Dashboard Exercises for Training Teachers and
Administrators

Exercise 1: Customize View

The ‘Customize View' feature in the Dashboard allows you to see the data most relevant to you
each time you open a class view.

1. Begin at your class homepage and click on ‘Customize View'.
2. Click on ‘See More Data’.

3. Columns will populate for all available metrics. Click the desired metrics boxes. Select ‘Save
Columns’'.

Exercise 2: Create a Student List

The Student List feature in the Dashboard allows you to monitor the performance of select
students. Popular uses include monitoring effectiveness of interventions.

Task: Create a Student List for students with a high number of absences.

1. Click on the column header for Year to Date Attendance to sort display students with low
performance at the top.

2. Click on ‘Customize View'.
3. Click on ‘Create or Add to Student List.

4. Click the box to the left to add students that are above the threshold on Year to Date
Attendance and then ‘Add Selected Students to Student List'.

5. Name the Student List and Select ‘Ok’.

6. Now the Student List will appear under the Student List drop down menu.
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7. To delete students from the Student List, rename the list, or delete the list, click ‘Customize
View' and ‘Edit Student List'.

8. Select your desired edit, make changes, and select ‘Ok’ when prompted. If you do not wish to
change your Student List, click ‘Cancel'.

Exercise 3: Finding Student Data and Using the ‘More’ Menu

The Early Warning Data System Dashboard allows you to view each student's performance on
each metric and then drill down using the "More” Menu to find more detail.

Task: View more detail on a student's attendance patterns
1. Click on a student’'s name to see more detailed information.
2. Click on ‘Attendance and Discipline’ tab at the top of the page.

3. Select ‘More’ Menu Calendar to access the Absences and Tardies Calendar.

Exercise 4: Search for Information

The search field allows you to locate students. If you have access to more than one campus,
use the search field to find that campus page. If you have access to teachers, you may search
for them as well.

1. Type a name in the ‘Search’ box.
2. Search results will vary by role type.

3. Click on a name to see the student's basic information and parent contact information
(‘Student Information’), academic and attendance data (‘Academic Dashboard’), and course
history (‘Transcript’).

Exercise 5: View Student Transcript Page

The student transcript page shows current courses, course history, GPA, and historical
assessment scores.

Task: View student transcript page for a student.

1. Select ‘Transcript’ tab on the right side of the student page.
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Exercise 6: Administrator Exercises: Campus Metrics and More Detail

The Campus Overview page allows you to view campus performance and drill-down to
information that will help you take action.

Student Lists - A list of all the students that did not meet the goal.
Grade Level Chart - Performance on a metric by grade level.

Historical Chart - A history of progress on a metric.

Task: Identify the grade level with the lowest Daily Attendance Rate using the More Menu from
the Campus Metric.

1. Click on the ‘Attendance and Discipline’ tab.
2. View Daily Attendance Rate Metrics.
3. Click ‘More Menu Level Chart'.

Exercise 7: Administrator Exercise: Teacher Information and
Classroom Overview

A campus administrator can use the ‘Campus Information’ tab to access information about a
teacher, his or her students, and their performance.

Task: View the progress of the students of a teacher and view student and assessment
information for his or her class.

1. From the Campus Information page click on the ‘Teacher List’ tab.
2. Teachers with class sections are hyperlinked to the left.
3. Scroll down to find a teacher; click on a name to access his or her class view.

4. This page displays data for all students assigned to this teacher.

Exercise 8: Retrieving and Managing Student Lists
Task: Navigate through the dashboards to access and manage Student Lists.

1. Teachers may have access to Student Lists through the ‘Student List' drop-down menu on
the classroom view.
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2. Student Lists are also available on the Campus Information tab by clicking on ‘My Student
Lists'.

Exercise 9: Editing, Renaming and Deleting a Student List
Task: Edit, rename and delete Student Lists using ‘Customize View'.

1. Select the Student List you would like to edit.

2. Click ‘Customize View’ and ‘Edit Student List'.

3. Use this feature to: Select students to remove from the Student List, rename the Student List,
or delete the entire Student List.



User Access FAQ

This document outlines frequently asked questions related to user access. This includes
problems logging in, questions about what each user sees, and common feature requests for
more access. This document will point to more detailed resources on each topic as needed.
Requests for a higher level of access should be determined district personnel and district
sponsors in accordance with state and district policy.

Why can | not log in to the dashboard?

The following are possible errors that may prevent a user from logging in to the dashboard:
Incorrect user name and password — user ID and password are not recognized in the system.

User is authenticated, but not issued claims — user is not assigned to a Dashboard Position Title
(vendor mapping issue).

User is missing required elements to log in to the dashboard (e.g., staff assignment, unique
identifier) escalate issues if all appears to be correct in the SIS.

Data steward should attempt to impersonate a user that is reporting a problem.

If the user access is appropriate via impersonation, may be a problem with user name and
password.

If the user can be impersonated, but is not seeing the appropriate level of access, adjust the
claim set role.

If data steward cannot find the user in the dashboard, user is missing appropriate data elements
for access. Escalate the issue with the staff ID, name, campus, and expected level of access.

Why am | not seeing all of my students?

Teachers- Teachers will see students with class sections they are associated with in the SIS. If
a user is seeing the wrong students, data stewards should check the user’s class sections
and/or program rosters to make sure the students are appropriate. Teachers will only be able to
search for students to whom they are assigned.

Principals, Leaders (e.g., Counselors and District Administrators), and District System
Administrators should see all students on campuses to which they are assigned, or in the case
of district personnel, all campuses.

Staff — Will not see students unless they are specifically assigned to students.
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Can | see more students?
A common request is for access to students on a user’s sports team or other extra-curricular
activity. This can only be accommodated if the user is associated to the student in the SIS data.

If a teacher user has educational responsibility for many groups at a school, it may be best to
re-assign his/her Claim Setting Role to “Counselor/Leader.” This may be true of Lead
Teachers, Coaches, Librarians, ELL Coordinators, or other similar educators that work with
nearly all students at a school.

Can | see my students from last year?

This is a common request that is not FERPA compliant. Data stewards can remind users that
the dashboard metrics focus on currently enrolled students and students for whom a teacher is
currently educationally responsible.

Similarly, principals should not have access to feeder campuses or succession campuses. For
example, a middle school principal will only see his/her campus — not the elementary school that
feeds into the middle school or how 8™ graders from the previous year are currently performing
in high school. Data stewards can recommend that the user ask to collaborate with the other
school’s principal by looking at the dashboard data together during sanctioned meetings.

Why am | landing on a particular page every time | log into the

dashboards?

If a user has any students assigned to him/her, the landing page is the “Classroom Overview.”
This is the regular landing page for teachers. Principals or other school leaders who have an
assigned section in the SIS will land on the Classroom Overview as well. This may include
principals who have student aides assigned to them, or other administrators who teach a certain
class.

A user in the School, Counselor/Leader or Teacher Claim Setting groups with no assigned
students will land on the Campus Overview instead.

Users with access to multiple campuses (e.g., a district administrator) land on the campus that
comes first alphabetically in the list of campuses to which they are assigned.

Why am | not seeing all of my campuses?

Users assigned to more than one campus should see a drop down menu to the left side of their
dashboard’s landing page. Teachers will have a drop down menu on the classroom page; users
who land on a campus page will see this drop down at the top of the page next to the campus
name.
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If a user is not seeing all the campuses he/she expects to see, the data steward should check
the Position Title assignment as well as the education organizations to which the user is
assigned in the SIS (coordinate with vendor support if needed).



Student List FAQ

This document describes how to create student Student Lists in the dashboard.

How do | create a Student List?

The Student List feature in the Dashboard allows you to monitor the performance of select
students. Popular uses include monitoring effectiveness of interventions.

The steps listed below demonstrate how to create a Student List for students with a high
number of absences:

Click on the column header for Year to Date Attendance to sort display students with low
performance at the top.

Click on ‘Customize View'.
Click on ‘Create or Add to Student List'. (Note: this may still appear as ‘Watch List.")

Click the box to the left to add students that are above the threshold on Year to Date
Attendance and then ‘Add Selected Students to Student List’.

Name the Student List and Select ‘Ok’.
Now the Student List will appear under the Student List drop down menu.

To delete students from the Student List, rename the list, or delete the list, click ‘Customize
View' and ‘Edit Student List'.

Select your desired edit, make changes, and select 'Ok’ when prompted. If you do not wish to
change your Student List, click ‘Cancel.

Retrieving and Managing Student Lists

Teachers may have access to Student Lists through the ‘Student List' drop-down menu on the
classroom view.

Student Lists are also available on the Campus Information tab by clicking on ‘My Student Lists’.

Editing, Renaming and Deleting a Student List
Select the Student List you would like to edit.
Click ‘Customize View' and ‘Edit Student List’.
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Use this feature to: Select students to remove from the Student List, rename the Student List, or
delete the entire Student List.

)



Frequently Asked Questions for Teachers

This document outlines frequently asked questions for teachers.

How do | search for information?
Log into the dashboard.

Type a name in the ‘Search’ box.

Search results will vary by role type.

Click on a name to see the student’s basic information and parent contact information (‘Student
Information’), academic and attendance data (‘Academic Dashboard’), and course history
(‘Transcript’).

How do | get to know my students?

Log into the dashboard.

Your landing page is the ‘Classroom View’ of your student lists/sections listed alphabetically.
Click on the Student List drop down to find the section you are looking for.

To customize the data you see for the students listed, click on customize view and see more
data

Next you can click on the check boxes to customize the type of data you see for the list of
students.

To view specific details for a student click on their name and you will be brought to the Student
Overview page.

How do | review a student’s academic profile?
Log into to the dashboard.

Your landing page is the ‘Classroom View’ of your student lists/sections listed alphabetically.
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Click on the Student List drop down to find the student’s section and click on the student’'s name
from the alphabetical list OR type the student's first and/or last name in the search bar on the
upper left hand side and click on the name once it appears in the search resulits.

Student’s data is broken down into categories. For more information on each, click on the title

How do | request change in permissions?

If you are not able to see all of your students reach out to your data steward. This person can
check/adjust your class sections and/or program roster’s to make sure you are seeing the
correct students. If you need to see more students due to an educational responsibility (sports
team, extra-curricular activity), your data steward may be able to adjust your claim set to Leader
so that you are able to view the correct students.

How do | review benchmark data?
Log into the dashboard.
Your landing page is the ‘Classroom View’ of your student lists/sections listed alphabetically.

Click on the Student List drop down to find the student’s section and click on the student's name
from the alphabetical list OR type the student’s first and/or last name in the search bar on the
upper left hand side and click on the name once it appears in the search results.

How do | view students with special designations?

Log into to the dashboard.

Your landing page is the ‘Classroom View’ of your student lists/sections listed alphabetically.
To sort the students in each section by designation, click on the designation column header.

To view designation information about a particular student, click on their name and navigate to
their assessment page and click more to see their metric details.

How do | view a student’s transcript?
Log into to the dashboard.
Select ‘Transcript’ tab on the right side of the student page.

This page shows current courses, course history, GPA, and historical assessment scores.
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How do | prepare for an SST or IEP student meeting?

Log into the dashboard.

Your landing page is the ‘Classroom View' of your student lists/sections listed alphabetically.
Enter the student's name in the search box.

Click on their name to get to the student overview page.

From this page you can export a matrix with the student's progress data (attendance, discipline,
benchmark scores, grades, etc.).

How do | prepare for a parent conference?
Log into the dashboard.
Your landing page is the ‘Classroom View' of your student lists/sections listed alphabetically.

Enter the student’'s name in the search box and click on the name when it populates in the
center of the page.

From the student overview page, you will be able to review and print out the student’s profile to
share during the conference.

How do | review student assessment scores?
Log into the dashboard.
Your landing page is the ‘Classroom View’ of your student lists/sections listed alphabetically.

Click on the Student List drop down to find the student’s section and click on the student's name
from the alphabetical list OR type the student’s first and/or last name in the search bar on the
upper left hand side and click on the name once it appears in the search results.

From here you can review your student’s scores on their academic profile to determine whether
they have mastered the objectives you taught.

How do | review student attendance data?

Log into the dashboard.

Your landing page is the ‘Classroom View’ of your student lists/sections listed alphabetically.
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By clicking on the Attendance column header, you are able to sort students based on their
attendance.

If you want to see a specific student’s information from the list, click on their name and it will
bring you to the student overview page.

How do | obtain student contact information?

Log into the dashboard.

Your landing page is the ‘Classroom View’ of your student lists/sections listed alphabetically.
Enter the student's name in the search box.

Click on the student’s name when it appears in the search results.

Click on the Parent Contact Info hyperlink.

How do | view student data for other classes?

Log into the dashboard.

Your landing page is the ‘Classroom View' of your student lists/sections listed alphabetically.
Enter the student’'s name in the search box.

Click on the student’'s name when it appears in the search results.

Click on the Transcript button in the left Navigation.

On this page, you will be able to see:

Current courses

Course history

Assessment history

How do | customize my view of the dashboard?
Begin at your class homepage and click on ‘Customize View'.
Click on ‘See More Data'.

Columns will populate for all available metrics. Click the desired metrics boxes. Select ‘Save
Columns’.



Preparing for a Parent-Teacher Conference

The steps below illustrate one method for using the Educator Dashboards to prepare for a
parent/teacher meeting. The dashboards allow teachers to quickly summarize a student’s
performance for his/her parents and provide detail on areas where the students might need

further attention.

1. Search for a student: type the student's name in the Search Box. Search will return all
matching results. Click on a name to go to the student's Academic Dashboard Overview

page.
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Review the Academic Dashboard Overview page: review the Academic Dashboard Overview
page for areas of concern or success. The performance summary and metric status columns
convey the number of metrics where the student is meeting the campus goal out of the total
number of metrics measured for that category. Find more information by floating over a red or

green indicator.



TENNESSEE DEPARTMENT OF

CATION Page 2 of 4

@EDUCATION

Rickded High S hool @ S=ar >

Mary Archer :im;‘::""m“m © Backtosearch © 10f3 ©

Student Information

e o T S

Transcript

Mary Archer

Grade Level 9th Grade
Current Age 17
BasntConfactinfo

METRIC CATEGORY PERFORMANCE SUMMARY METRIC STATUS

©Anendance and Discipline

Sradent arendmie md discipline patterns

T T rsras 00000000

'B:lxss{i!:gkmM|nﬂmxmmal 2 metrics met goal l. ‘L
© State Assessments

51 eTanIion: K Mo et
. Sl.nlu Standardized Assessments a ’ III'
xd progres on sore cmdwdized et 1 of 4 metrics met goal

©Grades and Credits
Seademts FowSE tn comewerk

= Course Grades metrt I"l"
4
Y ks i tinst of 6 ics met goal

= Credits
Studes pepiion

Taleed B,  Ofhwe BERET e - Rt e

- m'._ 4P N Change

Al Rights Reserved
dak:

1. Explore each metric category: the metric value, trend from the prior period, goal and
difference from goal are provided for each time period the metric is measured. Use the
More buttons to access more details information about a specific metric. These visuals
show historical information, trends, and patterns in student performance.
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2. Review the Transcript: the transcript tab provides details about a student's current and
previous course enroliment including grades and credits earned. This can be especially

useful for examining multi-year trends and for use at the beginning of the year.
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3. Print relevant pages: Any dashboard page can be printed.
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4. Review the Student Information Page: The student information page provides
program enrollment, demographic, and contact information. Use this page to find parent
contact information to confirm your meeting and student profile data, including home
language, to prepare for an effective meeting.



