LDAP Service

Installation Complete

RT LDAP Service haz been succeszfully installed.

Click "Cloge" to exit,

Pleaze uze Windows Lpdate to check for any critical updates ta the MET Framewarl.

Cancel ¢ Back

Installation Complete dialog box

8. Click the Close button.

Once the LDAP Monitor Service has been installed, it must be configured and started to
begin synchronizing information between LDAP and Synergy SIS.

1. Start the RT LDAP Monitor Service by clicking on the RT LDAP Monitor Service
program icon in the Edupoint folder in the All Programs menu on the server. The
RT LDAP Monitor Service Setup starts.

Edupoink

DETaoals
B BT LDAP Monitor Service

IFE RTDashboard

L p TProcessSetup
RT LDAP Monitor Service icon

2. Enter the number of minutes between checks of the LDAP service in the Wait box.
Each check looks for new users or new user group information that should be
synchronized with Synergy SIS.
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___':_f'RT LDAP Monitor Service Setup

Fil=  Tools  Help

LDAP Monitor Service - Stopped

— Optionz
W it ID 3: mitite(s] between every check.
Debug Mode: Ifo [Mithing gets wiitten to the BT event log) j
Server UAL:
| http: £ a
e
(==

RT LDAP Monitor Service Setup

3. In the Debug Mode list, select how error messages are recorded for the LDAP
Monitor Service. Error messages are recorded in the RTService Log section in the
Event Viewer on the server. Off does not record any messages. On records critical
error messages. Extended records non-critical error messages and status

message.

4. Inthe Server URL box, enter the address of the web server. If multiple web servers
are in use in the district, only one web server needs to be selected for LDAP
integration.

5. Click the Apply button to save the changes. T
6. Click the Start Service button to start the service.

Once the service has been started, the top bar turns green and the service status is listed
as Running. To stop the service, click the Stop Service button.

___'::I-RT LDAP Monitor Service Setup

Eile Tool Helo
| LDAP Monitor Service - Running ||

— Optionz
“wait I‘mu 3: minute(s] between every check.

Debug Mode: IDn [Critical erors are wiitten ta the BT event log) j

Server URL:
|htl|:|: Hlocalkost/az

T e 1w

LDAP Monitor Service Running
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You can start, stop, or restart the service by clicking the Tools menu and then Start

Service, Stop Service, or Restart Service.

~.®RT LDAP Monitor Service Setup

Stark Service

[Monitor Service - Running

Skop Service

Restart Service
W ait e check.

Tesk LOAP Setup
Debuf Wigw AD Properties tten to the AT event log) j
Server URL:

Ihttp:#a’localhosta’az

|

Cloze | | Apply |

Tools Menu

To check the LDAP configuration in Synergy SIS, click Test LDAP Setup on the Tools
menu. If the service is not configured correctly, the error is listed in the Test LDAP Setup

Status window that opens. The window also reports corrective action needed.

7% Test LDAP Setup Status =]
| B
5:23:40 Ph: Begin test LDAP Connection
5:23:40 P

5:23:40 PM

5:23:40 PM: Connecting to the web server at hitp:/focalhost/az'..

5:23:41 PM: Established connection ta the web server.

52341 PM DB 'server=5AY-T5C database=DemaDB_AZ id=rev'
bocrobio TV,

22241 D LOAD
ﬁ:z}:ﬂ P ERROR ™ : LDAP Integration is not enabled. Please check the Using LDAP check box to enable LDAP in System Config snd re-tasl.'l

server=5AY-TSC database=DemoDB_&Z vid=rev;

Cl

Test LDAP Setup Status
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To view the properties in LDAP used to synchronize user and/or group information for a
specific user, click View AD Properties on the Tools menu. The Active Directory
Property Selector dialog box opens, listing properties and their values for the first user
account in LDAP. To see the properties for a different user account, enter the account
name in the Properties for account box, and click the Show properties from another
account button.

% Active Directory Property Selector

Thiz ligt zhows wou the Active Directory properties a given uzer may have. Use this to help determine which
properties will be used for LDAP Badge ID and LDAP Rale.

Properties for account: I.-’-'n.dministrator Shaw properties from another account |
Property Mame I Froperty ' alue -

accountespires i

admincount 1

adzpath LOAP: et/ C=adminigtrator CM=U gere, 0 C=tec D C=local
hadpazzwordtime i}

badpwdzount i

ch Adminiztrator

codepage I}

countiycode i}

dezcription Built-in account for administering the computer/domain
dizplayname Adrniniztratar

diztinguizhednanme CM=tdminigtrator, CH=gerz, DC=tec DC=lozal
dzcorepropagationdata FA242009 1:60:42 Ak

R e 1 =l

Cancel | Yy

<

Properties Displayed for User Account

To see the version number of the LDAP Monitor Service, click About on the Help menu.
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Tip: Synergy SIS also supports secure LDAP for instances where the
Synergy SIS web server(s) need to traverse an open Internet connection
to access the LDAP directory (such as in a shared hosting environment).
To set up a secure LDAP connection:

>

| 2

Open port 636 (secure LDAP port) on the firewall protecting the
LDAP server, and point traffic on this port to the LDAP server.

Install the certificate protecting the LDAP server environment on
the Synergy SIS web server(s) and the server where the LDAP
monitoring service is installed.

Enter LDAP://server.domainName as the Server Path as usual.
Although generally LDAPS:// is used with secure LDAP
connections, Synergy SIS automatically senses the type of
connection and adjusts for secure or non-secure paths. Do not
enter LDAPS.

Check the Secured via SSL box.

Pass Through Authenticati Q@
I~ Allow pass through authentication for loging

LDAP Integration (@
Using LDAP LDAP Server Type Integration Type - Higher levels include the functionality of the prior level

r ~ | 3. Create Users and Synchronize User Groups b
Domain Name Server Path (g.g. LDAP /fmyServer com) Secured wia 551
Ixna\rahq ILDAF' ffazd xnowa.com r

You must enter in an LDAP user property to ensure matching of LDAP user's and RT staff. This user property can be any
named single value LDAP user property (e.g. description, infe, etc.). The property value is matched against the Staff
Badge Number property.

WARNING: This property must be blank fer all Students if Students exist in your LDAP.

User Property

In erder te provide the ability to auto create staff and staff schoel year entries, the LDAP property representing Staff
Type must specified. The expected value in LDAP is the rele code (lookup K12Z.STAFF_TYPE).

Ruole Property Staff Types to allow LOAP to add staff school year entries
™ Counselor I Maintenance ¥ Teacher
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PAGE DEFINITIONS AND HELP SYSTEM

On the Options tab of the System Configuration screen, you can customize the support
and online help pages. See Chapter Five.

System Configuration
System Configuration

Security | Options | Advanced

Page Definitions @]
Suppart Page Help Page
[Support htrn [Help/GENESIS Help List. htrn

Contact Us - Set to an email address or URL (to hicde link set value to 'remaove’)

Help System &
v Enable Context Sensitive Help

Help System

RoboHelp hd

Help System URL
http:/fGenesis/Help USA AZISA AT

Page Definitions and Help System

ADDRESS MAPPING OPTIONS

You can link the address information in Synergy SIS with mapping software such as Google
Maps. See the Synergy SIS — Student Information Administrator Guide.

Map Options @]
[ Enahle Address Mapping
Address Map Type v

Map Options

SYSTEM CACHE

To improve Synergy SIS performance, the primary keys for each database are cached in
memory as each table is used. This cache may need to be refreshed periodically. To clear
the cache, click the Clear Cache button.

System Cache @]

Total Keys in Cache
Clear Cache
S04

System Cache
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PRE-INSTALLATION BACKUP

By default, when you install a new release of Synergy SIS over an existing installation, the
Microsoft SQL Server database is automatically backed up before any changes are made
to the database. To disable this automatic backup, check the Disable the Pre-Installation
Backup of the MSSQL Server database box. To change the location where the backups
are stored, enter the new path in the box provided. By default, the backups are saved to
C:\Program Files\Microsoft SQL Server\MSSQL\Backup. For information about upgrading
Synergy SIS, see the Synergy SIS — System Installation Guide.

Pre-Installation Backup of MSSQOL Server Database ("
[~ Disable the pre-installation backup of the MSS0L Server database

If the pre-installation backup is MOT disabled, enter the override location (on a
local drive of the M5S0L Server) to contain the MS50L Server database backup
file (if left blank, the default path is ChProgram Filesticrosoft S0
ServerMsSQLBACKLUR on the MSSCGL Server).

|

Pre-Installation Backup of MSSQL Server Database

SCHOOLS INTEROPERABILITY FRAMEWORK (SIF)

Schools Interoperability Framework is a standard established for data exchanges between
software systems for schools. Synergy SIS supports the SIF standard and can import data
in SIF format. For information about setting up SIF, see Chapter Nine.

Schools Interoperahility Framework (S1F) &)
Schedule the job gueue task to process SIF transactions:

Ernail the following address(es) upon failure
e.g. userserner nef, User2@@serners. com

Hours to Recur I Submit Job

Schools Interoperability Framework (SIF)
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CENTRAL PRINTING DEFAULTS

You can configure Synergy SIS to send reports to a folder for centralized printing. For
example, the printer for fold-and-seal report cards might be in the central location. To turn
this feature on, check the Enable Central Printing box and set up the following options:

Central Printing Defaults

@

7]Enable Central Printing

Fold and Seal + | 1

Paper Size
Letter A

Output Path

Whistrict\Print

Job Description Number of Copies Job Type

+ | |Simplex

N

Three Hole Punch

e.g. WSERVERNAME\Share\OutputFolder or C\OutputFolder

Central Printing Defaults

o Job Description — select Letter, Label, Mailer, or Fold and Seal as the type of

print job.

e Number of Copies — select 1, 2 or 3.

o Job Type — select Simplex for one-sided or Duplex for two-sided printing.

e Three Hole Punch — check this box for the report to be three-hole punched.

e Paper Size — select Letter or Legal

¢ Output Path - enter the folder where the job should be saved, as a UNC path (such
as \SERVERNAME\Share\OutputFolder) or local path (such as C:\QutputFolder).

APPLICATION LOGIN

The Application Login option is covered in Chapter Five.

Application Login

[~ Allow use of owerride Login page (page must be named Login_OWVERE . aspx)

DISPLAY OPTIONS

In the Display Options section, you can choose whether to allow HTML tags in

Application Login

announcements and other text. You can also choose whether values that are no longer
active are displayed to users in lists and as check boxes.

54
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LiIST OPTIONS

The Drop-Down Item Search Option determines the behavior of lists when a user uses
the keyboard to locate a value.

¢ Match items by single letter — the system matches by the first letter entered. If in a
State list a user presses M and then [, the values Maine and then Idaho are
selected.

e Match items by sequence of letters — the system matches to a sequence of
letters. If in a State list a user presses M and then |, the values Maine (the first M
state) and then Michigan (the first Ml state) are selected.

¢ Hybrid match strategy — once the sequence typed has no match, the system
matches by the last character typed. If in a State list a user presses M, then |, and
then D, the values Maine (the first M state), then Michigan (the first MI state), and
then Delaware (the first D state) are selected.

ADVANCED

The Advanced tab of the System Configuration screen can customize the workflow in
Synergy SIS so that saving or modifying data in a screen calls up another screen. See
Chapter Seven.

System Configuration («

System Configuration

Security  Options  Advanced |

Global Events add | @
: : ; |
u AfterRead v K12 Setup StudentNotification « 112 Student e -

Icons [ edd |
¢ | Line| El =] |

System Configuration Screen, Advanced Tab

The Icons section is used to add custom icons for student notifications. See the Synergy
SIS — Student Information Administrator Guide.
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Chapter Three:

DISTRICT AND SCHOOL SETUP

This chapter covers:
» District Setup
» Organization
» School Setup
» Copy School Setup
» Non-District Schools

Copyright© 2013 Edupoint Educational Systems, LLC
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DISTRICT SETUP

To set up the years available at each school:
1. Go to Synergy SIS > System > Setup > District Setup.

The years displayed in the Organization Year Tree are controlled by the year
entered in the Base Year field.

District Setup [«
District Setup
Optiunsl System  Grade Setup | TeacheUE | Labels = Auto-Sequence  Reports  Waivers  Mobile Apps
Current System Year Year Permissions (¥ Summer School (&
Current ¥ear | Base Vear §Previous Year(s) Permission Current vear Permission Next Year(s) Permission |Summer Schoal Year Summer School Type
2010-2011 ~ 1 |2006 Update + | |Update | |Update A4 v
Organization Year Tree |Actmn j Q>
b 2005
b 2008
b 2007
b 2008
b 2009
b 2010
b 2011
b 2012
b 2013
Staff Years (]
Last Staff Year Increment Date Increment Staff Years
District Setup Options (%]

District Accommodation Setup
District Discipline Options

Options Tab, District Setup Screen

2. Enter the four-digit Base Year as the earliest school year for which there will be
data in Synergy SIS.

3. Select the Current Year. Synergy SIS displays a year in the tree from the Base
Year to the Current Year.

4. Click the Save button at the top of the screen. The Organization Year Tree
automatically adjusts the years displayed.

Tip: If the current year is not displayed, select the year closest to the
current year and save the changes. The years displayed will expand.

Y Continue selecting the year closest to the current year and saving, until
the current year is displayed in the list.
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After the years are set up, you must add an extension to each year for which data will be
entered. An extension is the type of school year, such as summer, night or regular. Each
extension has its own school and district calendar and setup options. By default, Synergy
SIS lists three types of extensions (Night, Regular, and Summer), but you can customize
these for the district by modifying the Year Extensions lookup table under the namespace
Revelation.OrganizationInfo. For information about modifying lookup tables, see Chapter

Nine.

Locked: H

Name: Year Extensions pace ion.0

[~ Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State C

Lookup Values [ A |@
. |

I 1] Il Might ~ -
I 0 R Regular ~ -
[ 0 = Summer v -

Year Extensions Lookup Table

To add an extension to a year in the tree:
1. Click the year in the tree
2. Inthe Action... list, click Add Extension.

District Setup [«
District Setup
Opliunsl Systemn | Grade Setup | TeacherVlJE = Labels = Auto-Sequence  Reports - Waivers  Mohbile Apps
Current System Year () Year Permissions (3 Summer School )
Current Year  Base Year |Previous Year(s) Permission Current Year Permission Next vearis) Permission [Summer School Year Summer Schoal Type
2010-2011 | | 2006 Update | |Update ¥ Update ~ A
Organization Year Tree |Act\0n .. j (]
P 2005 I =
P 2006 District Setup |
b 2007 Year-Type Specific Setup [&]
b 2008 |
: 53?3 District Attendance Code
District Discipline Code
: District Course
b 2013 District Groups
District Tracks
Staff Years %
Last Staff vear Increment Date Increment: Staff Years
District Setup Options @
District Accommodation Setug
District Discipline Options

Adding an Extension

In the Add Year Extensions window, select the extension.

To add this extension to every existing school, check the Link Year will all
organizations box. If this box is not checked, the extension has to be added

manually to each school as described under Organization on page 75. Any school
added to Synergy SIS after the extension is created will have the year in focus with

the regular extension added to it, and all other years and extensions will need to be

manually linked to the school.

Copyright© 2013 Edupoint Educational Systems, LLC

59



System Administrator Guide Chapter Three

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

‘ Save } Close

Add Year Extensions [«

Year Extensions Link Year with all Drganizations
v -
If checked, all current organizatinns will have this Wear associated with them. If [eft

unchecked, you will have to manually link this year with amy organizations you want
agsociated with it.

Add Year Extensions Screen

Tip: During the initial setup of Synergy SIS, add only the current year’s
regular extension at first, and set that year as the focus. Then create the
organizations and schools as described in the next section of this

1% chapter. After the schools have been created, return to District Setup

and create the rest of the extensions so they are automatically linked to
all schools.

Once the years have been set up, you can set up the default permissions for the previous,
current, and following years, using the lists in the Year Permissions section. These
permissions can be overridden by the security assigned to user groups and users, as
described in Chapter Four. For more about security in Synergy SIS, see the Synergy SIS —
Security Administrator Guide. It is recommended to leave all permissions as Update
initially, or even the administrator can be locked out of making changes.

District Setup

District Setup

Optionsl Systern | Grade Setup | TeacherUE  Labels = Auto-Sequence  Repors  Waivers  Mobile Apps

2010-2011 hd |2DDB Update | Update v Update b hd

Current System Year Year Permissions ummer School @
Current rear Base vearf|Previous Year(s) PErmission Current Year Permission Mext Year(s) Permission |gurmmer School Year Summer School Type

Setting Year Permissions

The current summer school is indicated by entering the four-digit year for the Summer
School Year. The extension that indicates summer school must also be selected in the
Summer School Type list. For more information about setting up summer schools, see
Chapter Four of the Synergy SIS — Attendance Administrator Guide.

District Setup
District Setup
Opliunsl Systern | Grade Setup | TeachervUE  Labels  Auto-Sequence  Reports | Waiers | Mobile Apps
Current System Year (J Year Permissions (3 Summer School )
Current “ear Base Year |Prewvious YEar(S) Permission Current Year Permission Mext YEar(S) Permission §Summer Schoadl Year Summer Schoadl Type
2102011 v |06 |update v | lUpdate v Update & v

Setting the Summer School
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Links to some of the core setup screens for the district are available by clicking each year in
the Organization Year Tree. The links appear on the District Setup tab. The screens can
also be accessed through the navigation tree.

District Setup [«
District Setup
Oplinnsl Systern | Grade Setup | TeacherUE | Labels  Auto-Sequence | Reports  Waiwvers | Mobile Apps
Current System Year () Year Permissions (3 Summer School )
CurrentvYear  Base Year |Previous Year(s) Permission Current Year Permission Mext vear(s) Permission |[Summer School vear Summer School Type
20102011 v |[2008 Update v | [Update | Update v|
Organization Year Tree IActlun. . j (@]
b 2005
b 2006 District Setup |
b 2007 Year-Type Specific Setup [&]
b 2008 “Tas =
ZD District Attendance Code
District Discipline Code
< District Course
District Groups
D amie District Tracks
Staff Years (&
Last staff Year Increment Date Increment Staff Years
District Setup Options @

0 0
District Accommodation Setup

District Discipline Options

As with the year, when the

Shortcuts in the District Setup tab

extension is selected, the District Setup tab shows links to

district-related screens. These screens can also be accessed via the Navigation Tree.

District Accommodation Setup

District Setup («
District Setup

Oplionsl Systern  Grade Setup | TeachervUE | Labels = Auto-Sequence  Reports | Waivers  Mohile Apps

Current System Year () Year Permissions (¥ Summer School %
Current Year  Base Year |Previous Year(s) Permission Current Year Permission Wext Year(s) Permission |Summer School Year Summer School Type
20102011 | [2008 Update v |upgate v | |Update Sl v
Organization Year Tree IACUUH . j (]
b 2005

b 2006 District Setup |

b 2007 Year-Type Specific Setup [#]
: 2l Line|Setup Screens

2 | District Calerar

b 2010
T

@D

(i

b 2012

b 2013

Staff Years %
Last Staff ¥ear Increment Date Increment Staff Years

District Setup Options QD

District Discipling Options

Shortcuts available for extensions
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The Staff Years section shows when the staff members’ counts of years in the education
industry and in the district were last increased. These counts are tracked on the Staff
screen. For more information about staff setup, see Chapter Four.

Staff Years

Last Staff Year Increment Date Increment Staff Years |
Staff Years

Under District Setup Options, the District Accommodation Setup link sets the testing
accommodations available for each classroom accommodation. For more information about
accommodations, see the Synergy SE — System Administrator Guide.

District Setup Options

District Accommodation Setup

District Discipline Options
District Fee Options
District Setup Options

The District Discipline Options link sets the default numbering system using for discipline
incidents. For more information about discipline setup, see the Synergy SIS — Discipline &
Conference Administrator Guide.

The District Fee Options link sets the options for how fees are paid, prorated, and waived.
For information about fees setup, see the Synergy SIS — Fees Administrator and User
Guide.
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The System tab of the District Setup screen controls options used throughout Synergy
SIS:

[

Synergy . Genesis update of permanent ID . Must be within school calendar (excluding weekends and holidays as valid days) .

[
¥
[

6-End of school year v
6-End of school year v
5-Moved. known to be continuing .

1 ] 5 5 6 8 8 O S A

[ rae O
SPED Exit Code

Search Only on Strest Number and Strest Name v
]
]

Default School of Residence from Grid Code; allow manual override .

System Tab, District Setup Screen
(continued on next page)
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Include fees for all organizations and all years -

[l

]

[v]

neigen v
R

]

[l

[v]

[v]

]

Show Warning and Allow Data to be Saved if Student Classes Overlap .

&

Enable Parent Filtering .

[

®

[ Add[©
74 [ Line Diploma Type Display Name

®

v]

System Tab, District Setup Screen
(continued from previous page)
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Enroliment Options — most of these options control how students are added and
transferred within Synergy SIS. The impacts of these options are described in the
Synergy SIS — Student Information Administrator Guide. Options that set the default
transactions, such as Default Needs Exit Code, are explained in the state data
reporting guides.

Enrollment Options (&

New Student Add Type Permanent ID Update Type Enroliment Date Validation

Synergy * | |Manual update of permanent ID b Must be within school calendar (excluding weekends and holidays as valid days) %
V| Allow "No Show" NOTE: All enroliment and attendance dates are validated at runtime by all

) ) . . reports and processes that require the school calendar. Changes to this field
V| Require Summer Withdrawal Code/Date For "No Show' do not initiate a retroactive validation.
BT TS e S 8Tl RE Exil Programs/Services On Student Inactivation

/] Show SASixp Enrollment History 7] Auto-Generate Needs Transactions

VELL AR SR ) T TR S Suppress Needs With Expired Programs

v|Show Emergency Contact as Lookup Default Needs Exit Code
Show User Code As Lookup 6-End of school year B
Show User Num As Lookup Default ELL Exit Code
v|Show Advanced Options On Inactivate Student 6-End of schoal year b
Deleie Course Requests on No Show and Inactivate Default SPED Exit Code
Delete New Year Enroliment on No Show of Student in Current Year |210ved. known to be continuing e
The Default SPED Exit Code will be used for any Leave Code values
Keep Concurrent Enroliment On Inactivate Student that are not found in the Default SPED Exit Code grid below. If a Leave

Code is defined in the grid then the SPED Exit Code assigned there

3 S
Require Withdrawal Reason Code ey

Show Withdrawal Reason Code ‘ T [ 0 |0

au X1 e
Show Withdrawal Reason Text Message on Elementary School Types ‘ % i = B
\ v hvd

Withdrawal Reason Text [2] O

Default GATE Exit Reason
6-End of school year b
Use Grid For Transportation Requirements
Force one race to be selected even if Hispanic
Allow Simple Delete of Enroliment X
Show District Of Residence as Lookup

Disable New Year Activation
Show County as Lookup

Show Non-District School Lookup As A Find View
New Year Def used when adding new students 4
| ‘ Require Find Before Adding New Parents

7] Show Residence Properties on Student View

Require Enrolling Parent Validations

Enrollment Options
More information about transitioning schools to a new school year is in the Synergy
SIS — New Year Rollover Guide. That guide describes the Delete Course Requests
on No Show and Inactivate, Delete New Year Enroliment on No Show of
Student in Current Year, Disable New Year Activation, and New Year Def used
when adding new students options.

Disable Add, Drop, and Transfer — these options control when student enrollments
can be modified. The impacts of these options are described in the Synergy SIS —
Student Information Administrator Guide.

Disahle Add, Drop, and Transfer (&)
[~ Disatle ahility to add, drop, and transfer students (overrides grid below)

Enter a begin and end time during which users will not be able to add, drop, or transfer students
Disahle Add, Drop, and Transfer [~

Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

Disable Add, Drop and Transfer
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Address Options — these options control how student and parent addresses are
treated. The impacts of these options are described in the Synergy SIS — Student
Information Administrator Guide.

Address Options (]

Allow to prompt user to synchronize address and/or phone number changes for all family members living together when one member's address and/or
phone number is changed

7] Allow user to change a sibling address and/or phone number even though the user may not have organizational access to do so
7| Track student, parent and staff address changes

Require address change date when student home address is changed

Enable School Grid Code By Grade Level Override

Address Validation Type
Search Only on Street Mumber and Street Name b

Enforce Validation on +4 Portion of Zip Code
Disable clean/parse and address validation for home addresses

School Of Residence Option
Default School of Residence from Grid Code: allow manual override  +

Require Attendance Reason Code if School of Residence does not Match School of Attendance
Require School of Residence

Clear School of Residence on launch of Student Add view

Do Not Clear School of Residence Attendance Reason Code and Date on Address Change

Address Options

Bulk Mailing — the text entered here appears as the default postage label on
several reports, primarily report card formats.

Bulk Mailing &
Postage Text [%) Q@ Intelligent Mail Barcode Data Q)
PRESORTED - Barcode ID Service Type ID
FIRST-CLASS
US POSTAGE PAID 0 ] [700 hd
1234 Padded Mailer ID Length  Mailer ID

N 6 digits 4

Bulk Mailing

Grading Setup — these settings control when classes are available to be graded.
For more information on how grading is configured in Synergy SIS, see the Synergy
SIS — Grading Administrator Guide.

Grading Setup @

This option is used to determine if the Include In Grading flag is o be set when moving a student's class to history (IE when a leave date is entered). If
Always or Never is selected then the Minimum Class Enroliment Days field is disregarded.

Minimum Days Enrolled Grading Threshold Include in Grade Option
170 Always include active classes ing ¥

If this option is set then the AcaType drop down (that contains the GPA definitions) will not be filtered and all definitions will show in both views (Student
Grade and Student Course History). If the option is left unchecked then the current functionality will remain. Student Grade will only show Current Period
Only GPA types and Student Course History will only show Course History Only types.

GPA Filter Option

7] Always update completed credit on mark change in Student Course History

Grading Setup

Audit Class Options — The Allow Student Classes To Be Flagged As Audited
check box is covered in the Synergy SIS — Scheduling Guide. This adds an Audit
Class column to the Classes tab of the Student screen.

Audit Class Options (]
7] Allow student classes to be flagged as audited

The following options determine how audited classes should be displayed in reports:
Audit Symbol Show Audit Symbol After
* Course ID A

Audit Class Options

66
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e Other Options — these settings impact various areas in Synergy SIS.
Other Options (]
Discipline Type Incident Violation Display District Group History Filter
Incident v Entire Violation A v

Student Nofification
Icon v

Disable Unique State Number
Allow Negative Seat Totals

v|Enable Announcement Dismissal

Badge Number Update Type

Adult ID Update Type

Fee Total Type

v

v

Include fees for all organizations and all years

|Enable historical tracking of staff in sections
Auto Assign District Staff To Schools.

Validaie Student Classes
Show Warning and Allow Data to be Saved if Student Classes Overlap

Student Profile Report Release Statement [5]Q

Class Attendance Signature Text [55] @

Course ID Print Width

Use Course Short Title

When Use Course Short Title option is selected the Short Course

Parent Filtering

Enable Parent Filtering v

Show Course History Mark As Lookup

Use Group State Reporting

Display Student Test ID

Student Course History process. If Short Course Title is blank, then the full Course Title will be used instead

Do not allow same parent to be added to a student with multiple relationships

Title will be used when adding new Course History records or when running the Update

Other Options

The Discipline Type and Incident Violation Display lists control the default

display of discipline incidents. More information about the setup of the
discipline module is in the Synergy SIS — Discipline & Conference

Administrator Guide.

Incident Violation Display
their hierarchies are shown.

controls whether, where violations are displayed,
Select Entire Violation to show the hierarchy or

Lowest Level Violation Only to show just the detailed violation.

Participants  Vielation |

Number __Doscriphien
Q@mus ltems =

—
Firearms = Hw

Category

2
Dangerous ltems hd

Violation Detail
Handgun

R

Violation
Firearms

Severity Level

Incidents Screen, Violations Tab, Detail

Participants Violation|

o ——

P

Number __Descrplie

2 andur
Category

Dangerous ltems b

Violation Detail
Handgun

-

Violation
Firearms

Severity Level

Incidents Screen, Violations Tab, Detail
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District Group History Filter controls the group participation history shown
for students in the Student Groups screen. For information about district
group configuration, see the Synergy SIS — Student Groups Administrator
Guide.

Student Notification — Notifications are displayed at the top of every
student-focused screen to indicate special conditions such as a custody
issue of which staff should be aware. This list controls the type of notification
displayed. For more information about setting up notifications, see the
Synergy SIS — Student Information Administrator Guide.

Badge Number Update Type — This option determines how badge numbers
are created for staff. Information about badge number setup is in Chapter
Four.

Disable Unique State Number — By default, the state number assigned to
each student must be unique. However, if duplicates exist in the previous
student information system, it may be necessary to turn off enforcement of
this rule during the conversion to Synergy SIS. More information about
setting up the student record options is in the Synergy SIS — Student
Information Administrator Guide.

Allow Negative Seat Totals — This option controls whether students can
enroll in a section that is already full. For information about sections, see the
Synergy SIS — Scheduling Guide.

Enable Announcement Dismissal — This option allows announcements
posted on the home page of Synergy SIS to be dismissed by staff and no
longer displayed. For information about announcements, see Chapter Five.

Adult ID Update Type — This list controls how Adult IDs are assigned to
parents. They can be automatically generated or manually assigned. For
information about parent records, see the Synergy SIS — Student Information
Administrator Guide.

Fee Total Type — This option sets up how student fees are totaled. For
information about setting up student fees, see the Synergy SIS — Fees
Administrator and User Guide.

Enable historical tracking of staff in sections — Because only one primary
teacher can be assigned to a section, enabling this option allows Synergy
SIS to track the changes to the primary teacher assignment for reporting
purposes. For information about teacher assignments and reporting, see the
Synergy SIS — Scheduling Guide and the Synergy SIS — Grading
Administrator Guide.

Auto Assign District Staff To Schools — controls whether, when a staff
member is assigned to the district, Synergy SIS assigns that individual to
each school in the district as well.

Validate Student Classes — As classes are assigned to students, Synergy
SIS can verify that the class schedules do not overlap. This option controls
how class schedules are verified. For information about creating class
schedules, see the Synergy SIS — Scheduling Guide.
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= Student Profile Report Release Statement — The text entered here is
displayed on the Student Profile Report. For customization and setup options
for this report, see the Synergy SIS — Student Information User Guide.

= Class Attendance Signature Text — The text entered here is displayed on
the Class Roster report. For customization and setup options for this report,
see the Synergy SIS — Attendance User Guide.

=  Course ID Print Width — Enter the maximum number of characters to be
used when printing Courses ID in reports.

= Use Course Short Title — If the short title is enabled, the short title entered
in the District Course screen is used when adding or updating student
course history. For information about configuring student course history, see
the Synergy SIS — Course History Administrator Guide.

= Parent Filtering — When parent filtering is enabled, only parents of students
in the school in focus can be added to other students in the school.
Otherwise, any parent in the district can be added. It is strongly
recommended that filtering be disabled. For enroliment options, see the
Synergy SIS — Student Information User Guide.

» Show Course History Mark As Lookup controls whether the Mark column
in the Courses grid on the Course History tab of Synergy SIS > Course
History > Student Course History is a free-entry text field or a lookup list.

= Do not allow same parent to be added to a student with multiple
relationships controls whether a parent can be listed with another
relationship as well on the Parent/Guardian tab of Synergy SIS > Student >
Student.

= Display Student Test ID controls whether a Student Test ID column
appears on the Student Test tab of Synergy SIS > Test History > Student
Test.

¢ SIS Data Import Options — these options control the import of data from other
student information systems. For more information about these settings, refer to the
Synergy SIS — Data Conversion Guide.

SIS Data Import Options Q)
SIS Data Import Error Email Contact

B

Attach sML Rules

SIS Data Import Options

¢ Graduation Requirements — this option turns on verified credit for student course
history and graduation requirements. For additional information on setting up a
verified credit process, see the Synergy SIS — Course History Administrator Guide.

‘Graduatiun Requirements O‘
| I Enable verified Credit |

Graduation Requirements

¢ Communication Options - this option enables the Streams Collaboration Tool, an
easy-to-use and intuitive social media-type interface. Users can create private
‘Streams’ to communicate with other staff, in addition to being able to create groups
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where content can be shared with several users at one time. Communication occurs
via posts — users can post documents, web links, and text to a Stream, as well as
respond to others’ posts. To encourage and facilitate home/school collaboration,
parents and students can communicate with teachers via the Streams tab in
ParentVUE and StudentVUE, if allowed by the district. Users and user groups can
be secured from this screen, if desired, using PAD Security. Teachers, who typically
do not have access to Synergy SIS outside of TeacherVUE, access Streams via the
Streams menu in Grade Book.

[c ication Options Q|
‘ 7|Enable Streams ‘

Communication Options

o Photo Attach - this option provides the ability to use the Photo Attach URL
Override to set a URL that the photo attach application uses, instead of defaulting
to the web server. The format should be the entire URL, such as
https://district.synergy.com.

Photo Attach Q)

Setting this value will override the default URL which is set as the URL from the web server in your farm. This option will most commonly be used if the web farm is behind
a load balancer and users do not have direct access to the web farm servers. The URL most commonly used should be the URL users put into their browser to access
Synergy. The URL should start with http://.

Photo Attach URL Override

Photo Attach URL Override

The Grade Setup tab of the District Setup screen lists the grade levels available at the
district. By default, Synergy SIS lists all grade levels from pre-schools through grade 12+. If
all of these grades are not available in the district, this list can be modified by changing the
lookup table Grade found under the namespace K12. For more information about modifying
lookup tables, see Chapter Eight.

Mame: Grade nNemespace: K12 Locked: H

I~ Use Code as the State Code - all values reported to state will e used from the lookup code and not evaluate to the State C

Lookup Values [ A |@
b

l 1 0s0 P3 15 P3 v v
[ 2 100 K 0o KG v v
I 3 110 m o1 1 v v
I 4 120 02 02 2 v v
I ] 130 0z 03 3 v w
I B 140 04 04 4 v w
I 7 150 0& 05 =3 v w
| 8 160 08 0& B - -
l 9 170 or or 7 v A
l 10 180 08 05 g v v

Grade Lookup Table

Caution: It is strongly recommended that the leading zeroes for the
Grade Numbers be retained in the Grade lookup table. Changing this
can lead to unexpected results when synchronizing the Grade Book or
running reports.
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Once the list of grades is correct for the district, the grade levels need to be further defined
on the Grade Setup tab.

1. Inthe Graduation Grade list, select the grade in which graduation occurs.
2. Select a Graduation Requirements Year Calculation Method.

» If you select Use Expected Graduation Year, the year of expected graduation
is calculated based on the current grade and the Years Until Graduation. Use
Expected Graduation Year is the default if you leave the field blank.

= [f you select Add Years to Ninth Grade Entry Year, the Years To Add to the
9th Grade Entry Year box appears, and you can specify the number of years to
add to the ninth grade entry year to arrive at the graduation requirements year.
The default value for Years To Add to the 9th Grade Entry Year is 5. Leaving
this field blank adds five years to the Ninth Grade Entry Year.)

The Student screen, Other Info tab, Graduation Information section shows the
student’s Ninth Grade Entry Year and Calculated Graduation Requirements

Year.
3. In the Grades section, select the grade level that follows each grade from the Next
Grade list.
District Setup EETERE
District Setup
Options ~ System  Grade Setup | TeacherVUE | Labels = Auto-Sequence = Reports | Waivers = Mobile Apps
Graduation Grade
12 v
Graduation Requirements Year Calculation Method The Default Value for the "Years To Add to the 9th
Add Years to Ninth Grade Entry Year +| Grade Entry Year"is 5. Leaving this field blank when
the "Graduation Requirements Year Calculation
Years To Add to the 9th Grade Entry Year Method" option is set to"Add Years to Ninth Grade Entry
4 Year" will result in 5 years being added to the 9th Grade
Entry year

Grades (6]
| Ps K v |13 3
2k o1 v |12 K v
o 02 v M 01-03 v
_[]2 03 ~ 10 01-03 v
03 04 >|9 01-03 v
b e04 05 ¥|8 04-06 he
[ L “|7 04-06 v
| 8 06 g v|6 04-06 v
o7 08 ¥|5 07-08 v
o8 09 ¥4 07-08 v
09 10 v|3 09-12 b
| 12 10 1 v|2 09-12 v
| 13 11 12 |1 09-12 hd

12 >0 09-12 v
: 12+ - T

Grade Setup Tab, District Setup Screen

4. Enter the number of years that a student is required to complete to graduate from
grade 12 in the Years Until Graduation column. This does not include the current
year; in a typical setup, grade 6 has 6, not 7, years until graduation.
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5. Select the group assigned to the grade level from the ADA Group list. By default,
the groups are defined as K, 1-8, and 9-12. These groupings can be modified by
changing the lookup table Ada Grade Group under the namespace K12. For more
information about modifying lookup tables, see Chapter Eight.

Name: Ada Grade Group Namespace: K12 Locked W

[~ Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State g

Lookup Values |

add | @
. |
I 1 A K v v
I 2 B 01-08 v
I 3 C 0912 v

ADA Grade Group Lookup Table
6. Click the Save button at the top of the screen.

The TeacherVUE tab of the District Setup screen sets the number of days previous to
today for which a teacher can take attendance in TeacherVUE, and turns functions on and
off in TeacherVUE. For more information about the TeacherVUE software, refer to the
Synergy SIS — TeacherVUE Administrator Guide.

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

The number of days historically, the teacher can take attendance 2

Use Valid School Days Instead of Calendar Days for TeacherVVUE Historical Attendance
V| Allow teacher to send communications in TeacherVUE
V| Enable Special Ed IEP Access in TeacherVUE

Show Deceased Parents / Guardians in TeacherVUE

Allow teacher to enter notes for students in TeacherVVUE
TeacherVUE Tab, District Setup Screen

The Labels tab of the District Setup screen sets the default label definition to be used
when printing report cards. The label definitions need to be defined first, as outlined in the
section on Label Detail in Chapter Nine. The default grading label can also be set at the

school level. For more information about setting up grading options, see the Synergy SIS —
Grading Administrator Guide.

District Setup («

District Setup

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

Default Grading Label
Avery 5160 Mailing Labels 1"x2 5/8" -

Labels Tab, District Setup Screen

The Auto-Sequence tab of the District Setup screen enables administrators to adjust the
next number in a field that is automatically assigned a number by Synergy SIS. Examples of

auto-numbered fields include the badge number assigned to staff and the SIS number
assigned to students.
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Extreme caution should be used when modifying these values, as an incorrect value could
cause a duplicate value to be assigned to a record or prevent users from adding records.
These values rarely need adjustment, such as after the initial conversion.

District Setup («
District Setup
Options | Systern  Grade Setup ~ TeacherVUE  Labels | Auto-Seq | Reports | ‘Waivers | Mahile Apps

Changing these valugs can potentially cause multiple ohjects to use the same sequence number. When changing & value,
make sure that the new value is not currently in use and will never collide with another number that is in use

Auto-Sequence

K12 5taff BadgeMum

[€)

3

K12 Student SisMurmber

957012

K12 Testinfo.Setup. Test. TestScanSheethumber

10055

SCHINCDISP_2008

SCHINCDISP_2010

SCHINCDISP_87F 1A309-F055-43E4-B856-EF9AE4G02639

SCHINCIDEMT_2009

SCHINCIDENT_2010

SCHINCIDEMT_B87F 1A309-F058-43E4-655B-EF SAE4602639

SCHINCVIOL_2009

SCHINCWVIOL_2010

SCHINCVIOL_87F1A309-FO056-43E4-B556-EF9AEAGD2639

1
1
1
2
3
2
1
|
2

Auto-Sequence Tab, District Setup Screen

The Reports tab of the District Setup screen can set a default footer for the selected
reports. For more information about reports, see the Synergy SIS — Query & Reporting

Guide.

District Setup

(«

District Setup

Options |~ Systern | Grade Setup | TeacherUE | Labels  Auto-Sequence

Reports | Waivers

Mobile Apps

Report Options

Footer Boiler Plate B &

Chooser [

Phone Number Options

hask Phone Mumbers
Mask unlisted phone numbers

4

Reports Tab, District Setup Screen
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The Waivers tab of the District Setup screen gives districts the ability to reapply credits
earned towards one subject area to another without modifying each individual course

record. For more information about waivers, see the Synergy SIS — Course History
Administrator Guide.

District Setup («

District Setup

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

Subject Area Waivers Add (]

Orde aive Cre D ansfe B D

College Waivers Add

74 | Line Order Waive Credit From Transfer Credit To
University Waivers Add

74 | Line Order Waive Credit From Transfer Credit To

Waivers Tab, District Setup Screen

Synergy SIS offers access to key areas via mobile applications on the iPhone and iPad and
on Android devices. The Mobile Apps tab of the District Setup screen enables
administrators to disable these mobile apps by checking the appropriate boxes.

District Setup

¢

District Setup

Options | System

Grade Setup  TeacherVUE | Labels = Auto-Sequence  Reports = Waivers

Mobile Apps |

Disable Mobile Apps

Q@

[C] AdminVUE App

[[] ParentVUE App
[[] StudentVUE App
[[] TeacherVUE App

[[]HealthVUE App

Mobile Apps Tab, District Setup Screen
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ORGANIZATION

The Organization screen defines the district’s organizational structure. Synergy SIS can be
set up to mirror any district organization. For example, schools can be grouped by

elementary and secondary organizations, as shown below:

Sample School District
Elementary Schools
Huff Elementary
Kennedy Elementary
Lindbergh Elementary
Martin Elementary
Middle Schools
Bradshaw Middle School
Diaz Middle School
High Schools
Fischer High School
Hoffman High School

Another possible organization structure is geographical, to show which elementary schools
transition their students to a specific middle or high school. In the example below, each
group of schools is referred to as a family of schools with the high school as the “parent”

school.

Sample School District

Fischer Family
Bradshaw Middle School
Fischer High School
Huff Elementary
Kennedy Elementary

Hoffman Family
Diaz Middle School
Hoffman High School
Lindbergh Elementary
Martin Elementary

A default school district called Sample School District is set up when Synergy SIS is
installed for the first time.

To define the district organization:

1.

Go to Synergy SIS > System > Setup > Organization.

Menu ;“:’| Save | Unda |

Form Status: Ready (Updste Mode) | ':_;,\_1 % '.l"

Organization

(«

Action...

= @

Jr Sample School District

Organization Screen
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2. To change the district name, click the Sample School District name. Information
about the district appears on the right.

:‘; 1 ‘ save || Undo

Form Status: Ready (Upclate Mode) ‘ & A

Organization [«
PE—— Action -l @
b [Sample School District] Organization Name: Sample Schoel District

District | Special Education
District Sstup Options
District Information (&]
Organization Name District Nurnber
|Samp\e School District
County Code
Address Information (&]
Address
Adddress2
City State Zip Code . +4
[ || I
Other Information (&]
Phone Phone2
Website URL
Images (&]
Attach Prinked Logo
Attach Title Image
Attach Login Logo

Organization Screen, District Information

The District Setup Options button opens the District Setup screen in a separate
window. For information about the District Setup screen, see the following section

in this chapter.

3. In the District Information section, enter

The actual name of the district, in the Organization Name box.

The District Number as assigned by the state. This is used during uploads to
the state data collection system.

Any Alt ID to use in state reporting instead of the District Number.

The NCES District Number from the National Center for Education Statistics.

The superintendent’s name and title.

The code for the district’'s county, as assigned by the state, and the county’s

name.

4. |Inthe Address Information and Other Information sections, enter the district’s
address, phone, website URL, and default email address. This information can be
automatically printed on reports.
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5. In the Images section, upload the district logo to be used on screen and in printed
reports. Three logos can be uploaded — the printed logo, the title logo, and the login
logo.

o The printed logo is displayed on reports. School and other organization logos
may also appear on reports, but the title and login logos are always the district

logo.
Student Name i
Abbott. Billy C Edupoint School District High School
ott, Billy L. . Heope High Scheol
Hope High School
Perm ID Grade Gender December 03, 2009
905483 12 Male &duPoin
Diate OF Birth Phone \ t Phone Fax
05/13/1992 480-555-1214 - 949-555-1212 949.555-1213
Home Address School Distric School Address
1954 § Val Vista Dr 123 Main St
Mesa, A7 85234 Phoenix, A7 85694

Printed Logo

o The title logo appears at the top of the Synergy SIS window.

. Hope High School
Edupoint ek
‘ ~ SCchool District User Admin User
‘Show active and inactive

E 'm Quick Launch __ Lock | Sign Out | Support | Help
Title Logo

e The login logo appears on the login page.

Edupoint

™
«})SLdSLv\I:‘eLr‘gSyL School District
udent Information System \ /
Please enter your login name and password
«» Svne r‘gyTM below to access the application.

Special Education Login Name

Password

Edupoint ContactUs | Check For Popup | Add This Page to My Favorites
N Copyright © 2002-2011 Edupoint Educational Systems. All rights reserved.

Login Logo
6. To upload each logo, click the Attach Logo button.
Attach Logo for Edupoint School District

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

I Browse... |

Upload | Clear Image |

Attach Screen
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Click the Browse button to locate and select the logo file in .jpg or .png format.
Click the Upload button.

On the Special Education tab, make changes as needed to district-level
information used by the Synergy SE software. For information about the setup for
this tab, see the Synergy SE — System Administrator Guide.

Organization
|Action... j @
P [Sample School District Organization Name: Sample School District

|Genera| O|

|Arizona C’|

| California o|

|Nati0na| ©|

|\f’irginia O|

Organization Screen, Special Education Tab

Once the district information has been entered, the next level of organization can be
defined. The second level of organization can be a grouping of schools such as Elementary
Schools for a larger district, or it may be the schools themselves in a smaller district. To add
organizations under the district:

1. Click the name of the district, and then click the Action... button. To add a group,
select Add Organization to District and continue with step 2. To add a school,
select Add School to District and skip to step 7.

:j: ‘ Save || Undo Form Status: Ready (Update Moe) ‘ AL
Organization [«
| [
P |Sample School District Tetr
CleEMEEHER RERME: EETITID EOC] BIELIDS Add Organization to Sample School District
District| Special Education Add School to Sarple School District
LSe 1Delete Sample School District
District Setup Options
District Information Q)
Qrganization Name District Mumber

ISamp\e School District I
County Code

Organization Screen, Adding Organization or School
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2. When adding an organization, the VirtualRoot screen opens. Enter the
Organization Name, and in the Organization Abbr Name box, a shorter version of
the name, for reports.

Save Close:
VirtualRoot («
Address Information o
Organization Mame Organization Abbr Name
District of Service
Attach Logo
Address
Address2
City State Zipcode
[ “[
Phone Numbers o
Phone Phone2

VirtualRoot Screen
3. Enter the number for the District of Service for this organization.

Enter the address and phone information, and default email address, for this
organization.

Click the Save button.
Optionally, upload a logo for this organization by clicking the Attach Logo button.
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7. When adding a school, the School screen opens. Enter the School Name, and in
the Abbr School Name box, a shorter version of the name, for reports.

Save Close
School

_ School |
School Information )

School Name School Code Alt 1D School Type
b

Abbr School Name

_iach oo |

Principal Name 4=

Address Information [~
Address

Address2
City State ZIP Code +4
b
Other Information [&]
Phone Fax Counselor Dept Phone

Sis School Code State CTDS Code Alt Funding School Code College Board School Number
Website URL
Default Email Address

Live In Synergy
Hide Organization From General Use

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

e R,

Health Notification @
Head Nurse Email Safety Specialist Email

School Screen

8. Enter the School Code, the numeric code assigned to the school in Synergy SIS.
This is generally the same number used in the previous student information system,
and the same as the last three digits of the number assigned to the school by the
state.

9. Any Alt ID to be used in state reporting instead of the School Code.
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10. Select the type of school in the School Type list. By default, the types available are
Elementary School, Middle School, High School and Special School. You can
customize this list by modifying the lookup table School Type, under the K12
namespace. For information about modifying lookup tables, see Chapter Eight.

Name: School Type nNamespace: K12 Locked: H

I~ Use Code as the State Code - all values reported to state will be used fram the lookup code and not evaluate to the State

Lookup Values [ aod J@

. |

Elementary School

1
Middle School 2
High School 3
Special Schaol 4

School Type Lookup Table

| .
ol ololo
<<l ]|<
<l<fs]|<

= w =

11. If staff names have been entered into Synergy SIS, click the gray arrow next to
Principal Name, and find and select the principal’s name.

12. Enter the address, phone, fax, and other information for the school. Specific pieces
of information include the following.

¢ If the guidance office has a separate phone number, that is the Counselor Dept
Phone

¢ SIS School Code is the numeric code assigned to the school in the previous
school information system. This code is used to match the information in the
previous system to the new school during data conversion. This is generally the
same as the last three digits of the number assigned to the school by the state.

¢ The State CTDS Code for the school is used to upload data to the state
reporting system. The Alt Funding School Code applies if the school is eligible
for alternative funding from the state. For information about uploading data to
the state, see the Synergy SIS — State Data Reporting Guide.

¢ If the school is no longer active in the previous student information system and
all data is now modified in Synergy SIS, check the Live in Synergy SIS box.

e To remove the organization from the Chooser and Find results and prevent it
from being selected as an option in all data entry points through Synergy SIS,
check the Hide Organization from General Use box. It will still be available
through the focus.

o The Central Print ID is based on the State CTDS Code and identifies print jobs
sent for a school when the district is configured to use central printing through
the System Configuration screen. See page 54.

¢ Head Nurse Email is the email address used to communicate with the school
nursing staff.

o Safety Specialist Email is the email address used to communicate with the
safety department.

13. Click the Save button.
14. Optionally, upload a logo for this school by clicking the Attach Logo button.
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By default, a new school or organization is created under the organization highlighted when
the school or organization is added. To reorganize the district, you can change the Parent
Organization of the organization or school.

[=) Washington Elementary
P 2 Middle Schools
P 3. High Schools
P 4. Special Schools
P 5 Closed Schools

Organization («
Action_... - Q@
7 Edupaint School District Organization Name: 1. Elementary Schools

*7|1. Elementary Schools -
© Adams Elementary Address Information Q|
(=) Grant Elementary Phone Numbers Q|
[ Jefferson Elementary Other Info Q|

(& Lincoln Elementary

Parent Organization (]

Parent Organization
Edupoint School District

Selecting a new Parent will move this organization in the organization heirarchy

2. Middle Schools

3. High Schools

4. Special Schools

5. Closed Schools
Edupoint School District

Changing Parent Organization for an Organization

Organization

Q)

= Edupoint School District

= 1. Elementary Schools
[Adams Elementn]
[ Grant Elementary
(2 Jefferson Elementary
[ Lincoln Elementary
(2 Washington Elementary
P 2. Middle Schools
P 2. High Schools
P 4. Special Schools
P 5. Closed Schools

School Name: Adams Elementary

Schooll Years  Special Education

1. Elementary Schools
2. Middle Schoals

3. High Schools

4. Special Schools

5. Closed Schools
Edupoint School District

Changing Parent Organization for a School

|SChUUI Information O|
|l—‘~ddress Information O|
| Other Information Q|
Parent Organization i
Selecting a new Parent will move this organization in the organization heirarchy
Parent Crganization
1. Elementary Schools

9l
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Additional options to be set up for the school:

School tab

1. If the school should use a different district CTDS state code than the code assigned
to the primary district, enter the code in the Alternate District CTDS box and check
the Use Alternate District CTDS box.

Organization «

Action.. @

7 Edupoint School District

School Name: Adams Elementary
= 1. Elementary Schools

o] School | Years | Special Education | Documents
=) Grant Elementary ‘ School Information 0|
S JL?ﬁerlsoglEleml:ntaw ‘Address Information Q|
Sl Gt o 5
P 2. Middle Schools Phone Fax Counselor Dept Phone
P 3. High Schools 949-555-2425

P 4. Special Schools

Sis School Code State CTDS Code Alt Funding School Code
P 5 Closed Schools

101 123456101
College Board School Number

Website URL
Default Email Address

V| Live In Synergy

Hide Organization From General Use

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

Alternate Information ]

Alternate District CTDS Use Alternate District CTDS

NCES School Number Alternative School

Parent Organization

‘ Health Notification Q|
Detail View of School, Organization Screen

2. Enter the NCES School Number from the National Center for Education Statistics.
3. Check the Alternative School the box, if appropriate.
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Years tab

School years are configured in the District Setup screen, and most school years are
configured to be added automatically to all schools in the district. However, some types of
years, such as a summer school or night school, may not be offered at all schools. In these
situations, you manually add these years to each school open for that year.

1. Click the Add button. The Organization Year Add screen opens.

Schaonl Yea[sl Special Education | Documents

Year Options Grid [ add |@

2006-2007
2007-2008
2008-2009
2008-2008 Summer
2009-2010
2009-2010 Summer
2010-2011
2011-2012

Years Tab, Organization Screen
2. In the Organization Year Choices list, select the year to be added.

Save Close
QrganziationYearAdd («

Organization Year Choices

hd

Organization Year Add Screen
Click the Save button. The new year is added to the Year Options Grid.

Click a link in the School Year(s) column to open the School Setup screen for the
school and year selected.

Special Education tab

The Special Education tab sets the school type and district for integration with the Synergy
SE special education software. For more information, see the Synergy SE — System
Administrator Guide.

School  Years  Special Education | Documents
School Type Diistrict
Public Day School + | |District Name v

Special Education Tab, Organization Screen
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Documents tab

The Documents tab can store documents relating to the school. For example, a PDF
version of the official school calendar could be attached so everyone would know where to
find the official copy. Other examples include school policy documents or forms. Almost any
type of file can be uploaded, including Word documents, text files, spreadsheets, PDF, or
images in .bmp, .jpg, .png or .gif format.

1. Click the Add button.

School | Years | Special Education | Documents

Documents Add (]
[0

Documents Tab, Organization Screen

2. Click the Browse button to find and select the file to upload.

Attach document

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

I Browse. .. |
Upload |

Attach Document Screen

3. Click the Upload button. A new line in the Documents grid is added, with the
current date as the Doc Date and the name of the file in the Doc Comment column.
You can edit these values.

School  Years  Special Education Ducumemsl

Documents Add (& ]
[0

12/08/2009 | School Policy txt D
Adding a Document

4. Inthe Doc Category list, select a category for the document. The same categories
are used wherever a document can be attached to a screen throughout Synergy
SIS, such as the Student screen. The categories may be customized by modifying
the lookup table Attach Doc Category, found under the Revelation namespace.
For more information about modifying lookup tables, see Chapter Eight.

Mame: Attach Doc Category Hamespace: Revelation Locked: H

[~ Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State ©

Lookup Values Add Q@
dale ! [ -
Order [Code De D Othe it Code
ode
0 01 Personal Document w v
0 02 Birth Certificate v “
0 03 Consent Form w w
0 04 School Project ~ -

Attach Doc Category Lookup Table

Copyright© 2013 Edupoint Educational Systems, LLC 85



System Administrator Guide

Chapter Three

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

SCHOOL SETUP

Once the document has been attached, it can be downloaded or opened by clicking on
the icon in the Doc Type column.

The Basic Info tab of the School Setup screen covers many aspects of the school’s
configuration in Synergy SIS. For the initial setup of a school:

School Setup

School Name: Hope High Schoel school Year: 2012-2013

Basic Info | Options | SIS Data Options | Labels | TeacherVUE

Period Definition () Type Information (@]
Start Period End Period Homeroom Period Homeroom Meeting Day School Type School Attendance Type
0 9 1 b High School ~ WPeriod Attendance v

School Attendance Taken School Attendance Reason Type

By Section * | |Regular v

Grade Attendance Calculated

v

Concurrent Enroliment Type:

Full Concurrent - Able to send and receive concurrent students v

ALC school Type School Category Calendar Type

v ~ | |Regular A
Grade Selection Oll Grading Options (|| Roll Over Defaults (%]
Grade Grading Period Enter Code Enter Date
FPSITK T01 o2l 03l 04 Second Quarter v E2-First Arizona enroll ¥
rosT 061 o7 [ 08109k 10 Update Course History From
M1 Ivi21 12+ v
1l
Term Definition ‘ Add H Show Detail |O
% s B =l \
j | 1 Fall 08/28/2012 12/21/2012 51, YR
™ 2 Spring 12/31/2012 08/26/2013 82, YR
Track Selection Q)
Tracks
™ 4 Day Week ™ 5 Day Week
Policy Code (e >
[~ Waiting List Available
Other Info @
[[]Exclude from State Reporting Validate Student Classes Scheduling Options.
FIReport Sub Schools Show Wamning and Allow Data to be Saved if Student Classes Overla) ¥ | |Traditional Schedule Tracking (Default) b
~|Enable College Credit Default Locker Combination Improvement Status
i v
[ Charter School Combination 1 hé
Generic Teacher Aide Course (&
Course ID 4 Course Title 4 Credit Given
TA999 Teacher Aide| |From Section Credit v
Programs Q|
All students enrolled in this school year are in the + | FRM program.
Programs / Needs %)
Language Arts (Verbal) Giftedness Show Detail

Mailing Permit Setup (&)

Permit City Permit State Permit Number
-

School Setup Screen, Basic Info Tab

Check the boxes for the grades offered in the Grade Selection section.

Select the type of school in the School Type list.
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Select ALC School in the ALC School Type list if the school is a Minnesota
Alternative Learning Center.

Select TAPBI as the School Category if the school is an Arizona virtual school.
Select the type of calendar that will be used as Regular from the Calendar Type.

Check the boxes in the Policy Code section to indicate which policies are in effect
for the school. These codes are customized for each district using the lookup table
School Policies, found under K12.Setup. For information about lookup tables, see
Chapter Nine.

Mame: School Policies Namespace: K12.5etup  Locked: H

[~ Use Code as the State Code - 3l values reported to state will be used fram the lookup code and not evaluate to the State Codt

Lookup Values [ add |
2 2 2 2 2 2 2

l 1 1 All Day Kindergarten w w

l 2 2 Waiting List Available -

School Policies Lookup Table

7. Select the Improvement Status for the school if needed. The values for this list are

in the lookup table Improvement Status, found under K12.Setup. For information
about lookup tables, see Chapter Nine.

MName: Improvement Status Namespace: K12.Setup Locked: N
Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Code
Lookup Values | Add ‘ (6]
x = ~ ~ ~ ~ = ~ o o
=4 =4
| | 0 00 Adequate Yearly Progress v A
| 5 05 Warning hd

Improvement Status Lookup Table

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

These options need to be set for each school in the district. Change the focus at the top of
the screen to another school and repeat these steps for each school, or use the Copy
School Setup options as explained later in this chapter.

The rest of the options on this tab are used to set up several different areas within Synergy
SIS, outlined in more detail in the other administrator guides available. The areas are
covered as follows:

The Period Definition section is covered in detail in the Synergy SIS — Scheduling
Guide.

The School Attendance Type, School Attendance Taken, and School
Attendance Reason Type lists in the Type Information section are described in
the Synergy SIS — Attendance Administrator Guide.

The Concurrent Enroliment Type list in the Type Information section is covered
in the Synergy SIS — Student Information Administrator Guide.

The Grading Options section is described in the Synergy SIS — Grading
Administrator Guide.

Copyright© 2013 Edupoint Educational Systems, LLC 87



System Administrator Guide Chapter Three

¢ Roll-Over Defaults are used when transferring a student to a new school year. This
is part of the setup covered in the Synergy SIS — New Year Rollover Guide.

o Term Definition is described in the Synergy SIS — Scheduling Guide.

e The Track Selection section appears only when district tracks have been defined.
For more information about setting up tracks, see the Synergy SIS — Attendance
Administrator Guide.

¢ The Exclude from State Reporting check box in the Other Info section is used to
prevent a school’s data from uploading to the state. For more information about
state reporting, see the appropriate state reporting guide.

e The Validate Student Classes list in the Other Info section determines how
section overlaps are handled at the school level. For more information, see the
Synergy SIS — Scheduling Guide.

e The Generic Teacher Aide Course section is part of the setup to track students
who act as teacher aides. For more information about this setup, see the Synergy
SIS — Scheduling Guide.

e The Programs section outlines school-level options for need-based programs. For
more information, see the appropriate state reporting guide.

o The Programs / Needs section lists district programs available at the school.

e The Mailing Permit Setup section contains bulk mail permit information for mailing
envelopes and labels.

On the Options tab of the School Setup screen, links to commonly used school setup
screens are available. These setup screens are school- and year-specific, and they can
also be accessed using the navigation tree. These screens are explained in the appropriate
administrator guide for the area of Synergy SIS, as listed below.

School Setup («

School Name: Hepe High School  School Year: 2010-2011

Basic Info Optinnsl SIS Data Options | Labels | TeachervUE

School Setup Options (%]

Grading Setup

ParentvUE and StudentyUE School Configuration
Perind Fotation Definition
School Attendance Code
School Attendance Cptions
School Calendar

School Course

School Discipline Code
School Disposition Code
School Group Letters
School Groups

School Boom

Schoal Scheduling Options
Special Ed School Tearmn
State Requirements

Options Tab, School Setup Screen

o Grading Setup — This screen is in Synergy SIS > Grading > Setup and is explained
in the Synergy SIS — Grading Administrator Guide.
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e ParentVUE and StudentVUE School Configuration — This screen is in Synergy
SIS > System > ParentVUE and is explained in the Synergy SIS — ParentVUE &
StudentVUE Administrator Guide.

¢ Period Rotation Definition, School Attendance Code, School Attendance
Options, and School Calendar — These screens are in Synergy SIS > Attendance
> Setup and are explained in the Synergy SIS — Attendance Administrator Guide.

o School Course — This screen is in Synergy SIS > Course and is explained in the
Synergy SIS — Scheduling Guide.

¢ School Discipline Code and School Disposition Code — These screens are in
Synergy SIS > Discipline Incident > Setup and are explained in the Synergy SIS —
Discipline & Conference Administrator Guide.

e School Group Letters and School Groups — These screens are in Synergy SIS >
Student > Setup and are explained in the Synergy SIS — Student Groups
Administrator Guide.

¢ School Room and School Scheduling Options — These screens are in Synergy
SIS > System > Setup and are explained in the Synergy SIS — Scheduling Guide.

e Special Ed School Team — This screen is in Synergy SE > System > Setup and is
covered in the Synergy SE — System Administrator Guide.

o State Requirements — This screen is in Synergy SIS > System > Setup but is not
currently used.

The SIS Data Options tab of the School Setup screen sets up the link to the previous
student information system for conversion to Synergy SIS. These options are explained in
the Synergy SIS — Data Conversion Guide.

School Setup

School Mame: Hope High Schoeol  School vear: 2010-2011

Basic Info = Options | SIS Data 0ptions| Labels = TeachervUUE

SIS Options @]
Old SIS Mumber Mext Available SIS Mumber Fath to 515 Data Files
4273 3164 [
Conversion Server Fush Back To Old 5is System
b r

SIS Data Options Tab, School Setup Screen

The Labels tab of the School Setup screen sets the default label definition to be used
when printing report cards. The label definitions need to be defined first, as described in
Chapter 8. The default grading label may also be set at the district level. For information
about setting up grading options, see the Synergy SIS — Grading Administrator Guide.

School Setup («

School Mame: Hope High School  School vear: 2010-2011

Bagic Info ~ Options |~ SIS Data Optiong Lahelsl TeacharvILIE

Grading Labels (&)
Default Grading Label
Avery 5160 Mailing Labels 1"x2 5/8" v

Labels Tab, School Setup Screen
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The TeacherVUE tab of the School Setup screen configures the grading and attendance
security in the TeacherVUE software, as well as the Lunch Counts function and the staff

member to receive incident referrals. For information about TeacherVUE, see the Synergy
SIS — TeacherVUE Administrator Guide.

School Setup

(«

School Name: Hope High School Schoolvear: 2012-2013

Basic Info  Options SIS Data Options | Labels | TeacherVUE |

Global Attendance Security

Primary Staff ~ Additional Staff
Update + | \Update v

Global Grading Security

Primary Staff ~ Additional Staff
Update + | |Update v

Lunch Counts

[T Take Lunch Counts for Homeroom Classes

Lunch Description 1

Lunch Description 2

Lunch Description 3

Lunch Description 4

Lunch Description 5

Lunch Description 6

Lunch Description 7

Lunch Description &

Lunch Description 9

Lunch Description 10

Incident Referral

Incident Referral Default Refer To

Vesta, Cindy he

TeacherVUE Tab, School Setup Screen
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CoPY SCHOOL SETUP

Because many of the settings at the school level are the same for all schools in a district,
one school can be configured and the settings copied to other schools. This can speed up
the configuration greatly.

However, certain settings must already be configured in the school to which the setup is
copied, depending on the modules selected. The requirements for each module are:

e Any module — the year and year extension must be set up for the school in the
Organization screen.

e Attendance — the basic school setup must already be copied or must otherwise
exist at the school.

¢ Grading — the attendance setup and basic school setup must already be copied or
must otherwise exist at the school.

Note — If data has already been entered at the school, setup
information cannot be copied to it. For example, if grades have
already been posted to a school, the Grading module cannot be
copied to it.

To copy school settings:
1. Go to Synergy SIS > System > Data Maintenance > School Setup Copy.

School Setup Copy E

School Year: 2012-2013

| Configure Setup Copy/Update |
School to Copy From

[ select Modules to Copy/Update [
Modules [«

I Attendance

Basic School Setup
Course

Discipline

Fees

Grading

Groups

Master Schedule
ParentVUE

Report Card Definitions

Select Schools to Copy To Chooser | @
< | Line| |
School Setup Copy Screen

Select the School to Copy From.

Check the modules to copy. To check or uncheck all of the modules, click the
Check/Uncheck All i< button.

4. Select the schools to copy the setup to by clicking the Chooser button.
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5. The Chooser screen opens in a separate window. Enter the criteria to be used to
select the schools in the Find Criteria section, and click the Find button. The
schools matching the criteria are listed in the Find Result grid.

Select

Chooser

Find Criteria @
Organization Name School Type

[ -

add SelectedRowis) > | add all Raw(s) >5

| Search Result |

Find Result (%] Selected tems (6]

| | | 7 [ine| | ]
Chooser Screen

6. Click a school name to select it, and then click the Add Selected Row(s)> button.
To add multiple schools at a time, hold the CTRL button down while clicking on
multiple school names to select them. Or to add all the schools matching the criteria,
click the Add All Row(s)>> button.

The school names are moved to the Selected Items grid.

Select
Chooser
Find Criteria 7]
Qrganization Name School Type
] 1
I AddSekected Rowis) > | Add AlRonls 2> | I
_ Search Results |
[Find Result Q [Selected items ]|

=

Continuation High Schaol

Hope High School
Kennedy High School
King High School

Template HS

High School
High School
High School
High School
High School

Chooser, Find Results

7. Click the Select button to add the schools to the Select Schools to Copy To grid.

Find ‘ Seleck P

Chooser
Find Criteria ]
Organization MNarme School Type
[ v
AddsclectedRonfs) > | addalRow(s) =>
| Search Results |
Find Result ] Selected tems &
| X | |
| Continuation High Schoal High Schoal ' Kennedy High School High School
] Hope High School Hign School r King High Schoal High Schoal
Template HS High School

Chooser Screen, Selected Items
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8. Click the Update Setup button at the top of the screen to begin the copy process.

| Cupdzts setun) Form Status Resdy (Update o) | 2 g &;ﬁ
School Setup Copy «

5chool Year: 2009-2010

_ Configure Setup Copy/Update |
School to Copy From

|Hope High School (High School) b
Select Modules to Copy/Update
ocules el

W attendance

W Basic School Setup

W Course

¥ Discinline

¥ Fees

V Grading

¥ Groups

v taster Schedule

W Parent Experience

Select Schools to Copy To

Chooser | (3

4 | Line|Organization Name School Type
1 kennedy High School High Schoal
[ King High schoal High Schoal

Running the School Setup Copy Process
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NON-DISTRICT SCHOOLS

When a student transfers to a new school from outside the district, the courses from the old
school need to be recorded in Course History to provide a complete picture of the student’s
academic progress. However, to maintain accurate records, the courses are entered into
Course History indicating that the courses were completed at a non-district school. This
information is displayed in the detail screen of the course in Course History.

The non-district school name is selected from a list, which is maintained in the Non-District
School screen.

Non-District School

MNon-District School: Blalock High School  school Type: In-state K12 school

Non District School |
MNon-District School Filter Type
Blalock High School b

School Info ]
Federal School Code State School Code School Type
Fed State In-state K12 school v

Address Info ]
Address

Address 2

City State ZipCode +4
CA v

Province

Country

Phone Info Q|
Phone Alt. Phone

Phone Type Phone Type

~ ~

Other Info Q|
Default Email Address

Non-District School Screen
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Non-district schools can be added on the fly from the Student Course History
Assignment screen available through the Add Course History button on the Course
History tab of Synergy SIS > Course History > Student Course History.

L b

Student Course History Assignment
Student Name: Abbett, Billy C. School: Hope High School Status: Active  Room Name: 231
School Information Q)| [ear Information @) [ Student Schaol Attended )
Add New Non-District School (%]
School Name (Required to add)  Filter Type Federal School Code  State School Code School Type

Course History b b

Address Address 2
City State Zip Code +4 Phone Phone Type

Student Course History Assignment Screen

For information about Course History and maintaining the non-district schools list, see
Chapter 3 of the Synergy SIS — Course History Administrator Guide.
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Chapter Four:
STAFF AND USERS

This chapter covers:

>

vVvyvyvVvyvVyVyYVYYVYYy

Staff Setup

Adding New Staff

Combining and Cleaning Staff Records
Assigning Existing Staff to Schools
Editing Staff Data

Overview of Users Setup

Adding User Groups

Editing User Groups

Adding Users

Editing Users
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Staff members are generally listed in two places: the Staff screen and the User screen.

The Staff screen lists all staff that may be assigned as teachers or counselors or other
roles. Being listed in the Staff screen does not give a person access to Synergy SIS.

Staff listed in the User screen can log in to Synergy SIS. A person cannot be added to the
User screen unless already listed in the Staff screen.

If a person has a staff record and a user record, the Open User Window button on the
Staff screen is available. This can be useful, when making changes to an individual’'s
record on the Staff screen, for going directly to the User screen to make related changes.

STAFF SETUP

Before you work with the Staff screen, some setup is required. On each tab of the Staff

screen are lists where you select values. The values are stored in lookup tables that you
modify, using Synergy SIS > System > Setup > Lookup Table Definition, to match the
needs of the district.

Some lookup tables are considered “product-owned”; the values in these tables are hard-
coded and cannot be changed.

To modify a lookup table’s values:
1. Go to Synergy SIS > System > Setup > Lookup Table Definition.

2. Navigate to the table that needs to be changed by clicking nodes under Lookup
Table Maintenance. Most of the lookup tables for the Staff screen are found under
the node K12.Staff.

The order in which the values are displayed is set by numbers in the ListOrder
column. If the numbers in the ListOrder column are the same or blank, the Code is
used to sort the list, and then the Description.

The check box at the top of the table, Use Code as the State Code, is generally not
used. By default, the code in the Code column is used for the state transactions,
unless there is a code entered in State Code. If a code is entered in the State Code
column, that code is used.

3. Click the Add button to add a new code.

Name: Position Status Namespace: K12.5taff  Locked: N

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

Lookup Values K| Add

&
%(—)
g
=

5 A - - 4 ey -
= = = = = =

>

Tenured

Probationary

DR
DR

=W | =
W m| =

Long
Other

LN

Position Status Lookup Table
4. Enter a code for the item in the Code column. This value must be unique.

5. Enter a description in the Description column.
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6.

10.

11.

If data will be imported from another student information system, enter in the Other
SIS column the code used in the previous system.

If the lookup table contains values that are uploaded to the state, and the state has
set a code for the value that is different than the code listed in the Code column,
enter it in the State Code column.

If appropriate, enter a start date and end date in the Status column to activate or
deactivate the code for a particular year. If a code is inactive, it shows in data
already entered but is not available for selection for new transactions in the screen.

To flag the value as having a special value, or to indicate an additional code for data
integration with another system, use Alt Code 3.

Enter the code used in the SIF (Schools Interoperability Framework) schema for this
value in the Alt Code SIF column.

Click the Save button at the top of the screen.

All tabs of the Staff screen have the following lists at the top:

Gender — the code for the staff's gender as assigned by the state. These values are
mandated by the state, and the setup for this lookup table is described in the state
reporting guide.

Type — the category for the staff. The lookup table is under K12, and the table name
is Staff Type.

Mame: Staff Type namespace: K12 Locked: N

I~ Use Code as the State Code - all values reported to state will be used from the Iookup code and not evaluate to the State Cod
Lookup Values | Add | (&)

pay Py Py P rat T pah

b = = = = = = = %‘ =
|| 0 C Counselor v v
|| 0 Maintenance v
|| i] T Teacher v

Staff Type Lookup Table
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The General tab of the Staff screen has the following lookup tables:
. Staff

No Photo

On file ]

owznees [Pt
Banerswoges v ]

Nontsparic v [Whte v |

e

I I
I I

L4 I S B
et | vapt |

Line anan Tﬁ[w Phone Extension Contact I‘JctLM»d
T I T ST . —

)

ITEE

[ Line Hire Date Exit Date Exit Code
[T omrzrrzo0s ~

Staff Screen, General Tab
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e Teacher / Administrator License Prefix — license types. The lookup table is under
K12.Staff, and the table name is Teacher Administrator License Prefix.

Name: Teacher Administrator License PrefiXx Namespace: K12.5taff Locked: N

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

Lookup Values Add (]
Orde pde Descriptio S o . nde
nde od
d

0 10 Special License v v

0 " Vocational Evaluator License v v

0 3 Collegiate License v v

210 4 Mormal Professional License b b

Teacher Administrator License Prefix Table

e Highest Education Level — the highest level of education completed. The lookup
table is under K12, and the table name is Staff Education Level.

Mame: Staff Education Level Namespace: K12 Locked H

[~ Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Cod

Lookup Values Add @
e 0 = oce De 1 . = I‘ : II . : e ;
1 1 Doctorate v v
2 2 Master's degree plus 30 or more ser w ~
3 3 Master's degree v v
4 4 Bachelor's degree plus 30 or more = v v
g g Bachelor's degree “ ~
B B Less than bachelor's degree v v

Staff Education Level Lookup Table

¢ Baccalaureate Degree Institution — the institution where the staff member earned
a baccalaureate degree. The lookup table is under K12.Staff, and the table name is
Institution.

MName: Institution Namespace K12.Staff Locked: N

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

Lookup Values Add ("]
Orde pde Descriptio S o . nde
nde od
d

1 AK Alaska b he

1 AL Alabama v v

1 AR Arkansas b b

44 AZ Arizona v v

Institution Lookup Table

o Highest Degree Institution — the institution where the staff member earned his or
her highest degree. The lookup table is the same as for Baccalaureate Degree
Institution: under K12.Staff, table name Institution.

¢ Hispanic/Latino —The lookup table is under Revelation, and the table name is
Hispanic Ethnicity. It is a product-owned table that you cannot modify.

¢ Resolved Race/Ethnicity — a calculated field based on selection in
Hispanic/Latino and Race.

e Tribal Community —The lookup table is under K12.Demographics, and the table
name is Tribal Community.
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MName: Tribal Community K12, ics Locked: N
Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Cod
Lookup Values Add (]
Orde pde Descriptio Uit . . ode
od od
i

0 F Fort McDowell F

0 | Mesa In-town | b b

0 S Salt River Pima s hd hd

Tribal Community Lookup Table

¢ Race - the staff member’s race. Unlike a list, these check boxes enable users to
select more than one value. The lookup table is under Revelation, and the table
name is Ethnicity.

MName: Ethnicity Namespace: Revelation Locked: N

Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Code

Lookup Values Add @
Orde pde De ntio 0 & H‘ '.I‘ pde
d

01 White 1 w W M v

02 African American B B v v

04 American Indian A Al b v

4 05 Asian - Chinese A A hd v

" Asian - Other A A b v

12 Pacific Islander - Hawaiian A P b he

16 Pacific Islander - Other A P b A

Ethnicity Lookup Table

e State - the U.S. state where the staff member lives. The underlying lookup table is
shared with any list where a U.S. state can be selected, such as in the Student
screen. These values are mandated by the state, and the setup for this lookup table
is described in the state reporting guide.

e Type (Phone Numbers section) — the type of phone number, such as home or cell.
The underlying lookup table is used wherever a phone number is entered, such as
for parents, students, and emergency contacts. The lookup table is under
Revelation, and the table name is Phone Type.

MName: Phohe Type Mamespace: Revelation  Locked: H
[~ Use Code as the State Code - all values reported to state will be used from the Inokup code and not evaluate ta the State Cod

Lookup Values Add ("]

Cell

Fax

Home
Mobile

Pager
Work

o ol o o o O
IR BRG]
5
P RlElRE=

Phone Type Lookup Table
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¢ Default Position Status — the status of the staff’s position, such as tenured or
probationary. The lookup table is under K12.Staff, and the table name is Position
Status.

IMame: Position Status namespace: K12.5taff Locked: H

[ Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Cod)

Lookup Values Add (%]
Othe ate i -
Orde nde De D nde
ode nde
1 Tenured 1 - v
2 Probationary 2 - v
3 Lang 3 - v
4 Other 4 v v

Position Status Lookup Table

o Default Job Class — the job classification for the staff. In some states, this is a
state-mandated value. The lookup table is under K12.Staff, and the table name is
Job Class. This lookup table is also used on the Schools tab and the Credentials
tab of the Staff screen.

Mame Job Class MNamespace: K12.5taff  Lockect H

I~ Use Code as the State Code - all walues reported to state will be used from the lookup code and not evaluate to the State Cod:

Lookup Yalues Add (6]
Orde ode De 0 Ul g : : 2 ‘
ode oile
10 Administrator (K12) 10 v v
1l Pupil service (K12) 1" w -
12 Teacher (K12} 12 - -
15 Administrator (Adult Ed) 15 - -
16 Fupil service (Adult Ed) 16 v v
17 Teacher (Adult Ed) 17 w -
19 Clerical 19 v v
23 Paraprofessional 23 - -
24 Other classified staff 24 v v

Job Class Lookup Table

o Default Assignment Type — the default type of class the teacher is assigned. The
lookup table is under K12.Courselnfo, and the table name is State Cat. These
values are also used in the District Course screen.

Mame: State Cat Namespace: K12.Courselnfo Locked H

" Use Code as the State Code - 2l values reported to state will be used from the ookup code and not evaluate to the State Cocd

Lookup Values Add [tm ]
Orde ndle De 0 e o .I . I. e ‘
1001 Grade 1 1001 v v
1002 Grade 2 1002 v v
1003 Grade 3 1003 v v
1004 Grade 4 1004 ~ v
1005 Grade 5 1005 L v
1006 Grade B 1006 v v
1007 Grade 7 1007 L v
1008 Grade B 1008 w v
1009 Combination class (K- 3) 1009 v £
1010 Combination class (4 - 8) 1010 v £
1012 Combination class (3 - 4) 1012 v £
2100 Reading improvemnent/developrmental 2100 x v £
21 Comprehensive English 210 v i
2102 Basic English/Language Art (Proficie 2102 X v i

State Cat Lookup Table
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e ELL Indicator — the type of ELL class the teacher is eligible to teach. The lookup
table is under K12.Courselnfo, and the table name is ELL Indicator. These values
are also used in the District Course screen.

Mame: Ell Indicator Namespace: K12.Courselnfo Locked: H

I~ Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Cod

Lookup Values Add (6]

Othe ate : <

Orde ode De D ode
oae Dde

1 Primary language 1 - “
2 ELD anly 2 - -

3 SDAIE only 3 v

4 ELD and SDAIE 4 ~

ELL Indicator Lookup Table

¢ Language of Instruction — the language in which the teacher primarily teaches.
This is the default language lookup table used in many screens. These values are
mandated by the state, and the setup for this lookup table is outlined in the state
reporting guide.

e Support Type (Default Support Type section) — if the staff is in a non-teaching
position, the type of position it is. The lookup table is under K12.Staff, and the table
name is Support Type.

Name: Support Type Namespace: K12.5taff Locked M

[~ Use Code as the State Code - all values reparted to state will be used from the lookup code and not evaluate to the State Coch

Lookup Values Add (6]
O o ate i -
Orde oide De 0 oile odle Lk
1 1 Superintendent 0100
2 2 Counselar 0400 v w

Support Type Lookup Table

¢ Exit Code (Employment History section) — the reason for leaving a previous job.
The lookup table is under K12.Staff, and the table name is Staff Exit Code.

MName: Staff Exit Code Namespace: K12.5taff Locked: N
[JUse Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Codt

Lookup Values Add (%]
Ord 0 Descriptio L ; . od
od od
d
0 1 Left state
1 2 Took non-teaching position in district

Staff Exit Code Lookup Table
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The Schools tab of the Staff screen has the following lookup tables:

~ Staff («

Staff MName: User, Teacher Type: Teacher

General | 'Schools| SpecialEd | Emergency | Credentials

Last Name First Mame Middle Mame  Suffix Gender Type
IUser |Teacher I Female A |Teacher b
[~ Assign To District Shaw Histary
Staff School Assignments Show Detail | (Y
e |Yea 00 0 C ome Roo Depa e D a
2010-2011 |Hope High Schoal « vl

Schools Tab, Staff Screen

Department — the department to which the staff is assigned. This lookup table is
also used to assign departments to courses. The lookup table is under
K12.Courseinfo, and the table name is Department.

Mame: Department MNamespace: K12.Courselnfo  Locked: H

I~ Use Code a5 the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Cod

Lookup Values Add (6]

Orde odle De 0 i g ; I. : :
ode ode

0 FA Fine Arts v v
0 LA Language v
i} Tl hath v
0 sC Science -

0 SE Special Education v v

1 AR Art - w

2 AS Aerospace Science v w
3 AG Agricultural Science v
4 BE Business Education v
5 CB Computer/Business -

Department Lookup Table

Job Class — the job classification for the staff. In some states, this is a state-
mandated value. The lookup table is under K12.Staff, and the table name is Job

Class. This lookup table is also used on the Schools tab and the Credentials tab

of the Staff screen.

Mame: Job Class MNamespace: K12.5taff  Lockec H

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

Lookup Yalues Add 6]
oTox -~ —— Othe it u in -
10 Administrator (K12) 10 - -
1" Pupil service (<12} " v v
12 Teacher (K12) 12 v v
15 Adrministrator (Adult Ed) 15 v v
16 Fupil service (Adult Ed) 16 - -
17 Teacher (Adult Ed) 17 v v
19 Clerical 19 v v
23 Paraprofessional 23 w -
24 Other classified staff 24 - -

Job Class Lookup Table

The Special Ed tab has no lookup tables.
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The Emergency tab has one lookup table: the Type of the Other phone.

* Staff

Staff Name: Aderson, Gordon Type Teacher

General | Schools_SpecialEd | [Emergency | Cred

Last Name First Name Middle Name  Suffix Gender Type Open User Window
Aderson \Gordon I Male b/ ITeacher b
Emergency Contacts Add (%]
ome 0 Othe
elatio p
T Phone Phone =
Friend Derrick Madson 213-555-8476 Cell v

Emergency Tab, Staff Screen
The lookup table is under Revelation, and the table name is Phone Type.

The Credentials tab of the Staff screen has the following lookup tables:

"~ Staff [«

Staff Mame: User, Teacher Type: Teacher

General | Schools  SpecialEd | Emergency | Credentials |
Last Name First Name hiddle Mame  Suffix Gender Type
|User ITeacher | | IFemaIe v |Teacher b

Teacher Credentials

Line! Teachinn Arpa Cradential Tvae Date Earned Document Number
Adult Ed - Full credential 06151952 13459872
ELL Authorization
4 | Line Ell Aut Date Ell Aut Type
(|07 £25/2005 Authorized teacher b
Highly Qualified - By Course Add Chooser | ()
|ne Cuurse ID And Title Qual Method =

(| 55034 - Survival Skills e Yes, using HOUSSE
“) 55036 - Soc Skills4 Yes, using HOUSSE
. =l 5503C - Soc Studies 4 Yes, using HOUSSE

Addltlonal Job Classes Show Detail @

|ne Start Date End Date Joh Class Organization
(0081072009 Teacher (K12 Kennedy Higt

Staff Screen, Credentials Tab

e Teaching Area — the teaching area in which the teacher is certified. The lookup
table is under K12.Staff, and the table name is Aut Teaching Area.

Mame: Aut Teaching Area Namespacs: K12.5taff  Locked: M

I~ Use Code as the State Code - all values reported to state will be used from the [ookup code and not evaluate to the State Cod

Lookup Values Add @
Orde nde De 0 OHE g ; I. : :
ode ode
om Elementary self-contained o1 v -
02 Special Ed 02 v v
03 Reading 03 v -
o7 Adult Ed o7 v v
03 Special designated subjects 08 v v
" Agriculture 1 v -
14 English 14 v v
15 Fareign language 15 v v

Aut Teaching Area Lookup Table
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¢ Credential Type — the type of credentials the teacher has. The lookup table is
under K12.Staff, and the table name is Cred Type.

Name: Cred Type Namespace: K12.5taff Locked N

™ Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Cocd

Lookup Values Add Q
Orde dle De 0 St o o ode [
o1 Full credential 01 v v
0z University internship 0z v v
03 District internship 03 v v
04 Pre-intern 04 - -
05 Ermergency permit 05 - -
08 Waiver 05 - -
07 Multiple subject o7 v v

Cred Type Lookup Table

e ELL Aut Type — the authorization by which the teacher is qualified to teach ELL.
The lookup table is under K12.Staff, and the table name is ELL Auth Type.

Name: Ell Auth Type Namespace K12.5taff Locked: H

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

Lookup Values Add (6]
Othe ate ! -
e O e ode De 0 Dde
D0e ode
1 Authorized teacher 1
2 Teacher in training 2 v -
3 Bilingual paraprofessional 3 - “

ELL Auth Type Lookup Table

¢ Qual Method — the method used to qualify the teacher to teach ELL. The lookup
table is under K12.Staff, and the table name is Qual Method.

MName: Qual Method Namespace: K12.5taff  Locked: H

I~ Use Code as the State Code - all walues reported to state will be used from the lookup code and not evaluate to the State Code

Lookup Values Add ]
o - : " a
e Orde ode De 0 ode
ode nde
H Yes, using HOUSSE H
N Mo N
¥ Yes, other than HOUSSE N

Qual Method Lookup Table
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e Job Class — the job classification for the staff. In some states, this is a state-
mandated value. The lookup table is under K12.Staff, and the table name is Job
Class. This lookup table is also used on the General tab and the Schools tab of the
Staff screen.

Mame Job Class MNamespace: K12.5taff  Lockect H

I~ Use Code as the State Code - all walues reported to state will be used from the lookup code and not evaluate to the State Cod:

Lookup Values Add (6]
: Orde ode De 0 Ul g : : 2 ‘
ode oile
10 Administrator (K12) 10 v v
1l Fupil service (K12) 1" w w
12 Teacher (K12} 12 - -
15 Administrator (Adult Ed) 15 - -
16 Fupil service (Adult Ed) 16 v v
17 Teacher (Adult Ed) 17 » -
19 Clerical 19 - v
23 Paraprofessional 23 - -
24 Other classified staff 24 v v

Job Class Lookup Table

¢ Organization — the school or district for which the teacher works. This lookup
shows the organizations added through the Organization screen.
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In addition to configuring the lookup tables, the method by which the badge number for
each staff is created needs to be configured. This is done on the System tab of the District
Setup screen, in the Badge Number Update Type list.

¢ Synergy SIS Update of Badge Number sets Synergy SIS to automatically add a
badge number. Before choosing this option, be sure that no badge numbers have
been added, or adjust the starting number to use on the Auto-Sequence tab of the
District Setup screen. This is particularly critical if staff were added by converting
them from a previous student information system.

¢ Manual Update of Badge Number leaves the badge number field blank until data
is entered in the field.

¢ Manual Override of Badge Number lets Synergy SIS automatically add a badge
number, but it can be manually changed.

District Setup

District Setup

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

Address Options
Bulk Mailing

Grading Setup

Audit Class Options

(=)=l (=) | (=) [=1) (=]

Other Options
Discipline Type Incident Violation Display District Group History Filter

Incident b Entire Violation b A
Student Notification Badge Number Update Type

lcon v Manual override of badge number

Disable Unique State Number Adult ID Update Type

Allow Negative Seat Totals b

Fee Total Type

Include fees for all organizations and all years +

| Enable Announcement Dismissal

v|Enable historical fracking of staff in sections
Auto Assign District Staff To Schools

Validate Student Classes
Show Warning and Allow Data to be Saved if Student Classes Overlap b

District Setup Screen, System Tab
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ADDING NEW STAFF

To add new staff to Synergy SIS:

1. On Synergy SIS > Staff > Staff, click the Add button at the top of the screen. The
StaffFind screen opens.

g—
@D | 5| | Und£ Addl) | status:Find | 2 G £
Staff - C
Staff Name:  Type:
General |_Schools  SpecialEd  Emergency | Credentials
Last Name First Name: Middle Name  Suffix Gender Type
| | | | v v
Staff Info Q| StaffRole Q)
Abbreviaied Name Nick Name Social Security Number Badge Number State 1D Teacher / Administrator License Number |[Role Type
| | \ \ | ™ Audiology
Job Title E-Mail (21 Teacher / Administrator License Prefix I Conference
| | - ™ Discipline
Birth Date Birth Month Birth Day Birth Place - :B:’"”
ater
| | |
Highest Education Level Baccalaureate Degree Institution  Highest Degree Institution
A A b,
Staff Screen

2. To avoid creating a duplicate record, search to see whether the staff member is
already in the system. Enter the Last Name, First Name, and Gender, and click the
Find button at the top of the screen.

‘ Find [ Close Assion Form Status: Ready
—
StaffFind
Assign To School
v
Selection Criteria ( ing Stutent ion System) @
Last Name First Name Gender Facge Murm
User Teacher Female v
Find Staffs |
Staffs Q]
StaffFind Screen

If matching staff members are found, they are listed in the Find Staffs section.

This function can also be used to add staff to new schools and new school years, or
to assign staff members who have been converted from a previous SIS system. For
more information about the assignment function, see the section in this chapter on
Assigning Existing Staff to Schools.

Find Clnsa| Assign | Add Mew ‘ Form Status: Ready (Updats Mods)

StaffFind

Assign To School

v

Selection Criteria (Searching Student Information System) QD
Last Mame First Mame Gender Badge Num
|User |Teacher Female A

" Find Staffs |
Staffs &1
\ |

JUSEF, Teacher Female 4
Staff Find Results

110 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Four

System Administrator Guide

3. If the staff member is not found, click the Add New button.

Form Status: Ready (Update Mode)

StaffFind

Assign To School
v

Selection Criteria (Searching Student Information System)

Last Name First Name Gender Badge Murm
IUser ITeaEher Female b

_ Find Staffs |

[ Staffs
StaffFind Screen, Adding New Staff

Q1

The new Staff screen opens, with the information entered as criteria in the

StaffFind screen already entered. The fields highlighted in

green are mandatory. To

create not just a new staff record but also a new Synergy SIS user record, the fields

in the User Add Information section are mandatory.
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Save Close
Staff
_ General |
Last Name First Name Middle Name  Suffix Gender Type Assign To School
User Teacher Female « | [Teacher + | Hope High School b
User Add Information QD
If you want a User record fo be created at the same time the Staff record is being added then these 4 fields are mandatory fields. If the fields are left blank then only the Staff
record will be created
User Name Password Confirm Password Email
Staff Info Q) staffRole @
Abbreviated Name Nick Name Social Security Number Badge Number State 1D Teacher / Administrator License Number |[Role Type
™ Audiology
Job Title E-Mail £ Teacher / Administrator License Prefix || Conference
E I” Discipline
Birth Date Birth Month Birth Day Birth Place u ;eta“”
ater
Highest Education Level Baccalaureate Degree Institution  Highest Degree Institution
- - v
Race and Ethnicity QD
Hispanic/Latino Resolved Race/Ethnicity Tribal Community
v - -
Race[ e
I~ White I African American I~ American Indian
I Asian - Chinese I™ Asian - Other I Pacific Islander - Hawaiian
I Pacific Islander - Other
Home Address (3| Mail Address &
Address Address
City State ZIP Code +4 City State Zip Code +4
- ~
‘ Phone Numbers Add ‘ (%]
[ [ Line gl & &l & s g
Other Info (%]
Current Hire Date Current Exit Date Exit Code Exclude From State Reporting [*] Do Mot Display in ParentVUE
B
Default Position Status Default Job Class Defaull Assignment Type FTE District Personnel
- - ~| 10
Experience (&
Years In District State Teaching Experience Years Of Educational Service
Division Administrative Experience State Administrative Experience Total Adminisirative Experience
Ell Indicator Language Of Instruction
v v
‘ Default Support Type Add ‘ ("] |
[ tine! =l
Former Names Q)
Last Name First Name Middle Name  Suffix
[ Address History @]
‘ Employment History Add ‘ @ |
3] tine! =l el £l

Staff Screen, Adding

4. Complete the staff record. The appropriate content for many fields — birth date,
home address, and so on —is clear. The following might need some explanation.

e Type is a district-specific lookup that can indicate the category of staff.

e Assign to School is not needed if focused to a school, as the staff will be
assigned to that school. If focused tot the district, either select a school or assign
this person to the district by checking the District Personnel box in the Other
Info section.

e Abbreviated Name is a shortened name used in some reports.
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¢ Nick Name — a name that the staff member commonly goes by.

¢ Badge Number must be unique for each staff member and might be generated
by Synergy SIS, depending on the configuration in the District Setup screen.

o State ID might be required by the state.

e Teacher/Administrator License Number and Teacher/Administrator License
Prefix — license number and type.

o Values for Highest Education Level can be customized at the district level.

e Selecting a Role Type in the Staff Role section adds the person’s name to the
lists in some screens. For example, if the Conference box is checked, the staff
member appears in the Staff Name list in the Student Conference screen.

e To enter the staff member’s ethnicity, first select if they are Hispanic/Latino and
then check boxes for Race. Select a nation in the Tribal Community list if
appropriate.

e To add a phone number, click the Add button in the Phone Numbers section. A
new blank line is then displayed. Check the box in the Primary column to
indicate the primary phone. Select the Type of phone number, and enter the
number in the Phone column. If the phone number can be used to contact the
staff, check the Contact box. If the phone number is not listed in the phone
directory, check the Not Listed box.

e Default Position Status, Default Job Class, and Default Assignment Type
values are district-specific.

e The FTE, or full-time equivalent, value is the time the person is scheduled to
work.

e Exclude From State Reporting omits the staff member from state reporting.
This might be appropriate in the case of a student teacher, for example.

o The District Personnel box indicates that the staff member is assigned to the
district and does not have a school-specific designation.

e Years in District and Years in Educational Service can be updated annually
for all staff on the District Setup screen, as described later in this chapter.

o ELL Indicator is for staff members eligible to teach in an English language
learner program.

e Click the Add button in the Default Support Type section to indicate a default
support type for staff members in a support/administrative role. These values
are specified at the district level.

¢ Address History lists previous addresses if that option is enabled for the
district.

e Click the Add button in the Employment History section to record historical
employment data for the new staff member.

5. Once all data for the staff member has been entered, click the Save button at the
top of the screen.
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Once the staff record has been created, you can add more information on the other tabs of
the Staff screen.

On the Schools tab are the school assignments. School assignments simply make the staff
member available to be added to various school-related records in Synergy SIS. For
example, a staff member assigned to a given school can be assigned as the teacher of a
course at that school in the District Course screen. School assignments do not control the
staff member’s access to Synergy SIS; that is controlled by the user account and the
security rights assigned to that account.

To view and modify school assignment information:
1. Click the Schools tab of the Staff screen.

Staff «

Staff Mame: User, Teacher Type: Teacher

General Schoolsl SpecialEd = Emergency  Credentials
Last Name First Name Middle Mame  Suffix Gender Type
IUser ITEaEher I Female ~ Teacher b

[~ Assign To District Hide History

Staff School Assignments [ show Detail | Gy
% | gl g g s gl =
I 2010-2011  |Hope High School -

I 2009-2010  Hope High School +*

Schools Tab, Staff Screen

2. To assign the staff to the district, check the Assign to District box. Staff members
assigned to the district can be assigned roles in any school in the district, regardless
of the school assignments listed.

3. To show the complete history of the staff member’s assignments, click the Show
Detail button in the Staff School Assignments section.

4. To remove a school assignment from the staff, click in the box in the X column next
to the correct year and school and click the Save button at the top of the screen. To
add an assignment, follow the instructions in the following section in this chapter,
Assigning Existing Staff to Schools.

5. To assign a homeroom, click the gray arrow in the Home Room column. The Find:
School Room screen opens. Enter the Room Name or Year to search for, and
click the Find button. Rooms matching the criteria are listed.

Find Close: Select Clear Selection

Find: School Room

Room Name School Year
[2005

Search Resullsl
Find Result Q@

oooz2 2008
ooo3 2008
ooos 2008
ooov 2008
ooos 2008
ooog 2008

Find: School Room Screen
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6. Click the room to use as the homeroom, and click the Select button.
Find Close ‘@’ Clear Selection

Find: School Room

Find Criteria

Foorm Mame Schoaol year
f [2009

| Search Results |

Find Result (]
nniniel lnini=] |
[ 0003 2009
(G D] oong
[ 0007 2009
s [iE 2009
liliE] 2008

Find: School Room Screen, Selecting

The room name is displayed in the Home Room column.

DD | 5| s | v || add | peers | status Reachy | (@ R JS@)
Staff («
Staff Mame: User, Teacher Type Teacher
General Schnnlsl SpecialEd | Emergency | Credentials
Last Mame First Name Middle Name  Suffix Gender Type
|User |Tea:her | | Fernale “ Teacher b
[~ Assign To District Hide: History:
Staff School Assignments [ sShow Detail | @
% \ = =l = =) =] =
I 2010-2011  |Hope High Schoal 0003 4=
I 2008-2010  |Hope High Schaol -

Schools Tab, Staff Screen, Saving Home Room

7. Assign the staff member to a Department and Job Class for each school
assignment, if desired.

8. Enter the FTE, or full-time equivalent, value of the time the staff is scheduled to
work at each school.

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

Students are assigned to homerooms in bulk using the Update Home Room function in
the School Setup screen.

The SpecialEd tab specifies the role the staff plays in special education services. The
information on this tab is used for integration with the Synergy SE special education
software. The Roles listed are set up in the Role screen, found under Synergy SE >

System > Special Education. See the Synergy SE — System Administrator Guide for more
information about this tab.
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The Emergency tab tracks the people to contact if an emergency occurs involving the staff
member. To add an emergency contact:

1. Click the Emergency tab of the Staff screen, and click the Add button in the
Emergency Contacts section. A new blank line appears in the grid.

Staff [«

Staff Name: User, Teacher Type Teacher

General  Schools | SpecialEd | E q ‘|| Cradentials
Last Name First MName Middle MName  Suffix Gender Type
IUser Teacher I Female b |Teacher b
Emergency Contacts Add ("]

Emergency Tab, Staff Screen

2. In the Relationship column, enter the relationship to the staff member, such as
mother or husband.

Staff [«

Staff Name: User, Teacher Type: Teacher

General | Schools | SpecialEd Emg[ggn[‘,‘yl Credentials

Last Mame First Mame Middle Name  SUffix Gender Type
|User |Teacher | | |Fema\e A |Teacher v
Emergency Contacts Adid (]

|1 T 2 o 2 Home Work Other

+4 | Line| Relationship ame: = ~ = ~ = - -
d Phone ~ | Extn = Phone — | Extn = Phone = | Extn = Tyvpe =

[w] 1 v

Emergency Tab, Staff Screen, Adding

3. Enter the Name of the contact, and enter the Phone numbers in the appropriate
sections. For the Other section, indicate the Type of phone.

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

Staff [«

Staff Name: User, Teacher Type Teacher

General  Schools | SpecialEd Emergencyl Credentials

Last hame First Mame Middle Mame  Suffix Gender Type
|User |Teacher | | |Fema|e b |Teacher b
Emergency Contacts Add (&

N Home Work Other

7| Relationship ~ Nz =
. H| L) e Phone ~ | Extn = Phone ~ | Extn = Phone Z | Extn = Tvpe =
I (| Hushand Fred 800-555-1212 800-855-1111 Cell b

FSaving the Emergency Contact information
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The Credentials tab can record teaching credentials and other qualifications. To record this

information:
1. Click the Credentials tab of the Staff screen.

2. To add teacher credentials, click the Add button in the Teacher Credentials
section. A new blank line appears in the section.

Staff

Staff Name: User, Teacher Type: Teacher

General | Schools | SpecialEd | Emergency | Credentials |
Last Name First Name Middle Name  SUffix Gender Type
User Teacher I | IFema\e he ITeacher he

Add

Teacher Credentials
Date Earne Do

ELL Authorization

[54[ ne Ell Aut Date Ell Aut Type
Highly Qualified - By Course Add Chooser [ ()

+% | Line|Course ID And Title Qual Method =
Additional Joh Classes Add Show Detail [
24 | Line Start Date = End Date = Joh Class = Fte = Organization =

Credentials Tab, Staff Screen

3. Select the teacher’s assigned Teaching Area and Credential Type, and enter the

date of the credential in the Date Earned column. Record the certification number in

the Document Number column.

Staff [«

Staff Name: User, Teacher Type: Teacher

General | Schools | SpecialEd | Emergency | Credentialk |
Last Name First Name Middle Name  Suffix Gender Type
|User ITeacher | I |Fema\e |Teacher B

Teacher Credentials Add

Line Teaching Area Credential Type Date Earned Document Number
. 1 v “
ELL Authorization

Line ENl Aut Date Ell Aut Type
Highly Qualified - By Course Add Chooser | (3
74 | Line |Course ID And Title Qual Method =
Additional Job Classes Add Show Detail | ()
7 | Line Start Date = End Date = Job Class = (30:] - Organization =

Adding Credentials

4. To add an ELL authorization, click the Add button in the ELL Authorization
section. A new blank line appears in the section.

Staff («

Staff Mame: User, Teacher Type: Teacher

General | Schools  SpecialEd | Emergency [ Cred "|

Last Mame First Marne Middle Name  Suffix Gender Type
User Teacher I I |Female b |Teacher b
Teacher Credentials Add (@]

- nrea edentia B Date Earne
Adult Ed b Full credential b 0BA15/19%2 13458872

ELL Authorization Add
B Aut Date
b
Highly Qualified - By Course Q
e|Course ID A B 0 etho
Additional Job Classes Add Show Detail | G3

24 | Line Start Date = End Date z Job Class = Fte = Organization =

Adding an ELL Authorization

5. Enter the date of the authorization in the ELL Aut Date column, and select the type

of authorization in the ELL Aut Type list.
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6. To add a course for which the teacher is highly qualified to the Highly Qualified —
By Course section, use the Add button for a single course or the Chooser button
for one or more courses.

Staff [«

Staff Name: User, Teacher Type: Teacher

General | Schools | SpecialEd |~ Emergency | Cred

Last Mame First hame Middle Name  Suffix Gender Type
|User ITeacher | | IFemaIe |Teacher hd
Teacher Credentials Add

’_ Line Teaching Area Credential Type Date Earned Document Number
=T Full credential 06/15/1952 13458872

ELL Authorization Add
[ [ Line Ell Aut Date Ell Aut Type
(1 o7 /252005 Authorized teacher ~

Highly Qualified - By Course D
’7 Line|Course ID And Title Qual Methua =

Additional Job Classes Add Show Detail | (Y
2 | Line Start Date £ End Date — Joh Class — Fte — Organization -

Adding Highly Qualified Courses

7. To add a single course:
a. Click the Add button. The Find: Course screen opens.

b. Enter all or part of the Course ID and/or Course Title and click the Find
button at the top of the screen. Courses that match the criteria are listed in
the Find Result grid.

Fid |) close | select | Clear selection |

Find: Course

Course D Course Title
|ssEl

Search Resultsl

Find Result [~
e[Course ID 0 e
55034 Survival Skills
55038 5ot Skills
5503C Soc Studies
5503C1 Social Studies
550302 Social Studies
$503D Recr/leisure

Find Course Screen

c. To select the course to add, click it in the Find Result grid and click the
Select button.

Find Closef Select Clear Selection
Find: Course

Find Criteria
Course 1D Course Title
IESD

_ Search Resultsl

Find Result %)
S503A Survival Skills
O SS
5503C Soc Studies
5503C1 Social Studies
5503C2 Social Studies
S503D Recrilgisure

Selecting the Course

d. Inthe Highly Qualified — By Course grid, select the qualifying method used
to certify the teacher in the Qual Method column.
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Staff &

Staff Name: User, Teacher Type Teacher

General  Schools | SpecialEd ~ Emergency | Cred, "|

Last Name First Name Middle Name  Suffix Gender Type
IUser ITeacher | | |Fema\e hd |Teacher b
Teacher Credentials Add (& ]
P ea edentia e Date Earne Do
Adult Ed v Full credential v 06/15/1392 134586872
ELL Authorization Add (6]
¢ | Line Ell Aut Date S Ell Aut Type =
I (| 07252008 Autharized teacher v
Highly Qualified - By Course Add Chooser | (@
a|Course ID A 8 Oual Metho
S503A - Survival Skills+ Yes, using HOUSSE b/
Additional Jobh Classes Add Show Detail |

24 | Line Start Date =z End Date = Joh Class = Fte = Organization =

Added Course
8. To add multiple courses at once:

a. Click the Chooser button. The Chooser screen opens.

b. Enter all or part of the Course ID and/or Course Title and click the Find
button at the top of the screen. Courses that match the criteria are listed in
the Find Result grid.

—
Find ’ Select
Chooser

Find Criteria
Course ID Course Title

addSelectedRowis) > | adddlRon(sxx |
Search Results |
Find Result ] Selected ltems (]
e |Course ID purse g l_lm Course ID Course Title
Liela ﬁgill

53038 Soc Skills

5503C Soc Studies

Sisiukeg) Bocial Suaies

S5503C2 Social Studies

Finding Courses Using the Chooser Screen

c. Click the Line number of the row containing the desired course, or Ctrl-click
multiple Line numbers, and click the Add Selected Rows button. Or to add
all courses listed, click the Add All Row(s) button.

Find Select

Chooser

Find Criteria

Course ID Course Title

| [ . )
I add Selected Ronis) > Add allRow(s) > | I

Search Resul‘sl

Find Result (& ] Selected ltems
2lcourselD 3 : i

55034 Survival Skills

Soc Skills
5503C1 Sacial Studies Soc Studies
5§503C2 Sacial Studies

Selecting Courses Using the Chooser Screen

d. Click the Select button at the top of the screen.
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e. Inthe Highly Qualified — By Course grid, select the qualifying method used
to certify the teacher in the Qual Method column.

Staff [

Staff Name: User, Teacher Type: Teacher

General  Schools  SpecialEd |~ Emergency | Credentials |

Last Name First Mame Middle Name  Suffix Gender Type
User Teacher | | |Fama\a b |Teachar b
Teacher Credentials Add (A]
e ea ea edential Type Date Earne Do
Adult Ed v Full credential ~ 08/15/1932 13468872

ELL Authorization

Line Ell Aut Date Ell Aut Type
1 07/25/2005 [P Authorized teacher v
———

Highly Qualified - By Course Add Chooser | ()

Yes, using HOUSSE
036 - Soc Skills 4+ es, using HOUSSE
03C - Soc Studies« Yes, using HOUSSE

al Job Classes [ A9d ] showDetail| o
Line Start Date End Date Joh Class Organization

Courses Added Usmg the Chooser Screen

9. To add a job class for a staff member, click the Add button in the Additional Job
Classes section.

(This is in addition to any Default Job Class selected on the General tab.)

A new blank line appears in the section.
Staff [«

Staff Mame: User, Teacher Type: Teacher

General  Schools  SpecialEd ~ Emergency | Cred "|

Last Name First Name Middle Name  Suffix Gender Type
Liser Teacher | | |Fema\e ~ |Teacher b
Teacher Credentials Add @
B ea Area edentia e Date Earne Do
Adult Ed b Full credential b 061541992 13458872

ELL Authorization
Line Ell Aut Date Ell Aut Type
077252005 Authorized teacher v
nghly Qualified - By Course Ghooser | ()
Lihe|Course ID And Title Qual Method =

]_ 1| 55034 - Survival Skills [ves.using HOUSSE v
[T 55038 - Soc Skils« Yes, using HOUSSE
’i % 5503C - Soc Studies as, using HOUSSE

Additional Job Classes

v
Additional Job Class

10. Enter the beginning date for the job class in the Start Date column, and an End
Date if needed. Select the Job Class. Enter a number in the Fte column to indicate
the amount of time assigned to the job class, and select the Organization to which
the job class applies.

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

12. If the job class is a support position, click the Show Detail button. The detail for the
selected job class appears on the right side of the screen. To select a different
class, click the Line number on the left.
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13. Click the Add button in the Default Support Type section, and select the Support
Type.
 Staff

Staff Mame: User, Teacher Type: Teacher

[«

General  Schools  SpecialEd = Ermergency | Cred
Last Mame First Name Widdle Mame  Suffix Gender Type
User Teacher | | |Fema|e b |Teacher b

Add )

Teacher Credentials

Adult Ed v Full credential v 06/15/1992 13458872
Add )

ELL Authorization
[ [Line Ell Aut Date = Ell Aut Type =
1] (77252005 Authorized teacher v

Add Chooser | ()

Highly Qualified - By Course
Line [Course ID And Title Qual Method =~

(1] 5s05C - So0c Studies « Yes, using HOUSSE v
[m 5034 Survival Skils 4 Yes, using HOUSSE v
[m 5038 - Soc Skils« Yes, using HOUSSE ~
Additional Job Classes [ aod | Hice Detail | @
g art Date Start Date End Date Job Class Fte Organization
05/10/2009 0EAD/:2008 \ [Teacher (Adul v |[0.25 Kannedy High Schaal v/
Default Support Type Add (]

Detail View of Additional Job Classes

14. Click the Save button at the top of the screen
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COMBINING AND CLEANING STAFF RECORDS

If you have access to the Synergy Generic Conversion Tool, you can use it to find duplicate
staff records. When running this process, all staff members in all years with matching badge
numbers are combined into one staff record.

1. Open the Synergy Generic Conversion tool.
2. On the Tools menu, click Combine and Clean Staff.

% Synergy Generic Conversion

i Update Rooms... 1
Update Grid Code... 1
Combine and Clean Parents...

Combine and Clean Staff...
|Ipdate SIS Mumber AutoSequence..,
Clean Hispanic Ethnic Codes. ..

53¢  Convert Discipline to Inddent Disdpline. ..

Expart PAD/BO Security Groups and Settings !:

St add Impart Definitions to Database. ..

Scramble Data. .. 1

Synergy Generic Conversion Tool, Tools menu

3. A confirmation screen appears.

Confirm Combine and Clean 5taff Data

 , WARNING: Running thiz process will do the following:
N All staffin all years with matching badge numbers will be combined into one staff record. Any staff records tied to a user will NOT be
processed,

OK to continue?

Combine and Clean Staff Data confirmation message

4. Click OK. The process combines ALL years and ALL School Assignments for ALL
Staff records with identical badge numbers. If there is a matching Staff record that is
associated with a User record, the merge process is halted.
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ASSIGNING EXISTING STAFF TO SCHOOLS

As part of the new year rollover process, staff can be assigned to the same school for the
new year. Staff imported during a conversion from a previous student information system
may also need to have their assignments edited.

To edit these assignments manually or change an existing assignment, first change the
focus to the school or district level. At the district level, any school can be assigned. When
focused at a school, staff can be added to that school only. The year to be added must
also be the selected focus.

To change the focus:

1. Click in the top right corner, where the focus is displayed. The Select Focus screen

opens.
- Hope High School
Edupoint \ebSoe
User:Admin User
[ L e

Lock | Sign Out | Support | Help

Focus

2. Use the tree in the Select Focus Organization section to select the school or
district. Use the Focus Year list to select the year.

Save Undo
Select Focus
Select Focus Year and Include Inactives (]
Focus Year Show Inactive Students
2009-2010 b Active And Inactive by

User Configuration |
Select Focus Organization: (]
= Edupoint School District
P 1. Elementary Schoals
P 2. Middle Schools
= 3. High Schools
®
& Kennedy High School
& King High School
I 4. Special Schools

Select Focus Screen

3. Click the Save button
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To change a staff assignment to a school:

1. On the Staff screen, click the Add button. The StaffFind screen opens.

P
\‘9 &CD \9 ;f-") | Fnd | Undo ! add ' Delete Status: Find ‘ & %1‘3
Staff
Staff Name:  Type:
General | Schools | SpecialEd | Emergency | Credentials
Last Name First Name Middle Name  Suffix  Gender Type
| | v v

Staff Info (| Staff Role (&)

Abbreviated Name  Social Security Number Badge Number State ID Rale Type

™ Audiology

Job Title E-Mail () I™ Conference

| | I™ Discipline

Birth Date Birth Place Highest Education Level I” Heailh

@ v
Race and Ethnicity Q|
HispaniciLatino Resolved Races/Ethnicity
v v
Race [ Jek)
™ white " Black ™ Native American
I” Asian I Pacific Islander/Hawaiian I Declined to State
Staff Screen, Adding

2. Enter all or part of the staff member’s name in the Last Name and/or First Name
boxes, and click the Find button. The staff members that match the search criteria
appear in the Staffs grid.

Find Close Assign Faorm Status: Ready
StaffFind

Assign To School

by
Selection Criteria {(Searching Student Information System (%]
Last Name First Mame Gender Badge Mum
IUser IT b
| Find Staffs |
Staffs (6.}

StaffFind Screen
3. Click the name of the staff member.

4. Inthe Assign to School list, click the school. If focused at the district, all schools
are listed. If focused at a school, only the school in focus appears in the list.

Find | Close ‘ Assign ’ Add Mew ‘ Form Status: Ready (Updste Mode)
N 7
StaffFind
Assign To School
Kennedy High School hd
Selection Criteria {(Searching Student Information System) @
Last Name First Marme Gender Bacdge Mum
IUSBI’ IT he
| Find Staffs |
Staffs (%]
| | |
| user, Teacher Female 4
T 7| User, Test Wale 2
User, TP Admin Female 3
User, TP Report Female 5]

Selecting the Staff and School
5. Click the Assign button to assign the staff member to that school.
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EDITING STAFF DATA

To edit a staff record:

1. On the Staff screen, scroll or use Find mode to locate the staff record.

] @@ 5

Fnd | undo | acd | |

Status: Find | =] Em(‘f.@

Staff

[«

Staff Name:  Type:

G I'| Schools = SpecialEd | Emergency | Credentials

Last Name First Name Middle Name  Suffix Gender Type

| \ | | J &

_Cpen i vinow_|

Staff Info

()| Staff Role (@]

Abbreviated Name Nick Name

Social Security Number Badge Number Teacher / Administrator License Number ((Role Type

State ID
Job Title E-Mail (2]
Birth Date Birth Month Birth Day Birin Place
& \ |
Highest Education Level Baccalaureate Degree Institution

~ -

Highest Degree Institution

Staff Screen, Finding

I Audiology
Teacher / Administrator License Prefix ||| Conference
I I Discipline
I Health
I Rater

You can edit any data on any tab, as described in the Adding New Staff section in
this chapter, except the top row. To edit the top row, click the Menu button and

select Edit Staff Data.

QA &5

Edit Staff Data
Upload Photo
Mass Assign Badge Number
Populate Highly Qualified By Course
Synchronize District Staff

Menu Options, Edit Staff Data

Staff

Staff Name: User, Teacher Type: Teacher

General | mchools | SpecialEd | Emergency | Credentials
Last Marme First Marme fiddle Name  Suffix Gender Type
User |Teacher | | Female “ | Teacher ha

Staff Screen, Editing the Top Row of Information
2. After any changes, click the Save button at the top of the screen.
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Staff photo files should be 100 pixels wide by 125 pixels high, or that ratio. Both .png and
.jpg files are supported.

To add a photo or replace an existing photo:

1. Click the Menu button and click Upload Photo. The Attach Photo window opens.
Menu~] (9 D (3

Edit Staff Data

| Uéload Photo I

Mass Assign Badge Number
Populate Highly Qualified By Course
Synchronize District Staff

Menu Options, Upload Photo

2. Click the Browse button to find and select the photo.

=~ I'ZI
2al

Attach Photo for User, Teacher

Steps To Upload Image:

1) Click Browse and select the file you wish to upload
21 Click Upload

| < Browse... }

Lpload | Clear Photo |

Attach Photo Screen
3. Click the Upload button.

Attach Photo for User, Teacher

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

|C:\Edupoint\TeacherF’ictm Browse... |
Upload [)| Clear Photo

Attach Photo Screen, Uploading
4. When the “Upload successful” message appears, click the OK button.

1I

! \  Upload successfull

Message Box
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The photo appears.
Staff

Staff Mame: User, Teacher Type: Teacher

General | Schools | SpecialEd | Emergency | Credentials
Last Wame First Name Middle Mame  Suffix

Gender Type
User Teacher | | Ferale v |Teacher i
Staff Info Q| staff Role Q
bbreviated Mame Social Security Mumber Badge Mumber State ID W
ser, T [r33-33-3333 E 123456 ¥ audiology
ob Title E-mail () ¥ Conference
leacher |teacher@edupomt.com I Discipline
irth Date Birth Place Highest Education Level W Heaith
BA27 972 |Kemucky Master's degree i

Photo Attached, Staff Screen

To remove a photo from a staff record:
1. Click the Menu button and click Attach Photo.
2. In the Attach Photo box, click the Clear Photo button.
Attach Photo for User, Teacher

Steps To Upload Image:

1) Click Browse and select the file you wish to upload
2) Click Upload

I Browse. . |
Upload | Clear Photo

At{ach Photo Screen, Re)noving Photos

3. In the confirmation message boxX;, e OK button.
x

ff "\'-I The image for User, Teacher will be permanently deleted.
L = 4 Are wou sure wou wish to continue?

Deletion Confirmation Message Box

4. In the “Image clear successful!” message box, click the OK button.

Message from webpage x|

l . Image clear successfull

Message Box
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The photo is removed and the photo area shows “No Photo On File.”
Staff

Staff Name: User, Teacher Type Teacher

General |_Schools  SpecialEd | Emergency  Credentials

Last Mame First Mame Middle Name  Suffix Gender Type

Liser Teacher I I Female v Teacher A4

Staff Info Q| staff Role Q
Piobreviated Name  Social Security Mumber Badge Mumber State 1D [Fare Type
Usar, T [333-33-3333 I 123456 W Audiology
ab Title E-Mail (1 W Conference
Teacher Iteacher@edupoim.com W Discipline
Birth Date Birth Place Highest Education Level ¥ Healtn
6/27/1972 [Kentucky — |Master's dagree v

Staff Screen, No Photo

To assign badge numbers or reassign badge numbers to all staff:
1. Click the Menu button and click Mass Assign Badge Number.

en~] (@D @ )
Edit Staff Data
Woload Bhotg

Mass Assign Badge Mumber

Populate Mgty Qualtied By Course
Synchronize District Staff
Menu Options, Upload Photo

2. Inthe Update Badge Type list, select one of the following:

—
=l

¢ Reassign all badge numbers — assigns every staff member a new number.
Numbering starts at the number set on the Auto-Sequence tab of the District
Setup screen, and assigns numbers to staff members in alphabetical order by
last name. If no Auto-Sequence number is set, numbering starts with 1.

e Only assign badge numbers to staff who currently do not have a badge
number — assigns badge numbers to those staff members who don’t have them.
Numbering starts at the number set on the Auto-Sequence tab of the District
Setup screen, and assigns numbers to staff members in alphabetical order by
last name. If no Auto-Sequence number is set, numbering starts with 1.

Update Badge Type Mass Assign Badge Mumbers |

b

Mass Assign Badge Numbers Screen

3. Click the Mass Assign Badge Numbers button. The Job Status screen opens,
and displays the progress of the assignments.

Check Status Later Abart Faorm Stetus: Ready
Job Status
Job Detail Q)
Job 1D Description

"-\;J}' |STAFF-ASGN-[ |Mass assign badge numbers

Status (]
% o\l\-‘altmg: This job is next in the queue ﬂ

MOTE: This view will refresh regularly (until the job is camplete) updating the status.
Job Status Screen

128 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Four System Administrator Guide

When the process is complete, a message box reports the results of the update. If
any numbers are duplicated, a warning message is displayed.

Message from webpage 1[

Badge MNumber Update Camplete

I . ** There are staff that have duplicate badge number, Please
check the job quere result for a list,**
Tatal Staff Updated: 1017

Message Box

4. Click the OK button.

To add Highly Qualified records to each staff member based on the current courses they
teach:

1. Click the Menu button and click Populate Highly Qualified By Course. The
Populate Highly Qualified Staff screen opens.

menu~] (9 (@ (B | &5
Edit Staff Data
Upload Photo

8 an B=das [

Populate ighly ualiﬂed By Course
l|Synchronize District Staff
Menu Options, Populate Highly Qualified By Course

2. Check the NCLB Core values assigned to the courses that count as highly qualified.
To check or uncheck all values, use the 21 putton.

Populate Highly Qualified Staff

_ Options |

NCLB Core [T
I~ Core Academic - Elementary Level I Core Academic - Secondary Level I Not a core academic class under NCLB

Qual Method

Run Process

This process will add a record in the Highly Qualified - By Course grid (Staff->Credentials tab), for every
section a staff member teaches where the Section is connected to a Course that uses the NCLB Core

selection(s) from above.

Populate Highly Qualified Staff Screen

3. Inthe Qual Method list, select the qualifying method to assign to the matching
courses.
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4. Click the Run Process button. The Job Status screen opens, and displays the
progress of the assignments.

Check Status Later Abort

Status: Ready @

Job Status
Job Detail Q)
= Job ID Descrigtion
'?-.;;’ |F'Dpu|ate Highly |F’0pu|ates staff members who curently have a selected NCLE code as highly qu
Status ("]

" o

In progress: Writing new gualifications to the databasze

L

Job Status Screen

NOTE: This view will refresn regularly (until the job is complete) updating the status.

When the process is complete, a message box reports the results of the update.

Message from webpage

Populate Highly Qualified Staff Process Complete!
! L Total records reviewed: 704

Total staff records added: 702

Total Time: 00:00:07.4412954

x|

Message Box

5. Click the OK button. The Job Result screen opens.

6. To see the records added, click the icon in the Result column for the Populate
Highly Qualified Process Log.

Close Status: Reaty |Z@
Job Result
Resultsl
Job Detail Q|
== Joh ID Description
L\—,.;" IF‘upuIatE Highly IPupuIales staff members who currently have a selected i
NOTE: If this window s closed, you gan review the resulls in the view, Job Queug Viewer.
Job Result Files - Click icon to open the result file [#]

Populates staff members who currently have a selected NCLB code as highly qualified

’ Populate Highly Qualified Process Log

Job Result Screen

The log opens, listing each staff and course that met the qualifications.

FPopulate Highlvy Qualified By Course - NCLE courses 1,2 Qual Method H

ALDED Lderson,
ADDED Lderson,
ADDED Lderson,
ADDED Lderson,

ADDED Baver
ADDED Baver
ALDED Bayer
ALDED Bayer
ATLDED Bayer
ATLDED Bayer

M.

:

HASO
Ha40
HAZO
HASOZ
HMA40Z
MAZO0Z

RBesult: Staff HName: Course Title: Course ID:
Gordon Ap Calc Beo MAS1w
Gordon Student ALid 3A99
Gordon Algebra II Mirg402
Gordon Ap Calculus Boe MAS1WZ

Hichelle Hath Standards
Hichelle Algebra II
Hichelle Geometry
Hichelle 3td Math I
Hichelle Algebhra IT
Hichelle GeOmMEtr Y
Hichelle Student Aid

ATLDED Bayer

EEEEE=

Populate Highly Qualified Process Log

3A99
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To send a staff member an email message to the address listed on the General tab:

1. Click the envelope icon above the email address. A message window opens from
the default email program on the computer.

Staff «
Staff Mame: User, Teacher Type: Teacher
General | Schools  SpecialEd | Emergency | Credentials
Last Mame First Mame Middle Name  Suffic Gender Type
User |Tea:her | | Female ~ |Teacher b
Staff Info Q) staff Role Q
Abbreviated Mame  Social Security Mumber Badge Mumber State 1D Rale Type
Juser, T [333-33-3333 3 123455 ¥ Audiology
Job Title E-tifl (1 W Conference
|Teacher |leacha@adupmm.com W Discipline
/7 Birtn Date Birti Place Highest Education Leve| L
< |oearngrz Kentucky Master's degree i

Sending an Email Message

2. Complete and send the message as usual.

On the General tab, the staff member’s number of years in the district and number of years

in the education industry are displayed. These numbers should be updated annually for

accuracy.

Staff

@

Staff Name: Aderson, Gordon Type: Teacher

_Generall Schools | SpecialEd | Emergency = Credentials

Last Name
Aderson

First Name Middle Name  Suffix
Gardaon |

Gender
Male

Type
« Teacher b

|_openUse vincon_|

Staff Info Q|| Staff Role

Race and Ethnicity

| Home Address

Q@ Mail Address

Phone Numbers

Other Info

ollClolele

Current Hire Date Current Exit Date Exit Code
07/27/2008 b

Default Position Status Default Job Class Default Assignment Type FTE

Tenured “ | [Teacher (K12, % | Teacher « | 1.00

["1Exclude From State Reporting [] Do Mot Display in ParentVUE

District Personnel

Ol

Experience

Years In District State Teaching Experience
2 4

Division Administrative Experience

State Administrative Experience

Years Of Educational Service
10

Total Administrative Experience

Ell Indicator

Language Of Instruction

b b4

Staff Screen, General Tab, Experience Section
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To update the years for all staff members:
1. Go to Synergy SIS > System > Setup > District Setup.

2. Near the bottom of the Options tab, in the Staff Years section, note the Last Staff
Year Increment Date.

District Setup [«

District Setup

0p(iuns| Systern | Grade Setup | TeacherVUE | Labels  Auto-Seguence | Reports = Waivers | Mobile Apps

Current System Year (X Year Permissions (3 Summer School (&
CurrentYear  Base Year |Previous Year(s) Permission Current Year Permission Mext Year(s) Permission |Summer School Year summer Schoal Type
2010-2011 « | |2008 Update | |Update | |Update b v
Organization Year Tree |Aminn j Q
b 2005

b 2006

b 2007

b 2008

b 2008

b 2010

b 2011

b 2012

b 2013

Staff Years e (%]
Last Staff vear Increment Date E. ! Increment Staff Years

District Setup Options [%]

District Accommodation Setup
District Discipling Options

District Setup Screen

3. If this last increment date is a year or more ago, click the Increment Staff Years
button to add 1 to all staff years.

This process updates Years in District and Years of Educational Experience, but
not the other numbers in the Experience section of the Staff screen.

You can create staff school year records in bulk for staff members who are assigned to the
district. To prepare bulk creation of staff school year records:

¢ In Synergy SIS > System > Setup > District Setup, on the System tab, select the
Auto Assign District Staff To Schools check box.

¢ In Synergy SIS > Staff > Staff, on the Schools tab, and select the Assign to
District check box for each staff member you want to assign automatically.

To create school year records:

1. Click the Menu button and click Synchronize District Staff. The Populate Highly
Qualified Staff screen opens.

ens~](D @ (3

Edit Staff Data

Upload Photo
Mass Assign Badge Number

Popu i ] Course
Synchronize District Staff

Menu Options, Synchronize District Staff

~F
al

The Job Status screen displays while the staff synchronize. When the process is
complete, a message box reports the number of staff members assigned.

2. Click OK.
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OVERVIEW OF USERS SETUP

Users are the people who can log in to Synergy SIS, either through the main Synergy SIS
interface or the TeacherVUE interface. For specific instructions on how to set up users to
use TeacherVUE, see the Synergy SIS — TeacherVUE Administrator Guide.

You can group users to make it easier to apply changes across multiple users at once. User
groups are generally based around security rights. Almost all options that can be set for an
individual user can also be configured for a user group.

Synergy SIS security rights move from most restrictive to least restrictive. If a user belongs
to two groups with different settings on the same field, the user is granted the least
restrictive access. For example, if one group has View rights but the other group has
Update rights, the user has Update rights.

Before designing the district user groups, review the Synergy SIS — Security Administrator
Guide to gain a thorough understanding of how security works in Synergy SIS. Setting up
security rights and user groups can be extremely time-consuming, so it is best to plan
diligently and avoid redoing the setup of groups.

Generally a district has three types of user groups. The three types are:

¢ Organization-based groups — these groups govern access to view or update the
information of specific organizations in the district. An example of an organization-
based group is a group that has Update access to a specific school.

¢ Role-based groups — these groups are based on the users’ positions in the district.
An example of a role-based group is a group for principals. These groups are helpful
if each person generally has only one role in the district and the security rights for
the roles do not change.

e Security-based groups — these groups are configured around the security rights
assigned to the group. An example of a security-based group is a group that has the
right to update student addresses.
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Depending on the needs of the district, it may be necessary to group the settings into
categories other than those recommended above. Before determining the exact groups,
first decide which settings should be grouped. The following table outlines some possible

groupings.

User Group Tab | Settings Organization Role Security

Organizations All X

Navigation Menu | All X

Options All X

Security Discipline X X
Conference X X
Scheduling X X
Other X
Special Ed X X
Entry Times X X

POV All X

In addition to mapping out where each tab of the user group is defined, the same type of
mapping should be done for the security rights for each module of Synergy SIS. See the
Synergy SIS — Security Administrator Guide for sample groupings and mappings.

Once it has been decided which settings will be grouped for which type of group, you define
the actual user groups. When naming the groups, remember that they are sorted
alphabetically, so it is helpful to create a naming scheme that keeps like groups together.
Sample user group names include:

Security-Based
Sec — Discipline — Update

Organization-Based Role-Based
Org — School Name — Update | Role — Principal
Org — School Name — View Role — Secretary Sec — Discipline — View
Org — District Name — Update | Role — District Administrator Sec — Attendance — Update
Org — District Name — View Role — Information Technology | Sec — Attendance — View
Role — Nurse Sec — Grades — Update
Role — Office Clerk Sec — Grades — View

Role — Attendance Clerk Sec — TXP — Admin

Role — Teacher Sec — TXP — User

Note — If there are settings that cannot easily be grouped, it is
recommended not to include those settings in a user group. Those
settings should be applied to individual users. Settings at the user
level override the settings for a group.

Once the user groups have been defined, the last step is to determine what the actual
settings should be for each user group. The worksheet on the next page is provided to
assist the district in documenting the user group settings.
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User Group Settings

User Group Organizations Navigation Menu Options Security POV
Org — District Name - Night Y Report User: POV Home Page: Discipline Sec Show Task List
Update Regular Y Discipline Org Sec Health
Summer Y Navigation Menu: Login Page: Conference Student
Previous Year Update Scheduling
Current Year Update Allow Dual Login TXP Admin
Next Year Update Student Team
Non-Year Update Case Manager
District Update Gradebook
Role - Nurse Night Report User: POV Home Page: Discipline Sec Current Show Task List Yes
Regular Health Discipline Org Sec Lowest Health Y
Summer Navigation Menu: Login Page: Conference Lowest Student Y
Previous Year Default Scheduling N
Current Year Heath Allow Dual Login TXP Admin N
Next Year Health Log Other Student Team Y
Non-Year Health Screen Case Manager N
Medications Monitor Gradebook
Night Report User: POV Home Page: Discipline Sec Show Task List
Regular Discipline Org Sec Health
Summer Navigation Menu: Login Page: Conference Student
Previous Year Scheduling
Current Year Allow Dual Login TXP Admin

Next Year Student Team
Non-Year Case Manager

Gradebook
Night Report User: POV Home Page: Discipline Sec Show Task List
Regular Discipline Org Sec Health
Summer Navigation Menu: Login Page: Conference Student
Previous Year Scheduling
Current Year Allow Dual Login TXP Admin
Next Year Student Team
Non-Year Case Manager

Gradebook
Night Report User: POV Home Page: Discipline Sec Show Task List
Regular Discipline Org Sec Health
Summer Navigation Menu: Login Page: Conference Student
Previous Year Scheduling
Current Year Allow Dual Login TXP Admin

Next Year Student Team
Non-Year Case Manager
Gradebook
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User Group Organizations Navigation Menu Options Security POV

Night Report User: POV Home Page: Discipline Sec Show Task List
Regular Discipline Org Sec Health
Summer Navigation Menu: Login Page: Conference Student
Previous Year Scheduling
Current Year Allow Dual Login TXP Admin
Next Year Student Team
Non-Year Case Manager

Gradebook
Night Report User: POV Home Page: Discipline Sec Show Task List
Regular Discipline Org Sec Health
Summer Navigation Menu: Login Page: Conference Student
Previous Year Scheduling
Current Year Allow Dual Login TXP Admin
Next Year Student Team
Non-Year Case Manager

Gradebook
Night Report User: POV Home Page: Discipline Sec Show Task List
Regular Discipline Org Sec Health
Summer Navigation Menu: Login Page: Conference Student
Previous Year Scheduling
Current Year Allow Dual Login TXP Admin
Next Year Student Team
Non-Year Case Manager

Gradebook
Night Report User: POV Home Page: Discipline Sec Show Task List
Regular Discipline Org Sec Health
Summer Navigation Menu: Login Page: Conference Student
Previous Year Scheduling
Current Year Allow Dual Login TXP Admin
Next Year Student Team
Non-Year Case Manager

Gradebook
Night Report User: POV Home Page: Discipline Sec Show Task List
Regular Discipline Org Sec Health
Summer Navigation Menu: Login Page: Conference Student
Previous Year Scheduling
Current Year Allow Dual Login TXP Admin
Next Year Student Team
Non-Year Case Manager

Gradebook
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ADDING USER GROUPS

To create a user group:
1. Go to Synergy SIS > System > User > User Groups.

| K‘D \CD VD | \:‘3_’1. ‘ Frd | Undi ndd) Delete | Stetus: Finct | f7) %@@
User Groups («
User Groug Name:
_ Memt | Organizations = Mavigation Menu | Options | Security Settings | POY
User Group Name Marne of user group in LOAR (if synching with LDAP)
Members ‘ Chooser |0
*® = < = =
el

User Groups Screen

Click the Add button at the top of the screen. The new User Groups screen opens.

Enter the User Group Name and select the Virtual Root Node if needed. The
virtual root node is the level of the organization, such as elementary schools, to
which this group is added. By default, all groups are added to the top district level.

Save Close
User Groups («

User Group hame Marme of user graup in LDAP (if synching with LDAP)

Yirtual Foot Mode

W

User Groups Add Screen

4. If using LDAP Authentication, you can map the group to a group in the LDAP
directory by entering the Name of user group in LDAP. For more about LDAP
integration, see Chapter Two of this guide.

5. Click the Save button at the top of the screen.
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Members Tab

You can add and remove users on the Members tab, which is especially useful when
adding multiple users to a group. Generally, a single user is added to a group through the
User Groups tab on the User screen.

To add users to a group on the User Groups screen:

1. Click the Chooser button. The Chooser screen opens.

User Groups («

User Group kame: Role - Nurse

| Organizations | Mavigation Menu  Options | Security Settings | POY

_User Group Mame Mame of user group in LOAP (if synching with LDAR)
|R0\e - Nurse INurses
-~
Members Chooger m

Focus =

#4 | Line User Name Email = Login Name = Disabled
: - U = Organization = [vear -

User Groups Screen, Adding Members

2. Enter all or part of the user’s Last Name, First Name, Middle Name, Email, and/or
Login Name, and then click the Find button. Users matching the criteria entered
are displayed in the Find Result grid.

‘ Find 'Select ‘

Chooser

Last Name First Mame micidle Mame  Email Login Mame

[use | | |

addSclectedRow(s) > | AddAlRowis)>> |

_ Search Resuhsl
Find Result (] Selected ltems (%]

Line [Last Name [First Name |Middle Name [Email |Login Name s | Line L3St First Middle Ernail |-00In
- Name Name Name Name

Finding Users using the Chooser Screen

3. Click the user to add, or Ctrl-click to select multiple users, and click the Add
Selected Row(s)> button. To add all of the users in the Find Result grid, click the
Add All Row(s)>> button.

Added users appear in the Selected Items grid.
Find Seleck

Chooser

Find Criteria 6]
Last Mame First Name Middle Mame  Email Login Name

| addselectedrowis) > | addalrowis)>> ||

| Search Results |

Find Result @ Selected Items @

- |Last First Middie - [Login
;[ tE Name Name Name E0) Name

User |Admin Admini@edupoint.com |Admin

el DR e B L S S O QIO L O LS R
User |Test testi@edupoint.com  |test
=
TR
User Admin tepi@edupaint.com tip
User e tep@edupnint.com tpreport]
Report p p prep

Selecting Users in the Chooser Screen
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4. When all users have been selected, click the Select button.

Find ! Select ’

Chooser

Find Criteria

Last Mame First Name Middle Mame

Login Name

| Add Selected Row(s) =

Add all Rowis) =5 |

_ Search Results |

Find Result

testi@edupoint.com|test

Adrmin Admin@edupaint.com  Adrmin
Teache teachen@edupoint.comteacher
TP

i tpi@edupoint.com tp

THF .

Report p@edupoint.com preport

Adding Users using the Chooser Screen

The selected users appear in the Members grid.

User Groups

User Group Mame: Reole - Nurse

| Organizations | Mavigation Menu | Options

Security Settings

-USET’ Group Mame

Marne of user group in LDAP (if synching with LDAP)

|ROIe - Murse

|Nurses

Members

l_ | User, Test testi@edunoint.carm

24 | Line|User Name Email Login Name

test

Chooser (3
Focus
Disabled

Organization < |Year

Hope High Schoal

2010-R =

User Groups Screen, Members Added

5. Click the Save button at the top of the screen.
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Organizations Tab
To specify what type of access this user group has to the organizations in the district:
1. Click the Organizations tab.

User Groups

User Group Name: Rele - Nurse

Iembers Organizations Mavigation Menu = Options | Security Settings = POV
User Group Marm Marme of user group in LDAP (if synching with LDAR)

|ROIe - Nurse MNurses

|Year Extensions (& ]

Possible Year Extensions
™ Might ™ Regular ™ Sumrmer

Access Permissions (6]
Previous Year(s) Current Year NE}{tYEar(S) Mon Year

b b b b

[~ Allow LDAP rmonitoring to create staff school year entries for specific school organizations listed below.
NOTE: Organizations above the schoal level will not be evaluated.

Organizations I Chooser
< [ Line| 2l z
Virtual Organization Settings @

Yirtual Root Node

by

[~ Allow Lower Yirtual Mode Users to Modify Member List

Organizations Tab, User Groups Screen

2. To grant the group access to a year extension, check the appropriate box in the
Year Extensions section.

3. To specify the years to which the organization has access, select None, View, or
Update in each list in the Access Permissions section.

4. If staff members should be added automatically to the schools listed in the
Organizations grid when their LDAP accounts are active, check the Allow LDAP
Monitoring box.

5. To add one or multiple organizations, click the Chooser button. The Chooser
screen opens.

6. Enter all or part of the Organization Name and click the Find button, or just click
the Find button for a full list of organizations. Organizations matching the criteria
entered are listed in the Find Result grid.

Select

Chooser

[Find Criteria Q
Organization Kame

I

fcd Selected Rowls) = | Add Al Row(s) >
_ Search Resuhsl
[ Find Result Q] [ Selected Items @]
B[ [ Line |
Chooser Screen
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7. Click the organization to add, or Ctrl-click multiple organizations, and click the Add
Selected Row(s)> button. To add all organizations in the Find Result grid, click
Add All Row(s)>>.

St
Chooser

Find Criteria
Organization Name

I Add Selected Row(s) > | | add AllRow(s) > I

_ Search Results |

Find Result [~ Selected hems [~

4 | Line [Organization Name

tary School

2. Middle Schools

3. High Schools

4. Special Schools

Adarns Elementary

Central Enrallment

Continuation High School

Edupoint Schoal District
Adding Organizations to the Selected ltems Grid

8. Click the Select button.

Find! Select .

Chooser

Find Criteria

Organization Mame

AddSelectedRowis) > | AddallRowis) > |
| Search Results |
Find Result (6] Selected ltems (6]
e [Organization Name > | Line|organization Name

1. Elementary Schools ,i (| 3. High Schools
2. Middle Schools

4. Special Schoals
Adams Elementary
Central Enroliment
Continuation High School
Edupoint School District

Selecting the Organizations

The selected organizations appear in the Organizations grid.
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9. Inthe Organization Update column, set the level of access this group will have to
the organization by selecting None, View, or Update.

User Groups («

User Group Name: Rele - Nurse

Members Organizaﬁonsl Mavigation Menu | Options | Security Settings = POY

User Group Name Marme of user group in LDAP (if synching with LOAP)
IRoIe - Murse Murses

|Year Extensions

Fossible Year Extensions
¥ Might W Regular W Summer

Access Permissions
Presdous Year(s) Current Y¥ear Mext Year(s) Hon Year
Update v Update v Update v Update v

I~ Allow LOAP monitoring to create staff school year entries for specific school organizations listed below.
MOTE: Organizations abowve the school level will not be evaluated

Organizations
~
| 3. High Schools Wi

| King High School Update b/

Chooszer |O

=
==

Virtual Organization Settings
“irtual Root Mode

v

I~ Allow Loweer Virtual Mode Users to Modify Member List

Setting Organization Access

10. Select the Virtual Root Node to assign the group to a different virtual root. The
virtual root node is the level of the organization, such as Elementary Schools, to
which this group is added. By default, groups are added to the district level.

11. Check the Allow Lower Virtual Node Users to Modify Member List box to let
users at organizations underneath the selected virtual node add users to and
remove users from the group. This works with Organization user groups only.

12. Click the Save button at the top of the screen.
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Navigation Menu Tab

The menu bar is a customizable of toolbar at the left of the screen. A user who belongs to
more than one group can use the menu groups for all of them. Menu groups created for the
user group or user have Lock symbols next to their names.

) S Menu grou
Show/Hide Menu Bar [y group
. L (open)
icon
Student
User Groups
System
Configuration Menu group
(closed)
Menu Bar Example
To create a custom menu group for this user group:
1. Click the Navigation Menu tab.
User Groups («
User Group Mame: Role - Nurse
Iembers  Organizationsl Navigation Men Options ~ Security Settings = POY
User Group Mame Mame of user group in LDAP {if synching with LDARP)
|ROIe - Murse |Nurses

Select a user whose default saved report settings are used for report execution 4=

MOTE: Currently, the default repaort preferences user for a group is only implemented in TeachervUE.

[~ Default Use Menu Group for a new user added to this group

Navigation Tree Action... j O|
Navigation Menu Tab, User Groups Screen

Note — The Select a user whose default saved report setting are used
for report execution value works only for the TeacherVUE software. For
more information, see the Synergy SIS — TeacherVUE Administrator Guide.

2. To have this menu group appear automatically for new users added to the user
group, check the Default Use Menu Group box.
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3. To create the menu group to be used by this user group, select Add Group from the
Action... list.

User Groups («
User Group Mame: Rele - Nurse
hlembers  Organizations  Mavigation Menu | Options | Security Settings POV
User Group Mame Mare of user group in LDAP (if synching with LDARP)
IRDIE - Murse INursea

Select a user whose default saved report settings are USed for report execution 4=

MOTE: Currently, the default report preferences user for a group is only implemented in TeacheryUE

[~ Default Use Menu Group for & new user added to this group

Navigation Tree Action - QD
Action...

User Groups Screen, Navigation Menu Tab, Add Group
4. Enter a name for the menu group in the Name box, and click the Save button.

Close

New Navigation Group
Add Group Name 3
Marme

Health

New Navigation Group Screen
The new group appears in the Navigation Tree section.

If multiple menu groups have been created, you can change the order in which they
appear clicking the group and then clicking the Move Up or Move Down button.
Menu groups created by the user appear above those created for user groups.

User Groups («

User Group Name: Role - Nurse

IMembers  Organizations  Mawvigation Menu | Options = Security Settings = POY
User Group Marme Marme of user group in LDAP (if synching with LDAP)
IRDIe - Murse INurses

Select a user whose default saved report settings are used for repart execution 4

MOTE: Currently, the default report preferences user for a group is only implemented in TeacheryUE .

[~ Default Use Menu Group for a new user added to this group

Navigation Tree Action... j (%]
b [eat]
Set Group Order (]
% |
| o Health
I Maove Up | Mave Down |I

Adjusting Menu Group Order
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7. To add a screen or report to the group, click Add View to or Add Report to from
the Action... list, select the desired screen or report, and click Save.
Add Link to under development and will be available in a future release.

User Groups «
User Group hame: Role - Nurse
Wermbers  Organizations  Mavigation Menu | Options  Security Settings | PO
User Group hame Marme af user group in LOAP (if synching with LOAP)
|ROIe - Nurse |Nurses

Select a user whose default saved report settings are used for report execution 4

NOTE: Currently, the default repart preferences user far a group is only implemented in TeacheryE.
I~ Default Use Menu Group for a new user added to this group

Navigation Tree Action... 'I
P [Heatth Action.
|—| Set Groun Order Add Link to Health
Add Report to Health
= Add Wiew to Health
u Health Delete  Health
Move Up Moree Down
User Groups Screen, Navigation Menu Tab, Action Menu
Save Clase
Add View [«
Add View ltem (6]
ey Lookup
-

Add View Screen

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

For more information, see the Synergy SIS — TeacherVUE Administrator
Guide.

8. To save the changes to the menu, click the Save button.

9. To enable the menu for a user, go to Synergy SIS > System > User > User, find
the user’s record, and on the User Groups tab, check the Use Menu Group box for
the user group.

This is unnecessary if the user was added to the group after the Default Use Menu
Group box was checked. (See step 2)

User [«

User Mame: User, Test

Demographics | Organizations | User Gruupsl Mavigation Menu | Security Settings ~ Focus | Spell Check | POY
Last Name First Mame Micidle Name  Disabled User Type
User Test | St v
Point Of View Home For User Group
POY Usergroup
v

User Groups [ Chooser \3

Eole - Nurse
Role - Test
Update - District

{2

ama«

Enabling Menu Groups
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Options Tab

The Options tab sets up the initial screen for users in the group. To configure these
settings:

1. Click the Options tab.

User Groups («
User Group Name: Rele - Nurse
Members = Organizations | Mavigation MenL< Options | )Security Settings = POY
User Group Name S~—Tlame of user group in LOAP (if synching with LDAP
IRoIe - Murse INurses
Point Of View Home Page (R
PO Home Page
I Change POY Home Page
.
Please Select a page for the user to log into (]
Login Page Allow Dual Login
by by

Options Tab, User Groups Screen

2. To change the default POV home page that users in the group see when they log in
to Synergy SIS:

a. Click the Change POV Home Page button. The UserPADTreeFind screen
opens.

b. Inthe UserPadTreeFind screen, navigate to and select the screen to use for
the home page.

ﬁ Clear Value @
UserPADTreeFind

_ Navigation Tree |

b ESD
P Genesea
7 Genesis
P Attendance
b Az
P Course
P Course Histary
P Discipline
P Discipline Incident
P Fees
P Grade Book
P Grading
= Health
I Repors
P Setup

*
% Health Log Other

UserPADTreeFind Screen
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c. Click the Select button at the top of the screen.

User Groups («

User Group Name: Role - Nurse

hWembers | Organizations | Mavigation Menu Optionsl Security Settings = POV

User Group MName Mame of user group in LDAR (if synching with LODAP)
|ROIe - Nurse |Nurses
Point Of View Home Page D

PO Home Page
IHeaIth Change POV Home Page |

into (&
Login Page Allow Dual Login
w w

Home Page Changed

3. To change the Login Page and Allow Dual Login options for the TeacherVUE
software, see the Synergy SIS — TeacherVUE Administrator Guide.

Security Settings Tab

To adjust global security options for a user group:
1. Click the Security Settings tab.

User Groups [«

User Group Name: Rele - Nurse

Mermbers | Or Nawigation Menu Opléns Security Settings | E’\/

User Group Mame DAP (it synching with LDAP)
Role - Nurse [Nurses
Discipline @] [conference Q|
Discipline Security Discipling Organization Security Conference Yisitation
v v v
Student Enrollment History Q)
Student Enroliment Organization Security
v
‘Scheduling Ol Special Education (&
‘AHDW Owerride of Max Students in Class v | Exempt From Student Team
-
[Other Q|
- Case Manager
‘Teacher\/UE Adrministrator] ~ | AdminyUE User v | w
Grade Book Q
Grade Book Security
~
User Session State Management (&
Time, in minutes, of inactivity hefore a lock screen is shown
and will require the user to login to regain access
Time, in minutes, of inactivity before all child windows are
cinsed, pending changes not committed and User is returne
to a login screen
™ Extlude From PAD and BO Security Views
Default Entry Access Times Q@
Monday v
Tuesday v
Wednesday -
Thursday -
Friday v
Saturday v
Sunday v
User Groups to Administer Chooser ] @]
2 [[tine| Bl

Security Settings Tab, User Groups Screen
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Notes

Settings in the Discipline and Conference sections work in conjunction with
security settings for District and Conference codes. See Chapter Four in the
Synergy SIS — Discipline & Conference Administrator Guide.

Settings in the Student Enrollment History section control whether users in
the group can edit enroliment history outside of the organizations to which
they have update access. See the Synergy SIS — Student Information
Administrator Guide.

Settings in the Special Education section work with the Synergy SE
software. See the Synergy SE — System Administrator Guide.

2. To enable the users to add a student to a section even if there are no spaces
available, click Yes in the Allow Override of Max Students in Class list.

3. If the users in the group will manage the TeacherVUE software, click Yes in the
TeacherVUE Administrator list. Users designated as TeacherVUE administrators
can select any teacher’s class instead of just their own.

4. If the users are allowed to use the AdminVUE mobile application, click Yes in the
AdminVUE User list.

5. If the users are teachers who should have access to their classes only, click District
User in the Grade Book Security list. If the users can change the district-wide
settings for Grade Book, , click District Admin. If users can see all classes, click
Principal. For more information about the Grade Book security, see the Synergy
SIS — Grade Book Administrator Guide.

6. Inthe User Session State Management section, you can override the district
settings in the System Configuration screen: Enter the number of minutes before
the user’s screen is locked and/or the number of minutes before the user is logged
off.

7. To hide this user group when customizing the security in the PAD Security screen
and Security Definition screen, check the Exclude From PAD and BO Security
Views box. This can be helpful to prevent changes in a group’s security, particularly
for organization-based security groups that shouldn’t be modified in the PAD and
BO Security screens.
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8. To limit the times during which users can access Synergy SIS, set the Default Entry
Access Times: Enter the start time in the Begin column and end time in the End
column for each day in HH:MM AM/PM format. To enable access for a day, click
Yes in the Enabled list.

Default Entry Access Times %]
’E Dy of Week el : Access Time Period
[Begn ——  [a
[ Monday Yes v B:00 AM 6:00 P
’_2 Tuesday Yes ¥ 6:00 Abd B:00 P
’_] YWednesday Yes ¥ 6:00 A 5:00 P
’_-il Thursday Yos |¥ 6:00 Ahd 6:00 Pht
| Friday Yo v 6:00 Ahd 6:00 Ph
,75 Saturday Mo |»
’f Sunday Mo+

Default Entry Access Times

9. To allow this group to edit other user groups’ settings and membership, click the
Chooser button in the User Groups to Administer section, and find and select the
groups.

User Groups to Administer Chooser | ()

Line User Group Hame

User Groups to Administer Section

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

POV Tab

To modify whether and how a task list is displayed on the home page of Synergy SIS for
this user group:

1. Click the POV tab.

User Groups («
User Group Name: Rele - Nurse
Mermbers | Organizations | Mavigation Menu | Options  Security Settings ‘ POV ’

User Group Name Mame of user group in EUKF’ (if synching with LOAR)
IRn\e - Murse Murses

Task Setup &
Show Task List

Task Module
™ Health ™ Student I Incident Discipline I~ Electronic Student Record I PYUE Update

POV Tab, User Groups Screen
To show the task list for the group, set Show Task List to Yes.

Check the boxes for the task modules to display. For more information about tasks,
see the section on Task Definition in Chapter Nine of this guide.

4. Click the Save button at the top of the screen.
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EDITING USER GROUPS

All information on the User Groups screen can be edited as described in the Adding User
Groups section in this chapter except User Group Name and Name of user group in
LDAP. To edit these:

1. Click the Menu button and select Edit SISUserGroup Data.

Force Password Change On Mext Login|
Mass Change Member Users
Cuplicate User Group

iew Audit Detail For User Groups !

Menu Options

2. Make the desired changes.

User Groups

lUser Group Mame: Rele - Nurse

LW Mvationtenu Qulone Seoyity Selinge D0

User Group Name Mame of user group in LDAP (if synching with LDAR)
Role - Murse [Murses
Editing the User Group Name

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

To delete a user group:

1. Remove all of the members from the Members tab of the group by checking boxes
in the X column and clicking the Save button.

]| @D ® | 59 e Do | m )

User Groups («

User Group Mame: Rele - Nurse

| Organizations  Navigation Menu  Options | Security Settings | POV

User Group Mame Mame of user group in LDAP {if synching with LOAP)
IPD\E - Murse INurses
Members [ chooser | @
x 5 ¢ - } &
=
I User, Test testidmedupoint.com test Hope High School 2010-R ]

Removing Members

2. Click the Delete button at the top of the screen. A message box opens to confirm
the deletion of the group.

Message from webpage xl

‘-.I [iaka deletion cannot be undone,

= Are you sure you want to delete all data For this SISUserGroup?

Cancel |

Message Box

3. Click OK to delete the group.
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If LDAP integration has not been turned on and the users are logging in to Synergy SIS
using their Synergy SIS user names and passwords, it may be necessary to force the users
to change their passwords occasionally for security. Rather than setting a password change
for each individual user, a mass change can be set for the group. To force a password
change for all users in a group:

1. Click the Menu button and select Force Password Change on Next Login. A
message box opens, confirming that all the users have been set to change their
password the next time they log in to Synergy SIS.

veru~] | () DD | 5| | =
M‘ L o =T i W T O =1 =1 '—
[ Force Password Change On Mext Login
ass Change Member Users

Duplicate User Group

Yiew Audit Detail For User Groups [

Menu Options

2. Click OK to close the box.

Message from webpage &J

! . 4 user(s) have been updated.

o))

Message Box

Occasionally it may be necessary to change the focus for a group of users, as at the
beginning of the school year. To make these changes for an entire user group instead of for
each user individually:

1. Click the Menu button and select Mass Change Member Users. The Mass
Change User Group Members screen opens.

e~ (@ D 3

Edit SISUserGroup Data

Force Fa Loginf
IMass Change Mermber Users

Duplicate User Group
Yiew Audit Detail For User Groups M

Menu Options
2. Select the New Focus Year, Organization and/or Active/lnactive settings.

Change Form Status: Ready (Update Mode)

Mass Change User Group Members

For members of the group: Rele - Nurse

Saw

-u__.'.l
Zal

Mass Change Options for Users in Group - Fill to set, leave blank to skip Q

Mew FOCus Year
w

Wew Focus Organization
b

MNew Focus Active/dnactive Inclusion
v

Disable Account
v

Mass Change User Group Members Screen
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3. Click the Change button at the top of the screen. A message box opens, confirming
the change.

4. Click the OK button to close the message box.

Message from webpage il

Successful update of user group Role - Nurse - tokal users
l % updated: 2

Message Box

Occasionally it may be necessary to disable the user accounts for a group of users.
5. Click the Menu button and select Mass Change Member Users. The Mass
Change User Group Members screen opens.

veruv]| (@ (D 5] ==

Edit SIS\serGroup Data i

Force Pa Login]
IMass Change Member Users

Duplicate User Group
iew Audit Detail For User Groups ¢
Menu Options

6. In the Disable Account list, click Yes.
Change Form Status: Ready (Updats Made)

Mass Change User Group Members

For members of the group: Rele - Nurse

Mass Change Options for Users in Group - Fill to set, leave hlank to skip Q
New Focus Year

v

New Focus Organization
-

Mew Focus Activednactive Inclusion
v

Disatle Account
v

Mass Change User Group Members Screen

7. Click the Change button at the top of the screen. A message box opens, confirming
the change.

8. Click the OK button to close the message box.

Message from webpage |

Successful update of user group Role - Nurse - takal users
l % updated; 2

Message Box
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To quickly create a user group with all of the settings of the user group in focus:

1. Click the Menu button and select Duplicate User Group. The Duplicate User
Group screen opens.

o] | QD) | &5 || ==
Edit SISUserGroup Data i
Force Password Change On Mext Login]

IMass Change Mermber Users
I Duplicate User Group I
([Fiew AT Detall For User Groups M

Menu Options

2. Enter the name of the group in the New Group Name box.

Duplicate Group Status: Ready @
Duplicate User Group

Duplicate User Group Options &
Group to Copy From
Rale - Nurse

Mew Group Marme

[~ Duplicate PAD Security
[~ Duplicate Business Ohject Security

I~ Duplicate Members

Duplicate User Group Screen

3. To copy the settings for the PAD Security and Security Definition screens, check
the Duplicate PAD Security and Duplicate Business Object Security boxes. By
default, all settings in the User Groups screen are copied.

To copy the users assigned to the group, check the Duplicate Members box.
Click the Duplicate Group button.
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ADDING USERS

As explained on page 98, a person cannot be added to the User screen unless already
listed in the Staff screen.

To create a user account:
1. Go to Synergy SIS > System > User > User.

[erav]| (@ @ P | 55| _rnd | v it [Yoeeee st Finst | £ o W@
S—r
User [«
User Name:
Demngraphiml Organizations | User Groups  Mavigation Menu  Security Settings  Focus | Spell Check  POW
Last Name First Mame Middle Mame  Disabled User Type
| I B J

Login || Password Q|| Dates Q
Login Mame Ernail () Passward Canfirm Passward User Creation Date

[~ Force Password Change On Mext Login Last Login Date

I~ Exempt From LDAP

User Screen

2. Click the Add button. The UserFind screen opens.

Find | Clase | Create User | Form Status: Ready
UserFind
Selection Criteria d
Last Mame First Name Middlle Mame SSN

Please enter new login name, password and email address for new user
User Name Password Caonfirm Password Email

| | | |
Find Users |
Users D

UserFind Screen

3. In the Selection Criteria section, enter all or part of the Last Name, First Name,
Middle Name, and/or SSN of the staff account.

Click the Find button.
In the Users section, click the staff member for whom you are creating a user

account.
Find | Close | Create User | Status: Ready @
UserFind
Selection Criteria (6]
Last Name First Name Middle Name SSN
smit
Please enter new login name, p d and email add for new user (&
User Name Password Confirm Password Email
Users @]
Smith Christine 123-45-6789
[ smin John

Selecting Staff Member for User Account
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6. Enter the User Name for the new account, enter a password in the Password and
Confirm Password boxes, and enter an Email address.

' Find ,Close | Create Lser | Form Status: Ready

UserFind

Selection Criteria
Last Mame First Marme
IUser INew | |

licidle Marne S5N

Lser Mame Password Confirm Password Ermail
I........ I........ Inewuser@edupoint.com

Inewuser

| Find Usersl
Users

Entering New User Information in the UserFind Screen

7. Click the Create User button at the top of the screen to create the user account.

Find Form Status: Ready (Update Mode)
UserFind
Selection Criteria (]
Last Name First Mame hiddle MName 35N
|User |New |
Please enter new login name, password and email address for new user (6]
User Mame FPassword Confirm Password Email
Inewuser quuu quuu Inewuser@edupnint.cnm
| Find Usersl
Users (]

[ Line
In User Ny

Creating User

8. The new user is created and the new account is brought into focus in the User
screen.
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Demographics Tab

The Demographics tab records the user’s address and phone information and
miscellaneous settings. It also shows, in the Dates section, when the user account was
created, and when the user last logged in.

1. To force the user to change their password when they log in to the new account,
check the Force Password Change on Next Login box.

User
Usi miiser, New
< Demographics rganizations | User Groups | Mavigation Menu | Security Settings | Focus | Spell Check | POV
W First Mame Middle Mame  Disabled User Type
|User INeW | ] Staff ~
Login (|| Password (|| Dates Q)
Login Mame Email Q Fassword Confirm Password User Creation Date

|newuser Inewusev@edupoim Corm | | IDBMBQDM 23:50:44
I~ Force Passward Change On Mext Login Last Login Date

I~ Exempt From LDAP

Address (|| Preferences Q|
Address Default Mode Paging Size Paging Row SiZe
I v
City State  ZIP Code +4 ™ Show Quick Launch
I b Dehug Expiration (Hours from Mow)

0

PO Home Page

Change POV Home Page

Phone Numbers | Add ‘ (]
7 [ Line = = gl gl = £

Demographics Tab, User Screen

2. If the district is using LDAP for logins to Synergy SIS (as set up in the System
Configuration screen), you can designate the user as Exempt From LDAP by
checking the box. This can be helpful for Synergy SIS system accounts that don’t
have corresponding accounts in LDAP.

3. The Address and Phone Numbers sections display the home address and phone
numbers. Any changes to this information are reflected in both the Staff and User
screens.

4. Default Mode determines whether the user is in Edit mode or Inquiry mode when
logging in to Synergy SIS. In Inquiry mode, all screens are read-only, and the user
must click the Edit button at the top of a screen to make changes to that screen.
Edit mode enables editing as soon as a screen opens.

5. Enter a Paging Size and a Paging Row Size for the user to determine the display
of search results in screens such as Chooser and Find. The number of records
displayed on one page is controlled by Paging Row Size, which has a default value
of 20 rows. Paging Size determines the number of pages that are displayed at the
bottom of the search results. The default is 15. Higher numbers add the
convenience of more results per page, but the possible inconvenience of slightly
slower searches.

6. Check the Show Quick Launch box to display for the user a Quick Launch box for
typing the name of a screen or report.

@R E L) @ quick Launch
Quick Launch
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7. If the user is experiencing errors and the Edupoint support team advises you to turn
on logging, do so by increasing the value in the Debug Expiration field. The
number is how many hours for which to generate a log. A value of 0 turns logging
off.

8. Click Change POV Home Page to select the screen to display when the user logs
in to Synergy SIS. This can also be set at the User Group level.

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

Organizations Tab

The Organizations tab gives the user access to organizations set up in Synergy SIS. Itis
strongly recommended to set organization access through the user group memberships
and edit this tab only for users who require unique settings.

The settings on this tab are the same as those described on page 140 for the
Organizations tab of the User Groups screen.

User («

User Name: User, New

Dermographic User Groups  Mavigation Menu | Security Settings | Focus = Spell Check = POV
Last Mame Irst Mame Middle Name  Disabled User Type
IUser INew | Staff v
|Year Extensions Q|
Fossible Year Extensions

™ Might I Regular I Summer

Access Permissions ]
Previous Year(s) Current Year Mext Year(s) Mon Year

w w A A

Organizations Chooser | @
7 [ Line| = =

Organizations Tab, User Screen

User Groups Tab

You define the user's membership in groups on the User Groups tab. To add the user’s
groups:

1. Click the User Groups tab.

User («
User hame: User, New
Demographics Organlzahons< User Groups ,Nawgatlon Wenu | Security Settings  Focus  Spell Check = POY
Last Name First Name===== tfiddle Name Disabled User Type
User INew | r Staff v
Point Of View Home For User Group ]
PO Usergroup

b
User Groups < Chooser ’}
—

| Line| 2 =

User Groups Tab, User Screen

2. Click the Chooser button in the User Groups section. The Chooser screen opens.
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3. Enter all or part of the User Group Name and click the Find button at the top of the
screen.

Chooser
Find Criteria

@
User Group Name
IRUIE|

addselectedRongs) > | add al Row(s) »>

_ Search Results|

Find Result ] Selected Items (]

([ Line| ]

Chooser Screen

4. Select the desired group or groups, which then are listed in the User Groups grid.
User «

User Mame: User, New

Demographics | Organizations UserGroupsl Mavigation Menu | Security Settings ~ Focus  Spell Check = POY

Last Mame First Name Middle Name  Disabled User Type
User Nesw I r Staff v
Point Of View Home For User Group (&
PO Lsergroup

A
User Groups Chooser ‘Q
bt = =
I Role - Genesis User r
o Role - hurse I

User Groups Tab, User Screen, Groups Added

To display for this user a menu group created for a user group (see page 143),
check the box in the Use Menu Group column.

Click the Save button at the top of the screen.

Set the user's POV home page to the home page defined for a user group by
selecting the group in the POV Usergroup list. As an alternative, you can set the
POV home page for the individual user on the Demographics tab.

User

User Name: User, New

@

Demographics | Organizations LIsngrnupsl Mavigation Menu  Security Settings |~ Focus  Spell Check POV

Last Mame First Mame Middle Mame  Disabled User Type

IUser INeW | I Staff v

| Point Of Yiew Home For User Group (]
POV Usergroup

Role - Murse

User Groups

Chooser | Q)
x = =
I Ruole - Genesis User r
I Role - Nurse I

User Groups Tab, User Screen, POV Usergroup
8. Click the Save button at the top of the screen.
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Navigation Menu Tab

The Navigation Menu tab shows the menu groups for the user. These can be edited and
changed by the user, unlike the menu groups set up through the User Groups screen. In
the rare case it is necessary to edit these user-defined groups through this tab, the
procedure is the same as described for user groups on page 143.

User («
User Mame: User, New
Demographics | Organizations = User Groups | Mavigation Menu | Security Settings | Focus | Spell Check | POW
Last Marme First Mame tidddle Narne  Disabled User Type
User Hew | r Staff he
Navigation Menu Action.. j @

Navigation Menu tab, User Screen

Security Settings Tab

All but one of the settings on the Security Settings tab—Show BO on Mouseover—can
be defined for user groups. It is strongly recommended to adjust these settings through the
user group memberships and edit this tab only for users who require unique settings.

To edit the settings, follow the instructions on page 147 for editing the security settings for
user groups.

User
User Name: Aderson, Gordon
Demographics =~ Organizations = User Groups ~ Navigation Menu  Security Settings | Focus = Spell
Last Name First Name Middle Name  Disabled User Type larneslE
|Aderson Gordon v Staff S
| Discipline ®|
Impersonation 2
| Scheduling Q|
|0ther (6]
Show BO On Mouseover]
TeacherVUE Administrator v | AdminVUE User w | HealthVUE User| w

Security Settings Tab, User Screen

The one setting that is unique to the Security Settings tab of the User screen is the Show
BO on Mouseover check box in the Other section. When this option is turned on for a
user, the name of the business object and property is shown when the user pauses the
pointer over a field. The business object is the name following K12, and the property is the
last part of the string. In the example below, the business object is Student and the property
is LastNameGoesBy. This is particularly helpful when creating queries.

Last Name Goes By

I Lask Mame Goes By : (40 - STRING)
sS85 (D (k12-Student-LastMarneGoesBy) o

BO on Mouseover
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Focus Tab

The Focus tab specifies the year and organization for the user, and whether the user sees
active or inactive students, or both. The focus can be changed by the user, and the
information on the Focus tab updates to show the current setting.

When a new user is created, the focus is set to the top-level organization (generally the
district), the year is blank, and only active students are shown. Be sure to change this when
creating a new user to focus on the current year and an organization to which the user has
access. If the user does not have access to the organization in focus or the year is set
incorrectly, the user will not be able to log in to Synergy SIS. To set the focus:

1. Click the Focus tab.
User @

User Mame: User, New

Demographics | Organizations | User Groups | Navigation Menu | Security Settings |Focus | Spell Check | POV

Last Name First Marme Micdle Name  Disabled User Type
User e | Staff v
Focus Year Selection Show Inactive Students
| Active Only b
Focus Organization 0|

b Edupoint School District |
Focus Tab, User Screen

2. Select the current school year in the Focus Year Selection, and change the Show
Inactive Students setting if needed.

3. To select the focus organization, click triangles if necessary to expand the tree, and
click the organization.

4. Click the Save button at the top of the screen.
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Spell Check Tab

Several boxes throughout Synergy SIS offer a spell checking function. Users can adjust
their own spell check settings, and you can adjust them in the User screen.

1. Click the Spell Check tab.

User («
User Name: User, New
Demographics |~ Organizations = User Groups ~ Mavigation Menu | Security Settings Fucu‘ Spell Check D POy
Last Mame First Mame Middle Mame  Disabled User Type
|Uaer |New I r Staff v
Options &
¥ lgnore Al-Capital Words v Ignore Mixed-Digit YWords ¥ lgnore Filenames
¥ lgnore First-Capital Wards ¥ lgnare Hyphenated wWords [+ Ignore Html Tags
¥ lgnore Mixed-Capital Words v lgnore Repeat Yords W lgnore Internet Addresses
Custom Word List Add
<[ tine| |

Spell Check Tab, User Screen

2. Check or uncheck the Options available for the spell check. The options are:

Ignore All-Capital Words — words that are in all capital letters, such as
SYNERGY SIS.

Ignore First-Capital Words — words where the first letter is capitalized, such as
Edupoint.

Ignore Mixed-Capital Words — words with capital letters in the middle, such as
McAllister.

Ignore Mixed-Digit Words — words that have numbers as well as letters, such
as W3C.

Ignore Hyphenated Words — words that have a hyphen, such as email.
Ignore Repeat Words — words that are spelled the same throughout the text.

Ignore Filenames — words that represent computer file names, such as
word.exe.

Ignore HTML Tags — words used in HTML tags, such as <a href>.

Ignore Internet Addresses — words included as part of a web address, such as
www.edupoint.com.

3. Add custom words, such as the names of schools, to the standard dictionary. To
add a custom word, click the Add button in the Custom Word List section, and
type the word in the Word column of the new line.

Custom Word List [ ad @
b |
l [Edupain] |

Custom Word List

4. Click the Save button at the top of the screen.
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POV Tab

The POV tab selects the dashboard widgets and task lists that appear on the user’s default
Synergy SIS home page. The user can also modify these options through the User Profile
screen. Additional task list settings are available on the POV tab of the User Groups
screen.

Before options for widgets and task lists can be selected, the widgets must be created and
the tasks defined and enabled. For more information about tasks, see Chapter Eight. That
chapter also shows methods to add the tasks to the user home page.

Instructions for creating and managing dashboard widgets are in the Synergy SIS —
Dashboard Guide.

User

User Mame: User, New

Demographics  Organizations  User Groups | Masigation Menu | Security Settings  Focus | Spell Check | pov |

Last Name First Marme Middle Name  Disabled User Type
|User |New r Staff e

Point of View (POV) Home Page Settings (&)
Dashboard Controls Per Row

Dashboard Controls Add | chooser |@
%4 [ Ling| = = = = gl
Task Setup (@]
Show Task List

Mo =

Task Module

™ Electronic Student Record I~ Health I Incident Discipling I PYUE Update I Student

POV Tab, User Screen

EDITING USERS

You can edit any data on any tab, as described in the Adding Users section in this chapter,
except the top row. To edit the top row:

1. Click the Menu button and select Edit User Data.
menu~]| (D) |
Edit User Data

Wiew Audit Detail For User|
Menu Options

User

User MName: User, New

Last Mame First Marme Middle Mame  Disabled User Type
User |New | I Staff v

Editing the Top Row of Data

l_wl Drganizations _User Groups  Navigation Meny _Security Settings . Focus  Spell Check . POY

2. After any changes, click the Save button at the top of the screen.
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You should almost never delete user accounts. Deleting a user account deletes the staff
account, which might be referenced in other records such as section or grading records,
leaving those links to non-existent records. Only if the user account was just created could
the account be deleted.

Instead of deleting the staff/user accounts, you should disable them. When a user record is
disabled, the staff record is disabled. Disabled user accounts cannot be used to log in to
Synergy SIS. Disabled staff accounts cannot be added to any new records, but previous
records still show the staff name. To disable a user account:

1. Click the Menu button and select Edit User Data.
o] (DD |
Edit User Data i

Wiew Audit Detail For User|
Menu Options

2. Check the box labeled Disabled, and click Save at the top of the screen.

User

User hame: User, New

| D graphics | Organizations  User Groups | Nawigation Mapy irity Settings | Focus | Spell Check . POV
Last Marne First Mame Middle Mame JDisablecUser Type
User |New | I Staff bt

Editing the Top Row of Data

Reference — The User Password and Preferences screen and the
User Profile screen show options similar to those on the User
screen, but only for the user currently logged in. These screens are
explained in the Synergy SIS — Student Information User Guide and
let users modify:

e Passwords

& e Paging Size and Paging Row Size
e Demographic information

e Navigation menus that they have created

e Custom word list and options for spell checking

o Dashboard widgets displayed on their home pages
o Task lists displayed on their home pages

Users can also view their security settings.
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Chapter Five:
ANNOUNCEMENTS AND ONLINE HELP

This chapter covers:
» Announcements
» Online Help
» Support Page
» Contact Us Link
» Login Page
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ANNOUNCEMENTS

Announcements are displayed on the home page of Synergy SIS. They may be specific to
any level of the organization: for example, a school, a group of schools such as all
elementary schools, or the district.

Good evening, Admin User @
Announcements
iij Edupoint School  |Because we have been experiencing power outages in the afternoon, please limit your use of "power
District hungry" equipment and devices during afternoon peak periods.
m E?S'iflcﬂt'm SN0 o minder: There will be an assembly in the gymnasium on Friday.

Announcements on the Home Page

To allow announcements to be dismissed by staff members and hidden on the home page:
1. Go to Synergy SIS > System > Setup > District Setup.

District Setup

District Setup

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

|Enrul|mem Options
|Address Options
|EluH< hailing
Grading Setup

Other Options
Discipling Type Incident violation Display District Group History Filter
Incident b Entire “iolation b All Groups for the Current Year for All Schools he

(2] | el e]|(elie]

Student Motification Badge Mumber Update Type
Icon b Manual update of badge number

[~ Disable Unigue State Mumber Adult ID Update Type
v

Al " Auto Generate
(% Enable Annauncement Dismissal )F 22 10t Tvpe
Total fees for all years and all organizations v

W Enable histarical tracking of staff in sections

walidate Student Classes
Show Warning and Allow Data to be Saved if Student Classes Overlap b

Student Profile Report Release Statement [37 @

E
System Tab, District Setup Screen

2. On the System tab, in the Other Options section, check the Enable
Announcement Dismissal box.

3. Click the Save button at the top of the screen.
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When the Enable Announcement Dismissal box is checked and dismissal of an individual
announcement is allowed (see the procedure on the next page for adding or modifying an
announcement), a Dismiss button shows next to the announcement. At the top of the
home page, the Show Dismissed Messages button makes dismissed messages reappear
with a Recall button for undoing the dismissal. Clicking Show Dismissed Messages turns
it into a Hide Dismissed Messages button that hides them again.

Good i I ser E
Show Dismissed Messages |
e

m Sample School |Because we have DEEN experiencing power outages in the afternoon, please limit Qw )

District Your use af "power hungry" equipment and devices during afternoon peak periods
Dismissing Announcements

To add or modify an announcement:

1. Go to Synergy SIS > System > Announcements > Announcement Tree.

Meru | ;‘; | Save | Undo | Form Status: Readly (Update Mode) | ==l A
Announcement Tree (]
nouncement Tree (%]

P JEdupaint School District

Announcement Tree Screen

2. Expand the organization tree as needed by clicking triangles, and click the
organization for the announcement. Existing announcements for that organization
are displayed on the right side of the screen.

Announcement Tree
= Edupoint School District
= 1.Elementary Schools
[2) Adams Elementary
@ Grant Elementary TR TETLS [ add [ show Detail | @
&) Jefferson Elementary i~ A|
[ Lincoln Elementary =
[ Washington Elementary 0 State testing will be taking place this
T T Thursday at 9:00 am for all Tth graders.

@ [Exsenhower ad School] 08022012

[2) Roosevelt Middle School
@ Truman Middle School i
P 2. High Schools
P 4. Special Schools
P 5. Closed Schools

Announcement Tree [«
&)

Anncuncements

Expanded Organization Tree with Announcement

3. To add an announcement, click the Add button.

Announcement Tree

7| Edupoint School District
P 1. Elementary Schools A
b 2. Middle Schools
[ 3. High Schools

Announcement Tree [«
2

Announcements Add Show Detail |y
I 4. Special Schools
% = \ \
I 5. Closed Schools =
QElecauae we have been experiencing ~ |Because we have been
power outages in the afternoon, please experiencing power outages
- limit your use of <I="power hungry"</l> in the afternoon, please limit
122772013 equipment and devices during afternoon your use of "power hungry”
peak periods. equipment and devices during
- |afternoon peak periods.

Adding a District Announcement
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4. In the AnnouncementDetail screen, enter the date to begin displaying the
announcement in the Display Date box, and the date to stop displaying the
announcement in the Expire Date box.

Save Close
AnnouncementDetall
Display Date Expire Date Urgency Allow Dismissal
o r
Announcement 5 Q
-l
User Groups | Add ” Chooser |O
2 [ Ling) g
AnnouncementDetail Screen

5. In the Urgency list, select the priority for the announcement. Announcements with
Normal urgency are displayed in white with a green flag. Announcements marked
as Urgent are highlighted in pink with a red flag.

Good evening, Adminh User @
Announcements
\ \
Pj Edupoint School  Because we have been experiencing power outages in the afternoon, please limit your use of "power
| District hungry" equipment and devices during afternoon peak periods.
| s EoupontSENO0 permincer: There wil be an assembly In the gymnzsium on Friday.
Urgency Markings

6. To allow the announcement to be dismissed from the home page, check the Allow
Dismissal box.

7. Enter the text of the announcement in the Announcement box.

Note — You can include HTML tags in the announcement, for example
to format text or include links. When you save the announcement, you
can check the results in the HTML Announcement column on the
Announcement Tree screen and make any needed edits as described
on the next page.

Announcements | Add || Show Detail |O

X g

57

@ <b>REMINDER:</b> There will be a
<b=<i=D A R.E.</b></i> assembly at
10:30 in the auditorium. For more info,
click here <a
href="http://www.dare_.com">www.dare.co
m</az

12/12/2013

REMINDER: There will be a
D.A.R.E. assembly at 10:30 in
the auditorium. For more info,
click here www.dare.com

Announcement Showing HTML Display

8. To display the announcement to specific user groups only, click the Add or
Chooser button in the User Groups section, and find and select the desired group

or groups.
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9. Click the Save button at the top of the screen.

AnnouncementDetail («
Display Date Expire Date Urgency Allow Dismissal

04/01/2013 04/05/2013 Mormal v

Announcement 3% @

A few spaces in the north parking lot will be unavailable next week.

User Groups Add || Chooser |O
75 [ Line] £
Announcement Detail Screen

To edit an existing announcement:

1. Change the Expire Date and the Announcement text by clicking them and
changing the information.

Announcement Tree («
Announcement Tree ("]
P [Edupaint School District

| A ts |
e
Announcements [ add ([ show Detail S
=

el
@ Because we have heen sxperiencing =l
power outages in the afternoon, please
limit your use of "power hungry"
equipment and devices during afternoon
peak periods.

o 12/30/2011

[ -]
Editing an Announcement
2. To make other changes, click the Show Detail button.

Announcement Tree («
Announcement Tree ]
[ |Edupaint School District

Announcements ‘ Add H Hide Detail |O

[Line[ Expirepate [} _

- 12/30/2011 Display Date Expire Date Urgency Allow Disrnissal
03052008 [ 1200201 Urgent v Icd
Announcement [§5] @

Because we have been experiencing power outages in the afternoon, =]
please limit your use of "power hungry” equiprment and devices during
afternoon peak periods

-]
User Groups Add || Chooser ‘G
[ Line =

Announcement Detail

3. Click the Line number next to the Expire Date of the announcement to edit.
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4. Make changes as needed.

Note — To use the built-in HTML editor, click the Edit HTML button.
To clear the HTML Announcement box while leaving the
Announcement box unchanged, click the Clear HTML button.

For information about the HTML editor, see page 240.

5. Click the Save button at the top of the screen.
6. Click the Hide Detail button to return to the main screen.

Announcement Tree («
Announcement Tree [~
P |Edupaint School District

A L
Announcements Add (“ Hide Detail D
[Cine —
- 1200011 [p|Ciselay Date Expire Date Urgency Allow Distnizsal
03/05/2009 12/30/2011 Urgent N ird
Announcement [ @

Because we have been experiencing power outages in the afternoon, 5|
please limit your use of "power hungry” equipment and devices during
afternoon peak periods.

-]
User Groups | Add || Chooser ‘(}
4 [ e gl

Main Screen, Announcement Tree
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ONLINE HELP

Edupoint offers online help for both Synergy SIS and Synergy SE. Your district can choose
to make this help available, to provide its own help, or both.

One way for users to access online help is by clicking the Help link in the top of any screen.

Hope High School

Edupoint e avz
‘ - Sehod| District

UserAdmin User
Show active ap

n a Quick Launch

PNy
Lock | Sign Out | Supp vt | Help
Accessing Online Help

Screen-specific help is accessed by clicking the question mark button &) on most screens.

o '@' Quick Launch Fyy Lock | Sign Out | Support | Help

&
|! ESD H@@@ ‘ g‘;ﬁ | Find ‘ Unda | Add | Delete ‘ | Status: Find | [ ?\_.@

Accessing Context-Sensitive Help

ME Toolbar

The Help link and the question mark button can open the same help system or different
help systems, depending on your configuration, as described on page 172.

Installing Help

To install Edupoint’s online help:

1. Download the help from the Edupoint FTP site. For FTP access instructions, see the
Synergy SIS — System Installation Guide.

2. Open the _Release directory, the subdirectory for your release, and the Help
subdirectory. For example:
/ Release/8.0.0.0/Help/

3. Download the zip file containing the appropriate help. The most general help is in
Help_USA.zip; other files contain state-specific or other specialized information.

4. In Windows Explorer, navigate to the root of the location where Synergy SIS is
installed on the web server (generally c:\inetpub\wwwroot), and create a new folder
called Help.

4 a Local Drive (C)

> @ SRecycle.Bin

, _import
> | ) Assorted
> W Boot

, Data
> & Documents and Settings

> 1 Drivers
4 | inetpub
> . custerr
> @y history
> i logs
> | temp

[ 00 wwwroot

Location for Help Folder
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5. Extract the contents of the zip file into the root of the new Help folder.

6. Delete the zip file to save space, if desired.

Note — If the district has multiple web servers, be sure to install the help
files on each server. The location of the folder must be the same on each
server.

Configuring Help
To configure the help available through the Help link and question mark button &3:

1. Go to Synergy SIS > System > Setup > System Configuration.
2. Click the Options tab.

3. To make the Edupoint help available through the Help link: In the Help Page box,
type the location of the help files on the web server. Include the URL or IP address,
the folder that you created for Installing Help, above, and the file name gened.htm.
Example:
http://192.168.150.114/Help/gened.htm

System Configuration

System Configuration

Security | Options | Advanced

Page Definitions @
Support Page Help Page

SupportSite/index_htm Attp://10.10.0.1/Help/gened.htm

Contact Us - Set to an email address or URL (to hide link set value to 'remove’)

System Configuration Screen, Help Location

4. To make the Edupoint help available as context-sensitive help through the question
mark button:

a. Inthe Help System section, check the Enable Context Sensitive Help box.
b. Inthe Help System list, click RoboHelp.

c. Inthe Help System URL box, type the location of the help files on the web
server. Include the URL or IP address and the folder that you created for
Installing Help, above.

Example:
http://192.168.150.114/Help
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System Configuration

System Configuration

Security | Options |_Advanced

Page Definitions @
Support Page Help Page

SupportSitefindex.htm http://10.10.0.1/Help/gened. htr

Contact Us - Set to an email address or URL (to hide link set value to 'remove')

Help System @
Enable Context Sensitive Help

Help System

RoboHelp b

Help System URL
http://10.10.0.1/Help
System Configuration Screen, Context-Sensitive Help Location

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

You can substitute your own help for the help provided by Edupoint by entering the
appropriate locations.
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SUPPORT PAGE

Synergy SIS offers a support page that users access by clicking the Support link at the top
of any screen.

S Ed ) 'l: Hope High School E
yner‘gy u In ear: 2012-2013

e User:  Admin U
«» Education Platform hpg:hool District S:g\r.v mmr:;nd i::cr:ﬁve

Lock | Sign Out | Support * Help

Support Link

The default support page directs users to contact their internal help desk for assistance.

=

Eggpoint

Synergy Support

Please contact your local school, district, or service bureau phone
line or e-mail support.

They will be able to help you with your guestion or problem.

Thank You,

Edupoint Educational Systems, LLC

Close

Default Support Page

To create a custom support page:

1. Create the custom page using any HTML editor, and save it to the default Synergy
SIS website on every web server in the district.
It is recommended to name the page something other than Support.htm, to avoid
having to recopy it to each web server after each Synergy SIS upgrade.

2. On Synergy SIS > System > Setup > System Configuration, click the Options
tab.

3. Inthe Support Page box, type the name (and location if needed) of your page.

System Configuration

System Configuration

Security  Options | Advanced

Page Definitions (6]
Support Page Help Page

SupportSite/index_htm

Contact Us - Set to an email address or URL (to hide link set value to 'remove')

System Configuration Screen

4. Click the Save button at the top of the screen.
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CONTACT US LINK

By default, a Contact Us link is offered at the bottom of the login page.

Edupoint

«» Svne r‘ng School District
Student Information System \ /

Please enter your login name and password
‘ ) Syne r‘gyTM below to access the application.

Special Education Login Name
Password
Edupoint \ Check For Popup | Add This Page to Iy Favorites
b’ Copyright ® 2002-2011 Edupoint Educational Systems. All rights reserved.
Login Page

This link opens an email message, addressed to support@edupoint.com, in the computer’'s
default email application.

You can configure the link to send email to a different address, to display a web page, or
not to appear at all. Remember, if using ParentVUE and StudentVUE software, that parents
and students can access the same Contact Us link.

To change the behavior of the Contact Us link:

1. On Synergy SIS > System > Setup > System Configuration, click the Options
tab.

2. Do one of the following:

o To change the address to which the link sends email, type the new address in
the Contact Us box.

System Configuration

System Configuration

Security | Options | Advanced
Page Definitions @
Support Page Help Page
|
Contact Us - Set to an email address or URL (to hide link set value to 'remove")

admin@eduenintschoolcﬂstrict.com

System Configuration Screen
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¢ To make Contact Us a link to a web page, type the page’s URL in the
Contact Us box.

¢ To remove the link from the login page, type the word remove in the Contact Us
box.

3. Click Save at the top of the page.

LOGIN PAGE

By default, Synergy SIS offers the login page shown below.

Edupoint
Synergy- —
School District
Student Information System \ /
Please enter your login name and password
Syn e r‘gyTM below to access the application.
Special Education Login Name
Password
EdupOiI‘lt ContactUs | CheckForPopup | Add This Page to My Favorites
b’ Copyright © 2002-2011 Edupoint Educational Systems. All rights reserved.

Logon Page

To create a custom login page for the district:

1. Create a copy of the current login page, Login.aspx, found in the root of the web
server. This ensures that the necessary code will be included in the custom page.

2. Modify the format of the login.aspx page using any ASP editor such as the free
Visual Studio Express from Microsoft.

Save the new page as Login_OVR.aspx.
Copy the new page to the root of every web server.
On Synergy SIS > System > Setup > System Configuration, click the Options

tab.
6. Inthe Application Login section, check the Allow use of override Login page
box.
Application Login (@]

™ Allow use of override Login page (page must be named Login_ OWR. aspx)

Application Login
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Chapter Six:
SCANNING

This chapter covers:
» Overview of Scanning
» Installing the Scanning Software
» Scanning the Sheets
» Managing the Scan Sheets
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OVERVIEW OF SCANNING

If all teachers do not have easy access to a computer to record grades or attendance,
printed “bubble” sheets can be generated from Synergy SIS and the results scanned into
Synergy SIS. The steps in the scanning process are:

1. Attendance and/or grading sheets are printed from Synergy SIS onto pre-printed
forms. Synergy SIS supports several pre-printed formats. The printing process is
described in the Synergy SIS — Attendance Administrator Guide and the Synergy
SIS — Grading Administrator Guide.

Sample Pre-Printed Form

2. Teachers record attendance or grades on the sheets.
3. A special OMR (optical mark recognition) scanner is installed on a computer.
4. The Synergy SIS Scanning software is installed on the computer attached to the

scanner.

5. The sheets are scanned and the information recorded in Synergy SIS.

Currently, Synergy SIS supports the following scanners:
e 5000i

EZData

OpScan iNSIGHT 2

OpScan iNSIGHT 4

OpScan 2

OpScan 3

OpScan 4 or 4U

OpScan 5or6

OpScan 7 or 8

OpScan 10

OpScan 21

OpScan 9010M or 9020M

If the district’s scanner is not on this list, contact Edupoint for assistance. More scanners
are added to this list regularly.
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INSTALLING THE SCANNING SOFTWARE

The scanning software must be installed on the computer that is attached to the scanner.
To install the scanning software:

1.

Download the zip file containing the latest Synergy SIS release to the scanning

computer.

Extract the files from the zip file.

In the extracted release folder, find the folder titted RTScanningSetup. In that
folder, double-click the Setup.exe file. The setup wizard opens.

Folders

=] Genesis ;I
20090626_RT_Installers_5.0,3464

=]

W _Mame = |v| Date modified |v| Twpe |v| Size |v
B aRgingSetup.msi - 6/26/2009 5:03 PM Windaws Installe. .. 38,297 KB
6/26/2009 5:02 PM  fpplication 666 KB

= | 20090626_RT_Installers_5.0.3464
DEToolsClient
DesignerSetup
GeneticConversion
PhotaattachSetup
PAPSetup
PAPSetupad
RTDashboard
RTDewSetup
RTDevSstup2
RTDevSetupd
RTDevSetupd
RTProcessServiceSetup

s iceSetupad
RTScanningSetup )

=

& =

F =

=

RTSetuptd
SASIZ
SASIxp
SIREM

F

RTScanningSetup Folder
4. Click the Next button to begin the installation.
i'é‘-s:anning

Welcome to the Scanning Setup Wizard

The inztaller will guide you through the steps required to inztall Scanning on wour computer,

WARMING: This computer program is protected by copyright law and intemational treaties.

Unauthaorized duplication or distribution of this program, or any portion of it, may result in severe civil

or efirminal penalties, and will be prosecuted ta the maximumn extent possible under the law.

Cancel < Back

Welcome to the Scanning Setup Wizard dialog box
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5. Change the installation Folder, if desired.

i‘é’- Scanning

Select Installation Folder

The installer will inztall S canning to the following folder.

Toinstall in this folder, click "Nest". Toinstall to a different folder, enter it below or click "Browse",

Browsze. . |
Digk. Coat... |

Ingtall Scanning for yourself, or for anyone whao uses this computer:

{* Everyone

 Just me

Cancel | < Back | Mewt » I

Select Installation Folder dialog box

6. To install the software so that all users can use it, click the Everyone option, or to

make the software available only for the current user, click Just me.
Click the Next button.

In the Confirm Installation dialog box, click the Next button.

i'é‘- Scanning

Confirm Installation

The installer iz ready ta install S canning on your computer.

Click "Mext" ta start the installation.

Cancel < Back

Confirm Installation dialog box

180

Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Six System Administrator Guide

The Installing Scanning dialog box shows the progress of the installation.

i'é’- Scanning

Installing Scanning

Scanning iz being inztalled.

Flease wait...

- < Back | Hest>

Installing Scanning dialog box
9. In the Installation Complete dialog box, click the Close button.
i‘é’l Scanning

Installation Complete

Scanning has been successfully installed.

Click "Close" to exit.

Fleaze uze Windows Update to check for any critical updates to the MET Framewark.

Cancel < Back

Installation Complete dialog box
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SCANNING THE SHEETS

To scan sheets:
1. Click Start, All Programs, Edupoint, and Scanning.

Edupaink
o DETa0ls
5| RTDashboard
L o TProcessSetup
= Scanning
Edupoint Folder
2. The first time the software is started, the scanner settings must be configured. To
set up the software, click the File menu and select Options.

E SoLuning - | cas Wizard]

Select Scan Sheet ! Enter Sheet Parameters = Scan

Login uging vour Genesis or Gensea uzer name and password. | you don't have a username or password or
have forgotten them, please contact pour system administrator.

User Mame ||

Paszword I

File Menu

3. In the Options dialog box, select the type of scanner used from the Scanner list.
Also select the Port and Port Number used to connect the scanner. Click the Test
Scanner Connection button to verify the scanner is connected.

Options B
Scanner Settings
Port Com | PortMumber I i 3:

tark Threshold IE Dizcrimination Threshaold IE

Scanner

Test Scanner Connection |

Application Services URL Ihttp:.-".‘"|006|h0$t-"'

[~ Werify Before Lpdate

Scanning Options

4. If after testing the scan sheets the marks are not being recognized correctly, adjust
the Mark Threshold and the Discrimination Threshold to optimize mark
recognition. Mark Threshold controls how dark the mark must be to register, and the
Discrimination Threshold controls how it determines if the mark is valid (an X versus
a blacked-in spot).

5. Enter the URL for the Synergy SIS web server in the Application Services URL
box.
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6. The box Verify Before Update is only for use by Edupoint staff and should not be
checked.

7. Click the Save button to save the changes to the options.

8. When the options have been saved, the Save message box appears. Click OK to
close the message box.

Save complete!

Save Confirmation Message Box

9. Click the Close button to close the Options dialog box and return to the main
screen.

10. Enter a Synergy SIS User Name and Password, and click the Login button. This
Synergy SIS user must have Update access to the records that are scanned
(attendance or grading). The current focus of this account is also used to access the

records.
E Scanning - [Scan Wizard] M=l E3
= File Help =181>]
1
[ 'J. Login = Select Scan Sheet L Enter Sheet Parameters - Scan

Laogin using your Genesis or Gensea user name and password. If pou don't have a usemame or password or
have forgotten them, please cortact your system administratar,

User Name ||

Password I

Ready  |MotLogged In S

Logging in to the Scanning Software
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12. Note the current user name, organization and year in focus, and active/inactive
students in focus is displayed at the bottom of the window.

E Scanning - [Scan Wizard] IH[=]
= File Help - |ﬁ| |5|
=4
Login |_|:| Select Scan Sheet i Enter Sheet Parameters = Scan

please contact your system administrator

Select Scan Sheet

Module Attendance hd

Sheet Type

Attendance 1 'week

Select that module and scan shest pou wish to scan. If you don't see the module or szan shest you wish to scan,

|F\eady |Admin Uszer |D|ganizatinn Mame: Hope High School

|Drganization Year: 2009 ‘Don't Show Inactives v

Select Scan Sheet

13. Under Select Scan Sheet, select the Module to be scanned and the Sheet Type,

and click the Next button.

14. For Attendance sheets, select the Start Date and End Date of the range of dates.

E Scanning - [Scan Wizard] =I=] &3
= File Help - ﬁllil
Login Select Scan Sheet Dﬁ Enter Sheet Parameters = Scan
Enter the scan sheet parameters and click scan
Select a date range Beem |
(S‘aﬂDate [10/2572008 7]  EndDate 10/25/2008 |
|F\eady ‘Admin User  |Organization Mame: Hope High Schoal |Drganization “Year: 2009 |Don't Show Inactives Y

Enter Sheet Parameters, Attendance
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15. For Grading sheets, select the Grading Period to be scanned. To stop the scan if a
particular mark has not been filled in, check the mandatory marks in the Stop On
Blanks section.

E Scanning - [Scan Wizard] HI=] B3
= File Help = 1'
Login Select Scan Sheet D\g Enter Sheet Parameters = Scan
Enter the scan sheet parameters and click scan
Select Grading Peried ——— Stop On Blanks
liﬁlading Period ourth Duarte ’7 Buarter Exam [~ Semester [~

|Head}l |Admin User |Drganization Mame: Hope High S chaol |Dlganizat\on Year: 2009 |Don't Show Inactives Y

FiEnter Sheet Parameters, Grading

16. Place the sheets in the scanner and click the Scan button.

Note — Information from Attendance scan sheets does not overwrite
existing absence codes in Synergy SIS. However, information from
Grading scan sheets does overwrite any marks already in Synergy
SIS.

You can add new students to an Attendance scan sheet by writing
their names on blank lines at the bottom of the sheet. If a new student
has been added, the user is prompted to select the student from a list
of newly enrolled student in Synergy SIS when the Attendance sheet
is scanned. New students may NOT be added to a Grading scan
sheet.

If the student has been marked both Tardy and Absent, the Tardy
overrides the Absence and only the Tardy reason is recorded.

If the marks made on the scan sheet cannot be read by the scanner, a box opens to ask the
user what action to take. The mark can be ignored, a value selected, or the scan cancelled.
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MANAGING THE SCAN SHEETS

You create and print scan sheets on Synergy Sis > Attendance > Scanning >
Attendance Sheet Creation and Synergy Sis > Grading > Scanning > Grading Sheet
Creation. See the Synergy SIS — Attendance Administrator Guide and Synergy SIS —
Grading Administrator Guide for details.

Once the scan sheets have been created or printed, each set of sheets can be deleted or
restored. Deleted sheets are no longer valid for scanning and will not be scanned. Restored
sheets are previously deleted sheets that are now valid for scanning again.

To manage the Attendance sheets:
1. Go to Synergy SIS > System > Scanning > Attendance Scan Sheet Backup.

2. Find the sheets for a particular organization using either the Scroll buttons or Find
mode.

Aftendance Scan Sheet Backup («

Organization Name: Hope High School
_ Artendance |
Organization Marme Restore Shesk

|H0pe High School
NOTE: To restore [resious Attendance Scan Sheets: Select a row in the "Previous Scan Sheet" gl’id Then click the "Restore Sheet" button

Current Sheets Valid For Scanning ("]
Date R R

art Date Date
04/27/2009 05/08/2009 3 3
05/04/2009 05/15/2008 2 2

Previous Scan Sheets (for restoring onlyj @

Date Range Sheet Range
Line Name
Start Date End Date Start End
1 1

(| 04/27/2009 05/01/2009
Attendance Scan Sheet Backup Screen, Organization Info

3. To mark a sheet as completed and locked, check the box in the X column next to
the sheet in the Current Sheets Valid For Scanning section and click the Save
button at the top of the screen. It moves to the Previous Scan Sheets section.

4. To restore a sheet so it can be rescanned, click the sheet in the Previous Scan
Sheets section and click the Restore Sheet button.

Attendance Scan Sheet Backup
Organization Name: Hope High School
Attend. | _——
Organization Name ( Restore Shest
[Hope High School
NOTE: To restore previous Attendance Scan Sheets: Select a row in the "Previous Scan Sheet" grid. Then click the "Restore Sheet" button
Current Sheets Valid For Scanning Q
Date Range
: art Date Date
04/27/2009 05/01/2009 1 1
Previous Scan Sheets (for restoring only) Q

Date Range Sheet Range

Line
Start Date End Date

05/04/2009 05/15/2003 2 2
#|04/27/2009 |05/08/2009 |3 3 | |

Attendance Scan Sheet Backup Screen, Restoring
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To manage the Grading sheets:
1. Go to Synergy SIS > System > Scanning > Grading Scan Sheet Backup.

2. Find the sheets for a particular organization using either the Scroll buttons or Find
mode.

Grading Scan Sheet Backup [«

Organization Name: Hope High Scheol

Grade Report Sheets | Frogress Report Sheets
arganization Mame
|H0pe High School

MOTE To restore previous Grade Scan Sheets: Select a row in the "Previous Scan Sheet" grid. Then click the "Restore Sheet" button

<<=
Previous Scan Sheets (for restoring only)
Sheet Range

Line |Grade Period
Start End

(| Fourth Quarter
2 Fourth Quarter

Current Sheets Valid For Scanning (6]
. . Sheet Range
Line Grade Period
Start End
I Fourth Quarter 3249 4546

Grading Scan Sheet Backup Screen, Grade Report Sheets

3. Torestore a Grade Report sheet so it can be rescanned, click the sheet in the
Previous Scan Sheets section and click the Restore Sheet button.

4. To restore a Progress Report sheet so it can be rescanned, click the Progress
Report Sheets tab.

Grading Scan Sheet Backup E

Organization Mame: Hope High School

Grade Report Sheets  Progress Report Sheets |
Organization Mame
IHDpE High School

MNOT estore previous Grade Scan Sheets: Select a row in the "Previous Scan Sheet" grid. Then click the "Restare Sheet" button

W Restore Sheet '

| —

Current Sheets Valid For Scanning
Sheet Range

Line|Grade Period

Start End

| Progress Period 4 Mo Sheets Exist Mo Sheets Exist

Previous Scan Sheets (for restoring only)
Sheet Range
Line |Grade Period
Start End

Grading Scan Sheet Backup Screen, Restoring Progress Report Sheets

5. Click the sheet in the Previous Scan Sheets section and click the Restore Sheet
button.

Note — Active grade sheets cannot be deleted or marked as inactive.
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Chapter Seven:
CUSTOMIZING SCREENS

This chapter covers:

>

vVvyvyvVvyvVyVyYVYYVYYy

Adding Custom Fields

Changing Screens

Customizing Quick Launch Abbreviations
Modifying Existing Fields (Properties)
Changing A Report Interface

Defining Screen Events

Creating Custom Rules

Creating Rule Processing Groups
Customizing Messages

Auto Populate
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Synergy SIS offers several options for customizing screens. Screens can be rearranged,
fields added or removed, and tabs created or modified. Existing fields can be modified.
Districts can customize what happens when a record is added or modified. For the
Synergy SE software, the lookup values for several fields can be customized.

If you need to customize Synergy SIS even further, you can purchase the underlying
Synergy Technology software that creates all screens and tables. Additional information
about the Synergy Technology software can be found in the Synergy Technology Guide.

Before any customization is started, it is important to understand the concepts underlying
the Synergy SIS software. The data is stored in several hundred tables in the SQL-based
database (either SQL Server or Oracle). These tables and their associated fields/columns
are mapped to an XML schema referenced by the user interface.

This XML schema refers to several terms as outlined below:

¢ Namespace — a namespace indicates the type of data being collected. Synergy SIS
uses 4 primary namespaces, but each of these is further broken down into sub-
namespaces. The primary namespaces are K12 for student data, Revelation for
system data, UD for user-defined data, and ZClient for client-specific data created
by Edupoint. Each of these primary namespaces is subdivided into more unique
namespaces such as K12.AddressInfo. User-defined fields are always assigned to
the UD namespace.

¢ Name — the name of the collection of information, which generally is the same of the
name of the screen or grid on which the information is displayed.

¢ Business Object — represents the unique combination of namespace and name,
generally expressed as K12.Student. Each business object generally maps to a
table in the SQL database. Each table is named similarly to the business object. For
example, EPC_STU is the underlying table for the K12.Student namespace.
However, the prefixes of the database tables within the overall K12 namespace are
further broken down between EPC (Synergy SIS), EP (Synergy SE) and GB
(Gradebook). Revelation tables use the REV prefix, UD tables use the UD prefix,
and ZClient tables use the ZClient prefix. Gradebook business objects cannot be
selected at this time, and a new user-defined object cannot be attached to an
existing user-defined object.

¢ Property — the individual pieces of information within the business object. These
map to the field/column of the database table such as PermNum.
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ADDING CuUsTOM FIELDS

A custom field must be created before it can be added to a screen. To create a custom

field:

1.

2.

Go to Synergy SIS > System > Data and Views > User Defined Data, and click

the Add button at the top of the screen.
) @A | 5] s

Form Status: Find | @ % G

User Defined Data

(«

User Defined BO and Table:

Basic Info |_Properties

Namespace Name DB Table Name

Update Information

Last Synch Date Time  Last Changed Date Time

NOTE: Clicking the Synchronize Database button will apply any and all changes made to this user defined table and business object.

Parent Object Relation

@

Name Relation Type

v

Other Info

[~ Add the change stamp and user ID tracking
Query Display Type

v

User Defined Data Screen

In the Relation Type list, select whether the new table that will hold the new field
has a One To One or One to Many relationship with the Parent Business Object. It

can also be set as a Master with a new Object Name and DB Table Name,

relationship to an existing business object.

Save Clase

with no

User Defined Data Add

[«

Select the Parent BO ofthe new user defined data

Relation Type  Nams 4=
One To One (%

Other Attributes

[~ Add the change stamp and user ID tracking

Query Display Type
W

User Defined Data Add Screen
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3. For both the One to One and One to Many types, click the gray arrow to select the
name of the Parent Business Object (BO) to which the new field will be added. The
Parent Business Object should be the screen to which the field will be added. For
example, if the field will be added to the Student Group screen, select the
K12.StudentGroupsinfo.StudentGroup business object.

Enter all or part of the Namespace and/or Name of the business object, and click
the Find button at the top of the screen. It is easiest to search by name, as that
generally is the same as the name of the screen, but without the spaces between
the words. For example, the Student Groups screen name is StudentGroup.

([ Fnd | Yoiose | seect || clear selecton

Find: BODef
= - 7]
Namespace
|K12,StudemeupsInfn
Name
|StudentGrDup
Search Resultsl
Find Result [~]
K12 StudentGroupsinfo StudentGroup
K12 StudentGroupsinfo StudeniGroupAward
K12.StudentGroupsinfo StudentGroupEventDidNotParticipate

Find BODef Screen

4. In the Find Result grid, click the business object to which the field will be added,
and click the Select button. Existing user-defined objects cannot be selected, and
each object can be selected only once. For example, if the StudentGroup already
has user-defined data attached to it, another instance cannot be created.

Frd_| C\USE‘ Select D Clear Selection
Find: BODef

Find Criteria Q)
Namespace
|K12.StudemeupsInfo

Name
IStudentGrnup

_ Search Results |
[ Find Result @

1 |
K12 StudentGroupsinfo StudentGroup
K12 StudentGroupsinfo StudentGroupAward
K12.StudentGroupsinfo StudentGroupEventDidNotParticipate

Find BODef Screen, Item Selected

5. Inthe User Defined Data Add screen, check the box labeled Add the change
stamp and user ID tracking if you want to track who changes the data in the new
field, and when.

Save Close
User Defined Data Add («
Select the Parent BO of the new user defined data (]

Relation Type  Name 4

One To One  # |KW Q.SIUUEHIGT’DUQSMTD.StUdEntGrDUQl

Other Attributes (]
™ &dd the change stamp and user 1D tracking

Query Display Type
Show and abe v

User Defined Data Add Screen, Screen Selected
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6.

In the Query Display Type list, select how the new data will be displayed. To have

the data appear on the screen the same as other Synergy SIS fields, select Show

and obey BO rules. To have the data not show on the screen, select Never show.
If the data should show only when editing the screen and not when adding a new
record, select Do not show on initial query launch.

For both the One To Many and Master types, also enter an Object Name and DB

Table Name. When saved, the Object Name will be prefaced by UD to indicate it is

a User-Defined Business Object, and the DB Table Name will be prefaced with
UD_. The Object Name is what will appear in Synergy SIS, and the DB Table Name
is the name of the table created in the Synergy SIS database to store the data.

Save Close
User Defined Data Add
Select the Parent BO of the new user defined data ]
Relation Type  MName 4 Ohject Mame DE Tahle Mame
One To Many » | |K12 StaffSchoolvear) |Staff_Permits STAFF_PERMITS
Other Attributes ]
¥ Add the change stamp and user ID tracking
Query Display Type
Show and obe b

User Defined Data Add, One To Many

Save Close
User Defined Data Add
Select the Parent BO of the new user defined data (&
Relation Type Object Name DE Tahle Mame
haster w | |Staff_Permits STAFF_PERMITS
Other Attributes ]

¥ Add the change stamp and user 1D tracking
Cuery Display Type
Show and obe v

User Defined Data Add, Master
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8. Click the Save button at the top of the screen. This creates a table attached to the
selected screen called UD_VIEW_NAME_ABBREVIATION, and a new namespace
and name with the same name as the original but prefixed with UD. The details of
this business object and table now show in the User Defined Data screen. For
example, K12.StudentGroupsinfo.StudentGroup becomes a namespace of
UD.StudentGroupsinfo, with a name of UDStudentGroup and a DB table name
named UD_STU_GROUP.

User Defined Data

User Defined BO and Table: UD.StudentGroupsinfo.UDStudentGroup - UD_STU_GROUP

Basic Info | _Properties

Namespace Name DB Table Name
|UD StudentGroupsinfo |UDStudentGroup UD_STU_GROUP
Update Information (6]

Last Synch Date Time  Last Changed Date Time
|08!04f2009 16:06:00 |08f04f2009 16:07:00

Synchronize Database
NOTE: Clicking the Synchronize Database button will apply any and all changes made to this user defined table and business object.
Parent Object Relation (6]
Name Relation Type
K12 StudentGroupsinio StudentGroup| One To One v
Other Info (6]
™ Add the change stamp and user ID tracking
Query Display Type
Show and obey BO rules v

User Defined Data Screen, Table Created

9. When the business object is created, the object is added to the XML schema, but
the table is not added to the database. Data cannot be entered until the new
business object information is added to the database. Click the Synchronize
Database button to add the table to the database. This synchronization must occur
each time a change is made to the screen so that the underlying table is updated.
The date and time of the last database synchronization is displayed as well as the
last time the object definition was changed. If the Last Changed Date Time is later
than the Last Synch Date Time, the database needs to be synchronized.

10. The Parent Object Relation section displays the Parent Business Object selected
when the table was created, and the relationship between the parent business
object and the user-defined object. This information cannot be modified. A one-to-
one relation type (the default) means that only one user-defined record can be
created for each parent business object record.

11. Only the Add the Change Stamp and User ID Tracking and Query Display Type
can be changed after the object has been created. If these values change, be sure
to click the Save button at the top of the screen.

Deleting

To delete a new business object, click the Delete button at the top of the screen.
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Once the business object and table are created, the next step is to add the fields for the
data, referred to as properties, to this table and business object. To add the fields:

1.

Click the Properties tab.
User Defined Data («

User Defined BO and Table: UD.StudentGroupsinfo.UDStudentGroup - UD STU GROUP

Basic Inf Pmpenies|

Mamespace Mame DB Tahle Mame
[LUD. StudentGroupsnfo [UDStudentGroup JUD_STU_GROUP

Properties/Columns | Add || Show Detall |O
X &l 2l 2l 2l 2l =l
o StuGroupGL Unigue Identifier | 5T GROUR GU

User Defined Data Screen, Properties Tab

By default a unique identifier property is automatically added to track the data. If
Add the Change Stamp and User ID Tracking is checked, the properties to track
this information are automatically added. Properties added by default cannot be
modified or changed.

Click the Add button, and a new line appears. Each new line represents a property
that can be added to a screen or tab.

User Defined Data («

User Defined BO and Table: UD.StudentGroupsinfo.UDStudentGroup - UD_STU_GROUP

Basic Info Pmper(ies|

Mamespace Marme DE Tahle Name
[UD.StudentGroupsinfo [UDStudertGroup [uD_sTU_GROUP
p——
Properties/Calumns C s Dsnowpeta | O
% = gl = = =] &
‘ml hwf'.‘ﬂ—nmf“ll IInir‘ﬂm’ anl I_f"DﬁIID_f“I L
| | Team_Positian String w | POSITION w35 1 hd

User Defined Data Screen, Properties Tab, Adding

Enter the name of the property as it will appear in the screen in the Property Name
column. The name cannot contain spaces or any special characters other than an
underscore.

Select the type of field to add in the Type column. The common types used are
String, which creates a single-line text field; Memo, which creates a multi-line text
field; Numeric, which creates a field that holds numbers; and Date, which stores
dates. Other types include Checkbox, to add a yes or no value displayed as a
check box; Currency, for monetary amounts; DateTime, to record a date and time;
Lookup, to reference one of the built-in lookup tables; Phone, to store phone
information; SSN, for social security numbers; Time of Day, to store only the time;
and Unique Identifier, which stores a unique value that cannot be present in any
other record in the table.

Enter the name of the field as it will appear in the database in the DB Column
Name column. The name cannot contain spaces or any special characters other
than an underscore.

Note — If adding a Unique Identifier-type of field, the DB Column
Name must end in _GU.
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7. You can define the new field as containing a system-generated value, such as the
date the record was modified, by selecting an option in the Special Type column.
Special Types include Add Date, the date the record was created; Add User ID, the
user ID of the person who created the record; Change Date, the date the record
was last modified; Change User ID, the user ID of the person who last changed the
record; None, the default; Numeric Year, the current year in four digits;
Organization ID, the ID of the organization (school) to which the record is attached,
so that the record can be linked to information from the organization when querying;
Organization Year GU, to add a link to the organization and year for reporting
purposes; and Year GU, to add a link to the school year.

Enter the maximum length of the data in the field in the Max Length column.

Use the Scroll Order column to select the order in which the fields appear.

. Click the Save button at the top of the screen. Additional fields can be created by

clicking the Add button for each new field.

User Defined Data («

User Defined BO and Table: UD.StudentGroupsinfo.UDStudentGroup - UD_STU_GROUP

Basic Info Properties |
Nammespace Marne DE Tahle Name
|uD StudentGroupsinfo JuDStugentGroup [up_sTU_GROUP

Properties/Columns | Add || Show Detail |O
= g = e gl gl £
I StuGroupiGL Uninue Identifier STU_GROUP_GLU

o TeamPaosition String » | Position w36 1

| MNotes Mermo | Motes v 2

User Defined Data Screen, Properties Tab, Fields Created

11. After all fields are created, go back to the Basic Information tab and click the
Synchronize Database button. This saves the new fields to the database so they

can be used in screens.

User Defined Data

< Basic Infob Properties

User Defined BO and Table: UD.StudentGroupsinfo.UDStudentGroup - UD_STU_GROUP

El ce Name

DB Table Name

|UD.StudentGroupsInfo |UDStudentGroup

UD_STU_GROUP

Update Information

Last Synch Date Time  Last Changed Date Time

IUB/EM =il 08/04/2009 16:07:00
< Synchronize Database
NOTE:

icking the Synchronize Database button will apply any and all changes made to this user defined iable and business object.

Parent Object Relation

Q|

Name Relation Type

|k12 StudentGroupsinfo StudentGroup| |One To One  +

Other Info

[~ Add the change stamp and user ID tracking
Query Display Type
Show and obey BO rules v

User Defined Data Screen, Synchronize Database
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After the new fields are saved, additional information can be customized. Except for lookup
tables, most of the field types have one or more of the attributes listed in the example below
for the String type. For the Lookup type, see the next page. To customize the field:

1. On the Properties tab, select the field and click the Show Detail button.
User Defined Data

User Defined BO and Table: UD.UDStudent - UD_STU

Basic Info_ Properties |
Marmespace Marne DE Table Mame
Jup JUDStudent UD_STU

Properties/Columns add | Hide Detail | Q3

‘Type string
- Passwaord .
ShdentGU Amlhules|
[ cERE Property Mame DE column Name  Type
[ Usemams [Password [PASSWORD String v
Definition (@]
handatory Special Action  tiax Length
r ~|[15
Test Mode
&
Display (]

Label Short Label
|F‘asswurd |F‘asswurd

Default Yalug

Display Length

Rear Only
r

Detail View, Properties Tab

2. Check the Mandatory box to require that data be entered in the field before it can
be saved.

3. Select For Insert Only from the Special Action list to make the field available on
the Add screens only of the screen selected. To specify no special action, select
None (default).

4. The maximum number of characters that can be entered in the field can be specified
in the Max Length box.

5. Select the Text Mode from the list. Single Line allows only one line of text, where
Multi Line allows multiple lines. Static enters a default value that can’t be changed,
and Password stores the text in the database in an encrypted format.

6. The Label is what is normally is displayed on the screen. By default, the text for the
label is also set as the Short Label; however, a different Short Label may be
entered for times when space is constrained for the screen.

7. To set a value for the field that is entered automatically when a new record is
created, but that can be changed by the end user, enter the Default Value.

8. Enter the number of characters to be displayed in the data entry box for the field in
the Display Length box. This does not have to be the same as the Max Length
number, but it probably should be at least as long as that or longer to have all of the
characters display on the screen.

9. To set the field so it cannot be changed by the user, check the Read Only box.

10. Click the Save button at the top of the screen to save the changes. To return to the
main screen, click the Hide Detail button.
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When customizing a lookup field:
1. On the Properties tab, select the field and click the Show Detail button.
User Defined Data («

User Defined BO and Takle: UD.UDStaff Permits - UD_STAFF_PERMITS

Easic Info Pmpenies|

Namespace Mame D& Tahle Mame
{uD |UDStaff Permits |UD_STAFF_PERMITS
Properties/Columns Add [ Hide Detail | &

|Type. Lookup

AddDateTimest
atelimestamp | Attribute | ‘alue List

| 2 |l - Property Name DE Column Mame  Type
] CfiangelateTimestammp [PermitType [FERMIT_TYPE Lookup v
ChangelDStamp Definition 0
o PermitDate Mandatory Laokup Display Max Length
= PermitType ml - |15—
StaffschoalearGl o
UDStaft_PermitsGU isplay &
— Label Short Label
IPermilType FermitType
Default walue
Read Only
-
Lookup Width Lookup Sort
h

Detail View, Properties Tab

2. Check the Mandatory box to require that data be entered in the field before it can
be saved.

3. Inthe Lookup Display list, select whether to display the code or description of the
values. Code — Code and Description stores the code in the field, but shows the
Code and Description when selecting from list. Code — Code stores and displays
only the code, Code and Description — Code and Description stores and displays
both, and Description — Description stores and displays only the description.

4. Inthe Max Length box, enter the maximum number of characters that can be
entered.

5. The Label is what is normally is displayed on the screen. By default, the text for the
label is also set as the Short Label; however, a different Short Label may be
entered for times when space is constrained.

6. To set a value for the field that is entered automatically when a new record is
created, but that can be changed by the end user, enter the Default Value.

To set the field so it cannot be changed by the user, check the Read Only box.
Enter the number of characters to be displayed in the list in the Lookup Width box.

Choose how to sort the values selected for the Lookup Display in the list from the
Lookup Sort list. None uses the order entered in the lookup table.
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10. To enter the items that will be displayed in the list, click the Value List tab.

User Defined Data («

User Defined BO and Table: UD.UDStaff _Permits - UD_STAFF_PERMITS

Basic Info_ Properties [

MNamespace Mame DE Table Mame
LD [LUDStatt_Permits [up_sTAFF_PERMITS
Properties/Columns Add || Hide Detail |O
Type: Lookup
AddDateTime Stam, .
1 2005 R Attrinutg Walue List |
[ 1amg : Property olumn Mame  Type
ChangeDateTimestamp [PermitType [PERMIT_T¥PE Lookup v
ChinyalD g Choose your droplist values from an existing Lookup Table, or create your own value list. IF
PermitDate both are defined the Lookup Table is used as a high precedence.
PermitType Lookup Name 4
StaffSchoolYearGL
UDStaff_PermitsGU Value List Add | >
([ Linel = £l =

Value List Tab, Properties Detail, User Defined Data Screen

11. To use an existing lookup table listed in the Lookup Table Definition screen, click
the gray arrow next to Lookup Name.

12. To use a new table, click the Add button in the Value List section.

13. Enter the sort order in the Order column, a Code for the value, and a Description.
14. Repeat steps 12 and 13 as needed.

15. Click the Save button at the top of the screen, and click the Hide Detail button.
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CHANGING SCREENS

After creating fields and properties, you add them to a screen.
1. Go to Synergy SIS > System > Data and Views > View Change.

View Change (e

View Name:  Localization:

Modifications |_Other Info
Namespace Name Type

| | ¥

View Modifications Action... - O|
View Change Screen

2. Find the screen to be modified by entering all or part of any of the Namespace,
Name, and Type, and clicking the Find button. Most namespaces begin with K12,
and the name is generally the name of the screen.

> N

‘ @D = ‘ Find , Undo | add Status: Find | @& GaEea

View Change
View Name:  Localization:

Other Info

Namespace Name Type
K12 |Student Group M
| View Modifications Action... *

View Change Screen, Finding
3. Use the Previous and Next buttons if needed to find the desired screen.
4. Click the triangle next to TabGroup to expand the list of tabs for the screen.

View Change «

View Name: K12.5tudentGroupsinfo.Student Group Localization

Medifications |_Other Info

Namespace Name Type

|K12,StudentGroupsInfn Student Group Data Entry b

View Modifications Action._. =
TitleArea

P &> TabGroup

View Change Screen, Student Group

5. Click the Tab to which the field should be added, then select Add Field to Tab from
the Action... list.

View Change

View Name: K12.8tudentGroupsinfo.Student Group Localization:

Modifications [ Other Info

Namespace Name Type
|K12,StudsmeupsInfo Student Group Data Entry v
View Modifications Action... QD
b [ TitleArea Action
= @& TabGroup Add CheckBoxList to Tab - Additional Information

P _] TabPanel -

I 1 Tab - General Infarmation ” " —

" : 7 -
I+ i Tab - Eligibility { Add |
P> i Tab - Eligibility Detail

B L .

l = |_l|Tab - Additional Information I

P> i Tab - Health Screens

View Change Screen, Adding a Field
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6. Inthe Add Control screen, select the name of the Business Object that was
created (it should start with UD), and in the Property list, select the name of the
field added in the User Defined Data screen.

Save Close
Add Control «
Business Object Property
UDStudent Group | TeamPosition b

Add Control Screen
Click the Save button at the top of the screen.

Repeat steps 4 through 6 to add additional fields to the tab. Once all the fields have
been added, click on the name of each field to customize how the field is displayed

on the screen.

View Change [
Wiew Narme: K12.StudentGroupsinfo Group L jon: AZ.ESD
Modifications | _Other Info
Namespace Name Type
IKIQ StudentGroupsinfo [Sludenl Group Data Entry b
View Modifications [ Action. R e
b E TiteArea Data Field
= 5 TabGroup
P ] TabPanel Fleld Data Q
P i Tab - General Information BO Name Property Name BOID
P (i Tab- Eligibiliy [ [Position [2A2C6CAA-479C-4EEAT
b i Tab- Ellgiblity Detail Label
P Tab- Awards Team Position
= wisiieitiomg | Information
Label Orientation
2] Motes Top w
ReadOnly
v
Width
[200
Suppress Label
r
Text Mode
Single Line v

View Change Screen, Field Data

9. Enter the text to be displayed as the name of the field in the Label box. This is
usually the same as the name of the field in the database. Spaces and special
characters are permitted in the label.
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10. In the Label Orientation list, select where the label should appear in relation to the
entry box. The most common choices are Top or Left.

Team Fosition|
Left Label Orientation

Team Position

Top Label Orientation

Tearm Position
Bottom Label Orientation

| Team Position
Right Label Orientation

11. To secure the field so that the data can’t be changed (useful for system-generated
fields such as Date Modified), select Yes from the Read Only list. Select No to
allow the data to be changed, or select Default to set this automatically based on
the type of field. System-generated fields will automatically be set to No, and all
others would be set to Yes with the default setting.

12. Enter the display width of the data entry box in the Width box. 200 is approximately
the width of the Label box shown in the Label Orientation samples above, for
example.

13. To show only the data entry box without any label, check the Suppress Label box.
This may be helpful for system-generated fields.

14. Select the type of box to display for text fields from the Text Mode list. Single Line
shows a single line of text, where Multi-Line displays a box where multiple lines can
be entered and a scroll bar is attached to the side of the box.

Single Line Entry Box

Muilti-Line Entry Box
15. Click the Save button at the top of the screen.
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16. To delete a user-defined field from a screen, click on the name of the field and then
select Delete Field from Tab from the Action list.

View Change [«
iew Mame: K12.5tudentGroupsinfo.Student Group Locslization: AZ.ESD
Modifications | Cther Info
Mamespace Narne
IK‘\Z StudentGroupsinfo Student Group
View Modifications Action... =l @
b & Titlearea Data Field
= I TahGroup -
b [ TabPanel Field Data
P 1 Tah - General Infarmation BO Name Property Mame BoID
B 1 Tab- Eligibility | |Position 2AZCECAA-479C-4EEA D
[ 1 Tah - Eligibility Detail Label
b 1 Tab - Awards W
= ] Tab - Additional Information .
5‘ Label Orientation
b Motes Top b

Removing a Field from A Screen

A few other changes can be made to the screens beyond adding a field. Existing tabs can’t
be deleted, nor can existing properties; however, tabs can be added as well as a box for
new fields. The first area that can be customized is the Title Area. The Title Area is the area
below the name of the screen, and above the tabs. Generally this area shows key
information about the student or section.

Student

IStudent Mame: Abbott, Billy C. School: Hope High School  Homeroom: 215 Teacher: Wischhusen, T. w

| Demggraphicsl Parent/Guardian = Other Info  Ermergency  Enrollment | Enrollment History © Classes | Documents
Last Mame First Mame Middle Mame  Suffix  Perm 1D Grade Gender
| Abbott |Billy c | 905483 12 v Male v
Title Area Example
The entire Title Area can be hidden:
1. Click the Title Area in the View Change screen.
View Change e«
View Name: K12.5taff Localization: AZ.ESD
Modifications | Other Info
Namespace Name Type
K12 Staff Data Entry v
ew Modifications Action__. - D
¢ @ Title Area
» W TabGroup -
Hide existing Title Area controls I

Hiding Title Area
2. Check the Hide existing Title Area controls box.

3. Click Save at the top of the screen. The entire Title Area no longer appears at the
top of the screen.
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Fields can be added to the Title Area. These should be read-only fields displayed for
informational purposes, as the Title Area is not open for data entry. To add a field to the
Title Area:

1. Click the Title Area.
View Change

View Name: K12.5taff Localization: AZESD

Modifications | Other Info

Namespace Name Type
k12 Staff Data Entry v
View Modifications Action... -

[EREteD =cd TieFeld to TieAeaJ]
D Hide EKIS‘Ing Title Area controls

Adding a Field to the Title Area
Select Add TitleField to TitleArea from the Action list.

The Add Control screen opens. Select the Business Object of the field to add from
the list, and then select the Property(field) of that object to add.

Save Close

Add Control
Business Object Froperty
Student + | [ChangeDateTimeStamp v

Add Control Screen

4. Click the Save button at the top of the screen. The new field will appear at the end
of the Title Area.

Student

Student Mame: Abbott, Billy C. School Hope High School Homeroom: 215 Teacher: Wischhusen, T.  BIE G Date Changed: 10/10,2009

| D g aphicsl Parent/Guardian = Other Info = Erergency  Enrollment © Enrollment History | Classes | Docurments

Last Mame First Mame Middle Mame  Suffix  Perm D Grade Gender

|Abbott |Billy c | |o05483 12 v |Male v
Field Added to Title Area

5. Once the field has been added, the Label for the field can be modified by clicking on
the newly added field under the Title Area.

View Change g

iew Name: K12.5tudentGroupsinfo.Student Group Locaiization AZ.ESD

Modifications [_Other Ino

Namespace Name Type
|12, StudentGroupsinfo |Student Group Data Entry v
View Modifications | Action... =l Q
STt Title Area
_- ChangeDateTimeStarmp
L = ‘ Field Data Q
BO Name Property Name
[ChangeDaleTmeStamp
BOID
C1B9A1C4-809F-41B3-A2DC-02DCODCFDFAZ
Label

Changing the Field Label

6. Enter the new label in the Label box, and click the Save button at the top of the
screen.
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7. Toremove a field added to the Title Area, click on the field name and then select

Delete Field Name from Title Area from the Action list.

Fields can also be added to the Tab Panel area of a screen. The Tab Panel is the line of

information that displays just below the tabs, and the same line of information displays on

every tab.

Student

Student Name: Abbott, Billy €. Schoo: Hope High School  Homeroom: 215 Teacher: Wischhusen, T.

Custody!

Other Info Documents
Gender

v |Male  w

Demugraphigl Parent/Guardian Ernergency | Enrollment Classes
Last Name First Mame Middle Mame  Suffic Perm D Grade

HAbbott [Billy B | Joo5453 12
—
The Tab Panel

Enrollment Histary

Username

To add a field to the Tab Panel:

Click on the Tab Panel, and select Add Field to TabPanel from the Action list.
View Change («

View Name: K12.8tudentGroupsinfo.Student Group Localization: AZ.ESD

Modifications |_Other Info

Namespace MName Type
|K12.StudeanrUups[n{u ISludenl Group Data Entry b
View Modifications | Action... | @
— —

b = TitleArea
T =, Tah 0

0
I!]TabPane\ .

General Information
Eligibility

Eligibility Detail
Awards

Additional Information

Add Field to TabPanel

P Tab -

b 4 Tab-
P i Tab-
P [ Tab-
P i Tab-

Adding a Field to the Tab Panel

The Add Control screen opens. Select the Business Object of the field to add from
the list, and then select the Property(field) of that object to add.

Save Close
Add Control

Business ODJECt
Student

Property
+ | [ChangeDateTimeStamp v

Add Control Screen

Click the Save button at the top of the screen. The new field will appear at the end
of the Tab Panel.

Student

Student Name: Abbott, Billy C. School: Hope High School  Homeroom: 215 Teacher: Wischhusen, T. SIS G|

| D graphi | Parent/Guardian | Other Info | Emergency  Enrollment | Enroliment History | Classes | Docume

Last Name First Mame Middle Mame  Suffic. Perm D Grade Gender Username
Abbott |Billy c | ja05433 12 v |Male o

Field Added to Tab Panel
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4. Once the field has been added, the attributes of the field can be modified by clicking
on the newly added field under the Tab Panel.

View Change

«

Wiew Name: K12.Student Localization: AZ.ESD

| Modifications | Other Info
Narespace Narne Type
[k12 [Student Data Entry v
View Modifications | Action. . =l @
b [ Titlearea Data Field
= & TabGroup
- b Field Data )
Q BO Name Property Name BOID
: DR aphics | |Username [Bi324F 245-CF53-43F6-AT¢
P 1 Tab - Parent/Guardian Lahel
P (i Tab- Other Info Usemame
P Tab- Emergency )
P i Tab - Enroliment Label Orientation
P (i Tab - Enroliment History Top b
P [ Tab- Classes ReadOnly
P _J Tab- Documnents Default N
P i Tab - Student Contact Log \iclth
Suppress Label
r
Text Mode
Single_Line
)

Changing the Field Information

5. Make any changes to the default settings for the field, and click the Save button at
the top of the screen. These are the same settings available when adding a field to
a tab as outlined previously in this section of the guide.

6. Toremove a field added to the Tab Panel, click the field name and then select
Delete Field Name from TabPanel from the Action list.

View Change («
View Name: K12.5tudent Localization: AZ.ESD
Modifications | Other Info
Mamespace Mame Type
|K‘I2 IStudent Data Entry b
View Modifications |Action... =l @
b [ Titearea Data Field m .
= I TabGroup Username from TabPanel
- ke Field Data Q)
b BO Name Property Name BOID
P (TTI0-Demomaphics | |Usemame |B324F245-CF53-43F8-A7¢
P [ Tab- ParentiGuardian Label
P L Tab - Other Info [Usename
P [ Tab - Emergency
B [ Tab- Enroliment Label Orientation
B (i Tab- Enroliment History Top W
P [ Tab- Classes ReadOnly
P (1 Tab - Documents Default v
P 1 Tab - Student Contact Log width

Suppress Label
r

Text Mode

Single_Line %

Removing a Field from the Tab Panel
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You can add an entire tab to a screen:
1. Click the TabGroup, and select Add TabNew to TabGroup from the Action list.

View Change (=

Wiew Name: K12.5tudent Localization: AZ.ESD

Modifications [ Other Info
Namespace Name Type
Ir12 [Student Data Entry v

View Modifications [ Action.. )
: -

Adding a New Tab
2. Enter the name for the tab in the New Tab Name box.

Save Close
Add Tab

Mew Tab Mame
IDistrict|

Organization Type
Org_Year_Qualified |+
Include In Add Yizard
Mo b

Add Tab Screen

3. If the information on this tab will be specific to the School and Year, select
Org_Year_Qualified from the Organization Type list. Select Org_Year_Aware if
the data on the tab is shown for the specific year and organization but can be
entered anywhere. The Default option inherits this setting from the overall View

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

Add fields to the new tab just the same as for existing tabs, as described previously
in this section.

You can add a group box (section) to a screen. Group boxes are logical groupings of fields,
contained in a box.

Login Information

Usemame| Password|

Group Box
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To add a group box to a tab:
1. Click on atab, and select Add GroupBox to Tab from the Action list.

View Change (e

Yiew Name: K12.5tudent Locslization: AZ.ESD

Modifications | Other Info

Namespace Name Type
|K12 Student Data Entry b
View Modifications | Action... =@
b E Titlesrea [Action..
= ahr T ——

T CreToaTa e |
P i Tab - ParentiGuardian
B i Tab - Other Info
P i Tab- Emergency
P i Tab- Enraliment
P i Tab - Enroliment History
P i Tab- Classes
P i Tab - Documents
P i Tab - Student Contact Log

Adding a Group Box
2. Enter the name of the box in the Label field, and click the Save button.

Save Close
Add Group Box «

Label
|L0gin Information

Add Group Box Screen

3. Specify the width of the box by clicking on its name and entering number of
characters in the Width box. By default, the box will contract and expand to the
width of the screen.

View Change [«

View Name: K12.5tudent Localization: AZ.ESD

| Modifications [_Cther Info

Namespace Narme Type

k12 Student Data Entry v

View Modifications [Action... )

b (2 Titlesrea Groupbox

L4
i TabGroup i
b _] TabPanel - -
o o o Lagin Infarmation

b S5l GroupBox - Login Inforrmation| IWImn

P i Tah - ParentiGuardian

P i Tab - Other Info

P Tab - Emergency

P i Tab - Enrollment

b Tab - Enroliment Histary
P i Tab- Classes

P i Tah - Documents

P ] Tab - Student Contact Log

Specifying the Width of a Group Box

4. Add fields by clicking on the name of the GroupBox and selecting Add Field to
GroupBox from the Action list.
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You can add a grid when there is a one-to-many relationship to the main business object.

An example would be a phone number grid, where one student may have many phone
numbers.

To add a grid:

1.

2.

Click a tab or group box, and select Add Grid to Tab from the Action menu.

View Change («

Yiew Mame: K12.5taff  Locslization: AZ.ESD

| Modifications |_Other Info

Mamespace Mame Type
iz Staff Data Entry v
View Modifications Action. . - @
b [E Titlearea o Action...
= & TabGrou Add GroupBox to TabMew - Parking Permits
(4
Mew Tab Mame a BT Al R

b ] TabPanel W

P [ Tab - General ar<ing Cermis

P [ Tah - Schools Organization Type

I [ Tab - SpecialEd Default v

b 1 Tah - Emergency Include In Add Wizard

P [ Tab - Credentials MO v

P | TabNew - Parking Permits

Adding a Grid

Enter a Label for the new grid, and select the object to be used for the grid from the
Primary Object For Grid list. The objects must be in a one-to-many relationship
with the selected screen, and can be an existing object or a user-defined object.

Save Close
Add Grid [«

Label Primary Object For Grid

Add Grid Screen
Click the Save button at the top of the screen.

Expand the tab to see the new grid, and click it. By default, an Add button and
Delete column are added to the grid. To add a Show Detail button to the grid (for
nested grids), check the Show Detail box.

View Change («

Wiew Name: K12.5taff Localization: AZ.ESD

| Modifications | Cther Info

Mamespace Marme Type
k12 Staff Data Entry v
View Modifications Action. .. @
b (= Titlesrea erid
= [ TahGi

" TeEe Primary Object Far Grid

P ] TabPanel Ubeiies (UD -

P [ Tab - General enwiis (U0

I i Tab - Schools ¥ Shioi A

P [ Tab - SpecialEd % Show Delete

Tah-E
o T B I~ Show Detail

I 1 Tab - Credentials
- TahMew - ParkiPe Permits
P E=5[Grid - Permits

~N~N~———

Viewing Grid Properties
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5. To add the columns to be displayed on the grid, expand the grid by clicking on the

triangle in front of the grid name, click GridCol, and select Add GridField to
GridCol from the Action menu.

View Change

[«

Wiew Mame: K12.5taff  Localizetion: AZ.ESD

| Modifications |_Cther Info

Mamespace

Name

Type

fi12

Staff

Data Entry

View Modifications

IAction .

b = TitleArea
= [ TahGroup
13 j TahPanel
I L Tah- General
P [ Tab- Schools
P [ Tah - SpecialEd
P 1 Tah- Emergency
P [ Tah- Credentials
= ] TabMew - Parking Permits
=== T

=),

= GridSort

-l @

I Add GridField to GridCal |
1 |

Adding Fields to a Grid

6. The Add Control to Grid screen opens. Select one of the properties from the
object/table assigned to the grid in the Property list.
Close
Add Control to Grid («
Froperty
Add Control to Grid Screen
7. Click the Save button at the top of the screen.
8. Select Add GridField to GridCol from the Action menu again, and continue adding
columns.
9. Once all of the columns have been added, modify the display of the columns by
clicking the name of the added column.
View Change [«
Wiew Name: K12.5taff Localizetion: AZ.ESD
Modifications |_Other Info
Namespace Mame Type
|12 Staff Data Entry
View Modifications Action j Q
b [E TitleArea Dropdown
= & TahGroup
B _] TabPanel Field Data Q
B 1 Tah- General BO Name Property Name
I [ Tab- Schools IUD UDPermits IF‘erm\IType
P 1 Tah- SpecialEd BOID
L 7 T - gty |67F FCBOD-D977-4F C0-B347-0956C 0805705
I [ Tab - Credentials
= i TabNew- Parking Permits Label
VE Grid - Parmits
= GridCol Label Orientation
Afpermime Reatony
vnuun i M
(& PermitDate idth
Suppress Label
r
Drop Down Display
Customizing Grid Columns
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10. To specify the order in which records are sorted in the grid, click GridSort and
select Add GridSortField to GridSort from the Action menu.

View Change («

wiew MName: K12.5taff Localization: AZ.ESD

Modifications |_Other Info

Namespace Mame Type
12 Staff Data Entry v
Wiew Modifications | Action - @
b = Titlearea et '
7 I TahGroup SartField to GridSont
B _] TabPanel

P 1 Tab - Genaral
P 1 Tab - Schaols
P 1 Tah - SpecialEd
P 1 Tab - Emergency
P 1 Tab - Credentials
= |_i TabMew - Parking Parmits
v% Grid - Permits
= GridCol
ab| PermitDate
A PermitType

g PEMRM O
| GridSort

Adding a Sort Field to a Grid

11. The columns that have been added to the grid are listed in the Property list. Select
the sort order from the Ascending list.

Egge Close
\add/Sort to Grid «

Property Ascending

Add Sort to Grid Screen
12. Click the Save button at the top of the screen.

13. Once a sort field has been added, modify the order of the sort by clicking on the sort
field. Additional sort fields can also be added.

View Change («

wiew Mame: K12.5taff  Localizetion: AZ.ESD

Modifications | _Cther Info

Namespace Name Type
|12 Staff Data Entry v
View Modifications Action... = O|
b (= Titlearea Sort Property
= [T TabGroup -
b 7 TabPanel Field Data Q)
P 1 Tah- General Property Name
P [ Tah- Schools IPermitDate
P 1 Tah - SpecialEd Ascending

P [ Tah - Emergency
P 1 Tab- Credentials
= I TabiMew - Parking Permits
7 = Grid - Permits
= GridCol
ah PermitDate
3 PermitType
aH Perrmithlo

= Gh
PermitD ate,

Descending ~

Viewing Sort Field Properties
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You can change the name of the screen, or change the icon to point to a different screen
such as a new custom screen created by the district. To point to a different screen or
rename a screen:

1. Go to Synergy SIS > System > Security > PAD Security.

PAD Security [«
Product Access Definition
Global Access | |Administrator())|
View ACCEsS Report Access  Audit Access User Name ¢

Ves | [ves ] ves 3

Navigation Seculityl

Product Access ition Security ]
P ESD

b Genesea

b Genesiz

PAD Security Screen

2. Click the triangle next to the name of the module where the screen is stored.
Continue clicking the triangles until the screen is shown.

PAD Security
Product Access Definition
Glohal Access D | Administrator(|
WIEW ACCESS Repart Access  Audit Access User Name 4

Yes ¥ |Yes ¥ |Tes b

Navigation Securityl
Product Access Definition Security Q
b ESD
Genesea
( 7 _fenesis
= Aftendance
P Reports Daily
P Reports Perind
P Seanning
P Setup

—-
| Atendance Letter
s

:_r“ Aftendance Verification

@- Class Daily Attendance

jj Class Period Attendance

PAD Security Screen, Expanded List
3. Click the screen or report.

PAD Security

Product Access Definition
Global Access (@ | Administrator|
ViewAccess  Report Access  Audit Access User Name ¢

Yes ¥ ||Yes > Yes b

Navigation Security |

Product Access Definition Security Q
b ESD Name: K12.Attendanceinfo.ClassDailyAtte ndance

b Genesea = i

e— \iew Substitution Quick Launch Text

v

7 Aftendance
P Reports View Name Override
P Reports Daily
P Reports Period
P Scanning

Group Access | User Access

P setup Access [ Show Detail | G
) Atendance Lefter =) =] g
| Public v v
| 2 Role - Admin v ~
< Role - Assistant Principal v v
LT || Role - Assistant Superintendant b b
l; Course Altendance I -l Role - Attendance Dalily v v
@, Dally Attendance Role - Clerk v -

PAD Security Screen, Renaming a Screen
In the View Name Override box, enter the new name for the screen.

In the View Substitution list, select the name of the screen that should be
displayed when the screen selected is clicked.

6. Click the Save button at the top of the screen.
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You can substitute one business object for another instead of substituting a screen. This
may affect many screens, as business objects can be used across screens. To substitute a
business object instead of a screen:

1. Go to Synergy SIS > System > Security > Security Definition.

Security Definition «
Security Definition
Global Access (|| Property Access () | Audit Trail (9| | Administrator QD
Updzate Add Delete All Properties Enahle Default Audit Option User Mame ¢
Update | |Yes | |Yes v ||[|Update b IV |Full audit trail (add/updatesc v

Security Access |

Business Objects (6]
b K12

P Revelation

b uD

b Zelient

Security Definition Screen

2. Tofind a business object, click on the triangle next to the primary namespace that
contains the business object.

3. Continue expanding namespaces by clicking the triangles until the desired business
property is shown.

Security Definition
Security Definition
Global Access (|| Property Access (| | Audit Trail | | Administrator (6]
Update Add Delete | |All Properties Enable Default Audit Option User Name 4=
Update | Yes ¥ ||Yes +|||Update v = Full audit trail (add/update/c ¥

Security Access |
Business Objects (&}
- N2
I Accommeodationinfo
A Addressinfo
Atendanceinfo
AXPInfo
AZ
PJ CA
Yy CareerPlaninfo

Security Definition Screen, Locating Business Properties

4. Click the business property to be modified.

Security Definition
Security Definition

Global Access Q| [Property Access | [ Audit Trail Q ini Q|
Update Add Delete  [|All Properties Enable Default Audit Option User Name
Update v ||Yes v|Yes +|[|Update b [7 Full audit trail (add/updateic v
= @@ |
Security Access |
Business Objects Q@
R Name: K12.Student
P Accommodationinfo
b Addressinfo wudit Option
P Atiendanceinfo Substituting Validation BO) v
b AXPInfo
b Az ser Access = User Property Access
P cA Q
P CareerPlaninfo = = = =
P Census Public v v -
P ClassBoardinfo Role - Admin e " "
P Conferenceinfo —
b CourseHistoryinfo Role - Assistant Principal b b’ b
P Courselnfo Role - Assistant Superintendant b v v
P CTE Role - Attendance Daily he he b

Security Definition Screen, Group Access Tab
5. Select the substitute business object from the Substituting Validation BO list.
6. Click the Save button at the top of the screen.
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CUSTOMIZING QUICK LAUNCH ABBREVIATIONS

If the Quick Launch box is enabled for a user account, the user can quickly access a
screen or report by typing its name in the Quick Launch box. As the user types,
Synergy SIS displays matching names of screens and reports.

S 1 Query -q e
‘ ) ner‘gy # Query Admin - ga g
Education Platform [ AT Equipment Reports Sa
e & B Quick Launch [ &) CHS202 - Student Grad. Requirement Profile S I8

Example of Quick Launch Prediction

You can also configure abbreviations so even fewer keystrokes are required. To set a quick
launch abbreviation:
1. Go to Synergy SIS > System > Security > PAD Security.

PAD Security [«
Preduct Access Definition
Global Access @ |Administrator())
e ACCRSS Report Access  Audit Access User Name ¢
Ves v ||Yes v||Yes b
Navigation Security |
Product Access Definition Security [%]
b ESD
P Genesea
b Genesis

PAD Security Screen

2. Click the triangle next to the name of the module where the screen is stored.
Continue clicking the triangles until the screen is shown.

PAD Security

Product Access Definition

Global Access Q| [AdministratorQ|
iEwW ACCESS Report Access  Audit Access User Name 4
Yes v |Yes v |Yes b
i Security|
Product Access Definition Security Q

I ESD
Genesea
( > enesis
= Aftendance
P Reports Daily
P Reports Period
P Scanning
P Setup
JAnennanue Letter
;“- ©. Altendance Yerification
@ Class Daily Atendance

E Class Period Aftendance

PAD Security Screen, Expanded List
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3. Click the screen or report.

PAD Security
Product Access Definition
Global Access Q ini Q)
View Access Report Access  Audit Access User Name
es lres lves 5
=1
ion Security |
Product Access Definition Security @
b ESD Name: K12.Attendanceinfo.ClassDailyAttendance
P Genesea
e — View Substitution Quick Launch Text
7 Aftendance
P Reports View Name Override
P Reports Daily
[ R Fek] Group Access | User Access
P Scanning
P Setup Access | show Detail | &
— - = =
| Atendance Letter = gl =
o L |Public v v
Role - Admin v v
< ﬂ_" Class Daily Aendance Role - Assistant Principal v v
ey Role - Assistant Superintendant v v
=] —
B Course Attendance Role - Attendance Daily b b
= Daily Atiendance Role - Clerk v v

PAD Security Screen, Renaming a Screen
4. In the Quick Launch Text box, enter the new abbreviation for the screen.

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

MODIFYING EXISTING FIELDS (PROPERTIES)

In addition to modifying the screens, some of the attributes of the existing properties can
also be changed. To modify an existing property:

1. Go to Synergy SIS > System > Setup > Property Override.

Property Override
| Property Override |
boK1z
P Revelation
P ZClient

Property Override Screen

2. Click the triangles to expand the business object tree until the property to be
modified is displayed.
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3. Click the property name. The current settings for the property selected are displayed
on the right side of the screen.

Property Override

| Property Override |

~ k2 Current &)
7 K12.Addressinfo Type
P AddressChaice String

=7 AddressChoiceGrid
@ AddressChoiceGridicu
@ AddressChoicecl)

Label Short Label Disglay Length Default Value Mandatory

2 NO

() City
) GridGU Override )
@ IncomingAddressMumber Label
& SchoolName I
(| State
o} tAddlncrement Short Label Display Length
[ Stresttddress I
@ streetDirection Default vValue Mandatory
(@ StreetExtra l— Il
(& StreetFraction
Modifying a Property

4. To show a different label than the default, enter the new Label, and Short Label if
desired. The label is the text that appears on the top or left of the data entry box.

5. To change the length of the data entry box, enter the new number of characters to
display in the Display Length box.

6. To set a value for the field that is entered automatically when a new record is
created, but that can be changed by the user, enter the Default Value.

7. Check the Mandatory box to require that data is entered in the field before it can be
saved.

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

CHANGING A REPORT INTERFACE

The Report Interface Change screen enables you to customize query-based reports and
user-defined (UD) reports. You can change what is on the Options tab of Report Interface
screens, and you can add tabs.

To change a report interface:
1. Go to Synergy SIS > System > Data and Views > Report Interface Change.

| ':{() ':C:D i:):)) | é‘] Find Undo Status: Ready | [ E&j @,@
Report Interface Change («
Namespace:  Mumber:  Mame:
1 Mudiﬁcatiunsl
Mamespace Mumber Marne
| | |
Report Interface Modifications IAction... j (&)

Report Interface Change Screen
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2. Scroll or use Find mode to locate the report whose interface you want to change.
3. To add a tab to the interface, click the Action button and select Add New Tab.

Action...
Add Mew Tab

Selecting Modification
4. Inthe Label field, type a label for the new tab.
Add Tab
Attributes Q)

Label

Layout Order

Adding a Tab

5. In the Layout Order field, type a number to indicate where the tab should appear
relative to other tabs.

Click the Save button at the top of the screen.

Under Report Interface Modifications, select an object to modify. For example,
select Tab — Options to modify the Options tab of the interface.

Report Interface Change
Namespace: UD  Number: U-STU404  Name: My Student List
_ Modifications |
Namespace Number Name:
|UD U-STU401 My Student List

Report Interface Modifications Action... v
|_d|Tab - Options
= _| Mew Tab - Mew Custom Tab

Report Interface Change Screen, Selecting Object to Modify

8. Inthe Action list, select the modification to make. For example, if you selected
Tab — Options under Report Interface Modifications, you might select Add
Group Box to Tab — Options in the Action list.

Action...
Add Group Box to Tab - Optio

Add Static Text to Tab - Options

Add Line Break to Tab - Options

Add Field to Tab - Options

Add Layout Table to Tab - Options
Selecting Modification
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9. In the window that opens, enter properties for the object, and click the Save button.

Save Close
Add Group Box
Attributes (6]
Label

Show as Closed Width

Layout Order

Example Screen for Adding an Object

10. Repeat steps 7-9 until all changes are complete. For example, here we add a group
box, layout table, two layout columns with one field each, and some static text:

Report Interface Modifications
= _{|Tab - Options
> ¥ Group Box - Group Box
= [&l Layout Table
= & Layout Column
:H BirthState
= Layout Column
ah| BirthYear
A Static Text
Report Interface Modifications

The resulting change to the Report Interface screen:

Report Interface [«
Mame: My Student List Number: U-STU401  Page Orientation: Portrait
| Options | New Custom Tab _ Sort / Output | Conditions | Selection = Advanced
Report Description:
Student Info (6]
Perm ID
Last Name First Name
Grade
| = W
Group Box &
Birth State Birth Year
W
Static Text

Result of Report Interface Modlifications
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DEFINING SCREEN EVENTS

Another way Synergy SIS can be customized is to define what happens after a screen is
saved or changed. These are referred to as screen events. Some events are predefined in
the system and should not be changed. An example of a pre-defined screen event is shown
below:

System Configuration E

System Configuration

Secunty  Options Advancedl
Global Events Add (]

AfterRead A4 K12 Setup. Studenthotification 4 K12 5tudent -

Icons Add @

+ | Line Icon Hame = File Name = (lcon

Predefined View Events
These are the screen events that produce the student notification icon at the top of all
screens. To create a new screen event:

1. Go to Synergy SIS > System > Setup > System Configuration, and click the
Advanced tab.

System Configuration E

System Configuration

Security  Optial Advanced |
Global Events Add >

AfterRead b K12 Setup . StudentMatification = K12 5tudent 4= +

Icons Add (6]

Advanced Tab, System Configuration Screen

2. Click the Add button, and a new blank line is added to define the event.

System Configuration («
System Configuration
Security . Options | Advanced | N
Global Events Add
1 D 1
P a BO
AfterRead v K12 Setup . StudentMotification 4= K12 Student 4 -
| v e * «

Adding a New Event
3. Select the type of Event from the list. The types of events are:
o AfterDelete — After a record is deleted from a screen
o Afterinsert — After a new record is created
o AfterRawXML — After an xml file is imported

o AfterRead — After a record is displayed in a screen
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o AfterRender — After a screen is displayed

¢ AfterUpdate — After a record is updated

o BeforeDelete — Before a record is deleted from a screen

o BeforeFind — Before the results of a Find search is displayed
o BeforeFKRender — Before a grid in a screen is displayed

e Beforelnsert — Before a new record is added

o BeforeRead — Before a record is displayed

o BeforeRender — Before a screen is displayed

o BeforeUpdate — Before a record is updated

4. Select the business object that should be started when the event happen,s by
clicking the gray arrow in the Name column.

5. In the Find: BODef screen, enter all or part of the Namespace and/or Name of the
business object, and click the Find button.

Find Close | Select | Clear Selection

Find: BODef

Find Criteria ("]

MNamespace

MName

|

Search Resullsl

Find Result =1
\ \ |

Find BODef Screen

6. Inthe Find Result grid, click the business object, and then click the Select button.

Find Closi Select Clear Selection
Find: BODet

Find Criteria
Namespace
=

Name

Search Results |
Find Result Q

Revelation AutoSeruence

Revelation BODef

| i Revelation BOObjectProp

| IRevelation EOTree
oo e

iy

| Revelation BUttonConfirmation
-

Selecting the Business Object

7. Select which screens to apply this event to. Screens can be selected by their
primary business object, or a specific screen can be selected, or both. For example,
if the K12. Student object is selected as the primary business object, the event will
apply to all screens in which the student is listed at the top of the screen.

System Configuration &

System Configuration

Security | Options  Adwvanced |

Global Events add |
: e | :
I AfterRead - K12 Setup StudentMotification « K12 Student4= L
I AfterUpdate ~ Revelation ButtonConfirmation 4= - -

Business Object Added
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8. To select screens based on their primary object, click the gray arrow in the View
with Primary BO column.

9. Inthe Find: BODef screen, enter all or part of the Namespace and/or Name of the
business object, and click the Find button.

Find Close Select Clear Selection

Find: BODef

Find Criteria Q@
Namespace
i

Name
[

Search Results |

Find Result Q

Find BODef Screen

10. In the Find Result grid, click the business object, and then click the Select button.

Find Clod Select lear Selection

Find: BODe

Find Criteria

Marmespace

[k12.2

Marne

Search Results |

Find Result €]
K12 Addressinfo AddressChoice
K12 Addressinfo AddressChoiceGrid
K12 Addressinfo AddressDetailll

i

K12 Addressinfo Street

e
Selecting the Business Object

11. To select a specific screen to apply the event, click the gray arrow in the Specific
View column. If you select no specific screen, the change applies to all screens.

System Configuration E

System Configuration

Security | Options  Adwanced |

Global Events Add (%]
o Monito
BO
AfterRead v | KITZ2.5etup Studentiotification 4= K12.5tudent &=
Afterlipdate w Revelation ButtonConfirmation 4= K12 Addressinfo Streetds {4,

Primary Business Object Selected

12. In the Find: ViewDef screen, enter all or part of the Namespace and/or Name of
the screen, and click the Find button.

< Find !C\nsa Select Clear Selection
Find: ViewDef

Find Criteria (@]
Mamespace Hame

Search Results |
Find Result %)

Find ViewDef Screen
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13. In the Find Result grid, click the screen, and then click the Select button.

Find Clase . Clear Selection
Find: ViewDef

Find Criteria
Namespace Marme

Search Resultsl

Find Result [=]
o =Py
K12 Staff
K12 Staff SchoolsDetail
K12 StaffAdditionallohClassesDetail
K12 StarFing
K12 Student
K12 Student Add
K12 Student Find
K12 Student Phone Mumbers

Selecting a Screen

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

222 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Seven

System Administrator Guide

CREATING CUsTOM RULES

Creating custom rules allows additional validation for information entered into Synergy SIS.
Custom rules can check to see how long a student has been participating in ELL, or send a
list of all enrolled students whose home language is not English. To set up a rule:

1. Go to Synergy SIS > System > Setup > Rules Setup.

Rules Setup

Rule Name: category: Enable Rule:

| Rules Setupl

Rule Name Category

Rule Definition

Year Start Year End |Year Extensions

™ Night T Regular T Summer

Run Type Error or Notification Caused When Email Template 4=

by V,i

Batch Validation Options

@

Processing Group Include Validation Errors in Report

Create Person Notification

Message Definition

Message Number 4

Error Message [B5

Help Message [& (Q

Help Link

Rule Details

@

Rules

| Add | showDetail |@

4 [ Line| g

| =
vl

Rules Setup Screen
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2. Click the Add button at the top of the screen. A new Rules Setup screen opens.
Save Close
Rules Setup (&
_ Rules Setupl
Rule Name Category Enable Rule
L V!
Rule Definition Q)
Run Type Error or Notification Caused When Email Template 4

o a0 bk W

10.
11.

» -

Year Start Year End |Year Extensions
™ Night ™ Regular ™ Summer

Message Definition Q)
Message Number 4

Error Message [5] Q Help Message 5] &

Help Link

Adding a Rule
Enter a name for the rule in the Rule Name box.
Select a Category for the rule.

Check the Enable Rule box to turn the rule on.

Select the Run Type. Batch rules run once a day, Real Time rules run at the time
the data is entered, and Real Time and Batch rules run for both.

In the Error or Notification Caused When list, select when a message regarding
the rule is generated.

Click the gray arrow next to Email Template to find and select the mail template to
be used for the message.For information about mail templates, see Chapter Eight.

Enter the school to start processing the rule in the Year Start box, and, if applicable,
the year to stop running the rule in the Year End box.

Check the boxes for the Year Extensions for which this rule is effective.

If Batch or Real Time and Batch was selected as the Run Type, select Batch
Validation Options.

Batch Validation Options (&
FProcessing Group Include Yalidation Errors in Report Create Person Motification
b i r

Batch Validation Options

a. Select the Processing Group to be used by the rule. Each processing
group is assigned a run time, and a user group or individual user who
receives any error notifications. Processing groups are set up using the Rule
Group screen, as described in the next section.

b. Check the box to Include Validation Errors in Report, if desired.

c. Check the Create Person Notification box to create a notification code in
the Person Notification Codes screen automatically, and automatically
assign it to students that meet the criteria of the rule.

224
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12. Click the gray arrow next to Message Number to select the message that is used

when the rule is active. To create a custom message, see the section later in this
chapter on how to customize error messages.

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

Once a rule name has been created, the actual rules to validate must be added. To add the

rule details:
Rules Setup («
Rule Name: Total ELL Semesters Category: Student Enable Rule: Y
| Rules Setupl
Rule Name Category Enable Rule
|T0ta| ELL Semesters Student b [
Rule Definition (3]
Run Type Error or Notification Caused When Email Template +
Batch “ | |Any Rule is False b
Year Start Year End |Year Extensions
™ Night ¥ Regular T Summer
Batch Validation Options ]
Processing Group Include Validation Errors in Report Create Person Notification
Demographic Validations by v
Message Definition Q|
Rule Details ]
Rules | Add | showDetail | @
X g | =
| | 1 Verify that students have no more then 4 ELL Semesters Total ELL Semesters Rule
Completed Rule

Click the Add button in the Rules section.

A new line is added to the section. Enter a number to indicate the Order in which
the rule should be processed.

Rule Details (]
Rules add [ showDetail |
24 Line =] | =

Skip Description, which will be added automatically once the rule is defined, and
select the Type of rule to create. The ELL Program Rule checks the Student Home
Language against the ELL Program in which the student is participating, and gives
an error if they don’t match. The Student Property Rule allows a rule to be created
based on the values in over 10 student-related tables. The Student Related
Property Rule sets up an if-then rule based on student-related tables. If the value in
the first table matches the rule, it looks at a second value in a different table. The
Total ELL Semesters Rule verifies that students have not been participating in an
ELL program for more than X semesters.

Click the Save button at the top of the screen. The Description of the new rule
indicates that the rule detail definition is invalid or missing.

Rule Details (@

Rules add | Show Detail | @

S =] \ =

- | Rule detall definition is invalid or has not been set up. Please click 'Show Detail’ to set up the rule Student Property
detail Rule

Rule Added to Rule Details
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5. Click the Show Detail button to define the newly created rule.

6. Forthe ELL Program Rule, choose whether to select individual languages to
compare by selecting Ad-Hoc Selection from the Type of Home Language Code
list or select All Languages. If Ad-Hoc Selection is chosen, check the boxes for
the languages to be compared.

Rule Details Q]
Rules add | Hide Detall |
‘ This rule werifies that for amy given home language an appropriate ELL record is created
alidate home language of paired Rul
with ELL program 0 @
Description 55 @ Type
"alidate home language of paired with ELL program = |[ELL Program Rule b
-]
Rule Detail |
Select Home Languages to be Validated Q
Type of Home Language Code
Ad-Hoc Selection b
‘ Home Languages Help @
Home Language Codes (&)

Language Code[diei
I~ Apache (San Carlos)

I~ Apache (Whiteriver) I Arabic

™ Cambodian ™ Cantonese ™ Chemehuevi
™ Cocopah ™ Czechoslovakian ™ Dutch

™ English ™ Filiping ™ Finnish

™ French ™ German ™ Greek

™ Haulapai ™ Hebrew ™ Hopi

™ Hungarian I™ Italian " Japanese
™ Kaibab-Pailte ™ Korean I” Laotian

I~ Mandarin I haricopa ™ Mohave

™ Navajo I~ Other Indian ™ Other Non-Indian
™ Papago ™ Pima ™ Palish

I~ Portuguese I~ Romanian I~ Russian

I~ Serbo-Croatian (formerly Yugoslavia) T Spanish I~ Supai

" Tewa ™ Thai ™ Ukrainian

™ wvietnamese ™ vaoui " vavapai

™ vuma

Select Programs to he Validated

Type of Program
Ad-Hac Selection

‘ngrams Help

Program Codes

Program CodeDe)
™ Structured English

™ Alternate Course of

Immersion Study

™ Mainstrearm (Parental ™ Other Instructional
Request) Setting

™ Exit Program

™ Mainstream (Stucents keeting

Criteria)

™ Two Way Immersion

Rule Detail, ELL Program Rule

7. Forthe Type of Program, choose Ad-Hoc Selection to specify which programs are
valid for the languages selected above, or select All Programs.
The rule will send an error message if a student with one of the selected languages
is not participating in one of the selected programs.
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8. For the Student Property Rule, select the Business Object that holds the property
to be evaluated, and select the Property Name.

Rule Details ("]

Rules Add || Hide Detail |

| This rule requires condition to be true for & property of Student or & one-to-one related object

i
L

Rule detall definition Is invalid or has [faure ?
not been set up. Please click 'Show —
Detail' to set up the rule detail Description {5 Q Twpe

Rule detail definitian is invalid or has not been set up. Please =] |Student Praperty Rule b
click 'Show Detail' to set up the rule detail

I

Rule Detail |

Student Property Rule QD
Business Object Froperty Name Condition

v v v

Walle

Rule Detail, Student Property Rule

9. Select a Condition from the list to compare against the data entered in the selected
property. Conditions can be:

a.

Must Have A Value/Does Not Have A Value — the property selected must
have/must not have any value. For this condition, leave the Value blank.

Contains/Does Not Contain — the property selected must contain/must not
contain the value entered.

Equal To/ls Not Equal To — the property selected must be/must not be
exactly the same as the value entered.

Ends With/Does Not End With — the property selected must end/must not
end with the value entered.

Greater or Equal/ls Not Greater Than or Equal — the property selected
must be/must not be greater than or equal to the value entered.

Greater Than/ls Not Greater Than — the property selected must be/must
not be greater than the value entered.

In List/ls Not In List — the property selected must include/must not include
one of the values entered in the Value field. List values are entered in the
Value box separated by a comma.

Less Than or Equal/ls Not Less Than or Equal — the property selected
must be/must not be less than or equal to the value entered.

Less Than/ls Not Less Than — the property selected must be/must not be
less than the value entered.

Starts With/Does Not Start With — the property selected must start/must
not start with the value entered.

10. Enter the Value to be compared against the date entered in the selected property.
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11. For the Student Related Property Rule, select the first business object that holds
the property to be evaluated in If Business Object, and select the property name in

If Property Name.

Rule Details Q
Rules Add | Hide Detall |
[ tine| | This rule renuires a "tnen” condition to be true for 3 property of Student or 3 one-to-one related
Rule detail definition is invalid or has | DbJECt whenever the "if* condition is true for another property of Student or & one-to-one related
l not been set up. Please click 'Show | OBJECE.
Detail' to set up the rule detail Rule Q
Description [§5] & Type
Rule detail definition is invalid or has not been set up. Flease =] ‘Student Related Property R~
click "Show Detail' to set up the rule detail
L]
Rule Detail |
Student Related Property Rule )
If Business Object If Property Marme If Condition

v v

Ifvalue

Then Business Object  Then Property Mame
A4

Then Condition
v

Then Value

Rule Detail, Student Related Property Rule

12.
and enter the If Value.

13.

Select an If Condition to compare against the data entered in the selected property,

When the data in If Property Name meets the condition and value, the rule looks at

Then Property Name. Select the second business object that holds the property to
be evaluated in Then Business Object, and select the property name from Then

Property Name.
14,

Select a Then Condition from the list to compare against the data entered in the

selected property, and enter the Then Value.

15. For the Total ELL Semesters Rule, enter the total number of semesters that
students should not exceed in the ELL program in the Total Semesters box.
Rule Details Q)
Rules [ add | Hide Detal |
‘ This rule determines the total number of ELL semesters that a student is allowed ta enrall in.
verify that students have no more Rule &)
then 0 ELL Semesters
Description [ Q Type

Verify that students have no mare then 0 ELL Sermnesters =] | Tatal ELL Semesters Rule

E

Rule Detail |

Total Semesters
0

Rule Detail, Total ELL Semesters Rule

16. Click the Save button at the top of the screen.
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CREATING RULE PROCESSING GROUPS

Rule groups are used by custom rules that are set up for batch processing. Each group can
be set up to run at a specific time of day, and notifications about any errors in processing
can be sent to specific users or a user group. Groups can be set up based on processing
time or type of rule processed. To create a new rule group:

1. Go to Synergy SIS > System > Setup > Rule Group.

Rule Group «
Group Setup |
Default Execution Time  Default Admin Users List Execube Mow
Groups Add "]

Rule Group Screen
Enter the default time to run any of the groups in the Default Execution Time box.

Enter the email addresses of the users who will receive any error messages when
groups are processed in the Default Admin Users List.

4. Click the Add button in the Groups section to create a new processing group.

‘ g‘;j ‘ save | Undo Status: Ready | & %N"g@
Rule Group [«
_ Group Setup |
Default Execution Time  Default Admin Users List GaeEa
Groups Add Vi
User ~ T
5 [Line Group Name = [Group = Admin Users List - Execute Time < |Execute Now
Name
Flx ()
Adding a New Group
5. Enter a name for the group in the Group Name column.
Rule Group [«
Group Setup |
Default Execution Time  Default Admin Users List Execute Now
2:00 Ak Role - Admin
Groups Add @
oup Nate D 8 No
. Rale - .
Misging Info Messages Admin 4 Admin User 2:00 PM Execute Now

6. Click the gray arrow in the User Group Name column to select a user group. The
users in this group will receive all messages from the group.

7. Enter the email addresses of the users who will receive any error messages when
this group is processed in the Admin Users List.

Click the Save button at the top of the screen.
Enter the time the group will be processed every day in the Execute Time column.
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Executing Rule Groups

e To run a group manually, click the Execute Now button in the group line.

e Torun all groups, click the Execute Now button at the top of the screen.

CUSTOMIZING MESSAGES

Synergy SIS has pre-programmed messages that provide warnings when data is not
entered correctly, give information about an error, or simply provide more information.

To override the text of an existing message:

1. Go to Synergy SIS > System > Setup > Revelation Message.

Revelation Message «

Message Number,

ge |

Message Mumber Product Owned sy Type

7] v
Base Message Q)
Msg Group Message 5 G Help Message [ @
v = =]
-] L]
Help Link
Message Override &
Message Override [ Q Help Message Override [§7 Q
= =
-] =l

Revelation Message Screen
2. Find the message using the Scroll buttons or Find mode.

Revelation Message [«
hMessage Mumber: 1025

ge |

Message Number Product Owned hsg Type

1025 ~ Errar v

Base Message

Mg Group Message [§7] @ Help Message (7@
Attendance ¥ [Date Range must be inside District Calendar ({0} ;I

Help Link

Message Override

Message Override {7 @ Help Message Override [§7] @
[ |

[ |
Modifying an Existing Message

3. To provide a link to web page with additional information about the message, enter
the HTML path in the Help Link box.

Enter the new message text in the Message Override box.

K

Enter the new help message text in the Help Message Override box.

230 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Seven

System Administrator Guide

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

To add a new message for use in a rule:
1. Click the Add button at the top of the screen.

Revelation Message

Message |

Message Number Product Owned Msg Type
i

v

Base Message

Msg Group  Message (5@
v

Help Message 5] @

Help Link

|

|

Message Override

Message Override [ @

Help Message Override [ Q

=

L]

Adding a Revelation Message

2. Assign a number to the message in the Message Number box. This number must

be unique.

N o o b~

Select the type of message from the Msg Type list.

Enter the message text in the Message box.

the HTML path in the Help Link box.

8. Click the Save button at the

AUTO POPULATE

top of the screen.

Assign a group to the message from the Msg Group list.

Enter the help message text in the Help Message box.

To provide a link to web page with additional information about the message, enter

The Auto Populate screen is used to specify various options for Synergy SE special
education software. For information about working with this screen, see the Synergy SE —

System Administrator Guide.

child

Auto Populate [«
Auto Populate Action... j @
b az Harne Wiew Orger
= Parenthotification |Quasmm |1

= Step0l01

Question
v |The purpose of this Prior Written Notice is
P Question2
P Question3 Name |

b sten0102 and Response add |

P StudentiEp 0 = A‘
< <
OThE school district has decided to conduct a =
r Decide 1o evaluate carmprehensive evaluation of your child
QThE school district has received a referral for a =
r Rt (b el possible comprehensive evaluation of your

|l

Auto Populate Screen
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Chapter Eight:
EMAIL CONFIGURATION

This chapter covers:
» General Email Configuration
» Customizing Email Notifications
» Sample Email Content
» Email Variables
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Several areas within Synergy SIS can be configured to send email automatically when
certain events occur. For example, parents can receive automatic notices when their
children are absent or are part of a disciplinary incident. Staff can also send email manually
to parents and students. To send these emails, Synergy SIS needs access to an SMTP
email server. This can be an Exchange server or the Default SMTP Virtual Server included
with Windows Server software.

GENERAL EMAIL CONFIGURATION

To connect the Synergy SIS email system to an email server:
1. Go to Synergy SIS > System > Setup > System Configuration.
2. In the Email Options section, check the Email Enabled box.

Email Options 6]

/| Email Enabled

SMTP Email Server Default Email From Address SMTP Port Override - default is 25
smtp.edupoint.com rwilson@edupoint.com

Enable SMTP Authentication
SMTP Username SMTP Password

Email Options

3. In the SMTP Email Server box, enter the server name or IP address of the server
running SMTP.

4. Enter the email address to be used as the “From:” address in the email messages
sent from Synergy SIS in the Default Email From Address box.

5. If the SMTP server uses a port other than 25 to send email, enter the port number in
the SMTP Port Override box.

6. If your SMTP server requires authentication, check the Enable SMTP
Authentication box, and in the SMTP Username and SMTP Password boxes,
enter credentials for the SMTP server.

7. To test the connection to the SMTP server, click the Test Email button. If there is a
problem with the connection to the email server, a message explains the problem. If
it is successful, a message states that the send request was successful.

Message from webpage 5[

Email send request was successfull (Email Server: '192,168.5.5'
! . Email: 'esenger@tsc, localy

SMTP Successful Message Box

Caution: Be sure the anti-virus software installed on the Synergy SIS
web server is not blocking port 25, as this will prevent email
communications. If needed, override the SMTP port as described above.
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Synergy SIS offers many ways to communicate via email.:

e Teachers can send email messages to the students and/or the parents of the
students in their classes from the TeacherVUE software. These messages can be
sent to all students in a class or to an individual student.

o Staff can send email messages to all of the students and/or parents of the students
in the current organization in focus. These messages can also be grade-specific.
For example, a message could be sent to all students in grade 9 at a school, or a
message could be sent to all parents within the district.

e Parents can be sent automated messages about a student’s absence, involvement
in a disciplinary incident, or when a student’s grades are posted. The parents can
specify which of these messages they would like to receive from within the
ParentVUE software, and Synergy SIS administrators can customize these
messages.

e Reports can be sent via email via a scheduled report or immediately when a report
is generated.

o Logs of completed process such as the Grade Book Sync, the SIF extract, or the
Rules process can be sent to system administrators for monitoring.

For instructions on how email messages are generated from within the TeacherVUE
software, refer to the Synergy SIS — TeacherVUE User Guide. For instructions on staff can
send messages from within Synergy SIS, see the Synergy SIS — Student Information User
Guide. To see how parents can customize which messages are sent to them, refer to the
Synergy SIS — ParentVUE & StudentVUE Parent & Student Guide. To send reports via
email, see the Synergy SIS — Query & Reporting Guide.

When email messages are generated, they are placed in a queue that is processed at
specific intervals. This email queue can be set to process all messages once a day,
referred to as Bulk Mail, or periodically throughout the day, referred to as Immediate
Email. Only one type of queue should be used. The automated notices sent to parents can
be set up with a different type of queue than the main queue setup in the System
Configuration screen. For information about customizing the email queue for the
automated parent notices, see the Synergy SIS — ParentVUE & StudentVUE Administrator
Guide.

To set up the overall email queue processing times:
1. Go to Synergy SIS > System > Setup > System Configuration.

2. In the Messaging section, check either the Bulk Mail Enable or Immediate Email

Enable box.
Messaging (]
Bulk Mail Enable Immediate Email Enable
Time to begin bulk emailing Immediate Start Time Interval in hours (1 to 24) fo check for emails to send
Y| Keep History of Bulk Emails fo Each Person | Keep History of Immediate Emails to Each Person
Contact Type for Email History 7|Blind Copy Sender on Immediate Emails
Letter v

Messaging
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3. For Bulk Mail:

a.
b.

Enter the Time to begin bulk emailing in HH:MM AM/PM format.

To keep a record of each email sent to the parents and students, check the
Keep History of Bulk Emails to Each Person box. The emails are
recorded on the Student Contact Log tab of the Student screen.

If keeping a history of the emails sent to each person, select the type of
contact that will be used when the email is entered into the contact log from
the Contact Type for Email History list.

4. For Immediate Mail:

a.

In the Immediate Start Time box, enter the time that email should begin
processing in HH:MM AM/PM format.

Enter the number of hours between processing times in the Interval in
hours box. For example, if the processing starts at 6:00 AM and is set to 1
hour intervals, email will be sent every hour on the hour starting at 6 am and
ending at midnight.

Check the Keep History of Inmediate Emails to Each Person box to keep
a record of all emails sent. This information is stored in the database but not
accessible through Synergy SIS.

To send a blind copy of each email to the sender, check the Blind Copy
Sender on Immediate Emails box.

CUSTOMIZING EMAIL NOTIFICATIONS

Several types of email notifications can be sent out daily from Synergy SIS to parents and
students. Most of these notifications are sent from the ParentVUE and StudentVUE system.
Each of these notifications can be customized at the district level. The district can control
the subject and the message body. To create the district email notifications:

1. Go to Synergy SIS > System > Setup > Email Content.

Email Content («

. Content |

Content Mamespace Content Key Default Language

[ v

Content Sections Add || Shaw Detail |O

x|

| =
S

Email Content Screen

2. To add a new email message, click the Add button at the top of the screen. A new
Email Content screen opens.
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3. Enter the Content Namespace and Content Key, and select the Default
Language to be used.

Save Close
Email Content («

Caontent Marmespace Content Key Default Language

Email Content Screen, Adding
Click the Save button at the top of the screen.

To add the email messages, click the Add button in the Content Sections grid. For
each type of email message, multiple languages can be configued. The student’s
home language will then determine the language used for the email that is sent.

Email Content =
Cun(en(l
Content Namespace Content kKey Default Language
|PxP |MainBulk English v | m—
Content Sections ( ‘ Add how Detail | (&)
i [ Line =

Email Content Screen, Adding a Message

6. Inthe Email Content Detail screen, select the Language to be used in the email
message.

Email Content Detail
Language Email subject

|

Email Content Detail Screen

7. Enter the subject of the email in the Email Subject box. Variables such as the
student name or district name can also be used in the subject. A list of possible
variables is shown at the end of this section of the guide.

Click the Save button at the top of the screen.

To add the message body, click the Show Detail button.
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10. Message can be entered either by uploading an existing HTML document, or
uploading an existing Text document. Once an HTML document has been
uploaded, it can be edited directly in Synergy SIS using the built-in HTML editor.

Email Content («
Content |

Caontent Mamespace Content Key Default Language

[Pxp [MainBulk English v

Content Sections add | Hide Detail |Gy

= |Language: English
English v

- 4 HTML | Text
Language Email Subject
English ~ | |Daily Comrmunication from @SCHOOLDISTRICTE

Fi

When defining the part of the document being uploaded to include in an emailing, make sure to
surround the section to use with:

HBEGINIL . HENDI

For repeated sections use

IIREP Il |IREPEAT_ENDI!
‘I Attach HTML Document Edit HTML Content |
S —

Email Content Screen, Detail View

11. To upload an existing HTML document and send the message in HTML format, click
the Attach HTML Document button. The document must be in an email message
HTML format instead of a web page format, and to indicate the beginning and
ending of the message the tags !'BEGIN!! and '"END!! must be added. To add a
section that repeats such as a table of attendance information, mark the beginning
and ending of that section with 'REPEAT_BEGIN!! And 'REPEAT_END!!

12. The HTML Document box opens. Click the Browse...button to locate the document,
and then select the document.

HThL Docurmemnt

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

| Browse... |
Cupons )

HTML Document Screen
13. Once the document is listed in the Browse box, click the Upload button.

14. When the document has been successfully uploaded, a message box opens stating
that the upload was successful. Click the OK button.

ﬂ

! Upload successfult

Message Box
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15. To upload an existing text document and send the message in text format, click the

Text tab.
Email Content [«
Cun(en(l

Content Namespace Content key Default Language

[Pxp |MainBuik English v

Content Sections add | Hide Detail | @

= |Language: English
English b HrvL@Crext |
Languag Email Sufject

English ~ | |Daily Communication frarm @SCHOOLDISTRICTE

Attach Text Document

W¥hen defining the part of the document being uploaded to include in an emailing, make sure to
surround the section to use with:

HBEGIN!T. HEND!
For repeated sections use
IIREPEAT_BEGINII ... IREPEAT_ENDII

Email Content Screen, Detail View, Text Tab

16. Click the Attach Text Document button. The document must be in text format, and

to indicate the beginning and ending of the message the tags !'BEGIN!! and 'END!!
must be added. To add a section that repeats such as a table of attendance

information, mark the beginning and ending of that section with 'REPEAT_BEGIN!!
And 'REPEAT_END!!

17. In the Text Document window, click the Browse... button to locate the document,
and then select the document.

Text Document

steps To Upload Image:

1) Click Browse and select the file you wish to upload
2} Click Upload

| Browse... |
Upload |

Text Document Upload
18. Click the Upload button.

19. When the document has been successfully uploaded, a message box opens stating
that the upload was successful. Click the OK button.

xq

! _ Upload successfull

Message Box
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To edit the message directly in the built-in HTML Editor:
1. Click the HTML tab.
Email Content [«
Contentl
Content Mamespace Content Key Default Language
PP htainBulk English v
Content Sections Add [ Hide Detall [ @
[Cine| = |Language: English
English )
ane Ermail Subject
English * | |Daily Communication from @SCHOOLDISTRICT@

Ei

when defining the part of the document being uploaded to include in an emailing, make sure to
surround the section to use with:

HBEGIM!I.. NEND!!

For repeated sections use:

HREFEAT_BEGIN!! ... IREPEA ke

Attach HTML Docurment
Email Content, Editing

2. Click the Edit HTML Content button.

Savel Cancel |

B I U = X, x =

Edit HTML content for PXP.MainBulk

Bl source [0 B of By @@ W @ HE e BE O

»”

E B&F

w AT @ R

1
1

Daily email from @S CHOOLDISTRICT@ PXF about your student(s):
IIREPEAT_BEGIT! IREFEAT _ENDII

Thank vou for participating in the success of your student(s)!

Editing HTML Content

To edit the message in HTML code, click the Source button. When editing in HTML,

Is What You Get) style of editing, click the Source button again.

5. Editing tools are:

o LI New Page — deletes the existing message

e = Preview — opens the message in a new window

. & B E Cut, Copy & Paste — cuts, copies, or pastes the selected text
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% Paste as Plain Text — this pastes the text as plain text with no formatting.
This is helpful when copying from other programs which may have hidden HTML
formatting, such as other web pages or Microsoft Outlook.

o 1 paste From Word - this cleans up text that has been copied from a
Microsoft Word document before pasting it into the message. Word in particular
adds a lot of hidden HTML formatting to its text.

. Undo and Redo — undo the last action, or redo the last action

o H % Find and Replace — find and/or replace the specified text in the
message

o [Z] select All - select the entire message

e & Clear Format — clear all formatting for the selected text
o [ Table - insert a table

e = Horizonal Line — insert a horizontal line

e O insert Special Character — insert a special character such as a copyright
mark or currency symbol

o« B I U == pBgq, Italic, Underline, or Strikethrough — format the selected
text as bold, italic, underline, or strikethrough

o X X2 Subscript or Superscript — format selected text as subscript or
superscript

o =S Numbering or Bulleting — format the selected paragraphs as numbers
or bullets

. = Indent, Outdent or Blockquote — indent or outdent the selected
paragraph. Blockquote indents the paragraph on both sides.

. Left, Center, Right, or Justify — format the selected paragraphs
as left, center, right or justified text.

. & Insert or Remove Hyperlink — insert or remove a website link

o ¥ Anchor —insert a link to a place inside the message

. “ Text Style — select a built-in format for the selected text

Mormalt. 71 paragraph Style — select a built-in format for the selected

paragraph
o " Font - select a font for the selected text

. " Size — select the size for the selected text
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e =7 Text Color — select a color for the selected text

« A- Background Color — select a background color for the selected text,
similar to highlighting

. Maximize — maximize the editing window
. [ Show Blocks — show the formatting divisions withint the message

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

To add messages in additional languages:
1. Click the Add button in the Content Sections grid.

Email Content («
| Content |
Content Namespace Content Key Default Language
|PxP |MainBulk English v
Content Sections Add how Detall | (Y
% 2
I English
I Spanish

Adding Additional Languages

2. Select a different language, and follow the steps to create a custom message in the
new language.

SAMPLE EMAIL CONTENT

Below is a table listing sample messages. You can use them by saving them to a text file
and uploading them as HTML.

Content Key Subject Message

MainBulk Daily Communication from | <p><style type="text/css">.{font-family: arial}</style></p>
@SCHOOLDISTRICT@ <div>

<div style="background-color: #add8e6">

Daily email from @SCHOOLDISTRICT@ PXP about your
student(s):</div>

IIREPEAT_BEGIN!! 'REPEAT_END!! <br />

<br />

Thank you for participating in the success of your
student(s)!</div>

Mainlmmediate | Notification <p><style type="text/css">.{font-family: arial}</style></p>
<div>

<div style="background-color: #add8e6">

Notification from @SCHOOLDISTRICT@ about your
student(s):</div>

IIREPEAT_BEGIN!! 'REPEAT_END!! <br />

Thank you for participating in the success of your
student(s).</div>
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EMAIL VARIABLES

Variables that can be used within email subjects or message bodies to be filled in with data
from Synergy SIS are:

Variable Description

@SCHOOLDISTRICT@ The name of the district

@STUDENTNAME@ The student’s first and last name

@SCHOOL@ The name of the school where the student attends
@ABS@ ;—Heenacjgsnilcg br:::ggsfor either daily or period
@PERIOD@ The period number

@ABS1@, @ABS2@ The absence reasons for AM and PM attendance
@ADDDROP@ Either Add or Drop for the section
@COURSEIDANDTITLE@ The course ID and course title

@TEACHER@ The teacher’s name of the section

@ROOM@ The room name of the section

@TERM@ The term name in which the section is taught
@TIMEOFEVENT@ The time of a discipline incident
@REFERREDEYG O S
@DESCRIPTION@ C\igfscnptmn of either a discipline incident or a nurse’s
@REPORTPERIOD@ The grading period

@TIMEIN@, @TIMEOUT@ The time in and time out for a nurse’s visit
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Chapter Nine

System Administrator Guide

Chapter Nine:
OTHER SETUP

This chapter covers:

>

vVvyyvyvyywyy

How to define frequency units, labels, and page sizes
How to modify lookup tables

How to set up a mail merge

How to set up SIF

How to define tasks

How to configure automatic translations

How to view your software updates
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System-wide options, not specific to any organization, are:

Frequency Unit — units of time used in various screens. For example, the definition
of a quarter needs to be defined.

Label Detail — labels that can be printed from Synergy SIS. Instead of each user
tweaking the setup to print labels correctly, the labels can be set up for use across
the system.

Lookup Table Definition — defines the values used in the lists available throughout
Synergy SIS.

Mail Merge Definition and Mail Merge District Definition — letters that can be
merged with the data in Synergy SIS to produce custom letters for each student or
parent.

Page Size Detail — paper sizes that can be printed from Synergy SIS.

SIF (Schools Interoperability Framework) — data that can be extracted and
exchanged with other software systems.

Task Definition — processes that can be scheduled to run daily to produce a list of
tasks for each user on the Synergy SIS home page.

FREQUENCY UNIT

The Frequency Unit definitions are time definitions that can be used for calculations in
various screens such as the Immunization Definition screen. They specify what a
particular description of a period of time actually means. For example, it can define
quarterly as a 3-month period. To create a frequency unit:

1.

Go to Synergy SIS > System > Setup > Frequency Unit.
':{() ':C:D E::>:>) .;':;: ‘ Find | Unda ‘ dd ‘ Dielete |
Frequency Unit

| Frequency Unit |
Basic Time Unit Multiphy Factor Description
Sl !

Frequency Unit Screen

2. Click the Add button at the top of the screen. The new Frequency Unit screen

opens.
Save Close
Frequency Unit («

_ Frequency Unit l
Basic Time Lnit Multiply Factor Description

b

Adding a New Frequency Unit

3. Select the time unit to be used in the calculation from the Basic Time Unit list.
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4. In the Multiply Factor box, enter a number to indicate how many of the basic time

units define the new unit. For example, a Basic Time Unit of Week and a Multiply

Factor of 2 define a two-week period.

5. Enter a description of the frequency unit to be used in the other screens in the

Description box.
6. Click the Save button at the top of the screen.

Frequency Unit

| Frequency Unit |

Basic Time Uit kultiply Factor Description

Day w |1 |per day

Completed Frequency Unit

To delete a frequency unit:
1. Find the frequency unit using either the Scroll buttons or Find mode.

[ =TaH I\@ I.FD '\}D

_-..z’_:}:l
*
Ly &

Find | Undo ‘ Add ‘ Delete|

Frequency Unit

| Fregquency Unit |

Basic Time Unit Multiphy Factor Description

| !

Finding a Frequency Unit
2. Click the Delete button at the top of the screen.

CIeJC)

— -
2l | Save Undo Add Delete Form Status: Ready (Update Mode) | @ Em o

Frequency Unit

| Frequency Unit |

Basic Time Unit hMultiphy Factor Description
Week v |2 |every twen weeks

Deleting a Frequency Unit
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LABEL DETAIL

The Label Detail screen defines the size of labels that can be used for printing in many
screens, such as the reports or the default grading labels for the district.

District Setup

District Setup

Options  Systern  Grade Setup | TeacherVUE | Labels| Auto-Sequence  Reports  Waivers | Mabile Apps

Grading Lahels (&
Default Grading Label
Avery 9160 Mailing Labels 1"x2 5/8" by

Default Grading Label

To define a new label:
1. Go to Synergy SIS > System > Setup > Label Detail.

| I:(:() ':C:D ':::):)) :i:' | Find | Unida | faed | Delste | | Farm Status: Find | @ % Q
Label Detail («

Code; Description;

_ Label Dimensiunsl Options
Code Description

Side margins
W——Harizontal pitch——

Top margin

T " NulLber
o idth
\u'ertlcaIJ,pltch Height down

r o l

————Number across———————————*

Tap Margin {in.) | Latel Height (in.)l
Side Margin {in.) | Latel wWidth (in.) |
wertical Pitch (in.) | Mumber Across |
Horizontal Pitch (in.)| Mumber Down |

v

Page Size

Page Orientation 4

Row Height defines height of value fields for a given row.
If blank the system calculates the height automatically.
The Row Spacing is the defined height of blank space
between two rows. If blank row controls align top and
bottorm.

Row Height]
Row Space|

Label Detail Screen

2. Click the Add button at the top of the screen. The new Label Detail screen opens in
a new window.
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3. The fields highlighted in green are mandatory.

Save Clase

Label Detail
_ Lahel Dimensions |
Code Description
Side margins
Top margin | #—Horizontal pitch———
T " i | Mumber
L wiidth
\-'ertlcaIJ,mt-:h Heil HE down
i AL l
——Mumber across————*
Top Margin {in.) Latel Height (in.)
Side Margin (in.) Label Width (in.)
Yertical Pitch (in) Mumber Across
Horizontal Pitch (in.) Humber Do
Page Size v
FPage Orientation -

Row Height defines height of walue fields for a given rov. I Blank the system calculates the height
autornatically. The Row Spacing is the defined height of blank space between two rows. If blank
rowy controls align top and bottarn.

R ow Heightl
R ow Spacel
Adding a New Label

4. Enter a Code for the label such as AV5160, and enter a Description for the label
that will be used in the lists in the other screens. A good description may include the
manufacturer and product code of the label maker, along with the size of the label.
For example, Avery 5160 Mailing Labels 1” x 2 5/8” would describe the Avery
company’s 5160 labels. It may also be helpful to include the number of labels on a

page.
5. Enter the space between the top of the first row of labels and the top of the page in

inches in the Top Margin box. Enter the space between the left side of the first
column of labels and the left side of the page in inches in the Side Margin box.

6. Enter the size of each label from top to bottom in inches in the Label Height box.
Enter the size of each label from side to side in inches in the Label Width box.

7. Enter the distance between the top of the first row of labels and the top of the
second row of labels in inches in the Vertical Pitch box. Enter the distance between
the left edge of the first column of labels and the left edge of the second column of
labels in inches in the Horizontal Pitch box.

8. Enter the number of labels in each row in the Number Across box, and the number
of labels in each column in the Number Down box.
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9. Select the Page Size of each sheet of labels from the list. The available page sizes
are defined in the Page Size Detail screen explained later in this chapter. Select the
printed orientation of each page, either Landscape or Portrait, from the Page
Orientation list.

10. The Row Height and Row Space are optional. The Row Height indicates how high
the text is in each row of information on each label, regardless of font size. If the font
is larger than the height allotted, it will be cut off. The Row Space indicates how
much blank space there is between each row of text on each label. If these are left
blank, the system calculates these values automatically based on the size of the
label.

11. Click the Save button at the top of the screen to save the new label definition.

Label Detall

Code: AY5160 Description: Aveny 5160 Mailing Labels 1"%x2 5/8"

| Label Dimensiuns| Cptions

Code Description
IAV51EEI IAVEI"-_-,-’ 8160 Mailing Lakbels 1"«2 5/3"
Side margins
Top margin | p—-Horizontal pitch———-
T [ idth [ Mumber
'u'ertiu:allpitch Hei‘?ht down
i T J

——Mumber across *

Top Margin {in.) 0.50 Label Height (in.j|1 00
Side Margin (in)  [018 Label width (in) [2.63
vertical Pitch (in) [100 number Across |3
Horizontal Fitch (in.jlr FMumber Down 10

Fage size 8.59:11 Letter

il

Page Orientation Portrait b

Row Height defines height of value fields for a given row.
If hlank the system calculates the height automatically.
The Row Spacing is the defined height of blank space
between two rows. If blank row controls align top and
bottorn.

Row Height]
R o Spacel

Completed Label Detail Screen
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12. Once the label has been saved, additional options may be specified by clicking on
the Options tab.

Label Detail

Code; AY5160  Description: Avery 5160 Mailing Labels 1x2 58"

Label Dimensions Optionsl

Code Description
|AV51ED |A\fery 5160 Mailing Labels 1"x2 5/8"
Scale Fields Font Size (in pts)

r

Sealing fields will acjust field placement and size according to the space defined by the Label Heioht and Label Widih.
Label Detail Screen, Options Tab

13. To adjust the size of the font used for the information on the label automatically
based on the label height and width, check the Scale Fields box.

14. To set the size of the information on the label to a specific size, enter the Font Size
in points.

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

To edit an existing label definition:

1. Find the label to edit using either the Scroll buttons or Find mode.

| '(:() 'C:D I)})| ‘:‘j:r' | ] | Uirdly | 2 | e | | Form Status: Find | @ % Q
Label Detail («

Code: Description:

. Label Dimensionsl Options
Code Description

Finding a Label Definition

2. To edit the Code or the Description, click on the Menu button at the top of the
screen and select Edit Label Data.

dit Labe| Dats &|
Wiew adit Detail For Label Detail|

Menu Options

3. The fields turn white and can be edited by clicking in them.
[cle)e
Label Detail

Code; AY51680 Description; Avery 5160 Mailing Labels 1"%2 5/8"

~7

&5

Save | Undo | Add | Delete ||

| Label Dimensions | Options
Code Description
|A\/51BD |A\rery 5160 Mailing Labels 1"x2 58"

Editing the Code and Description

4. The other fields can also be edited simply by clicking in them and changing the text.
5. To save the changes, click the Save button at the top of the screen.
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To delete a label definition:
1. Find the label to delete using either the Scroll buttons or Find mode.

I ':(:() ':C:D ':):))I :i:r' | Find | Unda | Add | Delete | | Form Status: Find | @ % Q
Label Detail («

Code; Description:

. Label Dimensionsl Options
Code Description

Finding a Label Definition
2. Click the Delete button at the top of the screen.
)| @D | 5| oo | e | s (o))
Label Detail -

Code: AYS160  Description: Avery 5160 Mailing Labels 1"%2 5/8"

| Label Dimensions | Cptions
Code Description
Ana1E0 |A\rery 5160 Mailing Labels 1"x2 5/8"

Deleting a Label Definition

LOOKUP TABLE DEFINITION

Most of the screens in Synergy SIS have lists where the user can select a value. The
values displayed in each of these lists are stored in a lookup table. Each list has its own
lookup table. Some of these lookup tables use hard-coded values that are core to the
programming and cannot be changed. Other lookup tables can be edited to match the
district’s specifications. Lookup tables that cannot be changed are referred to as Product-
Owned tables. The only information that can be added or changed to a product-owned
lookup table is the value that matches the information in the lookup table in Synergy SIS to
the codes used in another student information system. This allows data to be converted
correctly to Synergy SIS.

To edit or examine a lookup table:
1. Go to Synergy SIS > System > Setup > Lookup Table Definition.

iz
Menuv| 53 | Save ‘ Undo ‘ Form Status: Ready (Lpdate Mode) ‘ =2 E@ o

Lookup Table Definition [«

Lookup Table Maintenance ("]
b K12

P K12.Addressinfo

P K12.Attendancelnfo

b K12AZSAIS

b K12.0A

P K12.CACALFADS

P K12.CACBEDS

P Ki12.conferencelnfo

P K12 CourseHistoryinfo
P K12.Courselnfo

P 12 Demographicinfa
P K12 Demographics

P K12 Discipling

Lookup Table Definition Screen
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2. Find the table that needs to be changed by clicking nodes under Lookup Table
Maintenance. Most of the tables used in the screens are found under the nodes
that start with K12, followed by a brief description of the type of information.
Information that is used in more than one screen or that is part of the setup of
Synergy SIS generally are found under the Revelation nodes. Tables that are
specific to one client are stored under the nodes that start with Z.

Lookup Table Definition «
Lookup Table Maintenance ("]
b K12

= K12 .Addressinfo
& Street Direction
(=) Street Odd Even
(& Street Type
(& Unit Type

List of Lookup Tables
3. To see the values in the lookup table, click the table name.

Lookup Table Definition &
Lookup Table Maintenance [=]
: Ki2 lName: Street Direction Namespace: K12.Addressinfo  Locked: NJ

K12.SpecialEd ¥AFCPE
B K12 Accommodation DI s (= Rt Rl = ) bz L= 0 e | (0= 018 R R 1 be used from the lookup code and naot evaluate to the State Code
P K12 Accommodation Setup Lookup Values [ ad @
- e
e % & = <% | o < lcos | Cote < [Year [ vear -

&) SHESTUT Even | =

@ Street Type u 0 E East b b

@) Ui g o N North v v
P K12 Attendancelnfo
b K12AZSAIS I ] NE Mortheast v v
b KizoA I ] MWy Morthwest v v
E K12.CA CALPADS u 0 5 South 2 7

Lookup Table

4. The values in the lookup table appear in the right-side of the screen. The Name of
the table is listed at the top, and the Namespace lists the business object to which
the table belongs. If the table is locked for editing, it is also indicated at the top of
the table in the Locked value.

5. Click the Add button to add a new code, or click in the box in the X column to delete
a code. If the table is product-owned and cannot be changed, a note appears at the
top of the lookup table.

Lookup Table Definition [
Lookup Table Mai [#]
b K1z Namne: Street Odd EVen Mamespace: KiZ.Addressinfo Product Owned

P K12.SpecialEd.vAFCPS

B K12 Accommadation [~ Use Code as the State Code - all values reported o state will be used from the Iookup code and not ey

P K12Accommadation Setup Product Owned loakups can he viewed but not updated, except the Other SIS column. The Other SIS

- 112 Addressinfo column is used for data importing. MOTE: The Other SIS column for Product Owned lockups is
© Strest Direction cleared after a new installatien.

(=) | Street Odd Even Lookup Values Q

PN PN PN 2 2 2 PN
(=) Street Type | | ‘ v‘ v| v‘

& Unit Type = —
P K12 Attendanceinfo 0 E O\ﬁyﬂ reet Numbers
Mt 0 o Qdd Street Numbers

b K12.CA

Only

Product-Owned Lookup Table

Note — The only value that can be entered for a product-owned
lookup table is the Other SIS. This is the code used in the previous
student information system for the lookup table value. The Other SIS
column for all product-owned lookup tables is cleared each time
Synergy SIS is installed.
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6. The order in which the values are displayed can be set by entering the order
number in the ListOrder column. If the numbers in the ListOrder field are the same
or are all blank, the Code is used to sort the list, and then the Description.

7. Enter an abbreviation for the lookup table value in the Code column. This value
must be unique, but it is only used internally to link the tables in the database and is
not displayed. It can be the same as the code used by the state but it can also be
the district’s own coding structure.

8. Enter the description of the code in the Description column.

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

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

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

12. The Alt Code 3 is used to denote a code as having a special value, or used to
indicate an additional code for data integration with another system.

13. The code used in the SIF (Schools Interoperability Framework) schema for this
value should be entered in the Alt Code SIF.

14. The checkbox at the top of the table Use Code as the State Code is generally not
used. By default, the code in the Code column is used for the state transactions,
unless there is a code entered in the State Code. If a code is entered in the State
Code column, that code is used.

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

This provides a general overview of the lookup tables. Instructions for the lookup tables
used in each screen can be found in the guide that explains that screen.

To discover the name of any lookup table in a screen, hover the mouse over the list and a
yellow box will pop-up with the name of the table.

SAIS 1D Birth Date

. 15 107 (200 - GTRTMG\
Btk z-student-—statestudentMumbe

Name of the Table Pop-Up

This functionality is referred to as showing the business object (field/lookup table name) on
hover. This functionality needs to be enabled for each user through the Security Settings
tab on the User screen. Check the box labeled Show BO On Mouseover. For more about
editing the User screen, see the chapter on Staff and Users in this guide.
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MAIL MERGE DEFINITION AND MAIL MERGE DISTRICT
DEFINITION

Note — This section describes the original mail merge functionality in
Synergy SIS, now known as Mail Merge 1.0. Information about Mail
Merge 2.0 is in a separate guide.

Setting up a mail merge consists of two steps. The first step is creating the letter or form in
Microsoft Word, and the second step is adding the document to Synergy SIS and defining it
as a mail merge document.

To create the letter or form, start a new document in any version of Microsoft Word. Write
the letter, and then add the fields to be used when merging the letter with the information
from the student’s record. The field names need to be entered in the following format:

<<FieldName>>

o

I'l

May-12, 2009

I'I

Tone-params- af- «TIrEamae. «Las™ama

cAddressey]

oIty StataTipoadas]

I'l

RE: Discipine inckdant, - «Descripins,  GCCUTING 0N wncldemiass- al-

ncdamTimesT]

I'I

Daar Paran{s)Guardan(z)

I'l

Afr imeastig 3ing -2 Inckian, - | nave-dackisd- 10 rasamaeand- - he- Saard-of-
Bducaian- Ial- £~ IrsT™ ames- -shaulkd-be-ipaiiad- inam-he- Baupaint- Sohoal -
miswicL

I'l

The-sudant: T-H':.'-L'E-'—'.‘ﬂ"ﬁ!"ﬂ‘.":l- L’:.'-}J.I'IE-E.--H.'H- 'ra:.'-iaatf,.‘.--:-a ‘alingssas -

Sample Mail Merg?e Letter

Common field names to use are: FirstName, LastName, Address, and CityStateZipCode.
To discover the field name for any field in a screen, pause the pointer over a field. A yellow
box appears with the name of the field.

SAIS D Birth Date
 FABD: .
Bt z-Studend sk atestudentMumbe
Name of the Field

This functionality is referred to as showing the business object (field name) on hover. This
functionality needs to be enabled for each user through the Security Settings tab on the
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User screen. Check the box labeled Show BO On Mouseover. For more about editing the

User screen, see the chapter on Staff and Users in this guide.

Once the letter or form has been created, it needs to be added to Synergy SIS as a mail
merge document. This is done using either the Mail Merge Definition screen to define a
letter for a specific school, or the Mail Merge District Definition screen to set up the letter for
the entire district. Both screens work exactly the same, so the following instructions can be

used with either screen. To add the document to Synergy SIS:

1. Go to Synergy SIS > System > Setup > Mail Merge Definition. Be sure the focus

is set to the correct school when not setting the district definition.

| |<:<) IQ) .») | ;‘;: | Find | Undo | Add | |

Status: Find | 2 Rq ﬁ@

Mail Merge Definition («
Name: Type: Defautt Language:
|'D ts |
Name Type Default Language Report Name 4 Mail Merge Version
b w w
Mail Merge Documents [ A @

[ Line| 2l gl | gl

Merge 2.0 Advanced Settings

Mail Merge XPath

Mail Merge Definition Screen

2. Click the Add button at the top of the screen. The new Mail Merge Definition

screen opens.

3. Inthe Name box, enter a description of the mail merge for display in other screens.

Close

Mail Merge Definition

Marne
Transcript Letter

Type
General

Default Language Repart Mame 4=
“ | [Englizh b

New Mail Merge Definition Screen

4. Select the Type of mail merge from the list. The district can define the categories to

be available for the Type list by modifying the lookup table

Revelation.MailMerge.MergeType as outlined in the Lookup Table Definition

section of this chapter.

Mame: Merge Type namespace: Revelation.MailMerge Locked: H

[~ Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State g

Lookup Values

Merge Type Lookup Table

[ ad |@
. |
l i] i General -
I 0 1 Labels

5. Select the Default Language from the list to be used when no other language is

selected when printing the mail merge.

6. To associate the mail merge with a specific report, click the gray arrow next to

Report Name. The Find: ReportDef screen appears.
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Note — Associating a mail merge document with a report allows the
mail merge to print at the same time as the report so that the
information in the mail merge document matches the information in
the report. For example, the mail merge document could be a cover
letter sent home to parents accompanied by a report card or
disciplinary profile. Once the definition has been created and
associated with the report, the mail merge definition can be selected
on the Sort/Output tab of the Report Interface for that report. There
are also special mail merges that can be created for Disciplinary
Action Forms and Attendance Letters. For more information about
these special mail merges, see the Synergy SIS — Discipline &
Conference Administrator Guide and the Synergy SIS — Attendance

Administrator Guide.
Report Interface

Name: Student Transcript number STU204  Page Oriertation: Portrait

f«

Student Transeript | Sort/ Output |_Conditions | Selection  Advanced
Qutput
File Type
POF

©)

Label Options =
Displzy "Confidential"
v

Prarmpt for download
r

StudentTranscriptStudentFB Mandatory Sort Properties:

[None ]

v

StudentTranscriptStudentFB i Q)|

7 [ tine] I
Additional Report to Run

Mail Merge Options
verge Dacument
Transcript Letter

Merge OutpLt Type Merge Language Praperty
v|[FoF
"The Merge Language Praperty 15 Used 10 determing which Version of the dacument (defined in Mail Merge setup) wil be created. I there is no
corresponding document for the given Ianguage (ar this field is Ieft hiank) the defaul letter is used

Report Interface Screen

v v

7. Tofind a report, enter all or part of the Namespace of the report such
K12.Discipline, part of the Name of the report, or part of the report Number. Once

the criteria are entered, click the Find button.

‘ Find Clase Select Clear Selection
Find: ReportDef
Find Criteria (o]
Mamespace Narme
[k12.co
Nurnber
Search Resultsl
Find Result 2]
Find ReportDef Screen
8. In the Find Result grid, click the report, and click the Select button at the top of the
screen.
Find | Clo select |J) Clear Selection
Find: ReportDef
Find Criteria @
Namespace Mame
(K120
Nurmber
Search Results |
Find Result Q
|
K12 .Conferencelnfo.Reports Conference Summary CNF&d1
K12 .CourseHistoryinfo Reports Course History Labels With GPA CHs801
K12 CourseHistaryinfo Reports RepeatCourse CHS403
K12 CourseHistoryinfo Reports Student Transcript 5TU204
K12 .Courselnfo.Reports Course By School CRS601
K12 Courseinfo.Reports Course Catalog CRS201
K12 Courselnfo.Reports Course List CRS401

Selecting a Report
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9. In the Mail Merge Version list, click 1.0.
10. Click the Save button at the top of the screen.

Save Close
(WajMerge Definition «

Marme Type Default Language Report Name 4=
Transcript Letter General  v|[English v | |3TU204 - Student Transcript|

Saving the Mail Merge Definition

11. To attach the mail merge Word document, click the Add button in the Mail Merge
Documents section. The Attach document box opens.

Mail Merge Definition («
MName: Transcript Letter Type General Default Language: English
| Doc |
Name TypE Default Language Report Mame 4=
ITranscript Letter General ~  English v |5TU204 - Student Transcript|
Mail Merge Documents Add ]
[ Line| gl gl | gl ]

Adding a Mail Merge Document
12. Click the Browse button to locate and select the Word document.

Attach document

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

| Browse... |
Upload |

Attach Document Box

13. Click the Upload button to upload the document to Synergy SIS. A message
indicates the successful upload.

14. Click the OK button.

x

! . Upload successful!

Upload Successful
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15. In the new line in the Mail Merge Documents section, select the Language in
which the document is written.

Mail Merge Definition «
Mame: Transcript Letter Type: General Default Languace: English
D ts |
Mame Type Default Language Report Name 4=
ITranscnpt Letter General « English v |8TU204 - Student Transcript]
Mail Merge Documents [ Add |Q
B 3 | 3] |
I v ‘ﬂ 06/20/2011 14:31:00 User, Admin+
Mail Merge Definition Screen, Adding a Document
16. If desired, enter a Revision number for the document.
17. Click the Save button at the top of the screen.
Mail Merge Definition («
Mame: Transcript Lettér Type: General Cefautt Lanouage: English
| D ts |
NEE Type Default Language Repart Name 4
[Transcript Letter General v |English v |3TU204 - Student Transcript|
Mail Merge Documents | Add | >
x gl gl | = |
l English - 1.0 |.§Eﬂ 06/20/2011 14:31:00 User, Admin 4=

Mail Merge Definition Screen, Finishing the Definition

Multiple documents can be added to each definition in different languages. Only one
document should be added for each language. At the time the mail merge is printed, the
document in the language of the student’s home language or primary language is printed. If

a document is not available in the student’s home language, the document for the default
language is printed.

Mail Merge Definition («
MName: Absence Letter 1 Type: General Defautt Language: English

| Documents |

Marme Type Default Language Report Mame 4=

IAbsence Letter 1 General ~ English ~ |EXTB01 - Letter Extract

Mail Merge Documents | Add ‘ QD
X 5 5 | 5 |
I English he |&Eﬂ 03/25/2008 08:32:00 Wilson, Rob+=
I Spanish v |.Hzﬂ 03/25/2008 08:33:00 Wilson, Rob4
[ Greek v |&zﬂ 03/25/2008 05:32:00 Wyilson, Rob e
I Laotian he |&Eﬂ 03/25/2008 08:32:00 Wilson, Rob+=
I Mandarin v |.Hzﬂ 03/25/2008 08:32:00 Wilson, Rob

Multiple Languages Available for a Mail Merge Definition
To edit a Mail Merge definition:

1. Find the definition to edit using either the Scroll buttons or Find mode.

I@ CD @ ,"‘i:.| Find | Undo | add | | Status: Find | 2 %ﬁ@
Mail Merge Definition

[«
\
Name: Type: Default Language
D ts
MName Type Default Language Report Name 4 Mail Merge Version
- - -

Finding a Mail Merge Definition
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2. To edit the top row of information (the Name, Type, Default Language, or Report
Name), click the Menu button at the top of the screen and select Edit MailMerge

Data.

MernL - | l:<—<) I:C_D L:% | Ti‘.’:} | Save | Unida | Add | Delete |
dit Mailerge Datg__l
iew Audit Detail For Mail Merge Definition

Mame: Transcript Letter Type: General Default Langusge: English
Menu, Edit MailMerge Data Option

Mail Merge Definition

MName: Absence Letter 1 Type: General Default Language: English

Documents |

Name Type Default Language Report Name 4 Mail Merge Version
Absence Letter 1 General + | [English w | |[EXT801 - | efter Extract v

Editing the Definition

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

To delete the entire Mail Merge Definition:
1. Delete all attached documents.
2. Click the Delete button at the top of the screen.

Mail Merge Definition

—
poc] @@ [ = | v ]l aante

Name: Absence Letter 1 Type: General

Default Languags: English

| D
Name

Absence Letter 1

General

Default Language Report Name 4= Mail Merge Version

v | |[EXT801 - Letter Exiract v

~ | English

Add

o

Mail Merge Documents
Deleting the Entire Mail Merge Definition

PAGE SIZE DETAIL

When printing reports and other output, users select he size of the paper to be used, such
as Letter, from a list. The page size lists throughout Synergy SIS are populated by Page
Size Detail definitions. To create a new page size to be available:

1. Go to Synergy SIS > System > Setup > Page Size Detail.
| ((9 (CD ()9 .',":‘;_'} Find Unda ‘ Add ’ Delete Farm Status: Find | @ % Lz
Page Size Detalil o [«

Page Code:  Description:

Page Di
Page Code

Description

it (in )

Height {in.}

Page Size Detail Screen

260
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2. Click the Add button at the top of the screen. The new Page Size Detail screen
opens.

Save Close
Page Size Detail

_ Page Di i |
Page Code Description

Width (in_)

Height (in.)

New Page Size Detail Screen

3. Enter a code for the page size definition in the Page Code box. This code appears
in many lists, so it should be a code that makes the page size easily recognizable.

Enter a longer description of the definition in the Description box.
Enter the Width and Height of the page in inches.
6. Click the Save button at the top of the screen to save the definition.

To edit an existing page size definition:
1. Find the label to edit using either the Scroll buttons or Find mode.

e, I«) @ >>)| 5| L | o || add | ook | Form Status:Find | 2 G
Page Size Detail («

Page Code:  Description:

Page Di i |
Page Code Description

\Widlth (in )

Height {in )

Finding a Page Size Definition

2. To edit the Page Code or the Description, click on the Menu button and select Edit
PageSize Data.

Menu I:f« l:fq [’.}} :: :':I 3¢
dit PageSize Data
iew Audit Detail For Page Size Detail|
Page Size Detail, Menu Options
To edit the Width and Height, Edit PageSize Data is not required.

3. Click the Save button at the top of the screen.
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To delete a page size definition:

1.

Find the page size to delete using the Scroll buttons or Find mode.

Mer = I\@ @ \ﬂ 5| L | o || add | ook | Form Status:Find | 2 G
Page Size Detail [«

Page Code:  Description:

Page Di i |
Page Code Description

Widlth (in )
Height {in )

Finding a Page Size Definition

2. Click the Delete button at the top of the screen.

—
| (@ (CD \9 é’} | Save | Unidao | &dd < Delete ?
Page Size Detalil

Page Code: Letter Description: Letter (8.5 x 11)

| Page Dimensions |
Page Code Description
ILetter ILetter Boxll)
Wyidth (in.)

IB.SD

Height (in.}

|11.DD

Deleting a Label Definition
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SIF (SCHOOLS INTEROPERABILITY FRAMEWORK)

SIF stands for Schools Interoperability Framework, which is a standard established for data
exchanges between software systems for schools. Synergy SIS supports the SIF standard,
and can import data in SIF format. The Synergy SIS SIF Agent must be purchased
separately.

SIF transactions are scheduled through the System Configuration screen. To set up or
adjust the SIF transactions process:
1. Go to Synergy SIS > System > Setup > System Configuration.

2. Click the Options tab, and scroll to the Schools Interoperability Framework (SIF)
section.

System Configuration

System Configuration

Security  Options |_Advanced

|F'age Definitions Q|
|He|p System Q'
|Fee System @|
|hr1ap Options Q|
| ser Session State Management Q|
|System Cache @|
| Fre-Installation Backup of MS30L Server Database Q|

Capture User Pedformance Statistics &)

Schools Interoperahility Framework (S1F)
Schedule the job gueue task to process SIF transactions:

Ermail the following address(es) upon failure
£.0. Useriserver. hel, UserZihseners. com

Hours to Fecur I Submit Job

System Configuration Screen, Options Tab

3. Inthe box provided, enter the email addresses of staff to be notified if the SIF
process has an error. Separate addresses with commas.

Enter the number of hours between SIF processes in the Hours to Recur box.
Click the Save button at the top of the screen.
Click the Submit Job button to schedule the SIF process.
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The list of SIF transactions that has been processed can be seen in the SIF Transaction
History screen. To view the previous SIF transactions:

1.

Go to Synergy SIS > System > SIF > SIF Transaction History.

|:<_<) |C_D |j:>_>) | é: ‘ Find | Undao | Add ‘ Delete | Form Status: Fine | ol % E
SIF Transaction History («
SIF Chject  Processing Start Tme:  Pracessing Finish Time:
SIF Transactions |
SIF ODJECt Time Received Prncessmg Start Time
Transaction Data (]
Transaction XML G
El
|
Transaction Status (@]
PT’DEESSIng Finish Time State
v
Errar Result &
|
i

SIF Transaction History Screen
To find a transaction, use the Scroll buttons or Find mode.

The SIF Object is the type of information included in the transaction, such as
StudentGrade or SectionInfo. For the possible list of objects, see the official SIF
website at http://www.sifinfo.org.

The time the data was received from the other software system is listed in the Time
Received box, and the time at which Synergy SIS began processing the data is
listed in the Processing Start Time box.

The data that was imported into Synergy SIS is shown in the SIF XML schema
format in the Transaction XML box.

The time the SIF transactions finished processing is shown in the Processing
Finish Time box.

The current status of the transactions process is listed in the State list. If the job is
Complete, it finished with no errors. If it shows Error, it finished with errors. The
errors will be listed in the Error Result box.

If the state is In Progress, the job is still running. If the process shows Skipped, Not
Handled, the process was either manually cancelled or some other system error
caused the job not to process. Waiting mean the process has not started yet.

264
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TASK DEFINITION

Tasks in Synergy SIS provide “to-do” lists on the home page. For example, a task may
remind a school nurse when to administer medication to a student.

Lock | Sign Out | Support | Help

Good afternoon, Admin User

Show Dismissed Messages

Announcements

Health

A 11/01/2010 12:00 AM Abbott, Billy C
~03/16/2011 1.00 P q Abbott, Billy C Medication
S05/16/2011 1:00 P q Abbott, Billy © Medication

Tasks Displayed on the Synergy SIS Home Page

Examples of tasks that can be displayed:

e Follow-ups to student health incidents as defined by the End Date of the Accident
Detail tab of the Nurse’s Log tab on the Health screen

e Follow-ups to student conferences as defined by the Follow-Up Date in the
Student Conference screen

¢ Follow-ups to student discipline incidents as defined by the Follow-Up Date in the
Student Incident screen

¢ Medication and procedures as scheduled on the Medications tab of the Health
screen

e Updates to student information submitted by parents through the ParentVUE portal
to be reviewed in the Review PVUE Updates screen

e Updates to a student’s change of address caused by changing the address of a
sibling at another school.
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The tasks are generated once each day by a process run through the Job Queue on the
process server. The task process can also be run manually. To turn on the task process
and schedule when the process runs:

1. Go to Synergy SIS > System > Setup > Task Definition.

Task Definition

Task Process
Task Execution Time
4:00 PM Run Task Process Immediately

Options

Generate Task For Entire Day

If Generate Task For Entire Day is selected then the task list will be built for the entire day. This is
applicable only if the user clicks Run Task Process Immediately.

| Task Definition |
Task Definition [«

- A ;
- - ©ESR District Registered Electronic Student Record Manual

<]

— — [%] @ Dstrict Registered

Electronic Student Record Automatic

<

- .
r r @ ncoming Request Electronic Student Record  |Automatic

<

il
r I Q@ ESR Student Respinas Electronic Student Record Automatic

<

— — OStudent Repsanse

Electronic Student Record Automatic

&

— — QFamin Changes

<

Family Changes Manual

B -
_ - %] @ Health Health

Manual

<]

Task Definition Screen

2. Inthe Task Execution Time field, enter in HH:MM AM/PM format the time when
tasks that are enabled and executed automatically should be run.

To enable a task generation process, check the box in the Enabled column.

To generate email when the process starts and ends, check the boxes in the On
Start and On Complete columns.

5. In the Description column, enter a description to appear in the list of tasks available
to the user in the User Profile screen, on the POV tab.

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

If you are running the task process manually and want to build tasks for the entire
day, check the Generate Task For Entire Day box.

8. To run the tasks outside of the scheduled time, click the Run Task Process
Immediately button.
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Once tasks have been enabled, they need to be added to the users’ home pages by a
system administrator or the users themselves. The tasks can be turned on at the user
group level or at the user level. To turn on tasks for a user group:

1. Go to Synergy SIS > System > User > User Groups, and click the POV tab.
User Groups [«

User Group Name: Admin Hope High

Members = Organizations | Navigation Menu = Options = Security Settings | POV |

User Group Name Name of user group in LDAP (if synching with LDAP)
|Admin Hope High [

Task Setup )
Show Task List
Yes v

Task Module

v Electronic Student Record
v Family Changes

¥ Health

~ Incident Discipline

~ Incident Referral

™ PVUE Update

I Request for Assistance

I Routing - Transportation
I School Workflow

I Student

I™ Student Workflow

I~ Teacher - Transportation
I Transport - Transportation

User Groups Screen, POV Tab

2. Todisplay the task list on the home page of all users in the group, select Yes in the
Show Task List list.

Check the box for each Task Module to be displayed on the home page.
Click the Save button at the top of the screen.
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To turn on tasks at the user level:

1. Go Synergy SIS > System > User > User, and click the POV tab.
User («

User Name: User, Admin

Demographics = Organizations ~ User Groups ~ Mavigation Menu  Security Settings = Focus | Spell Check | POV |_
Last Name First Name Middle Name Disabled User Type
|User IAdmin u Staff v

|Pn|m of View (POV) Home Page Settings @|

Dashboard Controls Add ” Chooser |@|
Task Setup @
Show Task List

Task Module

I™ Electronic Student Record
™ Family Changes

I Health

I Incident Discipline
v incident Referral

™ PVUE Update

™ Request for Assistance

™ Routing - Transportation
I~ School Workflow

[~ Student

™ Student Workflow

[~ Teacher - Transportation
™ Transport - Transportation

User Screen, POV Tab

2. Todisplay the task list on the home page of the user, select Yes in the Show Task
List list.

3. Check the box for each Task Module to be displayed on the home page.
Click the Save button at the top of the screen.

When tasks are displayed on the home page, they can be recorded by clicking the icon to
the left of the student’s name. The icon is different for each type of task.

l TvuE JE ‘a @M Quick Launch L] Lock | Sign Out | Support | Help

Good afternoon, Admin User

Show Dismissed Messages

Announcements

Line| Urgency |Organization Name |Announcement

Description Action

12:00 A + Health i
2 1:00 PM q |I5bbutt Billy Medication
£\ 05/16/2011 1:00 PM @& oot By Medication

Synergy SIS Home Page, Task List

Clicking the icon opens the primary screen for the task. For example, clicking a Medication
task opens the Medication and Service Monitor screen.
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TRANSLATION

The Translation screen enables you to create machine-translated versions of documents
and other elements in Synergy. These translations do not have the accuracy of those done
by human translators, but you can edit them to improve their quality.

You can translate a report and various data elements that may appear in the report, such

as business objects, values from lookup tables, and common data found in the master
database table.

To translate a report:
1. Go to Synergy SIS > System > Setup > Translation.

2. Inthe Translation Language list, select the desired language to translate into.

Translation

Wt Lookup . Views  Master Data

Translation Language|Serbo-Croatia v

Set the following dropdown and click the Create Default Translation button to create a default
translation in the language you have specified. This translation is accomplished with a computerized
engine and will not have the accuracy of a human translator. The translation will be applied to all tabs
that have filter criteria set.

Translator Engine Language| A Create Default Translation

Translation Conditions Summary

Refresh Condition Status Reports BO Lookup | |View Master Data
Filter Options i
Namespace| w | Name v

["]Apply Report Filters to Business Objects [| Apply Report Filters To LOOKUDPS  Fiter

Reports (]
| | | [Text | [ Lock | |
Translation Screen, Reports Tab
3. Inthe Translator Engine Language list, select from the available languages for
machine translation. It is possible that the language from step 2 is not in this list, and
you must select the nearest approximation.

Translation

| Repoml Business Objects = Lookup = Views = Master Data
Translation Language|Serbo-Croatia v

Set the following dropdown and click the Create Default Translation button to create a default
translation in the language you have specified. This translation is accomplished with a computerized
engine and will not have the accuracy of a human translator. The transiation will be applied to all tabs
that have filter criteria set.

I Translator Engine Language Slovak v I Create Default Translation

Translation Conditions Summary

Refresh Condition Status Reports | |BO Lookup | View | |Master Data
Filter Options (]
Namespace| | Name v

[“]Apply Report Filters to Business Objects [~ Apply Report Filters To Lookups  Fiter

Reports @

Translation Screen, Reports Tab
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4. In the Filter Options section, use the Namespace and Name lists to find the report
to translate.

Filter Options =]
NamespaCE(K‘IZ_SpecwalEd v‘ NaWIElParem Notification Vl

["1Apply Report Filters to Business Objects [ Apply Report Filters To LOOKUDS  Filter

Translation Screen, Filtering

5. To translate business objects that can appear in the selected report, check the
Apply Report Filters to Business Objects box.

6. To translate lookup table values that can appear in the selected report, check the
Apply Report Filters To Lookups box.

7. Click the Filter button. Text items that appear in the report are added to the
Reports grid.

Translation

Reportsl Business Objects = Lookup = Views = Master Data

Translation Language Serbo-Croatia v

Set the following dropdown and click the Create Default Translation button to create a default franslation in the language you have specified. This
translation is accomplished with a computerized engine and will not have the accuracy of a human translator. The translation will be applied to all
tabs that have filter criteria set.

Translator Engine Language{smvak v Create Default Translation
Translation Conditions Summary

Refresh Condition Status Reports | |BO | |Lookup | |View _|Master Data
Filter Options &)
Namespac(:ﬁmZ_Specia\Ed v| NarTle(Parem Motification b

[ Apply Report Filters o Business Objects [_| Apply Report Filters To Lookupsl Filter | I

Reports @
b

2|Repo ectio ontrol Name g anslatio

Prior Written Q

PageHeader IbiTitle Notice

| Transliate
[ | Translate

4[4

PageHeader| IbIRptid PWN-01 ©

Translation Screen, Filtering

8. Click the Create Default Translation button to translate all items, or click a
Translate button to translate a single item.

Translation

Reponsl Business Objects = Lookup = Views = Master Data

Translation Language(Serbo-Croatia v

Set the following dropdown and click the Create Default Translation bution to create a default translation in the language you have specified. This
translation is accomplished with a computerized engine and will not have the accuracy of a human translator. The transiation will be applied to all
tabs that have filter criteria set.

Translator Engine Languagdsmak - I Create Default Translation \I

Translation Conditions Summary

Refresh Condition Status Reports | |BO | |Lookup | |View |Master Data
Filter Options (&
Namespace/K 12 SpecialEd | NamelParent Notification v

[C]Apply Report Filters to Business Objects [ Apply Report Filters To Lookups  Filter

Reports %)

b

Prior Written | @ B
PageHeader|IbITitle Notice _ | || _Translate
PageHeader IbIRptld PWN-01 © : ™ Translate

Translation Screen, Creating a Translation
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9. If the translations do not appear in the Translation column of the Reports grid, click
the Refresh View icon at the top of the page.

Status: Ready I el I% &.@.

10. Edit the translation in the Translation column if necessary.

Refresh View Icon

Prior Written | @ Predchadzajiceho pisomného oznamenia
Nntira

Translation Screen, Editing a Translation

11. Check the Lock box to prevent further editing, and click the Save button at the top
of the screen.

Translation Screen, Locking a Translation

The other tabs on the Translation screen are for translating items that might appear in
reports. The process for translating those items is very similar to the process for the report
text itself. (However, there is rarely a reason to translate text from Synergy screens, using
the Views tab.)

Tip — As you translate, the boxes under Translation Conditions Summary on all
tabs indicate your progress. These boxes are read-only. To refresh the display of
these boxes, click the Refresh Condition Status button.

Translation Conditions Summary

Refresh Condition Status | Reports BO Lookup | View Master Data

Translation Conditions Summary

Copyright© 2013 Edupoint Educational Systems, LLC 271



System Administrator Guide Chapter Nine

Example: Business Objects

You can translate business objects associated with staff credentials. On the Business
Objects tab, enter filters as shown here.

Translation

Reports | Busi Objects| Lookup = Views = Master Data

Translation Languag

Set the following dropdown and click the Create Default Translation button to create a default translation in the language you have specified. This translation is
accomplished with a computerized engine and will not have the accuracy of a human translator. The translation will be applied to all tabs that have filter criteria set.

Translator Engine Languagdeerman b Create Default Translation
Translation Conditions Summary

Refresh Condition Status ‘ Reports [/|BO [ |Lookup [ |View [ |Master Data
Filter Options > =
Namespace K12 Staffinfo Name StaffCredential Property
[ Apply Report Filters to Business Objects  Fiter
Business Objects [~
espace |Name Prope abe! 1o | Translated Labe 0 anslate
K12 Staffinfol StafiCredential ChangelDStamp gt':;r']’ge Dy @ Anderung ID-Stempel | | [ransae
K12 Staffinfo| StaffCredential CredentialType %‘;‘;em'a' OTyp der Anmeldzinformationen S ranshate
Date @ Datum erworben -
K12 Stafiinfo StaffCredential DateEarned Earned _| ™ | _Translate
Document @ Belegnummer -
-1 K12 Staffinfo StaffCredential DocumentNumber Number i = || Translate

Business Objects Translations

Example: Lookup

You can translate the descriptions of states of repair for students’ lockers. These
descriptions are found on the Lookup Table Definition screen, in the namespace:
K12.LockerlInfo, in the lookup table Locker Condition.

= K12.Lockerinfo
@
& Locker Mass Asg Options
(2 Locker Order
(& Locker Type
(& Override Combination
(& Process Type
(& Student Order
(2 Students In Locker

(& Vertical Location
Lookup Tables in the K12.LockerInfo Namespace

Name: Locker Condition HNamespace: K12.Lockerinfo Locked: N

[[JUse Code as the State Code - all values reported to state will be used from the Ic

Lookup Values

Orde Dde [ pio
1 1 MNew
2 2 Good
3 3 Bad
47 4 Unusable

Locker Condition Lookup Table
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On the Lookup tab, enter K12.LockerInfo as the Namespace and Locker_Condition as

the Name, and click the Filter button.

Translation

Reports | Business Objects Lookupl Views = Master Data

Translation Languag

that have filter criteria set.

Translator Engine Language|German b4 Create Default Translation

Translation Conditions Summary

Set the following dropdown and click the Create Default Translation button to create a default translation in the language you have specified. This
translation is accomplished with a computerized engine and will not have the accuracy of a human translator. The translation will be applied to all tabs

Refresh Condition Status | Reports | |BO | |Lookup | |View | |Master Data
@
Namespace K12 Lockerinfo Name Locker_Condition
[ Apply Report Filters To LOOKUPS  Filter |
Lookups %]

[ Line[Namespace  [Name Code [Description| Translated Description [Lock|[Translate

NN

| K12.LockerinfoLOCKER_CONDITION1  |New O Neu 2| || Transiate

“|K12.Lockerinfo LOCKER_CONDITION2  |Good OGute 2| || Transiate

| K12 Lockerinfo LOCKER_CONDITION3  |Bad O Schlecht O (==
@ Unbrauchbar -

K12 Lockerinfo LOCKER_CONDITION| 4 Unusable [~ || Translate

Lookup Translations

Copyright© 2013 Edupoint Educational Systems, LLC

273




System Administrator Guide

Chapter Nine

Example: Master Data

You can translate names and responses of accommodations for special students in

Arizona. On the Master Data tab, enter filters as shown here.

Translation

Reports | Business Objects | Lookup = Views |Master Data |

Translation Languag

tabs that have filter criteria set.

Set the following dropdown and click the Create Default Translation button to create a default translation in the language you have specified. This
translation is accomplished with a computerized engine and will not have the accuracy of a human translator. The translation will be applied to all

Translator Engine Language’German—V| Create Default Translation
Translation Conditions Summary
Refresh Condition Status Reports | |BO [.|Lookup | |View | |Master Data
Filter Options Q@ -
Filter Group Auto Populate v | NamespaceRevelation AutoPopulate v
Name|RevAutoPopuIateResponse V‘ Auto Popu\ale|AZ_|EP.TestAccomm V| L
Property 1 Property 2 Property 3 Property 4 Property 5 i
|Name V||Response V|| V|| w V|

(1 |Name  |abacus © Abakus 21 || Trandate
use of an abacus on math (@ Ein Abakus auf Math Protion nutzen Sie, indem ein Stuent, der blind ist =«

El1  |Response protion by a stuent who is blind .| C M
Alternative Assessments @ Alternative Beurteilungen (Ziele-A) -

|2 (Name o ivs-a) | T M
As defined by the Arizona
Department of Education,
[Student] meets the criteria of
a student with a Significant
Cognitive Impairment and the o
criteria on Form 1 of the Sinne des Arizona Department of Education, erfiillt [Studenten] die -

§{> |Response Alternate Assessment Kriterien eines Studenten mit einer wesentlichen kognitive - E M
Eligibility. The team has
determined that [Student] will
participate in the state
assessment program via the
Alternate Assessment Level 1.

Master Data Translations
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Exporting and Importing Translations

You can use the Translation Import Export screen to export current translations to share
with another district, and to import translations that have been exported.
To export:

1. Go to Synergy SIS > System > Setup > Translation Import Export.

2. In the Export File column for the desired language, click the icon. The translations
appear in an XML file in a new window.

Translation Import Export

Exporﬂ'lmportl
Languages [€)
Cle Da po .
p—y— S aae '..,. sokup .". ol D3 0 po
e et iilili'—'l' : Proce Angua -.— 5 : : Ro 5
' Q bt 0
Clear all ||| clearpefauts || o Cambodian o o 4 0 0 4
Clearal || clearpefatts | Cantonese 2205 55 (63 |5 82 2390
Claral || clearpefatts | Dutch 68 (174 (110 |0 0 352
Clear sl || clearDetautts | French 1690 (46 |0 5 8 1749
Clear all ||| clearpefauts || e German 496 |4 4 |3 54 591
| cearan || crarpefauts || di Greek 25 48 45 |0 54 172
Translation Import Export Screen
3. On the File menu, click Save as.
{n 3¢ 23
Edit View Favorites Tools Help b 4 %Con‘verl - Seled
Mew tab Ctrl+T |~
Duplicate tab Ctrl+K Wl
Mew window Ctl+N ANGUAGE="German":
) " ID2="" ID2="ActionOrgGU" ID1="014E0190-F74C-4DAS-BAC1-
Mew session —"BO"/>
Open... Cr+0  B=""ID2="Address" ID1="014E0190-F74C-4DA8-BAC1-40381E7A8D71"
Edit with XML Editor
D3=""ID2="Address2" ID1="014EQ0190-F74C-4DAS-BAC1-
Save o "
="BO"/=
| saveas.. ctri+s | | 1D3="" ID2="AddressGU" ID1="014E0190-F74C-4DA8-BAC1-
Close tab Ctisw = BO"/> .
ezirk CTDS" ID3="" ID2="AltDistrictCtds" 1D1="014E0190-F74C-4DAS-
Page setup... " TYPE="BO"/=>
Brint cop Miternate Bezirk® ID3="" ID2="AltDistrictCtdsDD" ID1="014E0190-F74C-
rnnt... i+

8D71" TYPE="BO"/>

chule" IDZ="" ID2="AlternativeSchool" ID1="014E0190-F74C-4DAS-

" TYPE="BO"/>

ung School Code" ID3="" ID2="AltFundingSchoolCode" ID1="014E0190-
81E7A8D71" TYPE="BO"/>

" ID2="AItID" ID1="014E0190-F74C-4DA8-BAC1-40381E7A8D71"

Print preview...

Send 3

Import and export...

Properties

Work offline t"—;g:'lf{ID3="" ID2="CentralPrintID" ID1="014E0190-F74C-4DAS-BAC1-

Exit "IDZ2="City" ID1="014E0190-F74C-4DAS-BAC1-40381E7A8D71"
TYPE="BO"/>

<TR TRANS="Ratgeber Dept Telefon" ID3="" ID2="CounselorDeptPhone" ID1="014E0190-F74C-
4DAS-BAC1-40381E7A8BD71" TYPE="BO"/>
Saving a Translation XML File

4. Save the XML file with a recognizable name.
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To import:
1. Go to Synergy SIS > System > Setup > Translation Import Export.
2. In the Upload File column for the desired language, click the icon.

. Translation Import Export

| Export.'lmportl
Languages
[} [0
DO #
De nload D Proce ] ]
DO
] ]
Clear all | Clear Defaults ] Cambodian
Clear all | Clear Defaults ] Cantonese
Clear Al | Clear Defaults ] Dutch
<1 Clear Al | Clear Defaults [ ] French
Clear Al | Clear Defaults [ ] German
Clear Al | Clear Defaults [ ] Greek

Translation Import Export Screen
3. Click the Browse button, select the XML language file, and click the Upload button.

Import Translation

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

Browse...

Upload

Import Translation Screen

4. Inthe Process Import column, click the icon.

. Translation Import Export

L Export.flmportl
Languages
[) [0
DO =i n
- nload | Delete : oCe guag
DO
i i
Clear Al | Clear Defallts | e Cambodian
Clear Al | Clear Defallts | oA Cantonese
Clear Al | Clear Defaults | o Dutch
1 Clear Al | Clear Defaults | e French
Clear Al | Clear Defaults | dh ¥ |German German
Clear Al | Clear Defaults | L ] Greek

Translation Import Export Screen
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UPDATES

Synergy SIS > System > Setup > Updates is a read-only screen where you can see the
history of software updates applied to your system. Use the scroll buttons or Find mode to
locate an update.

The Log tab shows the when the update was applied, the user who applied it, and whether
any errors or warnings resulted. You can click the View Log button to see a detailed log;
generally, this is of use to Edupoint support personnel only.

Updates

Logl Files
Version Daie Deployment Date Version Windows Login Machine Name Errors Warnings
11/19/2012 [11/19/2012 13:45:00 |Custom [XNOVAHQ\DKraft [AZDT-DKRAFT1 [1 [0

View Log

Updates Screen, Log Tab

The File tab lists all files that were part of the update.
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Chapter Ten:
RT PROCESS SERVER AND DB TooOLS

This chapter covers:
» How to manage the RT Process Server
» How to install and use DBTools
» Troubleshooting hints for common Synergy SIS issues
» Recommended backup strategies for Oracle databases
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RT PROCESS SERVER

The RT Process Server software processes reports and other time-consuming jobs to free
up the front-end web server. This improves performance for the end users, and allows jobs
to be scheduled separately from a user-generated request. The RT Process server
software is generally installed on one or more physical servers separate from the web and
database servers.

Each process server can be configured to process jobs from specific web servers or
specific organizations. The process server can also be configured to process only certain
types of jobs. For example, one process server could be dedicated to the website for the
ParentVUE and StudentVUE software and a separate process server could run the jobs for
the training web server. To configure the process server:

1. Start the RT Process Server software by clicking on the RTProcessSetup program
icon in the Edupoint folder in the All Programs menu on the server.

2. To modify the default web server information, double-click the Default line under
Web Sites to Process Jobs. If the settings are not correct for the default website, it
may be necessary to first add a web site with the correct information and then delete
the initial default site.

P™RT Process Service Setup !IE[E
File Tools Help

Process Service - Stopped

Optioris |Advanced Dptionsl Monitor'

el Sy

"Web Sites to Process Jobs

| | ©
Test Connection(s) | Addweb Site | | Delete Selected Rows |

— General Options

Paolling Interval [in zeconds) I 5 3:

Total Worker Threads |4 3, Maximurmn zsingle job execution time (in minutes) ISD Eﬁ

—Job Types to Process

[w] Dazhboard ‘widget:  [w] Other Processes [ State Reporting

[wl Document Yalidation [ Reports [w] THP Reports

[wl Form Scanning |wl Reparts - Special Ed - [w] Walk-n Scheduling
[w] Mazz Scheduling [w] SIF

T

RT Process Service Setup
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3. The Web server/application name is used to name the web server serviced by the
process server. This can be any text.

Update Web Server Settings

‘wieb server/application name:
IDefauIﬂ

Enter a URL to & web server ta monitar jobs for:
|http:£;"localhosta’

— Orgamzation Filter Settingz
Only uze this option if you wish to dedicate this process server to specific organzabons

™ Filter by organization [Including their children organizationsz)
| -

™| Process johs for direct parent organizations back to e raot organization

—Custom Job Types to Process

o[ o |

Update Web Server Settings

4. Enter the URL used to access the web server from the process server. If the web
server is located on the same server as the process server, the URL will be
http://localhost/.

5. To process jobs for specific organizations only, check the Filter by organization
box, and select the organization in the list.

Update Web Server Settings

Web zerver/application name:
ID efault

Enter a URL to a web server to monitor jobs for:
|hlt|:|: HlocalhostA

r— Organization Filter Settings
Only uze thiz option if you wizh to dedicate thiz process server to specific organizabons

¥ Filter by organization [Including their children organizations)

IHope High School j

[~ Process jobs for direct parent organizations back to the root organization

—Custom Job Types to Process

o] et ]

Update Web Server Setting, Filtering By Organization

6. To process jobs for all organizations above the selected organization, check the
Process jobs for direct parent organizations back to the root organization box.

Enter the names of any Custom Job Types to Process, separated by semicolons.

Once the information has been entered, click the Test Connection button to verify
the URL.
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9. Inthe message box, click OK.

Connected to server "hitp:/flocalhost A" successFully!

Message Box
10. Click OK to save the settings for the web server.

E™RT Process Service Setup !IEIE
File Tools Help

Process Service - Stopped

Oppticr |Advanced Dptionsl Monitoll

—web Sites to Process Jobs

M ame Server UAL Organization Filkerin Cuzte

nttp: A localhost! Mot Filtering

L | N

Test Connection(s) Addweb Site | | Delete Selected Rows |
— General Dptioks
Folling Interval [in seconds) |5 3:

Total Worker Threads Id 3, taximum single job execution bme [in minutes) IBD 3:

—Job Types to Process
[w] Daghboard wWidgets  [w] Other Processes [w] State Reporting

[wl Document ¥alidation [ Reports [w| T*P Reparts

[wl Form Scanning [w] Reparts - Special Ed  [w] Walk-n Scheduling
[ Mazz Scheduling [ SIF

e

RT Process Service Setup

11. Process servers can be set up to service more than one web site definition. To add
an additional web site, click the Add Web Site button.

12. To delete a web site, click the row to delete and click the Delete Selected Rows
button.

13. To test all of the websites listed, click the Test Connection(s) button.

14. To specify how frequently the process server checks for jobs to process, adjust the
Polling Interval number. This is the number of seconds between checks. Too small
an interval can chew up processor cycles on the server, but too large an interval will
force users to wait longer for their reports.

15. To specify how many jobs can be processed at the same time, adjust the number of
Total Worker Threads. Be careful about setting too high a number here, which
could greatly slow the server. Generally 4 threads is a good number.
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16.

17.

18.
19.

20.

21.

Adjust the number of minutes a single job may take to process in the Maximum
single job execution time box. Most jobs take only a few minutes, but some jobs
such as large reports or the new year rollover may take more. To prevent these jobs
from taking up all of the time on a particular process server, the number of minutes
may be adjusted downward. When running these time-consuming jobs, adjust the
number of minutes upward. Generally the new year rollover takes 300 minutes or
more. If the job exceeds the number of minutes set, it is not processed and the job
is stopped.

Select the types of jobs to be processed by this process server by checking the
boxes in the Job Types to Process section.

Click the Apply button to save the settings.

To start the process server, click the Start Service button at the bottom of the
window. During the start-up process, the RT Process Service Setup software shows
the Process Service as StartPending in red at the top of the window.

2ERT Process Service Setup =
File Tools Help

Process Service - StartPending
Process Service Start Pending

Once the service has started successfully, the bar at the top of the window turns
green and the Process Service is shown as Running.

PORT Process Service Setup [T %
File Tools Help

Process Seryice - Running

Process Service Running

Once the service is running, you can stop it by clicking the Stop Service button at
the bottom of the window.
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To change more options, click the Advanced Options tab. These options can clear old
jobs from the process server to recover disk space, and provide additional diagnostic
messages for jobs that encounter errors. To adjust these options:

1.

Click the Advanced Options tab.
rEF RT Process Service Setup LEMEI_Iﬂ_hJ1

File Tools Help

Process Service - Running

Options Advanced Options ] Monitor]

Purge Options

Delete old jobs
Delete job results |5 EI: or more days old and keep non-viewed completed jobs |5 EI: additional days

(MS-5GL ONLY) Delete job results larger then|p EI: bytes 1 hour after being viewed. (0 means skip)

Cither Options
[ Extended Log Messages On

20 3: Memaory for stack in MB (on 64-bit Process Server only). Default is 2MB.
Leave at ZMB default unless advised otherwise by Edupoint Technical Support.

|

RT Process Service Setup, Advanced Options

To set the process server to automatically remove old jobs, check the box next to
the time in the Delete old jobs field. Adjust the time at which the jobs will be deleted
each day.

Jobs are deleted based on the age of the job. To specify when to delete jobs that
have been opened, adjust the number of days listed the first box and all jobs older
than that number of days will be deleted. To specify when jobs that have not been
opened are deleted, enter the number of days in the second box.

For districts using Microsoft SQL Server as the database, jobs can also be deleted
based on their size. Enter the size of the jobs to be deleted, and all jobs that have
been opened over an hour earlier than the purge process runs and that are larger
than the size specified will be deleted. Leaving the value at 0 will stop the purge
process from evaluating jobs based on size.

To include additional details in the RT Process Server event log messages, check
the box Extended Log Messages On. This is generally needed only if trying to
diagnose an error or problem with the process server.

Leave Memory for stack in MB set at 2.0 unless instructed otherwise by Edupoint.
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To monitor the jobs currently being processed on the server:
1. Click the Monitor tab, which lists each job in process, including the web server that
originated ot, the user who submitted the job, and a description.

"TRT Process Service Setup M= E3

File Tools Help
Process Service - Running

| Dptionsl Advanced Options |
Current Process Thread Activity

Server [ [Jcer Dy | Descrintion
A=,
t}f‘i‘jhrizona Admin Student Birthday List - Report data processing begin

=1 = 1o ]

RT Process Service Setup, Monitor Tab

2. To pause the process server, click the Pause Service button at the top of the
window. Jobs currently in process will continue to be processed once the service is
restarted. If the service is stopped, jobs currently in process will be cancelled, but
jobs that have not started yet will be processed.

To control the RT Process service from the Windows Services program instead of the RT
Process Setup software:

1. On the Tools menu, click Launch Services.

"YRT Process Service Setup

File Help

Launch Services  Chrl+5 |
Launch Event Log  Ctrl+E

Tools Menu
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L Services [=]
ed@Elc= Bz > > mnn
% Services (Local)
Select an tem o viewits description Name_+ | Description. | status | Stamuptype  |Logonas | af
“LlActive Directory Ce... Creates, m...  Started Autamatic Local System
QEA:tNe Directary Do AD DS Dom, Sharted Automatic Local System
Q;Auulwcatmn Experie Processes Started Automatic Local System
Q;Auulwcatmn Host He... Providesa.. Started Automatic Local System
£Application Informa, .. Faciitates ... Manual Local System
{€)-pplication Layer ... Provides s Wanual Local Service
iSl.Application Manage. . Processesi.. Started  Manual Local System
(GLASP.MET State Ser... Provides s Manual Network ...
Background Inkellig... Transfersf.. Started  Automatic (D... LocalSystem
}Base Fikering Engine TheBaseF... Started  Autamatic Local Service:
ChBack Level Backup .. Enginetop.. Started  Manual Lacal System
Qgcertwﬁcate Propaga... Propagate.. Started Manual Local System
Q;CNG Key Isolation The CNG k.. Manual Local System
£)COM+ Event System  Supports 5. Started Automatic Local Service
E.CoM+ System Appl... Mansgest... Wanual Local system
{€)-Computer Bromser  Maintains a. Disabled Local system
{Sl.Cryptographic Serv... Providesfo... Started  Automatic Network s...
GLDCOM Server Proc...  Providesla... Stated  Automatic Local System
16,).Deep Exec Service Marual Local System
QEDeskxap ‘window M., ProvidesD..  Started Autamatic Local System
QEDFS Mamespace Integrates ... Started Automatic Local System
Q;DFS Replication Enables yo... Started Automatic Local System
Q;DHCP Client Registers a...  Started Automatic Local Service
EDHCP Server Performs T, Started Automatic Local System
{€).Diagnostic Polcy Se... TheDiagno... Started  Automatic Locslserviee v
Extended { Standard
I I
Services

2. Start and stop the RT Process Service in the same manner as any service.

To view any messages regarding the RT Process Service in the Windows Event Log:
1. On the Tools menu, click Launch Event Log.

®™RT Process Service Setup

File Help

Launch Services  Cerl+5
| Launch Event Log  Cerl+E |
Tools Menu

H Event Yiewer ] 3

File  Action View Help

& = | 5Bm|
@ Ewentt Wiewer {Local)

Application

Security Type Date Time Source Cateqgor Event User
System @Infurmat\un 11122009 8:04:44 M RT_SERNICE Mone o [UFE
rkernet Explorer Information  11f122009 G:04:41 PFM RT_SERNICE Mone 1] [UFE
Microsoft Office Diagnostics @Infurmat\un 11122009 G:04:41 PFM RT_SERNICE Mone 1] [UFE

& SEssions @Informat\on 11/12j2009 g:04:41 FM RT_SERNICE Mone o A

Event Viewer

2. Navigate to the RTServiceLog node. RT Process Service events appear here and
not in the Applications node.
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To minimize the RT Process Service Setup program to the system tray:
1. On the File menu, click Hide.

MU RT Process Service Setup

HI=W Tools Help

e Advanced Dplionsl Mu:unitu:url
File Menu

2. Right-click the RT Process Service icon in the system tray to display a context
menu.

RT Service Configuration

Stark Service
Skop Service

Launch Event Yigwer
Launch Services

LCamputer y

Jucﬂxn.up |@3. @ 320 PM

Shortcut Menu for the RT Process System Tray Icon

Exit

To close the entire RT Process Service Setup program:
o Click Exit on the system tray context menu
OR
¢ In the application, click Exit on the File menu

The service continues to run in the background, and jobs are still processed.

DB TooLs

The DB Tools software gives access to run scripts and make other Synergy SIS database
changes.

Caution: The computer on which DBTools is loaded must have access
to the inetpub folder on a web server through a mapped network drive
and also must be able to connect to the database server.

To install the DB Tools software:

1. Download or copy the ZIP files containing the latest Synergy SIS release to the
computer where the DB Tools program will be installed.

2. Extract the files from the ZIP files.
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3. In the extracted release folder, find the folder titted DBToolsClient. In that folder,
double-click the Setup.exe file.
Folders W Mame = |v| Drate modified |-| Tvpe |-| Size |v|

;I izl e Etup. msi 6262009 4:22 PM  Windows Installe. .. 9,280 KB
6/26/2009 4:22 PM Application 666 KB

pstallers_5.0.3464

GEnercCanyversion

PhaotoAttachSetup
P¥PSetup
PXPSetuptd

RTDashboard
RTDevSetup
RTDevSetupz
RTDevSetups
RTDevSetupd

DBToolsClient Folder

4. Inthe Welcome to the DBToolsSetup Setup Wizard dialog box, click the Next
button.

Welcome to the DBToolsSetup Setup Wizard

The inztaller will guide vou through the steps required to install DBT oolsSetup on your computer.

WARMIMG: This computer program is protected by copuright law and international treaties.
Unauthonzed duplication or digtribution of thiz program, or any portion of it, may rezult in severe civil
or criminal penalties, and will be progecuted to the maximum extent pozsible under the law.

Cancel % Back

Welcome to the DBToolsSetup Setup Wizard dialog box
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5. To change the location of the installation, type the new location in the Folder box or
click the Browse... button to locate and select it.

i'é’- DBToolsSetup

Select Installation Folder

The installer will install DB T oolzS etup to the following folder.

To inztall in this folder, click "Mest". To install to a different folder, enter it below or click "Browse".

Eolder:
C:\Program FileshE dupoint\D B T oolsS etup’, Browse. . |

Disk Cost.. |

Inztall DB T aalzSetup for waurzelf, or far anyane who uzes this computer:

¥ Everyone

 Just me

Cancel | < Back | Mest » I

Select Installation Folder dialog box

6. To install the software so that all accounts can use it, click the Everyone option. To

keep the software for use by the current account only, click the Just Me radio
option.

Click the Next button.

In the Confirm Installation dialog box, click the Next button.

i'é'u DEToolsSetup

Confirm Installation

The inztaller iz ready to inztall DB T oolsSetup on wour computer,

Click "Mext" to start the installation,

Cancel < Back

Confirm Installation dialog box
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The Installing DBToolsSetup dialog box shows the progress of the installation.

i‘é‘- DBToolsSetup

Installing DBToolsSetup

DBTool:Setup is being inztalled.

Please wait...

[ TCancel < Back | Hest>

Installing DBToolsSetup dialog box
9. Inthe Installation Complete dialog box, click the Close button.

i'.g% DBToolsSetup

Installation Complete

DBEToolzSetup has been successfully installed.

Click "Cloze' to exit.

Pleaze use Windows Update to check for any critical updates to the MET Framework.

Cancel < Back

Installation Complete dialog box
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The next major step is to set up the connection to the database server.

1. Start the DBTools software by clicking on the icon found on the Start menu under
All Programs in the Edupoint folder.

2. On the Databases menu, click Add New Web.Config/Database Access...

4 DETools _ |O0)

Filz JEEEE0 Help

Lal=i=mE =1

Edit Wweb.Config/Database Access 4 I

L T e o P

0L Query, Chrl+0

-l

Edit: Svskem Config Atkribukes

Create Error Log and Debug Performance Counters

Populate databaze [copy data todfrom like databaszes) |

Cloze |

3. Enter a name for this connection (generally the name of the database) in the Data
Access Name box.

DBTools, Databases Menu

[E3===)

& DatabaseConfig

Data Access MName

|Arizu:|na
‘wiebConfig.xml Location
|C Ainetpubwwwroot AW Web Config

N

[ Primary Database in Multi-Web
Site Installation

‘wieb.Config S5L Setting

Database Type Connection Information
Sel
% Microsoft SQL Server et
|I]Dca|}
" QOracl
race Database
|F~!evelation
User ID Schema Owner
Web Server Options |Rev |
[~ Multi-web Site Installation Erzorrid

|

Confirm Password

=i

j Extra Database Connection Parameters

Ok | Cancel | Apply ‘

=

Test Connection

Database Config Window

4. Select the WebConfig.xml Location by clicking the _-| button. This location is
generally the C:\inetpub\wwwroot folder on a web server. The file that is loaded is
named web.config. Click Open to select the web.config file.
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5. The Reload Settings box opens to confirm. Click the Yes button.

Reload Settings [ ]

f \ Do you want to load database settings From Wweb. Config File
Y [CihinetpublwenrootiNew|Web, Config] #

Reload Settings Box

6. The settings used by the web server to connect to the database are loaded into the
DatabaseConfig window.

Make sure the correct Database Type is selected.

If the district has multiple Synergy SIS web servers, check the Multi-Web Site
Installation box. If the database managed by this connection is the primary
production database, check the Primary Database in Multi-Web Site Installation
box.

9. If connecting to a SQL 2005 or 2008 database, enter rev as the Schema Owner.

10. In the Web.Config SSL Setting list, click SSL disabled if the Synergy SIS website
uses HTTP, or SSL Required if it uses HTTPS. If both HTTP and HTTPS work, or
you use the ClassBoard application. click SSL Enabled.

11. To check the settings, click the Test Connection button.
12. Click the OK button.

To edit an existing database connection:

1. On the Databases menu, click Edit Web.Config/Database Access and click the
database configuration to modify.

~J DBTools DB e [ B | S|
File | Databases | Help |
Se Add New Web.Config/Database Access... Ctrl+ A
[ Edit Web.Config/Database Access 3 8.0 Local[MSSQL; localhost; DemolAZ; rev; *; ]
5QL Query... Ctr+Q Revelation_2_0[MS5QL; (local); Revelation_2_0; Rev; * ]

Edit System Config Attributes...

Create Error Log and Debug Performance Counters
Convert To Oracle GUID

Close ‘

DBTools, Databases Menu

2. The DatabaseConfig window opens. Edit the connection as outlined in the previous
section, and then click the OK button to save the changes.
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Once the DBTools software can connect to the database, several tasks can be run against
the database. On the main DBTools window, three task buttons are available: Generate
script files, Execute Script File, and Populate database.

4 DBTools =] |

File Databases Help

—Select Task

Generate zonpt files for table creation, key/constraint creation
and key/conztraint deletion

Execute Script File

FPopulate databasze [copy data todfrom like databases]

Cloze

Main DBTools Window

The Generate script files task creates SQL scripts that can be used to create a blank
Synergy SIS database based on an existing Synergy SIS database. This can be used to
create a test or training database with no data. To generate these scripts:

1. Click the Generate script files button.

2. Inthe Source Database list, select the database connection to use.

GenerateScripts

—Databaze Selection

Source Database
IGenesis[MSSQL; SAV-TSC: RTGenesis; rew: ™; | Dwner: rev, Mulkiw'eb: Mo, Pimarny: Mo j

Output Format:— © Oracle i M5 S0L

—Scrpt Files
Tahble Creation

Iv |I::'\F'rngrarn Filez\E dupoint\DBET oolzhGenesiz_CTBL. =gl _I

PE.. FE. Indexes, Constraintz creation
I~ IE:\F‘rngram Filez\Edupaint\DET oolz\Genesz_ CPK. zql

Delete PK, FK, Indexes, and Constraints
v II::'\F'ngrarn Files\E dupointt DB T ools\Genesis DPK. sql _I

Beqin | Cloze |

Generate Scripts Window
Select an Output Format option to create the scripts in Oracle or MS SQL format.

To create a script that will create the Synergy SIS tables as they currently exist in
the selected databases, check the box under Table Creation and edit the location
where the script will be created.
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5. To create a script that will create the primary keys, foreign keys, indexes, and
constraints as they exist in the selected database, check the box under PK, FK,
Indexes, Constraints creation and edit the location where the script will be
created.

6. To create a script that will delete the primary keys, foreign keys, indexes, and
constraints, check the box under Delete PK, FK, Indexes, and Constraints and
edit the location where the script will be created.

7. Click the Begin button to create all selected scripts. The Script Generation
Process window opens to show the progress of the script generation.

Script Generation Progress

Processing Table: EGE_ASSESSMEMT

Cancel

Script Generation Progress

8. Click OK to close the Script Generation Successful box.

Script Generation Successful E3

A Script file(s) created successfully, Tokals:
4 ! Tahles: 1300

= Pks: 1297
Fks: 1725
Indexes: 1645

Script Generation Successful Message Box

The scripts can then be copied or run from the location specified.
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The Execute Script File task can run any SQL script against the selected database. To run
a script:

1. Click the Execute Script File button.
2. Select the database to be changed from the Source Database list.

p
ExecuteScript =

Source Database
|E».D Local[MS5QL; localhost; DemoAZ; rev; *; ] Owner: , Multi-Web: No, Primary: No
Script file to process

[ L

| Close |
. 4

Execute Script

3. Select the Script file to process: Click the _-| button, and find and select the SQL
script.

Click the Begin button to run the script.

Click the OK button in the Script Generation Successful box.

If errors are displayed, click the Clear Results button so you can run another script.
Click the Close button.

N o o &

Copyright© 2013 Edupoint Educational Systems, LLC 295



System Administrator Guide Chapter Ten

The Populate database task can create the Synergy SIS database structure as well as
copy the existing database data to another database. This can be very helpful in creating
test or training databases. To copy the database data:

Click the Populate Database button.

Select the database from which to copy the data using the Source Database list.
Then select the database to which the data will be copied from the Destination

Database list.

-

Pepulate Data A | B
Database Selection
Source Database
|S.I} Local[MS5QL; localhost; DemoAZ; rev; *; ] Cwner: , Multi-Web: No, Primary: No j

Destination Database
|F~!evelation_2_D[MSSQL; (local); Revelation_2_0; Rev; *] j

Process Option
* Create database structure in destination datsbase - NOTE: Destinstion datsbase should be empty
Selecting the above option will cause the following to be performed:
1. Database structure of Source is exported and then the tables only are created in the Destination Database
2. The destination database (data) is populated from the source database
3. Indexes are applied from the Source database to the Destination database
~ Copy selected table data only and delete destination - NOTE: Destination table contents are removed
before copy if not empty

LUopy selected table data only and append to destinahion - NU | £ Destinahion table contents are lett
" alons; remember when using this option to append contents to master tables before child dependant
tables
" Compare the two selected databases

Select Tables To Process | Fitter Criteria ]

v EGB_ASSESSMENT Enter database prefixes to check or un-check (can
v EGB_ASSESSMENTQUESTIONS be comma delimited list. ex.
v EGB_ASSESSMENTRESULTS EFP_REV_PROCESS QUELE)

il EGE_ASSESSMEMTSTANDARDS |
v EGB_ASSESSMENTTYPE

¥ EGE_ATTEMDANCEXREF )
 EGE_BANDS Check Un-check
) EGB_CLASS

v EGB_CLASSTYPE

v EGE COMMENTBANK

Begin | Close |‘4

Populate Database Window

4

3. Select how the data from the source database will be copied to the destination

database in the Process Option section. Option 1 copies the tables, indexes and
overall database structure as well as the data. The destination database must be
empty for this option. Option 2 deletes the existing data in the destination database
before copying the data. Option 3 just copies the data, appending it to the current
contents of the destination database. Option 4 compares the databases but does
not copy data.

Not all of the tables in the source database must be copied. To select which tables

should be copied, check boxes on the Select Tables to Process tab. To remove all
the selections and start over, click the Clear All button.

Tables may also be checked and unchecked based on their prefix. To check or
uncheck by prefix, enter the prefixes to be modified in the Enter database prefixes

296

Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Ten System Administrator Guide

box and click the Check or Un-Check button. Multiple prefixes can be entered,
separated by commas. Common prefixes are EGB for the Grade Book tables, EP
for the Synergy SE tables, EPC for the Synergy SIS tables, and REV for the system
tables.

6. Data can also be filtered by the organization, year, or year type by using the Filter
Criteria tab. Only records that match these criteria will be copied.

Select Tables To Process | Fiter Citena

Orgamzation Mame I

Schoal pear [ex: 2007] |

“ear Type [ex. B I

Filter Criteria Tab

7. Click the Begin button to copy the data. The Database Update Progress window
opens to display the progress of the data copying process.

Database Update Progress |

Frocessing - EP_COMPLIANCE_PAREMT_MOTIFY  133/1056

Cancel

Database Update Progress

8. Click the OK button in the Data Update Successful box to return to the Populate
Data window.

Data Update Successful |

4%, Datapopulation complete, Details:
'0—' Total Tables: 120
= Tokal Rows: 0
Error Count: 1199Time: -00:00:01,2351235

Data Update Message Box
9. Click the Close button.

Copyright© 2013 Edupoint Educational Systems, LLC 297



System Administrator Guide Chapter Ten

In addition to the three tasks available from the main DBTools window, four additional
options are available on the Databases menu: SQL Query, Edit System Config

Attributes, Create Error Log and Debug Performance Counters, and Convert to
Oracle GUID.

4 DETools [_ O]
File | Databases Help
-y &dd Mew Web, ConfigfDatabase Access... Chrl&
Edit Web, ConfigiDatabase fccess r
SOL Query. ., e+

Edit Syskem Config Attributes

Creake Error Log and Debug Performance Counters
Cornvert To Oracle GUID

Populate database [copy data tadfrom like databases]

I

Cloze |

Databases Menu

SQL Query allows SQL queries to be saved for periodic use. Queries can be constructed
by typing them in or by copying and pasting them from another source. While the Execute
Script option only allows a query to run that has been saved to a file, this option allows
queries to be created on the file and saved as well. To run a SQL Query:

1. On the Databases menu, click SQL Query. The Query window opens.

i@ Query =] 3
—Query Details
Guery Type Source Database

|SELECT 7| |Revelation_2_0[MS5GL: (local): Revelation_2_0; Rev: "] =l
SelectaSaved Quey | I ~ |
SOL Query

SELECT * FROM REV_EOD_ OBJECT

[~ SaveResults ToFile [ ExactData  Execute Query | Cloze |

Query Window
Select the database connection to use from the Source Database list.

Choose a saved query from the Select a Saved Query list, or begin a new query.

Choose the type of query to run from the Query Type list. A SELECT query
displays the records selected by the query, similar to a report. A NON-SELECT
query modifies or deletes data. NON-SELECT queries should be attempted only
under the guidance of the Edupoint support team, as they can disable the
entire Synergy SIS system.

5. Enter the query in the SQL Query box. Queries can also be copied and pasted into
this box.
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6. To save the selected records in a tab-delimited text file, check the box labeled Save
Results to File. When the query is run, a box opens, prompting for the name and
location of the file to be saved.

'( )( ) | * inetpub = wewwrook * Genesis - tml ISearch @
Organize ¥ 55 Views v New Faolder (7]
Favorite Links MName = I'I Date madified |v| Type |v| Size: |v| :I
bin 11/14/2009 1:39...  File Folder _I
[l Documents DevExpress 11j14/2008 1:39...  File Falder
Maore ¥ gb_Reports 11/14/2009 1:39...  File Folder
HTML 11/14/2009 1:39... File Folder
Falders v Images 11/14/2009 1:40...  File Folder
Genesis ;I is 11§14f2009 1:40,,, File Folder
bin Maink 11§14f2009 1:40.., File Folder
DevExpi PDF 10§13f2009 11:3... File Folder
gb_Rep Phatos 11j14/2009 1:40...  File Folder
HTHL J ReportOutput 10§13{2009 11:3...  File Folder
Images Repotts 11§14/2009 1:40... File Folder
s schemes 1114f2009 1:40... File Folder
Maint Service 11/14/2009 1:40...  File Folder
PDF SpelliCheck 11/14/2009 1:40... File Folder =
phora: 2| 41 | =l
File name: I | j
Save as type! I j
= Hide Fn\dersl Cancel
4

Saving Results To File,
7. Check the Exact Data box to include the data with the query when saved.
8. To run the query, click the Execute Query button.

Edit System Config Attributes modifies various Synergy SIS constants for the entire
system. These values should not be modified except when approved by Edupoint support.
To modify these system options:

1. On the Databases menu, click Edit System Config Attributes.

f&) System Options P|E || =] D i)
Source Database
[8.0 Local[MSSQL: localhost; DemoAZ: rev; *; | Owner: , Multi-Web: No, Primary: No |
Data to Change
[ Install Constart |
System Options

<RO0T CUSTOMER="USA.AZ" SCHEMA VERSION="10001" CONVERSION_PHASE="VERSION_COMPLETE" APP_VNUM="8.0.0" LICENSE_KEY="4CAH3ALEDIEFWZKENOJA" LOCALIZAT ~
<NAVIGATION VIEW=" elation-Navigation-UserPAD Tree™ />
<WORKFLOW MASTER WORKFLOW ID="0575999F-TCR0-42 TFBES543CREA" />
«STATE_REPORTING LABEL="CASEMIS" DATA_ENTRY VIEW_! "033808EB-15F2-445D-A25R-814C14245068" SELPA_CODE="3301" DISTRICT_OF_SERVICE="3375176" />
<INSIALL DOCUMENT NUM_DISABILITIES="" VALIDATION OBJ NAMESPACE="K12.S5SpecizlEd.Validation"™ VALIDATION OBJ CLAS5="DocValidationAZ"™ STAND ALONE T +
< m 3

SQL Trace Settings

™ Enable Trace

Trace Type | =l
I Capture Stack Trace (only works if SQL is being tracked)

Sve | Undo Clase

System Options Window
Select the database to be changed from the Source Database list.

Select the type of information to modify from the Data to Change list. Install
Constant is used during the system installation or upgrade process, and
Application Constant is used when running the web server application.

Edit the data in the System Options box.
Under SQL Trace Settings, configure trace settings to your needs.

Click the Save button to save the changes.
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7. Click the Close button.

Create Error Log and Debug Performance Counters creates Windows performance
counters on the server to monitor server performance. To create the log and counters:

1. On the Databases menu, click Create Error Log and Debug Performance
Counters.

2. Click OK to close the Success message box.

e |

l:o:l Performance counkers for RT created successfully,

Success message box

Convert to Oracle GUID helps with the transition from a SQL Server-based setup to an
Oracle-based setup. To convert all GU in SQL (unique record ID) to Oracle GUID:

1. On the Databases menu, click Convert To Oracle GUID.

Converk To Oracle Guid

—Sql Server

|| Canwvert |

—Oracle

Convert to Oracle GUID
Enter the names of the Sql Server and Oracle server.
Click the Convert button.

TROUBLESHOOTING HINTS

While the Edupoint support team is always happy to assist districts, two common problems
can be easily resolved by following the steps below.

If the RT Process Server will not start with any configuration but it can connect to the web
server, check the size set for the RT Service log. To check the log size:

1. On the server, start the Event Viewer.

2. Right-click the RT Service Log in the left column, and select Properties.

3. Inthe Maximum log size: field, enter 2048 or greater.
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4. Click the Overwrite events as needed option.
5. Click the OK button.

After restoring a database from a backup file such as the Demo Database, the “rev” user
may not work when trying to connect to the database. To resolve this problem, run the
RevUser SQL query available for download on the Edupoint FTP site. To run the query:

1. Download the Rev_User.sql (SQL 2000) or RestoreRevUser2005.sql (SQL
2005/2008) file from the _Support folder on the FTP site.

2. Start SQL Server Management Studio for SQL 2005/2008 or run SQL Query
Analyzer in SQL 2000.

On the File menu, click Open.

Choose File and browse to select the RevUser.sql (SQL 2000) or
RestoreRevUser2005.sql (SQL 2005/2008) file.

Change the database listed in the menu to the database that needs to be fixed.

Click the Execute or Run icon (the green arrow) to run the query.

Recommended Backup Strategies for Oracle

Before creating an Oracle database, decide how to protect the database against potential
failures. Answer the following questions before developing a backup strategy:

Is it acceptable to lose any data if a disk failure damages some of the files that
constitute a database?

If it is not acceptable to lose any data, the database must be operated in ARCHIVELOG
mode, ideally with a multiplexed online redo log. If it is acceptable to lose a limited amount
of data if there is disk failure, the database can be operated in NOARCHIVELOG mode and
avoid the extra work required to archive filled online redo log files.

Will there ever be a need to recover to arbitrary past points in time?

If there may be a need to recover to a past point in time to correct an erroneous operation
or programmatic change to the database, be sure to run in ARCHIVELOG mode and
perform control file backups whenever making structural changes. Recovery to a past point
in time is facilitated by having a backup control file that reflects the database structure at
the desired point-in-time.

Does the database need to be available at all times, 24 hours a day, seven days a
week?

If so, do not operate the database in NOARCHIVELOG mode because the required whole
database backups, taken when the database is shutdown, cannot be made frequently, if at
all. Therefore, high-availability databases always operate in ARCHIVELOG mode to take
advantage of open data file backups.

Methods for Oracle Database Backups

o Export/import — Exports are “logical” database backups in that they extract logical
definitions and data from the database to a file.
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¢ Cold or Offline Backups — Shut the database down and back up ALL data, log,
and control files.

¢ Hot or Online Backups — If the database is available and running in ARCHIVELOG
mode, set the tablespaces into backup mode and back up their files. Also remember
to back up the control files and archived redo log files.

¢ RMAN Backups — While the database is offline or online, use the “RMAN” utility to
back up the database.

It is advisable to use more than one of these methods to back up an Oracle database. For
example, if running online database backups, perform database exports as well. Ensure
that ALL backup and recovery scenarios are tested carefully. Regardless of the strategy
used, also remember to back up all required software libraries, parameter files, password
files, etc. If the database is in ARCHIVELOG mode, also back up archived log files.
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Chapter Eleven:
REPORTS

This chapter covers:
» Available staff reports
» Available user reports
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Four reports show staff and user data.
e Synergy SIS > Staff > Reports > List > TCH401 — Staff Directory
o Synergy SIS > System > User > Reports > PRF601 — User Performance Statistics
e Synergy SIS > System > User > Reports > REV401 — User Group User List
e Synergy SIS > System > User > Reports > REV402 — User List

': Reference: For information about customizing all Synergy SIS reports,
including options on all report interface tabs other than Options, see the
Synergy SIS — Query & Reporting Guide.

304 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Eleven

System Administrator Guide

TCH401 — STAFF DIRECTORY

The TCH401 - Staff Directory report provides an alphabetical listing of the staff by last

name that includes email addresses, home addresses and phone numbers.
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TCHA401 — Staff Directory Report
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The report can be customized using the following options:

«

Report Interface

MName: Staff Directory Number: TCH401 Page Orientation: Portrait

| Options |_Sort / Qutput  Conditions | Selection | Advanced

Staff Info

Gender Type
by WA

Address Type

Options Tab

In the Gender list, click Female or Male to limit the report to those employees, or
leave the box blank to include both female and male employees.

¢ Inthe Type list, select a single type of employee, if desired.
In the Address Type list, select a type of address, or leave the box blank to print
both types.
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PRF601 — USER PERFORMANCE STATISTICS

The PRF601 — User Performance Statistics report is a summary report of the number of
times data was accessed and for how long. It provides a count, a minimum and maximum
number of seconds the system was accessed and an average of the access time.

Hope High School Ve PG00
User Performance Statistics Raport PRFR01T
e HumDer of Saoonds. ...

FregecsDafe  Cound  Average  Minmem Mamum
4262006 s 0422 0.2s0 0e0s
DL27I2006 21 03g n.ogss 2344
O50202006 -] omE 0203 20
O=032006 -] O.T=E T 6516
Os042006. e osaT oois B.55D
O=0s2006 = o4y 0oL 0.1z8
OsMER2006 1 259 el o) | 2551
O5342006 4 1452 [l kyy:
Ds302006 4 Z498 0.3ss 7313

HARDIE 1 os3s 0538 0.=38
Pointad by Suirin Lssd ot 1 1052000 1-24 P Evhupuint Sedwsal Dinised Pags J of 2

User Performance Statistics Report

There is no Options tab with customizations for this report.
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REV401 — USER GROUP USER LIST

The REV401 — User Group User List report provides an alphabetical listing of the roles,
such as Admin or Clerk, and the staff members included in each role. It also includes user
name, login name and email address, and indicates whether the user is set up to use the
menu group configured for the user group.
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Casey, KeR =1 kcasygachacs. oy a
Lipciate . Tordimustion digs Eohoad

Hagar, & R aFageniR ereciz 2 a
Ligsiane . Dicdrisd

User, Teacter Secher G e S oo 0O

e Gt e gharkengry com a
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Ui, Tal [ ] bt fom a
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LilfwEE, B wat [oE T P a

v, R FsEn PO @ pen Lo o

User, Tiesn [ = Sl R o

Urser, Tiprer maer [ e T ] (u]
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REV401 — User Group User List Report

There is no Options tab with customizations for this report.
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REV402 — USER LIST

The REV402 — User List report provides an alphabetical listing of the users that includes
user name, login name, and email address. It also lists the user groups assigned to the

user, and indicates which user group’s menu is used.

There is no Options tab with customizations for this report.

REV402 — User List Report

Kennedy High School Yo 0052010
User List Feaport: REV402
- COMFIDENTIAL -
U
L]
Uger Hame Login Name Emall Group  Ucsr Group Mame
Eorgen, Jessicy clari JEomeniBAdams com El Sinde - Athendancs Caly
Uipcirie - Disirict
Finle - Clerk
Fole - Genesls Uiser
Camol, Natalies wch rchiecupoint.com O Update - Adams Elementary
Update - Grant Bemantary
FRole - Teacher Bementary
Casey, Ken xhe kcaseplischoots.og E Fiole - Teacher Blementary
Updaie - Adams Elemantary
Fuler, Renarta wch3 Frulleramyahens com Fimis - TEachar Elsmantry
Update - Adams Elementary
Grayson, Moolas Nomyson Nomyson@Adams.oom [
Gr=en, Tom TGreen TGeen@ A 00 O
Growan, Rachasl FiGrowan FGrowangAdams.com O
Hagen, Al bchc alhagenilschoois. ofg Fioie - Tescher Eecondany
Updiaie - Continuabion High School
Harker, Carsy gharker gharkergimy.com E Sizie - Admin
Updiarie - Disirict
Hom, Clssy chom E¥.i O Upaate - DisTict
Riole - Admin
Hyde, Kathy Eaty Ehydeedupoint com O
Jackzon, Kathy () KaCksongia k1o us = Fnis - TEaChar Sacondany
Updiie - Hope High School
Martinez, Alberio amartiner arrartines i choolong D
McGnw, Tom oo mogrew@edupoint.om ] Fnie - Admin
Update - Adams Elementary
Upaiie - District
Fiole - Clerk
Rapisura, Michael Tch2 chiedupoint.oom E= Updaie - Adams Elementary
Fioie - TEscher Bementany
Emi, Jk Jrsmith Jesmith@edupoint oo [
Smi, Jobn JEmIR JEmithgAdams.com O
Eulhvan, Joe bcha2 Bchedyfisdupning oo Update - Hope High School
Role - Teacher Eecondany
Wiser, Agimin Admin admirgfedupoint.com O
User, Teachar Beacher beactenedunaint.com O Upcirie - District
Finle - TP Period Albendance:
Updiarie - Hope: High School
User, Test st Besif=dupoint com Test Group
Ulpciyie - Disfrict
Updiaie - Hope: High School
Volrin, Chenyd ovolrin cheryl vornfedupoint |:|
com
Weatherz, Jiia Jula Julla '‘Weatersfedupoint E Role - Admin
com Role - Genests Lser
Upcarte - Disrict
Weathars, Renas Smnes Fenes Weathers El
Poortad by Admin L @t 11052000 12 57 P Evhupuart Scbwzad Dinliad FIDENTIAL Pagaiald
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Chapter Twelve:
SECURITY

This chapter covers:
» Where security for system-related screens may be defined
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Security for each of the screens discussed throughout this manual is defined by two
options: Synergy SIS > System > Security > PAD Security and Synergy SIS > System >
Security > Security Definition. How these screens work and how security is defined is
covered in detail in the Synergy SIS — Security Administrator Guide. This chapter outlines
where the security for each part of each system-related screen may be defined in the
Security Definition screen.

STAFF SECURITY

The General tab of Synergy SIS > Staff > Staff is controlled by this security node:

K12.Staff

Staff [«
Staff Name: User, Teacher Type Teacher
General [ Schools  SpecialEd | Emergency | Credentials
Last Name First Name Middle Name  Suffix  Gender Type
User [Teacher | | Female v [Teacher v
Staff Info Qfistafr Role d
Abbreviated Name  Social Security Number Badge Mumber State 1D Role Type
[user, T [333333333 [3 123456 W audiology
Job Title E-Mail £ W Canference
[Teacher Jteachen@edupoint.com W Discipline
? Birth Date Birth Place Highest Education Level F Health
0B/271972 [P |Kentucky Master's degree v
Race and Ethnicity Q)
Hispanic/Latino Resolved Race/Ethnicity
Hizpanic | Higpanic v
Race el
I white I Black ™ Native American
™ Asian [ Pacific Islander/Hawailan [~ Declined to State
Home Address @[ Mail Address Q|
Address Address
[123 5 Main
City State ZP Code +4 City State  Zip Code  +4
[Phoenix AZ v |[es004 [ ~|[
Map it! Map it!
Phone Numbers [ 0 |
< [[uine| = = =] = =] S
i F Home v |4ness22 [ r
Other Info Q)
Current Hire Date Current Exit Date [~ Exclude From State Reporting I~ Do Not Display in ParentyUE
07/26/2006
Default Position Status Default Job Class Default Assignment Type FTE District Personnel
Tenured ~ | Teacher (K12, v | /Any humanities course  » | |1.00 r
“vears In District Years Of Educational Service
5 14
Ell Indicator Language Of Instruction
Primary language v ||English v
Default Support Type add | Q)
=4 [ Line| =
=1 counselor =
Former Names. [
Last Mame First Name Widdle Name  Sufix
Address History Q]
Employment History Al @
4 [ | el =
| oreseos D)

General Tab, Staff Screen

The security node K12.StaffDefaultSupportType controls the Default Support Type
section.

The security node K12.StaffRole controls the Staff Role section.
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The Credentials tab of the Staff screen is controlled by the following security nodes:

K12.StaffCredential controls the Teacher Credentials section.

K12.StaffELLAuth controls the ELL Authorization section.
K12.StaffCourseQualification controls the Highly Qualified — By Course section.
K12.STAFFAdditionalJobClasses controls the Additional Job Classes section.

Staff («

Staff Name: User, Teacher Type Teacher

General | Schools | SpecialEd | Emergency | Credenti '|

Last Mame First Mame widdle Marme SUffiy Gender Ty’pE
User Teacher I I |Fema|e b |Tea:her b
Teacher Credentials Add (%]
ea £a edentia B Date Earne Do
Adult Ed hd Full credential hd 0B/15£1992 13458572

ELL Authorization

Ell Aut Date Ell Aut Type

Authorized teacher v

Chooser [ ()

Qual Method

Yes using HOUSSE
Yes, using HOUSSE hd
Yes, using HOUSSE hd

li | lo8r10/2009 Teacher (Adu

Show Detail O
Kennedy High

Credent/als Tab, Staff Screen

The security node K12.StaffAdditionalJobSupportType controls the detail screen of the
Additional Job Classes records.

Additional Job Classes Add | Hide Detall | @

& [Start Date
12/14/2009 |

Start Date d Date Joh Class Fte Organization

|12/14/ZDDB i| ‘ —‘ ‘Teacher Ad Vl |EI 25 ‘Hupe High School V‘

[Support Type
I Therapist I Superintendent I Counselor

Detail View, Additional Job Classes, Credential Tab, Staff Screen

The following security nodes do not provide a visible change in security on the Staff screen:

K12.StaffYearReport
K12.StaffyearReportAssign
K12.StaffDepartment
K12.StaffFindList
K12.StaffFindSelect
K12.StaffSchoolYear
K12.StaffSectionGrid
K12.StaffUl
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ANNOUNCEMENT TREE SECURITY

Synergy SIS > System > Announcements > Announcement Tree is controlled by the
following security node:

Revelation.Announcement.RevAnnouncement

Announcement Tree «

Announcement Tree [#]

7 Edupoint School District
P 1. Elementary Schools A |
P 2. Middle Schools

V; High Schools Announcements [ add | showDetail | @
O] Kerfnednglgh Schoal & | ‘
& King High School QThe parking lot will be closed from =l

b 4 Special Schools 7:00pm on Friday to 6:00am on Monday

I 03/6/2009 for re-paving
=
[B] @ REQUIRED ATTEMDANCE! CPR =]
training will take place right after schoaol
today in the East Gym for all staff
I 03/0B/2009 members.
-]

Announcement Tree Screen

The following security nodes do not provide a visible change in security on the
Announcement Tree screen:

¢ K12.POVInfo.AnnouncementGrid

e K12.POVInfo.POVMainUlI

o K12.POVInfo.TaskGrid

¢ Revelation.Announcement.RevAnnouncementGridUlI

e Revelation.Announcement.RevAnnouncementTree

« Revelation.Announcement.RevAnnouncementUser

REPORT INTERFACE CHANGE SECURITY

Synergy SIS > System > Data and Views > Report Interface Change is not controlled by
any security node.

| ':(:() I:C:D I:):)) ;":;: Find Undo Status: Ready | ,;'E—" % @J@
Report Interface Change «

Namespace:  Mumber:  Mame:

1 Mudiﬁcatiunsl
Mamespace Nurmber Marne

Report Interface Modifications |Acti0n...j ("]

Report Interface Change Screen

The following security nodes do not provide a visible change in security on the Report
Interface Change screen:
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e Revelation.ReportDef

¢ Revelation.ReportDefChange

¢ Revelation.ReportDefChangeTree
¢ Revelation.ReportDefGroup

¢ Revelation.ReportDefSubReport

USER DEFINED DATA SECURITY

Synergy SIS > System > Data and Views > User Defined Data is not controlled by any

security node.

Lz

[renir]| @ DB | S5

Find | Undao | Add ‘ :ee:e|

Form Status: Find | ol % \j

User Defined Data

«

User Defined BO and Table:

Basic Info | Properties

Namespace Name DB Table Name

Update Information (]
Last Synch Date Time  Last Changed Date Time
MNOTE: Clicking the Synchronize Database button will apply any and all changes made to this user defined table and business object.
Parent Object Relation ("]
Name Relation Type

3
Other Info (]

[~ Add the change stamp and user ID tracking
Query Display Type

v

User Defined Data Screen
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VIEW CHANGE SECURITY

Synergy SIS > System > Data and Views > View Change is controlled by this security
node:

Revelation.ViewDefChgTree

[Meru~]| (D @D B | £55 | |_Fnd || ureo Form Status:Find | (8 R[]
View Change
View Name: Localization.
Medifications | Other Info
Namespace Name
I

View Modifications IAcIiUn...j O|
|

View Change Screen

The following security nodes do not provide a visible change in security on the View
Change screen:

¢ Revelation.ViewDef

¢ Revelation.ViewDefChange

ScHoOOL SETuUP COPY SECURITY

The Select Schools to Copy To grid of Synergy SIS > System > Data Maintenance >
School Setup Copy is controlled by this security node:

K12.Setup.SchoolSetupCopyGrid

| Update Setup Form Status: Ready (Update Mode) | o] % d‘é
School Setup Copy

School Year: 2009-2010

Configure Setup Copy/Update |
School to Copy From

| Select Modules to Copy/Update &)
MOodUIES k)

I” attendance

I” Basic School Setup
I” Course

I Discipline

I Fees

I” Grading

I” Groups

I Master Schedule
I™ Parent Experience

Select Schools to Copy To Chooser | (@] |
* |
School Setup Copy Screen

The following security nodes do not provide a visible change in security on the School
Setup Copy screen:

e K12.Setup.SchoolSetupCopyUl
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ATTENDANCE SCAN SHEET BACKUP SECURITY

Synergy SIS > System > Scanning > Attendance Scan Sheet Backup is not controlled
by any security node.

E'\-E}\g\a ﬂ# Foon Stalur Find | 55 th_'
Attendance Scan Sheet Backup [l

Crganization Kame:

Crganizaion Mame r

MOTE: To reshore previous Atherciance Scan Sheets: Belect arow in the "Previous Ecan Bhest” grid. Then cick the
"Festore Sheet” btton

Ciiniait Skt Valid For 5

[5na Eivl ialn sl
Previous Scan Sheets fae restening onhy .

Attendance Scan Sheet Backup Screen

The following security nodes do not provide a visible change in security on the Attendance
Scan Sheet Backup screen:

e Revelation.Scanninginfo.Scanninglnfo

¢ Revelation.Scanninginfo.ScanningUl

e Revelation.Scanninginfo.ScanningUserDefined
o K12.Systeminfo.ScanSheetHoldinglnfoMaint

¢ K12.SystemInfo.ScanSheetHoldingInfoMaintUlI

GRADING SCAN SHEET BACKUP SECURITY

Synergy SIS > System > Scanning > Grading Scan Sheet Backup is not controlled by
any security node.

EI':@':'“'-‘} jis==i ari PO Sl Ry (L W0 ﬁ?%?{'_-
Grading Scan Sheet Backup C
(DngErazation Name: Grant Dlementary

Grase Raport Sheets | Pogacs Papon Soeas
‘O rgarization Hame
[Grant Elemertary

HOTE To restone previous Grade Scan Sheets Select 3 row in he “Previous Scan Sheet® grd. Then
chik the Festane Sheet® Bmon

Fatore Shest
Provisss Scem Shaos (for resoring snky)
LisaGrade Beriod —

Bt Em

‘ Cosrasd Shauts Vakid For Scanning ‘Show D etil |

afirans =L

O

Grading Scan Sheet Backup Screen

The following security nodes do not provide a visible change in security on the Grading
Scan Sheet Backup screen:

o K12.Systeminfo.GrdScanSheetHoldinglnfoMaint
o K12.Systeminfo.GrdScanSheetHoldingInfoMaintUI
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AUTO POPULATE SECURITY

Synergy SIS > System > Setup > Auto Populate is controlled by the following security
node:

Revelation.AutoPopulate.RevAutoPopulate

E,‘:‘_‘ Porm St Paacy Lpdabn W] | 38 gy 1=z
Auto Populate =

Awis Populate [ Actian E ()

B az

I Farenintficaion

[ StudemiER

Auto Populate Screen

The following security nodes do not provide a visible change in security on the Auto
Populate screen:

¢ Revelation.AutoPopulate.RevAutoPopulateResponse

¢ Revelation.AutoPopulate.RevAutoPopulateTree

DISTRICT SETUP SECURITY

Synergy SIS > System > Setup > District Setup is controlled by this security node:

K12.Setup.DistrictSetup

District Setup (=

District Setup

Oplinnsl System | Grade Setup  TeacherwUE | Labels = Auto-Sequence  Reports  SWWaivers  Mohile Apps

Current System Year () Year Permissions (M Summer School Q|
Current Year  Base “ear |Previous Year(s) Permission Current Year Permission Mext Year(s) Permission |Summer School Year Summer School Type
20102011 v IZEIEIE Update * | Update | Update v I v

Organization Year Tree |Act|nn j (]
b 2005
b 2006
P 2007
P 2008
P 2009
b 2010
B 2011
b 2012
b 2013

Staff Years Q)
Last Staff Year Increment Date Increment Staff Years

District Setup Options @

District Accommodation Setup
District Discipline Options

District Setup Screen
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The Grade Setup tab of the District Setup screen is controlled by this security node:

K12.Setup.DistrictGradeGrid

District Setup
District Setup
Options  System  Grade Setupl TeacherVUE  Labels = Auto-Sequence  Reports =~ Waivers |~ Mobile Apps
Graduation Grade
12 b
Graduation Requiremems Year Calculation Method
| 3|
Grades (6]
d uetin ADA Group
PS |k v|13 v
K 01 w12 K hd
o1 02 ~[11 01-03 ~
102 |03 ~[10 01-03 v
03 |04 ~|9 01-03 -
04 |05 |8 04-06 b
05 ||06 ~|7 04-06 b
06 |07 ~|6 04-06 b
2107 |08 ~|5 07-08 b
108 09 ¥4 07-08 v
0g |10 >3 09-12 v
10 1 ~l2 09-12 b
11 12 hal i 0912 v
412 w0 09-12 v
12+ » v

District Setup, Grade Setup Tab

The Reports tab of the District Setup screen is controlled by the security nodes:

o K12.Setup.DistrictReportDefOptions controls the Footer Boiler Plate box.
o K12.Setup.DistrictReportDefOptionsGrid controls the Report Options grid.

District Setup [«

District Setup

Olptions ~ Systern | Grade Setup = TeacherVUE | Labels = Auto-Sequence Repun:sl Waivers = Mohile Apps

Chooser [y

Report Options

Footer Boiler Plate [ G

Phone Number Options 6
hzsk Phone Numbers
Mask unlisted phone numbers V‘

District Setup Screen, Reports Tab
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The Waivers tab of the District Setup screen is controlled by the security nodes:

o K12.Setup.DistrictCourseWaiverArea controls the Subject Area Waivers grid.
o K12.Setup.DistrictCourseWaiverColl controls the College Waivers grid.

e K12.Setup.DistrictCourseWaiverUniv controls the University Waivers grid.

District Setup («

District Setup

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

Subject Area Waivers | Add | (]
< [ tine| = = S
College Waivers [ a0 |Q
775 [ e = gl =
University Waivers [ add |
7« [ tine| = = S

Waivers Tab, District Setup Screen

The following security nodes do not provide a visible change in security on the screen:
o K12.Setup.DistrictGrade
o K12.Setup.TextYear

EMAIL CONTENT SECURITY

Synergy SIS > System > Setup > Email Content is controlled by the following security
node:

Revelation.EmailContent

The Content Sections section is controlled by the node Revelation.EmailContentValue.

Email Content («
| Content |
Content Mamespace Content Key Default Language
|Pip htainBulk English v
Content Sections Add || Show Detail | QD
% =
1 English
l Spanish

Email Content Screen

The following security nodes do not provide a visible change in security on the screen:
¢ Revelation.EmailContentValueUl

e Revelation.EmailQueue
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FREQUENCY UNIT SECURITY
Synergy SIS > System > Setup > Frequency Unit is not controlled by any security node.

CIGIC)

Frequency Unit

.',";:J‘ Find | Unda ‘ Add ‘ Delete|

| Fregquency Unit |
Basic Time Unit hMultiply Factor Description

| !

Frequency Unit Screen

LABEL DETAIL SECURITY

Synergy SIS > System > Setup > Label Detail is not controlled by any security node.

| (@ (CD (9 "'H::-':r' | Find | Unds | Add | Delete | | Form Status: Find | @ E&j Q
Label Detail («

Code: Description:

_ Label Dimensionsl Options

Code Description
Side: margins
Top margin | F—Horizontal pitch——

T . NulLber
) ] idth
\u'ertlcaIJ,pltch Height down
r o l

fumber acro

TopMargin(ny | LabelHeight(n)|
SideMargin(in) [ Lapelwidthgny [
vercal Pich in) [ numberAcross [
Horizontal Pitch ()] NumberDown [

Page Size v

Page Orientation i

Row Height defines height of value fields for a given row.
If blank the system calculates the height automatically.
The Row Spacing is the defined height of blank space
hetween two rows. If blank row controls align top and
fhattorm.

Row Height]
R0 Space|

Label Detail Screen
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LOOKUP TABLE DEFINITION SECURITY

Synergy SIS > System > Setup > Lookup Table Definition is controlled by this security

node:

Revelation.LookupDef.LookupTableValue

o] 55 | e |k |

Fom Sy By (o e 1) _'rg =

Lookup Table Definition

(]

Lockep Tabbs i rdsrance

[+]

Fm

P oroarsoass
B dimmait
[ =T

[ =120

¥ smcecarss

Lookup Table Definition Screen

The following security nodes do not provide a visible change in security on the Lookup

Table Definition screen:

o Revelation.LookupDef.LookupTable
¢ Revelation.LookupDef.LookupTableTree

¢ Revelation.LookupDef.LookupTableUI
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MAIL MERGE DEFINITION SECURITY

Synergy SIS > System > Setup > Mail Merge Definition is controlled by these security
nodes:

¢ Revelation.MailMerge controls the definition, including adding or deleting.

o Revelation.MailMergeDoc controls the Mail Merge Documents grid.

‘ -<:<) wC:D -j:_>:>) | ,"i’] ‘ Find | Unda | Add | Delete | Statuz: Find | =] % f:f@
Mail Merge Definition «

MName: Type Default Language:

D |

Name Type Default Language Report Name 4

b v
Mail Merge Documents Add |
([ Line = = \ B |

Mail Merge Definition Screen

The following security node does not provide a visible change in security:

o Revelation.MailMergeUl

MAIL MERGE DISTRICT DEFINITION SECURITY

Synergy SIS > System > Setup > Mail Merge District Definition is controlled by these
security nodes:

¢ Revelation.MailMergeDistrict controls the definition, including adding or deleting.

¢ Revelation.MailMergeDistrictDoc controls the Mail Merge Documents grid.

eruv]| (D Q) (D | 55 | |_Find || wndo | add | oekete | status: Finet | 2 i 21@Q
Mail Merge District Definition («

Mame: Type: Default Language:
| Documents |

Mame Type Default Language Report Name 4

I by b

Mail Merge Documents Ad |@
([ tine| = gl | ¢

Mail Merge Definition Screen
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ORGANIZATION SECURITY

The District tab, visible in the detail screen of Synergy SIS > System > Setup >
Organization when the district is selected in the tree, is controlled by this security node:

Revelation.Organizationinfo.RevOrganization

The security node Revelation.Organizationinfo.OrganizationTree controls the adding
and deleting of organizations.

;‘;_" | save || Undo Form Stetus: Ready (Update Mode) | &
Organizaticn [«
Actian... j (%]

P [Bample School District] Organization MName: Sample School District

District | _Special Education

District Setup Options

| District Information Q|
|Drgamzatinm Narme District Murnber
|Samp|e School District

County Code

Address Information Q)
Address
Address2
City State  ZipCode +4
| || I

Other Information Q)
FPhone Phonez2

Wehsite URL

Images Q|

Attach Printed Loga

Attach Title Image

Attach Login Lago

Organization Screen
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The Special Education tab is controlled by these security nodes:
o K12.Setup.SpecialEdDeptinfo controls the District Information section.

o K12.Setup.SpecialEdIEPAppOptions controls the IEP Referral Timeline Days
field, the Medicaid Billing Agency field, and the Secondary Threshold Grade field. It
also controls the Goal Library Use Need Area Instead of Subject Area checkbox and
the Transfer IEP Data to AZ SAIS check box.

o K12.Setup.SpecialEdIEPOptions controls the Section A-B field, the Section C-D-E
field, and the IEP Service Staff Disclaimer field.

Organization
IAction... j @
P|Sarmple School District Organization Mame: Sample School District
District  Special Education |

| General Q|

|Arizona Q|

| Califarnia Q|

| Mational Q|

|Virginia Q|

Organization Screen Special Education Tab
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The School tab of schools in the Organization screen is controlled by this security node:

K12.School
School | Years  Special Education = Documents
School Information (&
School Mame School Code
|Hepe High Schaol 273
Abbr School Name
Attach Loga
Principal Mame 4
User, Principal
Address Information (&
Address
123 Main 5t
Address?2
City State ZIF Code +4
|Phoenix A7 v|[msess |
Map it!
Other Information Q|
Phaone Fax Counselor Dept Phone

|as9-585-1212  |passss 12z |

Sis Schoal Code State CTDS Code Alt Funding Schoal Code
[273 |123286273 |

Wehsite URL
Iwww.edupuml com

¥ Live In Genesis

[~ Hide Organization From General Lse

Alternate Information (%
Alternate District CTDS

[~ Use Alternate District CTDS

Parent Organization (&
Selecting a new Parent will mave this organization in the organization heirarchy

Parent Organization

3. High Schaools v
Health Notification ("
Head hurse Email Safety Specialist Email

School Tab, School-Level, Organization Screen

The Documents tab of schools is controlled by this security node:

Revelation.Organizationinfo.RevOrganizationAttachDoc

School | Years | Special Education Ducumentsl
Documents | add |D

=

Documents Tab, School-level, Organization Screen
The following security nodes do not provide a visible change in security on the Organization
screen:
¢ Revelation.OrganizationInfo.RevOrganizationUlI
¢ Revelation.OrganizationInfo.RevOrganizationYear
e Revelation.Organizationinfo.RevYear

¢ Revelation.Organizationinfo.RevYearOrganization
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PAGE SIZE DETAIL SECURITY

Synergy SIS > System > Setup > Page Size Detail is not controlled by any security node.

@00

L7
oy |
al

Find | Unda | Add | De\ete|

Form Status: Finc | @ Eﬁj

-
I
=

Page Size Detail

(«

Page Code:  Description:

Page Di i |

Page Code Description

iclth (in )

Height {in.}

Page Size Detail Screen

PROPERTY OVERRIDE SECURITY

Synergy SIS > System > Setup Property Override is not controlled by any security node.

Property Override

| Property Override |

- K12
7 K12.Addressinfo

P AddressChaice

= AddressChoiceGrid
(& AddressChoiceGridGL
& AddressChoice3l
@ city
& Gridcy
@ IncomingAddresshumber
& Schoaoldame
elEm
& StrestAddincrement
[ StrestAddress
(& StreetDirection
[ StrestExtra
@ StrestFraction

Current

Type
String
Label Shaort Label Display Length Default value Mandatory

[state | e || | o

Override

Lakel

Short Label Display Length

Default Walue Mandatary
r

Property Override Screen
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REVELATION MESSAGE SECURITY

Synergy SIS > System > Setup > Revelation Message is not controlled by any security
node.

Revelation Message [«
Message Mumber: 1025

ME§699|
Message Mumber Product Owned Msg Type
1025 F Error b

Base Message Q)
Msg Group Message B Q@ Help Message Q

Aftendance ¥ Date Range must be inside District Calendar ({0}) =] B

Help Link

Message Override Q
Message Override [5G Help Message Override 3] G
=l

-]
Revelation Message Screen

RULE GROUP SECURITY

Synergy SIS > System > Setup > Rule Group is controlled by this node:

Revelation.Ruleinfo.RuleGroup

Rule Group [«
Group Setup |
Default Execution Time  Default Admin Users List eIy
[2:00 Am Role - Adrmin
Groups add Q)
* %‘ %‘ < <
I Missing Info Messages Role - Adrmin User 2:00 PM Execute Mow
Admin 4 -

Rule Group Screen

The following security nodes do not provide a visible change in security on the screen:
¢ Revelation.Rulelnfo.RuleBatchNotification

¢ Revelation.Rulelnfo.RuleBatchResult
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RULES SETUP SECURITY

Synergy SIS > System > Setup Rules Setup is controlled by this node:

Revelation.Rulelnfo.Rule

Rules Setup [«
Rule Name: New ELL Students Category: Student Enakle Rule: ¥
Rules Setup |
Rule hame Category Enable Rule
Mew ELL Students Student v ~
Rule Definition &
Run Type Error or Notification Caused YWhen
Batch ~ | Al Rules are True v
‘vear Start Year End [vear Extensions
2010 I~ Might ¥ Regular I Summer
Batch Validation Options Q|
Processing Group Include Validation Errors in Report Create Person Notification
Student Motifications v I r
Message Definition Q)
Message Number 4
Error Message [§] @ Help Message [ Q

- B
] [l

Help Link
Rule Details &
Rules [ add | ShowDetail | @
= [ Ling| s \ B

Rules Setup Screen

The following sections are not controlled by the above security node, but by others.
¢ Revelation.Rulelnfo.RuleDetail controls the Rule Details grid.
¢ Revelation.Rulelnfo.RuleYearExtList controls the Year Extensions box.
¢ K12.Rules.ELLRule controls the detail of the ELL Program Rule.

¢ K12.Rules.ELLRuleLanguageList controls the list of languages for the ELL
Program Rule.

e K12.Rules.ELLRuleProgramList controls the list of programs for the ELL Program
Rule.

¢ K12.Rules.StudentRelatedPropertyRule controls the detail of the Student
Related Property Rule.

e K12.Rules.TotalELLSemestersRule controls the detail of the Total ELL
Semesters Rule.

The following security nodes do not provide a visible change in security on the screen:
¢ Revelation.Rulelnfo.RuleUl
e K12.Rules.StudentRuleUl
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SCHOOL SETUP SECURITY

All tabs of Synergy SIS > System > Setup > School Setup are controlled by this security

node:
K12.Setup.SchoolSetup
School Setup («
Schoaol Mame: Hope High School school vear. 2010-2011
| Basic Info | Options SIS Data Options | Labels | TeachervUE
Period Definition ) Type Information &
Start Period End Period Homeroom Feriod Homeroom keeting Day  |School Type School Attendance Type
0 9 1 b High School ~ | Period Attendance b,
School Attendance Taken School Attendance Reason Type
By Section ~ | |[Regular v
Concurrent Enraliment Type
Full Concurrent - Able to gend and receive concurrent students v
ALC school Type School Category Calendar Type
by ~ | [Regular ]
Grade Selection /| Grading Options (|| Roll Over Defaults Q)
Grarle Grading Period Enter Code Enter Date
CPsCK Co1 o203 04 Fourth Quarter ~ EZ2-First Arizona enrall v
Cos CosCo7 Cog o910
V11 v 12712+
Term Definition | Add ” Show Detail |Q
X & e = |
o 1 Fall 08r31/2010 12/20/2010 51,Q1, Q2 YR
[ 2 Spring 01/03/2011 0B/30/2011 ¥R, 52, Q3, Q4
Track Selection O|
[Tracks If
Policy Code et Q
I~ Al Day Kindergarten I Waiting List Available
Other Info Q)
[~ Exclude from State Reporting validate Student Classes
3
Irpravernent Status
v
Generic Teacher Aide Course Q)
Course |D 4= Course Title 4 Credit Given
[101TA | [Teacher Aid | |[From Section Credit -
Programs @
All students enrolled in this school year are in the | FRK program.
Programs / Needs Show Detail |@
M ath ~ v Title | Mathematics
School Setup Screen
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On the Basic Info tab, the following sections are not controlled by the above security node,
but by others:

o K12.Setup.SchoolYearTrmDef controls the Term Definition section.

e K12.Setup.SchoolYearTrmCodes controls the Term Codes grid in the detail
screen of each term in the Term Definition section.

o K12.Setup.SchoolYearNeedGrid controls the Programs/Needs section.

o K12.Setup.SchoolYearNeedGridDetail controls the detail screen of each program
in the Programs/Needs section.

The following security nodes do not provide a visible change in security on the School
Setup screen:

e K12.SchoolGrade

o K12.Setup.SchoolOptionsSetup

e K12.Setup.SchoolSetupCopyGrid

e K12.Setup.SchoolSetupCopyUl

e K12.Setup.SchoolSetupTracks

o K12.Setup.SchoolSetupUl

o K12.Setup.SchoolYearTrmCodesUI

e K12.Setup.SchoolYearTrmDefTrk

e K12.Setup.SchoolYearTrmDefTrkGrid
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SYSTEM CONFIGURATION SECURITY

Synergy SIS > System > Setup > System Configuration is controlled by the security
node:

Revelation.OrganizationInfo.SystemConfig

System Configuration E

System Configuration

| Security | Options  Advanced
Email Options || Joh Queue (|| Multi-Level Administration ()
SMTP Email Server Email Enatled Default Email From Address |[Enable Enahle

titan I rwilson@ edupoint. com v I
SMTF Fart Override - default is 25 Test Email

Messaging Q
™ Bulk Mail Enatle [~ Immediate Email Enable
Time to begin bulk emailing Immediate Start Time Interval in hours (1 to 24 to check for emails to send

™ Keep History of Bulk Emails to Each Person [~ Keep History of Immediate Emails to Each Person

Contact Type for Email History [~ Blind Copy Sender on Immediate Emails
b
Default Point Of View Home Page (|| Tracking QD

“iew Name Changs POV Home Pags Track User Login Attempts
Horme Screen r

Password Security Options Q|

Minimurn password length l— characters. (Leave blank far no limitation)

Murnber of days hefore password expires I— (Leave blank for no expiration)

Require hoth alpha and numeric characters to exist in the password b

Force unigueness of passwords up to l— historical passwords. (Leave blank far no unigueness check)

Farce unigueness of passwards Up to number of days. (Leave hlank for no date unigueness check)

Number of invalid login attempts before user is disabled 5 (Leave blank for unlimited attempts)
NOTE: To enable a disabled user account go to the User view and clear the disabled checkbox

Default Entry Access Times QD
\
honday Yes ‘
s Tuesday Yes |
Wednesday Yes v
2 Thursday Yag v
Friday Yes ¥
G Saturday Yes |
Sunday Yes v
Pass Through Authentication Q|
™ Allow pass through authentication for logins
LDAP Integration Q
Using LDAP LDAP Server Type Integration Type - Higher levels include the functionality of the prior level
r ~ | 3. Create Users and Synchronize User Groups b
Domain Mame Server Path (e.g. LDAP#myserver.com) Secured wia 551
Ixnuvahq ILDAP.Haﬁ %nova. com r

You must enter in an LDAP user property té ensure matching of LDAP user's and RT staff. This user property can be any
named single value LDAP user property (e.g. description, info, ete.). The property value is matched against the Staff
Badge Number property.

WARNING: This property must be blank for all Students if Students exist in your LDAP.
User Property

In order to provide the ability to auto create staff and staff schocl year entries, the LDAP property representing Staff
Type must specified. The expected value in LDAP is the role code (lookup K12.5TAFF_TYPE).

Faole Property

Staff Types to allow LOAP to add staff school year entries
I” Counselor ™ Maintenance W Teacher

Systems Configuration Screen

The security node Revelation.Organizationinfo.UserTimeEntryGrid controls the Default
Entry Access Times grid.
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TASK DEFINITION SECURITY

Synergy SIS > System > Setup > Task Definition is controlled by the following security

node:

Revelation TaskDefGrid

Task Definition =
Task Process ]
Task Execution Time
[2.00 A Run Task Process Inmediately

Options Q@
[~ Generate Task For Entire Day
If Generate Task For Entire Day 5 selected then the task list will be built for the entire day. This is applicable only if the user clicks Run Task Process
Immediately
Task ition |
Task Definition ]
m 5
g EOHealn jHea\th K12 Healthinta Health K12 Healthlnfo. Taskinfa Healthlncident Taskinfo Marual
m =
g B Confersncs jstudent K12.Conferencelnfo.Student Conference K12 Conferenceinfo Taskinfo.StudentCanferenceTaskinta — |Manual
i = P ~
@ B Discipline jggg;mg k12 Disciplinelnto StudentincidentDiscipling 12 Disciplinelnfo. Taskinto StudentDiscipineincidentTaskinio Manual
— n ; =
B O Medication jHea\m K12 Healthinfo Medication Monitor K12 Healthinfo. Taskinfa. StudenthedicationT askinfa Automatic
o m =
 EOPE ZIIE\F’;JEEE K12 PXP Review PVUE Updates K12 PXP.Taskinto ParentvUEChangeT askinfo Automatic

Task Definition Screen

The following security nodes do not provide a visible change in security on the Task

Definition screen:
e Revelation.Task
e Revelation TaskDef
e Revelation TaskDefClt
e Revelation TaskDefUI
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SIF TRANSACTION HISTORY SECURITY

Synergy SIS > System > SIF > SIF Transaction History is not controlled by any security
node.

;'i':\‘ Find | Undo | Add ‘ Delete | Form Status: Find | @ %E

@A
SIF Transaction History («

SIF Ohject  Processing Start Tme:  Pracessing Finish Time:

SIF Transactions |

SIF Chject Time Received Processing Start Time
Transaction Data (@]
Transaction =ML G
|
=
Transaction Status (]
Processing Finish Time  State
I
Errar Result
||
=~

SIF Transaction History Screen
The following security nodes do not provide a visible change in security on the SIF
Transaction History screen:
e K12.SIFStudent
¢ Revelation.SIFInfo.SIF
¢ Revelation.SIFInfo.SIFObjectBOXref

e Revelation.SIFInfo.SIFTransaction
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USER SECURITY

The Demographics tab of Synergy SIS > System > User > User is controlled by this

security node:

K12.Systeminfo.SISUser

This security node also controls some of the Organizations tab and some of the POV tab.

User

User Mame: User, New

Demographics | Organizations  User Groups  Navigation Menu | Security Settings |~ Focus | Spell Check  POYW
Last Mame First Mame Micidle Mame  Disahled User Type
|User INeW | r Staff v
Login (|| Password (| Dates (&)
Login MName Ermnail O Password Confirm Password User Creation Date
Inewuser Inewuser@edupmm com I I IEIBMEUZEIH 23:59:44
[~ Force Password Change On Mext Lagin Last Login Date
[~ Exempt Fram LDAP
Address || Preferences (]
Address Default Mode Paging Size Paging Row Size
I w
City State ZIP Code +4 [~ Show GQuick Launch
I 3 Debug Expiration (Hours from Mow)

0

POV Home Page

Change POY Home Page

Phone Humbers [ A |@
4 [ ine| = 2l =l = = g

Demographics Tab, User Screen

The Organizations tab of the User screen is controlled by the security nodes:

¢ Revelation.Userinfo.RevUserExtLst controls the Year Extensions section.

o K12.Systeminfo.SISUser controls the Access Permissions section. This node

also controls the Demographics tab and POV tab.

¢ Revelation.UserInfo.RevUserOrganizations controls the Organizations grid.

User («
User Name: User, New
Demographics Organizalionsl User Groups | Mavigation Menu | Security Settings ~ Focus | Spell Check | POV
Last Mame First Mame Middle Name Disabled User Type
|User INew r Staff v
|Year Extensions ("]
Fossible Year Extensions
™ Night ™ Regular ™ Summer
Access Permissions ]
Previous Year(s) Current Year Next Year(s) MNon Year
v v v -
Organizations Chnooser | (]
< [ tine| gl gl

Organizations Tab, User Screen
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The User Groups tab of the User screen is controlled by this security node:

K12.Systeminfo.SISUserUserGroup

User («
User Name: User, New
Demographics | Organizations | User Gmupsl Mavigation Menu  Security Settings | Focus | Spell Check = POY
Last Name First Name Middle Mame  Disabled User Type
User Mew | r Staff v
Point Of View Home For User Group @)
POV Usergroup
b
User Groups Chooser |O
x = z
I Role - Genesis User r
I Role - hurse r

User Groups tab, User Screen

The Navigation Menu tab of the User screen is not controlled by any security nodes.

User @

User KName: User, New

Demographics | Organizations | User Groups NavigatinnMenul Security Settings | Focus | Spell Check | POV

Last hame First Mame Middle Name Disabled User Type
User TS | r Stafl b’
Navigation Menu |Ach0n. . j (&)

Navigation Menu Tab, User Screen

The Security Settings tab of the User screen is controlled by these security nodes:
o K12.Systeminfo.User controls everything but the Default Entry Access Times grid.
o K12.Systeminfo.UserTimeEntryGrid controls the Default Entry Access Times grid.

User @

User Name: User, New

Demographics ~ Organizations = User Graups  Navigation Menu | Security Set\ingsl Focus | Spell Check  POY
Last Name First Mame Middle Name  Disabled User Type

[User [ew | O |seff v
Discipline | Conference Q
Discipline Security Conference Visitation
- v
Discipline Organization Security Student Enrollment History Q)
33 Student Enroliment Organization Security

v

[ Scheduling ][ special Education &

Exempt From Student Team
v

|AHDW Override of Max Students in Class v

e Case Manager
v

Other | Grade Book Q
™ Show BO On Mouseover Grade Book Security
v

TeacheryUE Administrator] ~

Admin/UE User| ~

Default Entry Access Times @

Monday
Tuesday

s Wednesday

] Thurscay

Friday

Saturday

Sunday

LR BN RN R

Security Setting Tab, User Screen
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The Focus tab of the User screen is not controlled by any security nodes.

User @

User Mame: User, New

Demographics | Organizations | User Groups | Mavigation Menu | Security Settings [Fecus | Spell Check | POV

Last Name First Name Middle Mame  Disabled User Type
Uger Mew r Staff v
Focus Year Selection Show Inactive Students
| Active Only v
Focus Organization @

P Edupoint School District

Focus Tab, User Screen

The Spell Check tab of the User screen is controlled by this security node:

Revelation.Userinfo.RevUserCustomDict

User («
User Mame: User, New
Demographics  Organizations  User Graups  Mawigation Menu  Security Settings  Focus  Spell Checkl POV
Last Mame First Mame Middle Mame  Disabled User Type
IUser INeW | r Staff v
Options o
WV lgnore All-Capital Words v Ignore Mixed-Digit Ywords W lgnore Filenames
v lgnore First-Capital Words v lgnaore Hyphenated Yvords ¥ lgnore Himl Tags
¥ lgnore Mixed-Capital Words ¥ lgnore Repeat Words ¥ lgnore Internet Addresses
Custom Word List [ ad |@
[ tine |

Spell Check Tab, User Screen

The POV tab of the User screen is controlled by these security nodes;

o K12.Systeminfo.SISUser controls the Dashboard Controls Per Row field and the

Show Task List list. This node also controls the Demographics tab and some of
the Organizations tab.

¢ Revelation.UserIinfo.RevUserTaskLst controls the Task Module section.

¢ Revelation.UserInfo.UserDashboardWidget controls the Dashboard Controls grid.

User

User Mame: User, New

Demographics = Organizations  User Groups  Mavigation Menu | Security Settings | Focus | Spell Check FOV| ‘

Last Mame First Mame Micddle Mame  Disabled User Type

IUser |New r Staff b

Point of View (POV) Home Page Settings @
Dashboard Controls Per Row

Dashboard Controls Add || Chooser \O
% [ Line| = = = = gl
Task Setup (&]
Show Task List

Mo b

Task Module

™ Electronic Student Record I Health I Incident Discipline I PYUE Update I~ Student

POV Tab, User Screen
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The following security nodes do not provide a visible change in security on the User screen:

K12.Setup.UserFindList
K12.Setup.UserFindSelect
K12.SystemInfo.UserPasswordUlI
K12.SystemInfo.UserPreferencesUl
Revelation.UserInfo.RevUser
Revelation.UserInfo.RevUserNoDefault
Revelation.UserInfo.RevUserPassword
Revelation.UserInfo.RevUserPerformance
Revelation.UserInfo.RevUserReportPreferences
Revelation.UserInfo.RevUserUl
Revelation.Navigation.MenuTree
Revelation.Navigation.MenuUsrTree
Revelation.Navigation.MenuGroup
Revelation.Navigation.MenuGroupltem
Revelation.Navigation.MenuGroupUsr
Revelation.Navigation.MenuGroupUsritem

Revelation.OrganizationInfo.UserFocusConfig

USER GROUPS SECURITY

The Members tab of Synergy SIS > System > User > User Groups is controlled by these
security nodes:

K12.Systeminfo.SISUserGroup controls the User Group Name. This security
node also controls part of the Organizations tab, the Options tab, and part of the
POV tab.

K12.SystemInfo.SISUserGroupUser controls the Members grid.

User Groups («

User Group Mame: Rele - Nurse

_Memhersl Organizations = Mavigation Menu | Options ~ Security Settings = POY

User Group Mame Mame of user group in LDAR (if synching with LDAR)
IRDIe - Murse Murses
Members | Chooser |O
re S S = <
=
I WUser, Test test@edupoint.com test Hope High School 2010-R [

User Groups Screen
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The Organizations tab is controlled by these security nodes:
¢ Revelation.UserIinfo.RevUserGroupExtLst controls the Year Extensions section.

o K12.Systeminfo.SISUserGroup controls the Access Permissions section and the
Virtual Organization Settings section.

¢ Revelation.Userlnfo.RevUserGroupOrganization controls the Organizations

grid.
User Groups
User Group Mame: Role - Nurse
Members Organizationsl Mavigation Menu | Options  Security Settings = POY
User Group Mame Mame of user group in LOAR (if synching with LOAR)
|ROIe - Murse Murses
|Year Extensions &
Possible Year Extensions
™ Might ™ Regular ™ Surmrmer
Access Permissions ]
Previous Year(s) Current Year Mext Year(s) Mon Year
by by by by
[~ Allow LDAP monitaoring to create staff school year entries for specific school organizations listed below.
NOTE: Organizations above the school level will not be evaluated.
Organizations Chooser | @
775 [ e = s
Virtual Organization Settings @
*irtual oot Mode
by
I~ Allow Lower Virtual Mode Users to Modify hMember List
Organizations Tab, User Groups Screen
The Navigation Menu tab is not controlled by any security node.
User Groups («
User Group Mame: Role - Nurse
Iembers ~ Organizations  'Nawvigation Menu | Options | Security Settings = POY
User Group Name Ldap Mame
IRDIe - Murse |
Select 8 user whose default saved report settings are used for report execution 4=
MOTE: Currently, the default report preferences user for a group is only impelmented in TxP.
I~ Default Use Menu Group for a new user added to this group
Navigation Tree Action... ]
P [Health
Set Group Order @]
x |
I Health
Miove Up M Down

Navigation Menu Tab, User Groups Screen
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The Options tab is controlled by this security node:

K12.SystemlInfo.SISUserGroup

This security node also controls the group name, a section on the Organizations tab, and
part of the POV tab.

User Groups

(«

User Group Name: Role - Nurse

Members  Organizations

Mavigation Menu 0ptions| Security Seftings = POV

User Group Name Ldap Mame
|Role - Murse |
Point Of View Home Page (@]
PO Home Page
“hange POY Home Page |
Please Select a page for the user to log into [&]
Login Page Allow Dual Login
v b

Options Tab, User Groups Screen

The Security Settings tab is controlled by these security nodes:

K12.Systeminfo.UserGroup controls everything but the Default Entry Access

Times grid.

Revelation.UserIinfo.GroupUserAccessGrid controls the Default Entry Access

Times grid.

User Groups

User Group Marme: Rele - Nurse

Members | Organizations Mavigation Menu | Options | Security Settings | PO

User Group Narme

Marme of Lser group in LDAP (if synching with LDAP)

Rale - Murse |Nurses
Discipline 9| | Conference Q)
Discipline Security Discipling Organization Security Conference Yisitation
v v v
Student Enrollment History Q
Stutlent Enrallment Organization Security
-
‘Scheduling 0‘ Special Education Q@
‘AHDW Owerride of Max Stucents in Class v ‘ Exempt From Student Team
v
‘Olher 0‘
Systemwide Case Manager
‘TEBEHENUE Administrator ~ | AdminvUE User v ‘ 3
Grade Book Q
Grade Book Security
v

User Session State

Time, in minutes, of inactivity before a lock screen is shown l—
and will require the user to login to regain access

Time, In minutes, of inactivity before all child windows are

ciosed, pending changes not committed and user is returned

to 3 login screen

[~ Exclude From PAD and BO Security Yiews

Default Entry Access Times

Manday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

L3 K3 KN RS XN RS

User Groups to A

Chooser ‘Ql

=

g

Security Settings Tab, User Groups Screen
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The POV tab screen is controlled by these security nodes:

o K12.Systeminfo.SISUserGroup controls everything but the Task Module section.
This node also controls the group name, a section on the Organizations tab, and
the Options tab.

¢ Revelation.UserIinfo.RevUserGroupTaskLst controls the Task Module section.

User

User Name: User, New

Deriographics  Organizations  User Groups | Mawigation Manu | Securiy Settings  Focus | Spell Check | POV |

Last Wame First Mame Middle Mame  Disabled User Type
IUser INEW r Staff ~

Point of View (POV) Home Page Settings (&]
Dashboard Contrals Per Row

Dashboard Controls add || chooser | @
4 [ Ling] = = = = gl
Task Setup (0]
Show Task List

Mo by

Task Module

™ Electronic Student Record I Health I Incident Discipline I PYUE Update T Student

POV Tab, User Groups Screen

The following security nodes do not provide a visible change in security on the User
Groups screen:

¢ K12.SystemInfo.MassChangeUserGroup
¢ Revelation.Userlnfo.RevUserGroup
¢ Revelation.Userlnfo.RevUserGroupUser

¢ Revelation.Userlnfo.RevUserUserGroup

SYSTEM REPORTS SECURITY

While report options are available on the Security Definition screen, it is recommended to
only use the PAD tree security to control access to reports.
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