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Getting Familiar

Creating a Dismissal Exception

60-Day Free Trial
S b s teuredioen yoer daby s chace i cam and erdest

Canceling a Dismissal Exception
Creating a Recurring Dismissal Exception

Canceling a Recurring Dismissal Exception

Changing Preferences and Password

Ask us about FastLane
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Support Email Us 1-888-275-6202 Forgot Password Jsername — _
\\)) HOME FREE TRIAL ADMINISTRATORS PARENTS VIDEOS CONTACT US
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] PARENT LOGIN AREA
Organizing Safe Co jent: i i P
S e \ * Username will always be an email
ismissals for Over 7 Years N
address

 The temporary password issued by
SDM is good for your first login

e Upon your first login you will be
prompted to changeitto a

R — o R — personal password before

proceeding further

60-Day Free Trial

S how you can tearsdims your dely chamstind] chatn nto Gim and orden
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Welcome Terri Carver

1.

Home | Change Password and Preferences | Recurring Dismissal Instructions | Help | Get Started | Logout

— School Cutoff Time for creating a
Terri Carver - Dismissal Calendar D|Sm |Ssa| Exce pt|on

5.

School Cutoff Time: 2:15:00 PM 2 .

Click on a calendar day to set dismissal exception(s) for that day ,or Pick a Future Date

Monday 6/20/2016 Tuesday 6/21/2016 Wednesday 6/22/2016 Thursday 6/23/2016 Friday 6/24/2016

Defaults Defaults Defaults Defaults Defaults P I C k a fUt u re Da te O pt I O n

Abbigail 3us 3 Abbigail 3 Abbigail Jus 3 Abbigail 3 Abbigail
Gabriel 3 Gabriel 3 Gabriel 3 Gabriel 3 Gabriel

Joshua 3 Joshua 3 Joshua 3 Joshua Jus 3 Joshua

2-week Calendar view

- - -
Vs

s N
£ ’
Monday 6/27/2016 Tuesday 6/28/2016 Wednesday 6/29/2016 Thursday 6/30/2016 Friday 7/1/2016

Defaults Defaults Defaults Defaults Defaults

Abbigail 3 Abbigail 3uS 3 Abbigail s 3 Abbigail 3 Abbigail 5 EaSIIy SWitCh from EnglISh to

Gabriel 3 Gabriel Jus 3 Gabriel Jus 3 Gabriel 3us 3 Gabriel

Joshua 3 Joshua Jus 3 Joshua Joshua 3 Joshua Jus 3 S pa n |S h




A Dismissal Exception is
defined as a change to your
child’s normal dismissal

routine.

oA

dismissal

Horizon Public School-

Current Schedule for Tuesday 6/21/2016
School Cutoff Time: 2:15:00 PM

Scheduled Exceptions: Dismissal Instructions

No scheduled exceptions for this day

Dismissal Instructions Default Dismissal Instructions

Joshua Carver Bus 3 Choose Dismissal Instruction
Abbigail Carver Bus 3 Choose Dismissal Instruction

Gabriel Carver Bus 3 Choose Dismissal Instruction

Update Schedule

To create a dismissal exception that occurs only one time

for your child(ren), look at the calendar view and click on
the day that you are creating the exception for
(alternatively, if it is for a future date beyond the two week
view, click in the Pick a Future Date window for additional



Click the dismissal exception
dropdown next to the child whose
dismissal is changing

If more than one child’s dismissal is
changing, click the dropdown for each
child and select the appropriate
exception.

Once you have finished selecting the
dismissal exception(s), click on Update
Schedule

If all looks correct, click Done to exit
the window

If not correct, simply click the
dropdown again to edit and then click
Update Schedule again, followed by
clicking Done to exit the window.
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Current Schedule for Tuesday 6/21/2016
School Cutoff Time: 2:15:00 PM

Scheduled Exceptions: Dismissal Instructions
Mo scheduled exceptions for this day

Dismissal Instructions Default Dismissal Instructions
Joshua Carver Bus 3 Choose Dismissal Instruction

Abbigail Carver Bus 3 Choose Dismissal Instruction

Gabriel Carver Bus 3 Choose Dismissal Instruction

Update Schedule
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Current Schedule for Tuesday 6/21/2016
School Cutoff Time: 2:15:00 PM

You can report your child absent via SDM
* Select Absent from the dropdown for the o —
child who will be absent DT R S e
 Type in the reason for the absence (e.g., sick, JR'CrL — e =
doctor’s appointment, etc.) sk |

Abbigail Carver s3 Choose Dismissal Instruction

Gabriel Carver s3 Choose Dismissal Instruction

Update Schedule

Scheduled Exceptions:

No scheduled exceptions for this day

Dismissal Instructions
Joshua Carver

Provide Time and Reason (required)

2:00pm - Dentist Appt
Abbigail Carver

Gabriel Carver

Current Schedule for Tuesday 6/21/2016
School Cutoff Time: 2:15:00 PM

Dismissal Instructions

Default Dismissal Instructions
Bus 3 Early Dismissal

You can set your child up for early dismissal via SDM

» Select Early Dismissal from the dropdown for the
child who will be leaving school early

Upisteneie  Type in the time and reason for the early dismissal

(e.g., dentist appointment, family emergency, etc.)

Choose Dismissal Instruction v

Choose Dismissal Instruction v
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Current Schedule for Tuesday 6/21/2016
School Cutoff Time: 2:15:00 PM

Current Schedule for Tuesday 6/21/2016
Scheduled Exceptions: Dismissal Instructions School Cutoff Time: 2:15:00 PM

No scheduled exceptions for this day Scheduled Exceptions: Dismissal Instructions

No scheduled exceptions for this day
Dismissal Instructions Default Dismissal Instructions
Joshua Carver Bus 3 Car Line Dismissal Instructions Default Dismissal Instructions

Joshua Carver Bus 3 Car Line
Additional fields are required for FastLane:

v
Search:by Pare s Or, Enter Guardian Name Additional fields are required for FastLane: B. Type the
Search by Parent Last Name (outside school) ” Or, Enter Guardian Name

(in school): 2 . Search by Parent Last Name

> 2 (outside school) 1
Going Home With: (in school): =l name in

Going Home With: Grandfather - Austin Jackson

Assign Guardian manua | Iy

Abbigail Carver s 3 Choose Dismissal Instruction v
Gabriel Carver us 3 Choose Dismissal Instruction v Gabriel Carver

Assi
Abbigail Carver 3 Choose Dismissal Instruction v

Choose Dismissal Instruction v

Current Schedule for Tuesday 6/21/2016

School Cutoff Time: 2:15:00 PM
Update Schedule Update Schedule

Scheduled Exceptions: Dismissal Instructions
No scheduled exceptions for this day

Dismissal Instructions Default Dismissal Instructions
Joshua Carver Bus 3 Car Line

You can have someone else pick up your child e g A y ot
. . ggili;hﬁg:'i}v:e With: O OuU may select an
e Select Car Line from the dropdown for the child T individué, e ——r

. . Select a parent
who is to be picked up by someone else ~ clicking on their name
Option A - If the child is going home with someone soy paent o o codlr Goren o) i the list or any
listed in the system, type the first letter of the last dlyBoamo(Sandno) fﬁirlzngyc’;?cm:'gﬁ'ar
name and then select the parent or guardian the Any Parent...
child will go home with ent o Coralina onis ) *Assumes prior
Option B — If the child is going home with sny Barent o leande gecth (Lena-Darn 1)) AT ANGEMeNts have

. . . : : been made with that
someone not listed in the system, type their name

) _ ) . parent.
in manually and then click Assign Guardian




Horizon Public School

Home | Change Password and Preferences

Recurring Dismissal Instructions | Help | Get Started | Logout

English | Espaniol

Terri Carver - Dismissal Calendar

School Cutoff Time: 2:15:00 PM

Click on a calendar day to set dismissal exception(s) for that day ,or |Pick a Future Date

~
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Welcome Terri Carver

Monday 6/20/2016
Defaults

Abbigail

Gabriel

Joshua

s

Tuesday 6/21/2016
Exceptions
Abbigail
Gabriel

Car Line
Car Line

Joshua Car Line

Wednesday 6/22/2016

Defaults
Abbigail
Gabriel

Joshua

N

Thursday 6/23/2016

Defaults
Abbigail
Gabriel

Joshua

Friday 6/24/2016

Defaults
Abbigail
Gabriel

Joshua

Monday 6/27/2016

Defaults
Abbigail
Gabriel

Joshua

Tuesday 6/28/2016

Defaults
Abbigail
Gabriel

Joshua

Wednesday 6/29/2016

Defaults
Abbigail
Gabriel

Joshua

~

Thursday 6/30/2016

Defaults
Abbigail
Gabriel

Joshua

Friday 7/1/2016

Joshua

Defaults
Abbigail

Gabriel
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After the dismissal exception is
created and you have clicked
Update Schedule followed by Done,
you will be taken back to the home
screen (calendar view) where the
date for which you created the
dismissal exception(s) will now be

highlighted in green and showing
the exception(s).




Horizon Public School

Home | Change Password and Preferences | Recurring Dismissal Instructions | Help | Get Started | Logout

English | Espafiol

Terri Carver - Dismissal Calendar

School Cutoff Time: 2:15:00 PM

-~

Monday 6/20/2016

Defaults
Abbigail
Gabriel

Joshua

e
Tuesday 6/21/2016

Exceptions
Abbigail
Gabriel

Car Line
Car Line

Joshua Car Line

~

Click on a calendar day to set dismissal exception(s) for that day ,or |Pick a Future Date

-
Wednesday 6,‘»

June 2016
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Welcome Terri Carver

Defaults
Abbigail
Gabriel

Joshua

Su Mo Tu

21

We Th Fr

22 23 24

27 28 29 30

Friday 6/24/2016

Defaults
Abbigail
Gabriel

Joshua

Monday 6/27/2016

Defaults
Abbigail
Gabriel

Joshua

Tuesday 6/28/2016

Defaults
Abbigail
Gabriel

Joshua

Wednesday 6/29/2016

Defaults
Abbigail
Gabriel

Joshua

Thursday 6/30/2016

Defaults
Abbigail
Gabriel

Joshua

Friday 7/1/2016

Defaults
Abbigail
Gabriel

Joshua
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When creating a dismissal exception for
a future date by clicking on Pick a Future
Date, a small calendar will pop up for
you to select the month and day for

which you want to schedule the
exception.
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Horizon Public Schoo‘ Q:é TO Ca n Cel a d IS m |Ssa I

exception that you created,
o it simply click on the date of the
o A e Current Schedule for Tuesday 6/21/2016 exception in the calendar view

School Cutoff Time: 2:15:00 PM

ismissal Instructions

English

Monday 6/20/2016 Tuesday 6/21/2016 Wednesday 6/22/2016

e | |[Eemetemr | Detauis =~ || % Scheduled Exceptions: Dismissal Instructions and In the pop-up WIndOW

Gabriel

i | e L o ul Joshua Carver Car Line Cancel Exception

Abbigail Carver Car Line Cancel Exception Ca ncel except|0ns as needed
Gabriel Carver Car Line Cancel Exception . .

Elmes Ty by clicking on Cancel
Exception, followed by clicking
on Done. This will return your
child to their normal dismissal
routine or default.

Monday 6/27/2016 Tuesday 6/28/2016

Default:

Done

Mon 6/20/2016 3:38 PM
School Dismissal Manager

Dismissal Instruction Set for Joshua Carver - 6/21/2016

< Note that each parent listed for the child will
Student: Joshua Carver updated by School Admin, 6202016 3:28:26 PM receive an email Confirmation Confirming the
Cancel: Exception updated for Tuesday, 6/21/2016 - Car Line Can Ce,la tion Of the excep tion.

This email is sent to vou as a security feature of School Dimissal Manager. If vou suspect that this dismissal exception
1s in any way suspicious, please change vour account passwords and/or contact your school office. If vou no longer
wish to receive these confirmation emails, please click here.
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Horizon Public School‘ dismissal

Welcome Terri Carver

Home | Change Password and Preferencesf] Recurring Di

English | Espafiol
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Recurring dismissals are dismissals that occur
at regular intervals over a period of time,
such as afterschool programs or sports that
may run for 6 weeks or a “season”, two or
three afternoons a week.

Horizon Public School

Home | Change Password and Preferences | Recurring Dismissal Instructions | Help | Get Started | Logout

English | Espafiol

Recurring Dismissal Instructions

oA

dismissal Begin by clicking on

| Recurring Dismissal
Instructions in the menu
bar, then select the
child from the

Welcome Terri Carver

dropdown options for

Use this screen as a shortcut to set up special dismissal instructions for an ongeoing dismissal exception event such as a team practice or after-scheol class. h H h
iz wnhom you WIS to

Selact a Student:
Select

Select

Carver, Abbigail
Carver. Gabriel
»Carver, Joshua

create the recurring
dismissal instruction.
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A

dismissal

Welcome Terri Carver

English | Espafiol

Recurring Dismissal Instructions

se this screen as a shortcut to set up special dismissal instructions for an

Select a Student:
Carver, Gabriel v

Reset Existing Recurring Dismissal Instructions

Choose Dismissal Instruction.

Choose Dismissal Instruction ¥
Frequency: Ctri+Click

Every Monday

Every Tuesday

Every Wednesday

Every Thursday

Every Friday

(4 value is required: YYYY-MM-DD)

(A value is required: YYYY-MM-DD)

Schedule Recurring Dismissal Instruction

Select a Student
Carver, Gabriel v

Rezet Exizting Recurring Dizmissal Instructions

Choose Dizmissal Instruction
Choose Dismissal Instruction ¥

Frequency: Cerl+Click

Every Tuesday

Every Thursday

Every Friday

From:

Schedule Recuring Dismissal Instruction

(A value is required: YYYY-MM-DD)

oA

dismissal

Fill out the Recurring Dismissal
Instructions as needed. To select
multiple days of the week, hold
the Ctrl key down as you click on
the days you need. More fields to
fill out may appear depending on
your dismissal selection

*» Note that you can only create
recurring instructions for one
child at a time.
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Recurring Dismissal Instructions

* To cancel a SET of recurring dismissal instructions,
Use this screen as a shortcut to set up special dismissal instructions for an ong CIle the Reset EXiSting Recurring Dismissal
Instructions link. This will cancel ALL recurring
Select a Student H H H H
e Gt = dismissals currently in the system for that child and
Reset Existing Racurring PL’.n‘rl::illﬁD return them to their defaUIt dlsmissal'

Choose DT
Choose Dismissal Instruction ¥

Frequency: Ctrl+Click
Every Monday
Every Tuesday  To cancel an INDIVIDUAL DATE of a recurring
Every Wed day . . . . . .
el dismissal instruction, use the calendar view to click
Every Friday on the day you wish to cancel and follow the same

From steps for canceling a single dismissal exception

Sl iatii e reviewed earlier.

(A value 15 required

Schedule Recumring Dismissal Instruction
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Welcome Terri Carver

English | E
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To change your password or other settings, click on
Change Password and Preferences in the menu bar. In

the window that pops up, you will be able to make
changes as needed. Optional settings include:
e Adding your mobile number
* Opting In to receive text message notifications
* Opting out of confirmation emails
Setting your child’s Default Dismissal Instructions
and adding a note for these instructions
< Note: some schools may choose to disable
this setting for parents, in which case you
would call the school office to change your
child’s default.

Change Password and Preferences:

First Name: Terri

Last Name:

Password:

Email: terri@horizonmarketing.com
Mobile Number:

Cell Phone Carrier Select v

Text Opt In: Opt-in to receive Txt Messages (carrier
charges may apply)

Opt out of confirmation

emails:

Language Preference: English v
Student Default Dismissal Instructions

Abbigail Carver Bus 3

Default Dismissal Note:

Gabriel Carver

Default Dismissal Note:
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