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Census Module Overview

The Census module is where designated school administrators will add and manage
student, resident, and contact demographic and program service data.

The data in the Census module functions as the core of the SchoolTool application.
Essentially, all records must be complete and accurate in order for schedules, reports,
attendance, rosters, mailing labels, state exports, etc. to work correctly.

It is critical that users maintain the integrity of the data in this module. Fields should be
used appropriately and should only contain data they are meant for, and records should
be as complete as they possibly can.

Census Sub-modules

Search — This is the default sub-module that opens when you select the Census
module. From this sub-module, you are able to search for any person (student or
resident) in the database. You can also use the radio buttons or the Advanced Search
link to further define your search.

Add Family — This area allows users to add a new family to the database. This sub-
module provides a form that allows you to add an entire family (including up to two (2)
adults, four (4) children, and a residence address). To avoid duplicates, this option
should only be used if none of the family members are already in SchoolTool (such as
when a new family moves to the district from another area). When the form is
submitted, SchoolTool will perform a check to suggest any possible duplicates that may
already exist in the database.

Add Person - This is where users will add new people (students, residents, and their
contacts) into the database. The default Add Person screen is also a search window,
forcing you to search by Last Name before adding anyone new, thus avoiding adding
duplicates.

Batch Edit Demographics — This area allows users to modify Demographics information
for groups of students in a single operation.

Batch Enrollment — This area allows users to change Enroliment Start Dates, add
Projected Enroliments, remove Projected Enrollments, add Alternate Enrollments, and
remove Alternate Enrollments for one or more students at a time.

Batch Program Services — This area allows users to batch add or remove program
services, such as AIS, CIP, Disability, Funding, IEP, Level of Integration, Section 504, Test
Modifications, etc.
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Contact Changes — This area allows users to review and approve or deny contact
information changes submitted by parents and other SchoolTool users.

Receive Student Data — This area allows districts to receive student data from other
SchoolTool districts, online pre-registration sessions, and external vendors. After
reviewing the incoming data, users can create records and import data into SchoolTool.
Three lists of students will be displayed: one for Transfer Students, one for Online Pre-
Registration, and one for External Registration (depending on your permissions, you may
see only one or two sets of students to receive).

Reports — This area allows users to generate reports and view student information in
various formats. For example, in this list of reports, you will find mailing labels,
household reports, census reports, alternative reports, the ethnicity report, and the
cohort reports. If your district has requested any customized census reports, they will
also appear here, under User Defined Reports.

Send Student Data — This area allows users to prepare groups of students for transfer
to another SchoolTool district and transmit them in batches. After adding students to
the list, users can enter additional information requested by the receiving district, which
may include course selections and/or user defined screen data. Once students are
ready to be transmitted, users will select the students to send and then transmit them in
a single operation.
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Census > Student Record

When you Select ¥ a student from a list, you will see that student's Personal Information
Record, also known simply as the Student Record.

Most SchoolTool users deal with student records most often, but every individual in
SchoolTool has his/her own Person Record where all information related to that person
is stored. This document will focus on working with a Student Information Record, as
these typically contain the most detail.

The Student Record contains all information about a student. There are 2 main parts to
the Student Record: the Personal Information section and the Student Information
section. When using certain modules, additional sections may appear at the bottom of
the record with module-specific information. This information is available based on user
permissions and the module you are using; therefore not all users will have access to
every tab in the Student Information section(s).

Use the Show/Hide buttons ¥ 4 to collapse sections of the student's record that you do
not wish to see. This will result in less scrolling needed to view the student's record.

If you are viewing the results of a student search, you can use the following options:

1. Click the Next and Previous buttons =» €= to move forward and backward
between students in your search results.

2. Click the Cancel Search © button to cancel the current search and remain on
the current student.

3. Click the €= Back button to return to the previous screen.

Census Module User Guide Page 8 of 231
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



Personal Information Section

The Personal Information section at the top of the student record contains a summary
of the student’s information. This information includes the student’s name, gender, age,
primary language, and contact information. It also shows the student’s grade,
homeroom, homeroom teacher (with an email link), locker number (with an icon & that
shows the locker combination in a mouse-over), counselor (with an email link),
enrollment type, building/school level, and home district (if applicable). The student
locator text in the bottom left corner of this section shows the current location of that
student, based on the student’s schedule and attendance data. If the student has any
alerts, those icons will display for users with the appropriate permissions.

Note: The specific information available here is based on Maintenance settings; not all
users will see all fields/data.

There are several types of alerts that may be visible on a teacher's class roster and also
on individual students' Personal Information Records. In addition, the alert icons may
provide more information on the specific alert, which displays in a text box that appears
when the user holds the mouse over an alert icon.

Available alerts include the following icons and corresponding mouse-over text:

p
AIS Program . Medical Send
. IEP Viewer Custom Alerts e L.
Service Alerts Notification
Icon: Icon:
Icon: Icon: Icon:

n 9

Mouse-over Mouse-over Mouse-over Note: Custom  Clicking this

N\ J
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The visibility of these alerts is controlled by district permission settings. Users may be
able to see the alert icon only, the mouse-over text description only, both, or none of
these, depending on their user permissions. Separate permissions also control whether
users may see these icons on a teacher's Roster.

The Send Notification Jbutton appears for students who have opted to receive direct
notifications in the SchoolTool mobile app (this also requires that the district has
configured that building school level to allow direct notifications). Click the Send
Notification {button and enter a title and message to send to the student, then click
Send. The message will be delivered as a notification on the student’s mobile device.

Users with permission to view students' SchoolTool Premier dashboards may see a
SchoolTool Dashboard Viewer @i icon for students who have a Student ID and have ever
had an in-district enrollment. If this icon appears, users can click on the Viewer icon to
view that student's dashboard in a new window.

If shared data is available from another SchoolTool district, a View District Data & icon
may appear on in the alerts area. This will allow the user to view data from another
district that has been configured for district-to-district data sharing (most likely between
a BOCES and home district). To view shared data (or shared report cards and/or
transcripts), hover over the District Data @& icon and Select > the desired option (View
District Data, View District Report Card, or View District Transcript) from the dropdown.
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Users with the Mouseover Information permission can hover over the RTI & icon to see
a list of the student's active RTI records.

If the user has View or Edit rights, corresponding buttons will be available for each
record (either an Edit [ icon, for users with Edit permissions, or a Select » icon, for
users with View permissions).
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or

Email Addresses

As more and more school districts use email as means of communication between
contacts and students, SchoolTool makes it easy for you to keep track of all email
addresses for both users.

1. Locate the student or contact using the Census Searchsub-module and click
the Edit @icon in the top right corner of the student’s personal information to

edit their information.

2. Once the screen refreshes, locate the Email entry field and enter in the new
email address for this student or contact.
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Note: Once you start entering information into this field, it will turn YELLOW,
and once you have entered in a valid email address, it will turn GREEN,
indicating that it is a proper email address.

3. Click once on the Save B icon in the top right corner to save any changes made
to this student or contacts record.

4. The updated email address will be displayed in the top portion of the personal
information record.

Viewing RTI Records

Users with View rights only will see Select » icons for each record in the list.

Select a record to view details in read-only mode. Click the Back €= button to return to
the student record. Click the RTI Detail Report = icon to print the RTI record and its
associated intervention details.
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Editing RTI Records

Users with Edit rights can click the Edit [#" button for any of the RTI records listed.

Click the Edit [# icon for any record to open it in edit mode. Make changes as needed
and click Save @ to return to the student record. Please note that any number of
interventions may be edited or added, but the top section of the RTI record cannot be
changed from this screen. Click the RTI Detail Report @icon to print the RTI record and
its associated intervention details.
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Accounts Tab

The Accounts tab shows any existing user accounts assigned to that individual, the last
login date, all groups to which the account has been assigned, and the identity provider
for the account. From this tab, users with the appropriate permission(s) may edit, delete,
or unlock existing local accounts. Users may also create new local accounts and assign
those accounts to a local user group.

Note: If the account has been locked due to multiple failed login attempts, a lock icon
will be displayed indicating that the account is locked. This lock icon will continue to
display until the next time the user successfully logs in after the lock timeout has
passed.

Depending on permissions, users may also be able to assume the account of that
individual by clicking on the Assume Account && button. When a user assumes a
person's account, all permissions and building rights will reflect those of the person
whose account is being assumed. To return to the original user account, simply log out
of SchoolTool.

Note: If the Grading Application is accessed after assuming an account, an indicator in
the top right will show. When hovered on, the message will say "Assuming the account
of <user>".

When an email address is modified for any individual, an Add 4+ button will appear to
allow the user to create a new local user account for that person. If the person already
has a local account created using a different email address, the user will need to add a
new account or update the existing account in order to use the updated email address
for local logins.

Click on the Edit [# button to access the account maintenance area for that user. From
this screen, users can reset passwords, delete accounts, and/or modify group
assignments.

Users will only be able to modify group assignments that have the “Show in Home,"
“Show in Census” or “Show in Faculty” option enabled in Maintenance > User/Group >
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Local Account Maintenance > Manage Groups. The group checkboxes will be disabled
for any groups that do not have this option checked.

The “Disable Current Logins” button on the Accounts tab may be used to prevent a user
from logging into SchoolTool without having to make changes to network securities.
Clicking the “Disable Current Logins” button will immediately remove all account
associations that have been made for this person. A confirmation message will appear
asking you to confirm the operation; click OK to continue. The person can be re-
associated with an account at any time from within the Maintenance module.

ACCOUNTS CONTACTS SCHEDULE ATTENDANCE DISCIPLINE GRADES ASSESSMENTS ASSIGNMENTS NOTES

Student

User Name Last Login Date Groups

F x a student@mdx.com 01/25/2022 04:02 PM SMS_Students

l DISABLE CURRENT LOGINS I

If no associations exist for a person, this button will not display when editing the
Personal Information section. Any time an association is disabled, an audit entry is
created in SchoolTool.

Contacts Tab

SchoolTool defines a contact as anyone who has an adult relationship to the student.
This could be a parent, an emergency contact, a legal guardian, a relative, an older
sibling etc. Each student will have one primary guardian, who they live with, as well as
one or more secondary guardians. All guardians can be set up to receive mailings
(report cards, discipline letters, etc.) about the student, and can be designated as able to
pick the student up from school. In addition, custody information can be logged here.
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Use the Contacts tab to add and define these adult relationships, as well as define the
Contact Order and a Call Order for each student.

Note: You will NOT define sibling relationships here, unless the student is in the custody
of an older sibling, who functions as the legal guardian.

Note: You do not have to define contacts for this student. If they are older, and live
alone, or with friends, you may “emancipate” them and move them into their own
residence, without listing an adult guardian in the Contacts tab. This should be done
using the Addresses tab

If any contacts exist for this student, they will appear in a list in the Contacts tab.
Otherwise, you will see a message stating “No contacts.”

From the Contacts tab, you may perform the following options:

« Add a New Contact 4 (locate an existing person or add a new person and then
designate them as a contact)

« Edit an Existing Contact [# (define relationships and contact order, set custody
alerts, designate primary contacts, etc.)

« View and Edit Contact History '® (view previous contacts, start and end dates for
relationships, etc.)

« View/Edit Contact Call Order ¢/ (these options are available only for students who
have adult contacts).
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 View/Edit the Student Display Name (affirmed or legal name) that should be
shown to each contact.

Adding a New Contact

To add a new contact, you must first search to find out whether or not the contact
already exists in SchoolTool.

Click once on the green Add = button in the upper right corner of the Contacts tab. The
screen will refresh with the Add Contact search screen so you can search first to see if
the contact is in the database.

ACCOUNTS ADDRESSES CONTACTS DEMOGRAPHICS STUDENT LETTERS USER DEFINED NOTES

Details

Add Contact @ Cancel Help @

Search for the person you want to set up a relationship with. If you cannot find the person you are looking for, click "Create adult or guardian contact” or
"Create child contact”. Advanced Search

( [ o]

If the person already exists, you may select that person and modify the contact’s
relationship or other contact details.

If the person does not exist, click the appropriate Add Adult Contact or Add Child
Contact button and refer to the Census > Add Person documentation for additional
information.
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Search for Existing Contacts

1. To add a new contact, you must search first to see if the contact is in the data-
base.

ACCOUNTS ADDRESSES ‘CONTACTS DEMOGRAPHICS STUDENT LETTERS USER DEFINED NOTES

Details

‘Add Contact ® Cancel Help @

Search for the person you want to set up a relationship with. If you cannot find the person you are looking for, click *Create adult or guardian contact” or
*Create child contact”. Advanced Search

[ [ oo ]

2. Enter the name of the adult contact.

Note: Make sure to spell all names correctly! This will ensure that you are not
adding the same person twice to the database.

Note: Names with apostrophes or hyphens such as “Barton-Smith” or
“O’Connor” must be typed in part (i.e. Barton or Connor) or exactly as written.

3. Click once on the Search button.
A. If a match (or matches) is found, it will appear in a row below.

Note: If multiple matches display, use the column headings to sort the
list and find the person you are looking for.

Note: SchoolTool includes a feature which allows you to add contacts
from within the person record, in the event that you do not find the
contact person you are looking for. If no match is found, continue to
the next step. If a match is found, select the appropriate person from
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the list and skip ahead to Editing Contacts to define the relationship
and other contact details.

Add Personal Information

1. If amatch is not found, click the Create adult or guardian contact button. The
screen will refresh with entry fields for the new person record.

A. Enter the first and last names, including a salutation if you have those
details.

Note: Parents are not typically listed with a first language or Date of
Birth (DOB); if you add these details it is possible to enroll this adult as
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a student in error. Using a salutation is often the best way to
distinguish an adult.

B. Click the green Save [ button in the upper right corner to save this
contact record. The screen will refresh displaying the Addresses tab
with a prompt for additional options:

2. Select done of the following actions from the list:
» Enter the person's address and phone number to add this person's
address and home phone number. Proceed with adding the address and
phone number details as seen in the section on the Addresses tab.

» Enter the person's phone number only to add this person's phone nhumber
only (in the example of an emergency contact, whose home address
might not be known.) Enter the phone Number, check the Is Listed check
box, if appropriate, and then click Save B.

» Neither the address or phone number to add this person without any
home phone or address information. The screen will update returning you
to the Contacts tab, where you can define the relationship between this

contact and the student.
3. Once you have returned to the Contacts tab, you will then be able to edit the
Contact details, including defining the relationship and other information.

Editing Contacts

Editing contacts allows you to define relationships, set primary contacts, set contact
details and rights, and define custody situations.
Note: To tie a contact to a student, you must define their relationship.
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To edit an existing contact, navigate to the person’s Census > Contacts tab. Click the
Edit [# button to modify a contact. The Contacts tab will open in edit mode, where you
can then modify the contact’s relationship or other details.

When adding a contact, you must edit the relationship, set contact details, and specify
which other relationships should be created before the contact may be tied to the
person.

To modify the order in which contacts are listed for that student, scroll to the Contact
Order section and make changes as needed. This list includes all adult contacts of that
student, in ascending order. Use the appropriate buttons to move contacts up or down
within the list. Once the contacts have been reordered as desired, click the Save B
button at the top of the Contacts tab to apply these changes.

A list of similar siblings may appear with checkboxes to the right of the list allowing
users to copy the contact order. A “similar sibling” is defined as a student who shares
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the same exact adult contacts. To copy the contact order to one or more similar
siblings, check the boxes as desired before saving.

Define Relationships

SchoolTool Census data is based on a student, not a family. You will build relationships
between students and adult contacts, not between adult contacts or student siblings. In
most cases, the following relationships are defined as “parental”: mother, father,
stepmother, stepfather and parent. All others are designated as non-parent, including
“other.” These definitions are also maintained by your district, and these parental types
are used when generating progress reports and report cards.

1. Define the relationship between the initial student and adult and set contact
details as appropriate.

Note: Make sure to read the statement to verify the relationship. The top half
will help you check the relationship. In general, if you see a salutation, this is a
parent. If you see a date of birth, this is a student. Adult contacts for a student
can be: mother, father, stepfather, stepmother, aunts, uncles, emergency
contacts, legal guardians, foster parents, group home coordinators, etc. The
relationships are defined and maintained by your district.

A. There is a statement “Patrick Turner (the child in our example) is the
Adult (radio button) or Child (radio button) in the relationship (drop-
down list).” Use the radio buttons and drop-down list to define the rela-
tionship:

B. If you are adding an adult to a student’s record, select the Adult radio
button (if the student is on top) and the appropriate relationship.

C. If you are adding a student to an adult’s record, select the Child radio
button (if the adult is on top) and the appropriate relationship.
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D. Do not be concerned with the order in the relationship statement
(e.g., "Mother -> Son"). Simply select the relationship which represents
the "role" of each person in the relationship.

Note: You cannot change who is the adult and who is the child once
this has been saved. You can delete the relationship and start again if
something needs to be changed.

Note: Each district has control over the relationships available in the
drop-down list. If you do not see the one you need, contact your
district’s SchoolTool liaison.

Note: Each district has control over the relationships available in the
drop-down list. If you do not see the one you need, contact your
district’'s SchoolTool liaison.

2. If you are addinga contact, you may see additional sections below the initial
relationship. These are used to specify other contact relationships.

Note:Be sure the relationship includes the correct selection for “Adult” or
“Child” before proceeding, as this will determine the additional contact options
shown below.

3. The “Select additional adults” section displays all other adults who are con-
nected to students in the adult contact’'s home. To add any of these adults as
to the student, check the appropriate boxes.

A. For each selected adult, the user will need to specify the relationship
and define contact details. This area allows you to define whether or
not this contact receives mail about this student, can pick up this stu-
dent, has parent portal access to this student, and more. This also
allows you to select which Display Name (affirmed or legal name) this
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contact should see when accessing information about this student.

4. The “Select additional children” section displays all other students living in the
student contact’s home.

A. To add all selected adult contact(s) to any of these students, check
the appropriate boxes. These contacts will be added using the same
relationship and contact rights specified for the initial adult and stu-
dent relationship. (Any of the “additional adults” selected in the pre-
vious step will also be added to these students, using the same
relationship(s) defined for the initial student.)

Note: Existing relationships will not be modified or overwritten. If a
student is already tied to one or more of the adult contacts, the
relationship will not be changed regardless of any selections made
here.

5. When all contacts have been selected appropriately and the relationships have
been defined, click the Save B button to apply these changes.

Set Contact Details

1. Set the Primary 4 guardian. This is typically the person that the student lives
with. The Primary person’s name will appear in several Census reports, and
their address will also become the student’s address.

A. Atthe top right, you will see a radio button that says Do not select a
primary. This is the default, as you can only have ONE primary guard-
ian per student.

B. If this adult is the student’s primary guardian, you will select the
Primary radio button.

Note: If this person is an emergency contact, do not select the
Primary radio button.

Note: You do not have to define a contact as Primary for this student.
If they are older, and live alone, or with friends, you may “emancipate”
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them and move them into their own residence, listing only emergency
contacts in this tab.

Note: Once a Primary guardian is set, that person will have a Primary
4\ icon next to their name. This icon is information only, visually
alerting the user that this person is the designated Primary.

2. Next, select all appropriate check boxes to flag this contact’s rights and to
indicate any custody information. See the section on Controlling Contact
Rights for more details on each option.

Note: Once flags are set, this person will have icons next to their name for each
option you have selected. These icons are information only, visually alerting the
user of this contact’s rights.

3. Finally, if there are other people who live at the same address as the contact
you selected, they will be listed under the Other Possible Contacts section at
the very bottom of the Contacts tab. Select any other people who also have a
relationship to this student, define those relationships, and then continue on to
the next step

4. When you have finished defining the relationship(s), click once on the Save @
button in the upper right corner. The screen will refresh with the relationship
information in read-only mode. If you designated a contact as Primary, notice
that their address appears underlined (indicating that this is the student’s res-
idence), and that their address also appears on the student’s record in the
upper portion of the screen.
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Note: If you selected the Custody Alert flag, the Contacts tab will display a red
circle to indicate that there is a custody situation with one or more contacts for
this student.

ACCOUNTS ADDRESSES [ @ CONTACTS ] DEMOGRAPHICS

Note: Contact details, relationships, and/or rights may be Added <, Removed
X, or Edited [ at any time.

Controlling Contact Rights

SchoolTool allows districts the flexibility to decide what rights each contact has. Each
contact right corresponds with an icon, which will appear on the Contacts tab in read-
only mode when selected for that relationship. This includes the following options:

« Primary 4 This value is set when adding a contact, and is typically the person
that the student lives with. The Primary person’s name will appear in several
Census reports, and their address will also become the student’s address. If this is
the primary relationship, the Primary icon will appear in read-only mode.

+ Receives Mail &: This option is used to determine whether or not this contact
receives mail regarding the student in the relationship. The general assumption
regarding who gets mail is that contacts flagged to receive mail will receive all
mailings, unless users specify otherwise when generating reports. Contacts that
are not flagged to receive mail will not get any student-specific mail, but may
receive district mailings if they reside in the district. The goal of the Receives Mail
flag is to restrict mailings to only those contacts that should get mail.

Note: Even though SchoolTool only allows one primary guardian, if two parents
receive mail, they are both treated as “primary.”

For example:

 If Mom and Dad live at the same address and have the same last name, the
mailing would read “Mr. and Mrs. John Doe.”
 If Mom and Dad live at the same address but have different last names, the
mailing would read “Mr. John Doe and Mrs. Jane Smith.”
» If Mom and Dad live at different address, even if they have the same last
name, they will have two different labels.
 Pickup @¥: The Pickup icon is a visual indicator that this contact has permission to
enter campus and collect the student from school.
« Custody Alert : This flag is used only as a visual indicator that there is a Custody
Alert for that relationship. See the section on Custody Rights, below for details on
how to use this flag.
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« Parent Portal B3: This checkbox is used to determine whether or not the contact
can view that student’s information in the Parent Portal if the contact has a local
account. When setting up local accounts in the Maintenance module, accounts
may only be created for adults who have this option enabled (checked).

« Restricted View @: When this option is checked, the adult in that relationship will
have a restricted view of contact information for that student. The adult will be
unable to see addresses and phone numbers for contacts who do not live in the
same household. If the student’s address is tied to another contact, the adult with
Restricted View will not be able to see the student’s address information and/or
home phone number in the Personal Information Section at the top of the student
record.

Custody Rights

Custody information is logged and maintained in the Contacts tab of a student record.
Update this information any time a custody situation changes.

1. For each contact, there is a drop-down list with custody options. This is loc-
ated on the left side of the contact row, under the contact's address inform-
ation.

A. If there is no custody situation (i.e. the person is only an emergency
contact, or the person is one of two parents who are married and live
together in a traditional family unit), leave the default value of None
selected.

B. Select the appropriate custody arrangement between this adult con-
tact and this student, by selecting a value from the drop-down list:

« None: there is no custody situation (will display as N/A).

» Sole: primary contact has 100% custody;

» Joint: custody is shared between two contacts, though the child
resides with the primary contact most of the time (i.e. lives with
one parent during the week and goes with the other on week-
ends);
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e 50/50: custody is shared equally between two res-
idences/contacts (child moves back and forth);
» No Rights: this person has no custody rights.
C. Enter any notes regarding the situation in the free-text Custody Notes
field.
D. Setthe Custody Alert W flag by checking the box, if appropriate.

Note: The use of the Custody Alert flag will cause the Contacts tab to
display a red circle indicating that there is a custody situation with one
or more contacts for this student. The red circle appears only after the
information is saved.

E. Repeat this for each contact listed who has custody rights.
2. Click once on the Save Rbutton in the upper right corner of the tab to save
your work. The tab will refresh in read-only mode illustrating the current cus-
tody arrangements.

Note: Custody information can be printed in the Custody Type and Alert Report under
the Census module and Census Reports sub-module. Any information found in the
Custody Notes free text area will display here when the report is generated.

Student Display Name

Depending on your permissions, you may have the ability to set the Student Display
Name (affirmed or legal name) for each relationship/contact. This setting controls
which name the contact will see when accessing information about that student in
SchoolTool. This setting applies only to users who are contacts and are not faculty. All
district faculty will see the student's affirmed name throughout SchoolTool.
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Note: It is important to note that some areas within SchoolTool will show a student's
affirmed name regardless of which value is selected for the contact here. Refer to this
list of locations that currently respect the "Contact Display Name" setting.

By default, all contacts are set to see Legal Name for all students. This means that all
contacts will see their students referred to by their legal name (unless the student does
not have a legal name explicitly defined, in which case SchoolTool will show the
student's affirmed name everywhere). To change this, simply use the drop-down list to
select the appropriate value and save the relationship.

I
Defining Contact Call Order

Users can define a Call Order for any student who has adult contacts. To view the
existing call order for a student, click the View Call Order ¢/ button at the top of the
Contacts tab.

The Call Order will display in a pop-up window.

To modify a student’s Call Order, click the Edit Call Order @ button.
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AffirmedNameLocations.htm

Use the Add/Remove and Up/Down buttons to modify call order as desired, then click
the Save @ button.

A list of similar siblings will appear with checkboxes below the list, allowing users to
copy the call order. A “similar sibling” is defined as a student who shares the same
exact adult contacts. To copy the call order to one or more similar siblings, check the
boxes as desired before saving.

Viewing Contact History

From the Contacts tab in the Student Record, click on the History '® button to see a full
history of all contacts associated with this student.
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The screen will refresh to display a brief history of all contacts that have been
associated with this student. This history may include Start and End Dates for that
relationship, contact rights, custody designations, and any related custody notes. A
separate row will be added any time a contact relationship (including changes to

relationship type, primary contact indicator, or other contact rights such as parent portal
or restricted view) is modified.

To edit the dates of any relationship in the Contact History, click the Edit (#" button and
modify the dates as appropriate. Keep in mind that dates may not overlap. A Delete ¥

icon will appear for any historical relationships that may be deleted (these must have an
End Date to be deleted).
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When you are finished viewing the Contact History, click Back €= to return to the
Contacts tab.

Note: The Contact History does not currently show changes to the Student's Display
Name setting for a relationship.

Addresses Tab

SchoolTool allows schools to maintain a database of all addresses in the entire district.
The idea is to create a “database map” of all residences, work and mailing addresses
which can then be used in generating state-required reports, mailing labels, bus routes
and other address-driven lists/reports.

Once an address has been added to the database, users can simply select it from a list,
thereby ensuring data integrity over time, and making sure that all addresses are entered
in the same manner. It takes away the guesswork (Ave or Avenue? W or West?) and also
allows us to maintain historic records.

There are three types of addresses in SchoolTool:

» Residence addresses, which are places where people live (these could be family
dwellings, apartments, institutions, group homes, etc);

» Work addresses, where guardians and/or work-age students work;

» Mailing addresses, where guardians receive mail (these could be PO Boxes, work
addresses, or temporary mailing addresses).

The following functions can be performed in the Addresses tab for each person:
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« Move In (Add) 4=— used when this person/family is moving into a new or existing
residence in or out of the district. Also known as the Add Work Address <button
and the Add Mailing Address =button.

« Edit an address [#'- this is used ONLY to correct a typing error in an address — for
example, to change Thunderbird Street to Thunderbird St. The idea here is that
everyone who lived or is living at that address is affected by this change. Changes
also overwrite old addresses, thereby preventing the preservation of historical
data.

+ Add/Edit a Phone Number [#- this is used to add a phone number to an unknown
address, or to change an existing phone number record.

« Move out - used when this person/family is moving from an existing residence
to a NEW (known or unknown) residence in or out of the district. The idea is to
move this person and all those sharing this address, but not affect the history of
others who had also lived here in the past. Using Move out allows schools to main-
tain a history of addresses for each person/family, and also maintains data integ-
rity.

« View Address History '®- shows the entire address history for this person.

Adding a New Residence Address

Use this procedure whenever you are adding a NEW residence address to a blank
Addresses tab.

1. Locate the adult for which you will add an address. You should never add an
address directly to a student's record, unless she or he is legally emancipated.
Reference the Emancipating a Student section for more information.

2. Click once on the person’s Addresses tab. Wait for the tab to refresh.

Note: There are three sections to the Addresses tab:

e Residence section, which is where the contact lives

» Work section, which is where the person works

« Mailing Address section, which is where the contact receives mail (this
defaults to Residence).

If there are no addresses, each portion will show “Unknown address.” (If
there is an address, skip ahead to the Modifying/editing an existing
address section.)
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3. Add the Residence address:
A. Click once on the green Move in < button to the far right of the Res-
idence section. The tab will refresh with two questions:

i. When did they move? This is the date the contact moved into
this address. Select the date from the pop-up calendar. This
date will default to today’s date. (If you don't know, choose
today's date.)

ii. Where are they moving to?

» Move to a known address means you know the street,
city and zip, etc. for this person.

» Move to an unknown address would only be used when
the person has moved but you do not know the street,
city, state, zip, etc.

4. Click once on the Select Ybutton to the left of the appropriate option. In this
example, we have selected Move to a known address.

5. Enter some of the address information as search criteria.

Note: It is recommended that you search on the street name or number, but not
to enter all of the details. This is the best way to avoid adding a duplicate
address.

For example, to find “684 West Parke Ave,” either search on “684" or search on
“Parke.” That way, if the address is recorded as “W Parke” or “Parke Avenue,”
your search is general enough to still find a match.

6. Click once on the Search button.
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o If the address is found, the screen will refresh in read-only view with a list
of one or more addresses.

» If the address is not found, a message stating “No search results” will
appear in the lower left corner of the tab.

Note: More information about each scenario is presented below.

If the address you are looking for already exists, follow these steps to complete the
move.
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1. Select Y the existing address you wish to use from the list.

2. If other people are already living here, you will be prompted to move
this person in with the existing residents.

3. If this is not correct, because you have the wrong address, click once
on the Back €=button. This returns you to the address search area
where you can search for a different address.

Note: The names of the other people living at this address (or those

who lived there previously) will display under the Residence section.

To remove them, see the section on Moving Former Residents out to
Unknown Addresses.

4. If you have the correct address, and the people living there are part of
the same family, click once on the green Continue =¥button.

5. If there are children already living at this address, you will be prompted
to define a relationship with them. Define a relationship to each minor,
IF APPLICABLE. It may be necessary to scroll down to see all the
people listed, especially if this is a step parent moving into a home
with a spouse and multiple children.
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6. If there is no relationship (they have moved), simply click Save @
without defining any relationship details. You can then go move the
previous residents out.

7. Once you have completed all tasks, the Addresses tab will refresh, dis-
playing the new residence address information in both the Residence
and Mailing Addresses areas.

Note: The Move in < button in the Residence section which you used
to add the address with has now changed to a Move out f4 button.
Use the Move out § button to move this person from their current
address to a new address.

Note: The Add Work Address < and Add Mailing Address = buttons
are still available in the Work and Mailing Address sections. However,
once you add a work address, or add a mailing address which differs
from the residence address, these will change to the Move out §
button.

xt)

If there was no match found, follow these steps to create the new address:

Census Module User Guide Page 39 of 231
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



Census Module User Guide
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026

1. Use the green Create new address = button in the upper right corner
of the tab to add this address to the database.

2. The Create new address tab will appear.

Note: Any data used for a search will come through into the
appropriate fields.

Note: These fields do not automatically capitalize the first letter in
each address element, so be sure to check your work.

3. Enter the full address:

 Field 1 is for the house or building number. This free-text field is
optional.

« Field 2 is for the street name and/or PO BOX information. This
free-text field is required. Make sure to adhere to your district
standards for words like “street,” “avenue,” etc.

 Field 3 is for the apartment or unit number. This free-text field is
optional.

« Field 4 (second row) is for line two of the address, such as a
rural route or business suite. This free-text field is optional.

 Field 5 is for the city. This free-text field is required. Make sure to
add the proper city name and not an abbreviation (i.e. Rochester,
not “Roch”), as this information will display on labels and letters.

 Field 6 is for the state. The value in the drop-down list defaults to
the state where this district is located. If you are adding an out-
of-state address, select the new state from the drop-down.

» Field 7 is for the zip code. This free-text field is required. Accept-
able number formats include 12345, 12345-1234, or 1x1 x2x.
Please note that when entering Canadian zip codes, the space is
required.
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Note: County and District will default to district-specific values.
Change them by selecting from the drop-down fields as required. (If
this information does not reflect your correct county and district
contact your SchoolTool liaison).

Note: District is required in order for reports and labels to print
properly.

4. Select the Dwelling Type from the drop-down field. This field will
default to Family Residence.

5. Address Zones are used to help determine where a student should be
enrolled based on his or her address within the district. If your district
uses address zones, this list will hold pre-defined values. Select an
appropriate value from the drop-down list. If your district does not use
address zones, ignore this field. This field is not required.

Note:Address zones are set up and maintained in Maintenance. If you
wish to use them but need to define values, contact your SchoolTool
liaison.

6. Enter the Phone Number for this residence. This numeric field will
accept a seven-digit and/or a ten-digit phone number. This field is
optional.

A. If this number is listed (public), click once in the Is Listed
check box.

B. Enter any Sequence Number information required for postal
delivery. If this is unknown, leave it blank.

C. Enter any Carrier Code information required for postal deliv-
ery. If this is unknown, leave it blank.

Note: The phone number is considered a land-line, tied to this
home address. The phone number will also "follow" the address in
the database.

7. When you have finished entering the full address, click once on the
green Save @ button in the upper right corner of the tab to save this
address to this person’s record. The tab will refresh showing you the
address information in read-only view.

Note: The mailing address automatically defaults to the Residence Address
unless an alternate value is entered.
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Note: If enabled, Address icons will appear in the top summary section of a
Person Information Record that will allow users to toggle between viewing
the residence address and the mailing address. See the section on the
Personal Information Sectionfor more information on this feature.

Adding or Editing a Home Phone Number

Home phone numbers are linked to residence addresses. If you want to change the
phone number without changing the address, use this procedure.

If this individual does not have either a residence address, a home phone number, or
both, the Addresses tab will indicate that the information is “Unknown.” To add a phone
number to an “Unknown” address, follow the procedure described below. This will
automatically create an address record for that contact, which will be blank (except for

the state), when it adds the phone number. The blank address may be edited manually
at a later time.

1. Click once on the Change Phone Number [#'button under the Residence
address.

Note: If the phone number is unknown, you will see the Change Phone Number
& button next to the words “Unknown Phone Number.”

2. The Residence section will refresh with a phone number field. If a phone num-
ber exists, it will appear in edit mode.
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3. Enter or edit the phone number. As you begin typing into the field, it will turn yel-
low. When you have entered the correct number of digits (either 7 or 10), it will
turn green, telling you the number pattern is valid.

4. Use the Is Listed check box to designate this as a listed or unlisted phone num-
ber. The default is unlisted.

5. Click once on the Save @button. The tab will refresh showing the updated
phone number.

Modifying/Editing an Existing Address

Use this procedure to correct typographical errors in house numbers, apartment units,
street names or street-city, city-zip combinations. Do NOT use this procedure to move a
family from one location to another. Editing an existing address effectively writes over
the top of this address, which will impact the residence database, and affects all
contacts who have lived at or who currently live at the address. Refer to the Moving
Former Residents out to Unknown Addresses and Moving a Family to a New Address
procedures for more information on making a change that does not involve correcting a

typo.

Note: Depending on the security permissions set for your role in the district, you may or
may not be able to perform editing functions.

Once addresses have been added to the Addresses tab, Edit [# buttons appear in each
section. They typically appear to the left of the address or data to be edited.

1. Search to find the person whose address needs to be corrected.

2. Click once on the Addressestab to reveal the Residence, Work and Mailing
addresses.

3. Click once on the Edit [#’button to the left of the address you wish to modify.

Note: If there are multiple people living at (or sharing) this address, you will
receive a prompt stating that anyone else sharing this address will be affected
by a change to this address.

Census Module User Guide Page 43 of 231
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



4. Click once on the Continue =»button. The Addresses tab will refresh with the
address information in edit mode. Notice the pink fields.

5. Make any changes on the resulting edit screen.
6. Save your work by using the Save @button which is located in the upper left
corner of the tab. The Addresses tab will refresh with the changes.

Adding a Mailing Address

The Mailing address automatically defaults to the person’s residence address, but is
easy to change if mail should be sent to another location. Mailing addresses are not
required, but if you do choose to add one, the screens in this section will behave exactly
as those seen in the residence address section.

To Change the Mailing Address to something other than the Residence address:

1. Click once on the green Add Mailing Address =button to the right of the mail-
ing address. The Search for address screen will appear.

2. Add search criteria for the alternate address where all mailings should be sent.
Use the searching tips in the Adding a New Residence Address section.
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3. Click once on the Search button.
« If the address is found, the screen will refresh with matching addresses
in a list, allowing you to select the exact address.
» If the address is not found, a message stating “No search results” will
appear in the lower left corner of the tab. Follow the steps in the Adding a
New Residence Address section for more information on creating a new
address if needed.

4. Select or create the appropriate address and click once on the green Save @
button to save this address to this person'’s record.

5. When you have finished adding the mailing address, click the Save @ button to
save this address to this person’s record. The tab will refresh with the new mail-
ing address in the Mailing Address section of the Addresses tab.

6. The Mailing Address can also be viewed in the top portion of the Person Inform-
ation Record, by selecting the toggle buttons to switch between the Residence
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Address and Mailing Address (these buttons only appear if the individual has a
mailing address that is different from the residence address).

7. The button and its mouse-over text will change when clicked, indicating the
address you are currently viewing:

Residence

o = .
A icon Mailing Address &m icon

Note: Once you have made ANY change to the Mailing Address section of the
Addresses tab, the mailing address is no longer tied to this person’s Residence
Address. This means that if the person moves out to a new address, the
Mailing Address will not automatically change to the new residence address.
Any changes to it will need to be made manually.

Note: Once you add a mailing address which differs from the residence
address the Add Mailing Address 4 buttons changes to the Move out fi
button. To restore the mailing address to the residence address, click Move out
and choose Unknown Address. When you save, the residence address will
appear.

Note: P.0O. Boxes are treated like residence addresses but should only be
entered into the mailing address section. Use the primary entry field for the
P.0. Box information and leave the street number field empty.
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Work Addresses

The Work Address section is where you can list the contact’'s employer, occupation,
work phone, and work address, if known. This information is all optional and may be
added or modified at any time. If this information has not been added, the Work Address
will display “Unknown Address” and all other fields in this section will be blank.

Click the Add < button to add new work information, or click Edit [#’ to modify any
information that has already been entered.

Adding a Work Address

Work address information is not required, but if you do choose to add one, the screens
in this section will behave exactly as those seen in the residence address section.

1. Click once on the Add Work Address <button to the right of the Work section.
The screen will refresh with the Search for address tab.
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2. Enter the street name or street number as search criteria. Use the searching
tips in the Adding a New Residence Address section.

3. Click once on the Search button.
« If the address is found, the screen will refresh with matching addresses
in a list, allowing you to select the exact address.
« If the address is not found, a message stating “No search results” will
appear in the lower left corner of the tab. Follow the steps in the Adding a
New Residence Address section for more information on creating a new
address if needed.

4. Select or create the appropriate address and click once on the green Save @
button to save this address to this person’s record. The tab will refresh with the
new work address in the Work Address section of the Addresses tab.
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Note: Once you add a work address the Add Work Address < button will
change to the Move out f button.

Adding a Work Phone and/or Employer Name

Please note: Work Phones can be added from the top section of a person record (users
with appropriate permissions can click the Edit [#' button in the upper right of the
personal information section and can then modify phone numbers as needed).

1. Click once on the Edit [#'button above the word Employerin the Work address
section.

2. The tab will refresh with editable fields where Employer and Occupation can
be added.

A. Enter a (or edit an existing) free-text Employer name. This is the name
of the company, business, or school where this person works.
B. Enter a (or edit an existing) free-text Occupation (i.e. Teacher, Sales-

man).
Note: None of this information is required.

3. Click the Save @button. The Addressestab will refresh with the new employer
information in read-only mode.

Moving Out of a Work or Mailing Address

1. Toremove a work or mailing address from an adult’'s Addresses tab, click the
Move Out febutton for the appropriate address type.
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2. Select whether the address will be changing to a known address or an

unknown address.
A. If the “unknown address” option is selected, the mailing address will

revert to the Residence address.

B. If the mailing address is changing to a known address, this will
remove any association with the original mailing address.

C. You will then be able to add a new address (see the process for
Adding a Work Address or Adding a Mailing Address for detailed
instructions).

Moving Former Residents out to Unknown Addresses

As families move into and out of residences in the district, it is possible that inactive
resident information is maintained. In these cases, you may not know where former
residents have gone, but their names will still be linked to their former residences. Staff
may become aware that old data is still in the database when trying to move a family
into an existing residence in the district.

The system will show a list of people who either currently live at an existing address
(who might be sharing a residence with the family) or who formerly lived there. If they
are no longer living there, they will need to be moved out.

In this example, we have moved Thomas Davis into this address but we still see the
former residents (the Brown family) who used to live at this address. They no longer live
there, yet their names appear on our person’s Addresses tab.
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To move these people (the Browns) out of our contact’s home (and into an unknown
address):

1. Locate the first of the old/former residents (one of the Browns) and go to the
Addressestab for that resident.

2. Click once on the Move out fgbutton to the far right of the Residence section
of the Addressestab. The screen will refresh prompting you to further define
who is being moved out.

3. Click once in the check boxes next to the people who are being moved out. In
this example, we will select Steve and Kelly Brown (but not Thomas Davis, as
he is the new resident that we just moved in).
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4. Click once on the Continue =»button. The screen will refresh with a prompt for
the date this family/person moved, and where they moved to. In our example,
we do not know where the former residents live now, so we will select Move to
an unknown address.

Where are these people moving to?

O Aknown address O Leave phone number at current address
@ An unknown address ® Remove phone number from current address
Transfer phone number to new address

5. Click once on the Select dbutton to the left of the Move to an unknown
addressoption. The screen will return you to the Addressestab for this person,
showing that the Residence address information is unknown.

6. Repeat these steps for each old resident who needs to be moved out (any res-
idents you selected in the previous step will have already been moved out as
part of that operation).

Note: To verify that the current resident’s record no longer shows the former
residents, return to Census Search, locate his record, and review the data on
his Addresses tab.

Note: Moving former residents out, to unknown addresses, allows us to
maintain their residence history, and their residence location as a possible
home for other district residents. In this way, we maintain an accurate
historical picture of all the people who have lived in our district.
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Moving a Family to a New Address

When a person moves, you will use the Move out § button to move them to a new
residence location. If they share their home with students or other people, you will be
given the option to move those people at the same time. Using the Move out button
preserves the history of residences for this person, and also ensures data integrity, by
allowing us to select a new residence from a database of existing residence locations in
the district.

1. Locate the person to be moved (usually the adult guardian or a primary con-

tact).
2. Goto his/her Addressestab.
3. Click once on the Move out fgbutton to the far right of the Residence section of

the Addressestab. The screen will refresh prompting you to further define who
is being moved out.

4. Select the Move Date (the date the change is to be effective). This is set to the
current date by default.

Note: When moving out, always move the primary guardian first. This
automatically moves all students living with the primary guardian at the same
time. If you try to move a family by moving one of the students to a new
residence, you will be prompted with a message asking you if you are sure you
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want to move this student out of the household. This allows you to decide if
the student is being emancipated or if you really meant to move the whole
family. To move the whole family, click Cancel. Then search for the guardian’s
record and move the family from there. To move the student, click OK and
continue. Refer to the Emancipating a Student section for more information.

Are you sure you want to move out just this student from this
household? If you want to move the family, go to the primary contact.

Cance

A. Check the boxes in the Residence column for each person who is mov-
ing out with this person.

B. Use the Move Out of Mailing Address check boxes to remove mailing
addresses from adults as appropriate. Mailing Address checkboxes
will only appear for residents who have a separate mailing address
specified.

Proceed with maove out?

C. The lower portion of the screen allows users to use radio buttons spe-
cify whether the selected people are moving to a known or unknown
address. If “A known address” is selected, the user may search for an
address on the following screen.

D. Additionally, they must choose what to do with the phone number:

i. Leave phone number at current address: the phone number
will remain at the current address and will be removed from
the records of all people selected to move out of the res-
idence.

ii. Remove phone number from current address: the phone num-
ber will be removed from the current address and will be
removed from the records of all people selected to move out
of the residence.

iii. Transfer phone number to new address: the phone number
will be removed from the current address and will be trans-
ferred to the new address. This phone number will be reflec-
ted on the records of all people selected to move out of the
residence. Additionally, this phone number will overwrite any
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existing phone numbers tied to the new address. This option
is unavailable when moving to a new, unknown address.

Note: If you are moving a family out for a future date, the only
option available for phone numbers is “Leave phone number
at current address.”

5. Click the Continue =»button to apply these changes and search for an address
as appropriate.

6. The screen will refresh with the Search for address screen. Enter the street
name or number as search criteria.

7. Click once on the Searchbutton.
8. Locate the address in the list of matching addresses (if no matches result, go
to the Adding a New Residence Address section).

9. Click the Select >button to the left of the address where this person/family is
moving to.
A. If there are adults already living at this address, you will be prompted
to either correct this (click the Previous €= button) or to accept this
(click the Continue =¥ button).
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B. If any other children are already living at this address, you will be
prompted to define the relationships between the adult(s) and those
students when you click Continue. Click Save @ when each rela-

tionship has been defined.

10. When all steps are complete, the Addresses tab will refresh showing the new
address in the Residence section, along with the names of any other adults
selected during the Move out in step 5 above.

Emancipating a Student

Occasionally it may be necessary to move a student out of the home of their primary
guardian and into their own residence. In SchoolTool, this is called “emancipating” the

student.

The process to move a student out is the same as the process to move a family out. The
only difference is that when you click the Move out §4 button for a student, you will be
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prompted with a message asking if you are sure you want to move this student out of
the household. This allows you to decide if the student is being emancipated or if you
really intended to move everyone in the house to a new location. To move the student,
click OK and continue.

1. Locate the student to be emancipated and open the student’s Addressestab.

2. Click once on the Move out fgbutton to the far right of the Residence section.
Because SchoolTool recognizes that this is a student, you will be prompted to
confirm that you are emancipating the student.

3. Click OK to continue. The screen will refresh with a prompt for the date the stu-
dent moved, and where they moved (are moving) to.

4. Click once on the Select ?button to the left of the Move to a known address
option. The screen will refresh with the Search for address screen.

5. Enter the street name or number as search criteria.
6. Click once on the Searchbutton.
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7. Locate the address in the list of matching addresses (if no matches result, go
to the Adding a New Residence Address section). Click the Select dbutton to
the left of the address where this student is moving to.

8. The Addressestab will refresh showing the new address in the Residence sec-
tion.

Note: If this student is moving into a residence where other people already live,
you may be prompted to confirm that this is correct. Use this opportunity to
confirm that you have selected the correct address. Click the continue =»
button when you have finished.

Viewing the Residence History

To view the Residence History for a person, click the History '® button in the Residence
section of the Addresses tab. From this screen you can view the history for all
Residence addresses, including the Start and End Dates for those addresses.

Note that the history for a student comes from their primary contact. Changes to an
adult contact will also impact any students for whom that adult is a primary contact.

To edit the dates of any address record in the Residence History, click the Edit [ button
and modify the dates as appropriate. A Delete ¥ icon will appear for any historical
records that may be deleted (these must have an End Date to be deleted).
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Addresses Tab — Frequently Asked Questions

Question: Once you've added an address, how can you delete it?

Answer: Because SchoolTool allows users to build and maintain a Residence database,
you will never delete an address. You can either move a person or family to an unknown
residence, or move them to a different known residence.

Question: What is the difference between editing an address and moving a family out of
one address and into another address?

Answer: Editing or modifying an address changes that address and affects every person
that lives or lived at that address. Moving a family out is different because it allows us to
maintain the original address location (where another family could move into), while
building an address history for this person/family.

Question: How do | see the history of addresses?

Answer: Click once on the History '® button in the Residence section of the Addresses
tab, and the entire address history for this person will appear.

Question: Where can | enter home and work phone numbers?

Answer: Home and work phone numbers are found on the Addresses tab. Use the
appropriate Edit [# button (either Change phone number or Edit Work Address) in its
respective address section to add/change this information.

Question: Is there any way to add a person's phone humber without an address?

Answer: Yes, but you must use the Create new contact button when adding a new
contact from within a person's information record. This is the only time users will be
presented with options for adding phone numbers without addresses.

Question: If | add an address and phone number for a family, and that family moves, and
another family moves into their old address, how come the phone number already
appears?
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Answer: The "old" phone number from the previous family is tied to the physical
residence address. When a family moves into a known address which was found in the
database, the old phone number comes through. This phone number can be changed at
any time.

Question: When a family is moving, should | move the student or the adult contact she
or he lives with?

Answer: Always move the primary guardian. The student's address will automatically
update to reflect the address of his/her primary guardian, and any other people living in
the household will also be automatically moved. This is the least amount of work for the
user.

Demographics Tab

The Demographics tab contains information such as the date the student was
registered, their ethnicity, their refugee and citizenship status, their proof of birth, etc. It
also contains some information which is not relevant for students, such as maiden
name, voter registration, etc. Ignore any fields for which you do not have data.

The existing default data for your district will appear in read-only mode.
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1. To modify Demographics information, click once on the Edit [@#'button to open
the tab in edit mode.

2. Add and/or modify demographic data by entering directly into free-text fields,
selecting from drop-down lists, and using pop-up calendars to enter dates.

3. When you have finished entering all details, click once on the green Save @but-
ton in the upper right corner of the tab. The Demographics tab will refresh with
the information in read-only mode.

Note: For information about which fields are used in the NYS Data Warehouse
export, please refer to the NYS Data Warehouse Export documentation.

Overriding a Cohort Value

The Cohort value is typically calculated by SchoolTool, and should only be overridden if
the calculated values are incorrect. This should only be the case where enrollment data
for the student is incomplete or exceptional, as in the case of a student that was
enrolled as a 9t grader in another district.

To override the value, open the Demographics tab in edit mode and enter the
appropriate Cohort override value.
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Once saved, the overridden values will be displayed.

Date of Entry into Grade 9 Override: 7j209
{Current: 7/1/2019, Cohort: 2019)

For both read-only and edit modes, “NA" will display for Cohort if a student has not yet
reached grade 9 and does not have an override value specified. In no case will a student
be exported to the data warehouse before entering grade 9.

This may also be accomplished for a group of students by using the Batch Edit
Demographics feature.
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Student Tab

The Student tab contains all program service records, including enrollment information,
Student Lite information, AlS, section 504, disabilities, LEP, etc. Depending on your
permissions, you may or may not have access to add or view all program service
records for a student. By default, the Student Tab typically displays the Enroliment view.
The view may be changed by selecting another option from the drop-down in the upper

left corner.

Enrollment View

The various program service records can be accessed by selecting the appropriate view
from the drop-down menu in the upper left corner of the Student tab. Depending on your
permissions, you may or may not have access to add or view all program service
records for a student.

The Enrollment view is the default.
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Note: Each student must be enrolled before they can be scheduled for classes. A
student cannot be enrolled unless he or she has the following information entered in
SchoolTool:

First Name
Last Name
Date of Birth
Gender
 First language

From the drop-down list under the Details tab, select the Enrollment program service.
Three types of enrollment records may be added here:

» The Official Enrollment record is the active record for the current school year. It
assumes that the student is enrolled and will begin attending classes immediately.

» The Projected Enrollment record is a placeholder for a future official enrollment
record. It assumes that the student has registered but will not begin attending until
a specified date in the future. When that future date arrives, users will need to
create an Official Enrollment record in order to schedule the student, using the
Census > Batch Enrollment sub-module. Students with projected enrollments can
be scheduled but will not appear in teacher lists for attendance until they are
officially enrolled.

» The Alternate Enrollment record allows students to be scheduled in multiple
locations. While alternate enrollments can be added without an official enrollment,
at least one official or projected enrollment is required before a schedule can be
created. A student may have one or more alternate enrollments for a given school
year.

Adding a New Official Enrollment
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This is where you will add current “official” enrollment information for the student. A
student must be enrolled in a district-based school before they can be scheduled for
classes.

Note: An Official Enrollment is a current enrollment which started in the past or today,
but not a date in the future.

You may also add official enrollments to keep track of students who reside in your
district but do not attend district-based schools, and students who may have left school
or been transferred to another out-of-district school. Remember that accuracy is critical
when adding these records, as they will impact state and district reports.

Open the Student tab. The Enroliments view is the default.
If the student is already enrolled, the existing records will display.

If there is no enrollment, the “No service record has been recorded” message appears.

Note: The Enrollment view of the Student tab also allows for the entry of a projected
enrollment. If you wish to add an enrollment for a date in the future, reference the
section on Projected Enroliments.

Click once on the green Add < button to the right of the Enrollment section. The
Enrollment Category drop-down defaults to Official Enrollment. Leave this selected if
you are adding the current active enrollment record for this student.

Use the additional fields to complete the enroliment data. The following example
illustrates adding an enrollment for a high school student.
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Enter the enrollment information:

Note: After each selection, wait for the screen to refresh. Depending on your selections,
more options may appear or data in lists may change.

Enrollment Type: this is the enrollment type — i.e. Regular School Year (the
default), Foreign Exchange, District-based BOCES, etc. Select the appropriate type
from the drop-down list.

Note: Enrollment types are determined and configured in Maintenance by each
district. For definitions, please contact your SchoolTool liaison.

Start date: This is the effective date of the enrollment. Use the pop-up calendar or
manually enter the date in mm/dd/yyyy format. This date cannot be a date in the
future, such as tomorrow or next week. (If you are entering an enrollment for a
future date, you must enter a Projected Enrollment instead of an Official
Enrollment.)

End: Choose the radio button for Current (the default).

Date Registered: This is the date the student registered in our district. This date
also appears on the student's Demographics tab. If you have already entered a
Date Registered there, it will appear here. If not, use the pop-up calendar or
manually enter the date in mm/dd/yyyy format.

Provider: For students enrolled in and attending district-based schools: Select the
first radio button (the default), which includes the district school level and building
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drop-down lists. For students who attend non-district schools, use the second
radio button to select a non-district school from the drop-down list of NYS BEDS
code providers. If entered, the non-district provider will be displayed in the top
information section of the student’s record.

Note: Once you select a Provider and save this record, the Provider cannot be
changed.

Note: If the non-district school is not found in the list, you may need to add a new
one.

« Is Placed means that this student has been placed at this non-district provider by
your district so he or she can receive program services your district cannot
provide, OR that another district has placed this student in your school so he or
she can receive services that their home district does not provide. Check the box
as appropriate.

Note: The use of the Is Placed flag is critical in order to make sure that student
enrollment program service data exports correctly to STEP and the NYS Data
Warehouse.

« Include In Rank: This means that this student will be ranked (or not) along with
peers. The default is for the box to be checked. If the box is checked, the student
will be ranked and will have a class rank. If the box is not checked, the student will
not be ranked. This is often the case with foreign exchange students.

» Grade: select the grade you are enrolling the student in from the drop-down list.
This list will contain all the grades set up for the selected provider and could
include grades such as 13, 14, UE/UGE, or US/UGS for ungraded levels.

 Alternate NYS Reported Grade: Ungraded (UGE/UGS) students may now be
assigned a grade that is appropriate for their courses, while a different grade is
reported to the state. This information exists in student enrollment records only
for Data Warehousing purposes.

This field is an optional field that only needs to be filled in if the grade level
reported to NYS is different from the student’s in-district grade level

If needed, select the appropriate value from the drop-down list. The alternate
grade will appear in parentheses in an enrollment record.

If no alternate grade is selected, the field value will default to N/A and will not
appear in View mode of enrollment records.

 Class: there are two drop-down lists here:
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» The firstis for the student’s year of graduation.
» The second is for the projected month of graduation. (The default value for
this field is None.)

Note: Depending on the grade selected, the Class may automatically update.

» Homeroom: select the homeroom the student is assigned to from the drop-down
list. The list of Homerooms is particular to the selected provider.

» Counselor: select the student’s counselor from the drop-down list. The list of
Counselors is defined by your district. Contact your SchoolTool liaison if names
are missing or incorrect.

» Diploma: select a diploma type from the drop-down list, if appropriate. Choose
None for elementary students.

Note: This Diploma type does not get exported to the NYS Data Warehouse, it is
for informational purposes only. This list of Diploma options is fully configurable in
Maintenance.

» Race: this drop-down field only appears on the very first enroliment record, and is
required if this information has not yet been included in a student record. Depend-
ing on how the district has configured SchoolTool options, the field may appear
pre-filled with a district-set default value.

Note: After the initial enrollment is saved, the Race field will no longer appear on
enrollment records.

» Special Education: check the box if the student should be counted as Special Ed
on reports, such as the Regents Exam report which breaks down general edu-
cation and special education populations. The default assumes that the student is
part of the general education population for Data Warehouse reporting.

Note: After you have saved a new enrollment, Special Education information is
found in the Student tab, General Program Services information area. It is no
longer part of the active enrollment.

» Entry Note: Enter a free-text entry note, if applicable. Entry note details might
include transfer details if the student came from another school, or ranking inform-
ation.

Note: If entry note information exists, it will be exported to the NYS Data
Warehouse.
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When you have completed the new enrollment, click once on the green Save B button in
the upper right corner to save this enrollment program service record. The tab will
refresh showing the enrollment data in read-only mode.

Note: This current enrollment record drives several NY State-aid reports. It is critical that
information such as the Enrollment type, the Provider, Start and End dates, the Is Placed
flag, the Special Ed flag, and Grade, are entered correctly.

Note: If your district places students in alternate institutions such as other schools or
BOCES-locations, you must have current enroliment records reflecting students enrolled
in these alternate providers.

Note: If your district is required to report on students living in the district who do not
attend your district’s schools, there must be current enrollments for each of those
students to show where they are attending. Without such records, reports may not be
accurate.

Editing an Official Enrollment

Sometimes, enrollment data may be incomplete, or may need to be updated. For
example, you may need to add an entry note, or change the student’s year of graduation
or Homeroom. Use this procedure to make changes to existing current enroliments.

Open the student's Student tab. The tab will refresh with the current enroliment record in
read-only mode.
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Click once on the Edit [# button to the left of the Official Enrollment information. The
tab will refresh in the edit mode, where you can make changes.

Note: The Enrollment Category cannot be edited once it has been saved.

Edit the enroliment information. If you need more information about the fields and
options, refer to the Adding a New Official Enrollment section.

Note: After each selection, wait for the screen to refresh. Depending on your selections,
more options may appear, or data in lists may change.

When you have finished, click once on the green Save @ button in the upper right corner
of the Official Enrollment record to save this enroliment information. The tab will refresh
showing the enrollment data in read-only mode.

Ending an Official Enroliment

When students leave a school, their enrollment records need to be closed. Use this
procedure to end an existing current enrollment. Examples might be when a student
graduates, moves on to the next school level within the district, or leaves the district for
a specific reason. (For more information about transferring students, reference the
Transferring Enrollments section).

This procedure would also be used when the student’s enrollment type changes, such
as switching from a Regular School Enrollment to a District-based BOCES enrollment.
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Navigate to the Student tab. The tab will refresh with the current enrollment record in
read-only mode.

Click once on the Edit [# button to the left of the Official Enrollment information. The
tab will refresh in the edit mode, where you can end this record.

To end the enrollment, you must first specify an end date. Choose the radio button to
the left of the date field, and enter an end date for the enrollment record. End dates must
be in the same school year as the start date.

Note: After each change or new selection, you must wait for the screen to refresh.
Depending on your selections, more options may appear, or data in lists may change.

The screen will refresh, allowing you to specify why this enroliment is ending. Select an
appropriate reason from the Exit Reason drop-down list.
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Note: The values in this drop-down list correspond with NYS Data Warehouse exit
reasons. Each item in the list contains its numeric NYS Data Warehouse Code and the
name of the exit reason.

Click here for more information about ending enroliments for P-Tech students

For students with a P-Tech program service record that is not ended or that has
been ended with a reason of None or Completed, choosing code 0065 or 0071
(071) as the exit reason will report the selected code in the School Entry Exit
Data Warehouse export.

If either code is chosen, an additional drop-down for Credential Type appears.
The value chosen in this drop-down will report in the Student Lite Data
Warehouse export along with the Career Path selected on the Demographics
tab.
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Enter a free-text Exit Note, if appropriate. An exit note might include information such as
why this enrollment has ended or where the student has gone.

Save your work by clicking once on the green Save @ button in the upper right corner of
the tab. The screen will refresh showing you the details of the edited official enroliment
in read-only mode.

Add the new enrollment at the new district school or provider; reference the Adding New
Official Enrollment section for more information.

Note: This current enrollment record drives several state-aid reports. It is critical that
information such as type of Enrollment and enrollment Provider are entered correctly.

Note: If your district places students in alternate institutions such as other schools or
BOCES-locations, you must have current enrollment records reflecting students enrolled
in these alternate providers in order for the Data Warehouse export to be accurate.

Note: If your district is required to report on students living in the district who do not
attend your district’s schools, there must be current enroliments for each of those
students to show where they are attending. Without such records, reports may not be
accurate.

Transferring Enroliments

This procedure covers all transfer scenarios, including when students leave the district
to attend school elsewhere, and when students in large districts move and must transfer
between schools in the same district. The actual steps involved are to end the current
active enrollment and create a new enrollment to reflect where the student has gone.

Note: Do not use this procedure if the student has completed the highest grade in this
school building, or if they have graduated, left without information, or been permanently
expelled. Refer to the Ending an Official Enrollment section for more information in
these cases.

Navigate to the student's Student tab. The tab will refresh with the current enroliment
record in read-only mode.
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Click once on the Edit [# button to the left of the Official Enrollment information. The
tab will refresh with the current enrollment data in the edit mode. End the current
enrollment by selecting an end date and then specifying an exit reason.

End Date: Choose the radio button to the left of the date field, and enter the date the
student’s enrollment in this school ends. (Enter the date in the mm/dd/yyyy format or
select a date by using the pop-up calendar.) End dates must be in the same school year
as the start date.

The tab will refresh allowing you to select an Exit reason from the formerly grayed-out
Exit reason drop-down list.

Note: Enrollment records should only be ended AFTER a student has left this school. It
is not possible to have an old enrollment that ended today and a new enrollment
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beginning today. For example, if the student is transferring between buildings, end the
enrollment at building A on the last day at building A and begin a new enrollment in
building B on the first day they will attend the new school. If the end date of the one is
the same as the start date of the other, a date range conflict will occur. Remember you
cannot enter an official enrollment for a date in the future.

Exit Reason: Select the appropriate Exit Reason from among the various transfer
options listed in the drop-down list, or select the Completed Grade option to transfer the
student to the next level in this school.

Note: The values in this drop-down list correspond with NYS Data Warehouse exit
reasons. Each item in the list contains its numeric NYS Data Warehouse Code and the
name of the exit reason.

Enter a free-text Exit Note, if appropriate. An exit note might include information such as
why this enrollment has ended or where the student has gone.

Save your work by clicking once on the green Save @ button in the upper right corner of
the tab. The screen will refresh showing you the details of the edited official enroliment.

Add a new enrollment at the new district school or provider; reference the Adding New
Official Enrollment section for more information.

Note: This current enrollment record drives several state-aid reports. It is critical that
information such as type of Enrollment and enrollment Provider are entered correctly.

Note: If your district places students in alternate institutions such as other schools or
BOCES-locations, you must have current enroliment records reflecting students enrolled
in these alternate providers in order for the Data Warehouse export to be accurate.

Note: If your district is required to report on students living in the district who do not
attend your district's schools, there must be current enrollments for each of those
students to show where they are attending. Without such records, reports may not be
accurate.

Adding or Editing a Projected Enroliment

This process is for adding a new “pre” or projected enrollment record for a student who
has registered, but will not begin attending courses until a date in the future. Once a
student has been pre-enrolled, he/she can be scheduled for courses. For example,
incoming elementary students, new students who are transferring to your district mid-
year, etc. require a projected enrollment.

The Projected Enrollment record serves as a placeholder. When the student’s projected
start date arrives, this information can be transferred over to a current Official
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Enroliment record using the Census > Batch Enrollment sub-module or on a per-student
basis using the Auto Start feature.

Note: Currently there are no alerts or reminders tied to projected start dates. If projected
enrollments are not set to automatically start, users must check the Batch Enrollment
sub-module each day, transitioning over enrollments as they become official.

Navigate to the Student tab.

Note: In the drop-down list under the Details tab, the option for Enrollment appears. This
is the default program service.

Click once on the green Add < button to the right of the Projected Enrollment section.
This is where you add the projected future enrollment record for this student. The tab
will refresh with fields where enroliment data may be added.

Note: The Projected Enrollment record contains all of the same fields found in the
Official Enrollment, except one — the school year. Choose the year the student is being
projected to enroll in first. If the student will begin attending classes today, an Official
Enrollment is needed instead of a projected enroliment.

Note: An “Auto Start” checkbox may appear beside the Start Date, depending on your
district’s settings. If available, checking this option will cause the projected enrollment
to automatically transition to a current official enroliment on the specified start date.
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Enter the projected enrollment information. For more information on how to complete
each field, reference the procedure for Adding a New Official Enroliment.

When you have finished completing all known details for the projected enrollment, click
once on the green Save B button in the upper right corner of the Projected Enrollment
record to save this enrollment information. The tab will refresh showing the enrollment
data in read-only mode.

Now that the student has a projected enrollment record, you will be able to retrieve
him/her in searches, report on them, and schedule them into classes.

Note: To make course selections for a student who will transfer to a district school for
the following school year, refer to the Scheduling User Guide documentation for more
information (specifically, see the section on Course Selection > Projected Schedule for a
Transfer Student).

Note: A student can only have one projected enrollment at a time.

Note: You can also add Projected Enroliments in Batch mode by using the Batch
Enrollment sub-module.

A Projected Enrollment can be edited at any time by clicking the Edit [ button,
modifying the appropriate fields, and clicking the green Save @ to apply the changes.

Depending on district settings, users may also see a Start Projected ® button on
projected enrollments. Clicking on this button will transition the projected to a current
official enrollment using the current date as the enrollment start date.

Creating New Providers

Occasionally you may need to add new providers to the list of non-district educational
institutions where students who live in your district may attend or be placed. The
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process for adding a new provider for a new student involves adding the new provider at
the same time that the initial enrollment record is created.

If you need to add a new provider for an existing student, the assumption is that the
student is being placed at the new provider by the district, or is transferring there (and
thus leaving a district-based school). In either case, the existing enroliment must be
ended with an appropriate reason, so a new one, with the new provider, can be created.
Before proceeding with the steps below, follow the steps in the Transferring Enrollments
section to end the current enrollment with an appropriate exit reason (such as
Transferred to Another NYS Public School Outside This District with Documentation).
Once that's complete, add a new enrollment record and use the steps below to create
the new provider during that process.

Adding a New Provider for a New or Existing Student:

Add a new enrollment record (refer to the Adding a New Official Enrollment section for
more information).

Locate the Provider radio buttons and select the second radio option, to the left of the
non-district drop-down list.

Open the list to reveal the list of existing non-district providers. Scroll to the bottom of
the list and select the CREATE NEW PROVIDER option.

A New Provider window will appear with fields for the school details.
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Add the school name and BEDS code (required). If you have a contact name, address,
and phone number, enter those details at this time.

Note: If you do not have a BEDS code, the field will accept a zero.

Note: After adding a new BEDS code provider, contact SchoolTool support to ensure the
new BEDS code is formally entered in the table. If this is not done, reports may not
reflect accurate enrollments at this provider.

When you have finished defining the new provider, click once on the green Save @
button in the upper right corner. The new school will now appear at the bottom of the
list.

MONROE COMMUNITY COLLEGE
TRAMSFER STUDENT ]

CREATE NEW PROVIDER ~

Continue adding the rest of the enrollment for this student. The newly added provider
will automatically appear as the chosen alternate provider.

Note: Immediately after adding a new provider to the list, it appears at the bottom of the
list, just above the CREATE NEW PROVIDER option. After you save, the new provider will
automatically sort in the appropriate alpha order along with other providers, so it may be
used again for other enrollments after you save the enroliment.

Note: If the provider is out of state, i.e. a school in Florida, enter a “0” as the BEDS code.

Note: Once you have saved the new provider, you can no longer edit the details like the
name, contact, address, BEDS code, etc. from within this area. If you need to make a
change, contact your SchoolTool liaison.
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Managing Alternate Enrollments

Alternate enrollments can be managed for all students in the following areas:

» Census > Batch Enrollment: Add and/or remove alternate enrollments for groups

of students
» Counseling > Batch Edit Enrollment: Edit alternate enroliment fields on selected

records

They can also be added, edited, and deleted for an individual student from the
Enroliment view on the Census > Student tab or the Counseling > Student tab.

The Enrollment view on the Student tab shows any existing alternate enrollments for
current and future school years.

Click the “Show History” link to view a history of past alternate enroliments.
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To add a new alternate enrollment, click the Add 4 button. The screen will refresh with
the enrollment fields. Choose Alternate Enrollment from the Enrollment Category drop-
down.

Select any of the following fields: Enrollment Type, Start Date, Provider, Grade,
Alternate NYS Reported Grade, Class of, Homeroom, Counselor, Diploma, and Entry
Note. You can check the "Is Placed" checkbox if applicable.

Note: The out-of-district provider radio button is disabled as alternate enroliments can
only be created for in-district providers. The Include in Rank checkbox is disabled as it is
specifically tied to Rank/GPA calculations.

Note: If an End Date is chosen, the Exit Reason field will become available. This is not
required.

Click Save B once the desired fields have been completed.

Once an alternate enrollment has been added, the student can be scheduled into
courses for that location for that school year.

Current Program Services View

The Current Program Services view provides a list of all currently active program service
records for that student. This view is read-only.

1. Open the program services drop-down list in the upper left corner of the Stu-
dent tab

2. Select Current Program Services from the drop-down menu. The information
will display in read-only mode. To modify any of these records, navigate to the
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appropriate program service’s view using the drop-down menu.

General View

The General view provides users with access to that student’s individual locker
assignments, student ID, and their Special Education flag status (if designated as
Special Ed on their official enrollment record).

1. Open the program services drop-down list in the upper left corner of the Stu-

denttab.
2. Select General from the top of the list. The General information will display in

read-only mode.

3. Click once on the Edit [ button in the upper right corner of the tab. The inform-
ation will appear in edit mode.

4. When you have finished, click the Update & button to save any changes.

Student ID Numbers

As students are added to SchoolTool, their ID numbers are auto-generated based on a
seed number defined in Maintenance. However, SchoolTool allows you to override the
student ID number when you enroll a student into the district. To do this, you must have
entered in all the valid information to enroll the student properly. For example, a student
who previously left may return and the district may wish to give that student his/her old
student ID number again.

Override a Student ID Number
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1. Locate the student that you wish to change using the Census or Counseling >
Search sub-module.

2. Select the student’s Studenttab and once the screen refreshes, you will see
their enrollment information.

3. From the program service drop down list select General. This is where you can
change the ID number generated for the student.

4. When the screen refreshes, you will see a read-only view of general information
about this student.

5. Click the Edit [ button to change information in this area. When the screen
refreshes in edit mode, remove the ID from the Student ID field and add the
“new” ID number. Spaces are not permitted.

6. Save your work by clicking the blue Update &button in the upper right. If the
Student ID number contains more than 9 characters, you will see a warning
message; click OK to save the ID as is, or click Cancel to return and enter a dif-
ferent ID number.

Note: If you enter in a number that is already in use, you will get an error
message indicating that you cannot enter in a number that is active. ID
numbers that include leading zeroes will not be considered to be unique
compared to those that do not include leading zeroes.

Note: Student ID number may only contain numeric values.

Note: Access to the student ID field is permission driven. If you cannot see or
change the information here, you do not have rights to do so. Contact your
SchoolTool liaison for more information.

Delete a Student ID Number

Sometimes a student ID number is incorrectly assigned to a parent or guardian. This
could occur when an incorrect relationship was entered between the parent/guardian
and the child. The following steps illustrate how to delete/remove the ID. Keep in mind
ID numbers for students tied to certain types of data cannot be deleted.
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Locate the parent/guardian using the Counseling Search sub-module.
Go to the Studenttab and select General from the drop down menu.
Click the Delete X button to remove the ID number.

You will be asked to confirm the deletion. click OK to continue.

The ID number will now be removed.

oo~

Edit Special Education Information for a Student

After an official enroliment has been saved for a student, the Special Ed check box (flag)
moves from the Enrollment program service record to the General program service
record.

1. Select General from the top of the list. The General information view will dis-
play in read-only mode.

2. Click once on the Edit [ button in the upper right corner of the tab. The inform-
ation will appear in edit mode.

3. Change the Special Education designation (yes/no) by selecting the appro-
priate value from the drop-down list.
4. When you have finished, click the Update & button to save this change.

Note: This Special Education designation is what drives the special education
student-population percentages on certain reports such as the Regents Exam
report.

Note: Special Education doesn't mean the student has an IEP, section 504, or
receives AIS services. It is simply a flag to denote a Special Education
population for reports.

Note: Your district-specific permissions determine whether you can access and
alter special education information. If you are unable to select the General
program service, or edit the record, you may not have the necessary
permissions. Contact your district liaison for more information.
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Student Lockers

The Lockers section displays a list of locker and/or padlock assignments.

To add a locker and/or padlock, click the Add 4 button. A new row will appear in the
Lockers list. Specify whether or not this is a primary locker/padlock assignment, select
the locker and/or padlock from the drop-down, and click the Save @ button to apply
these changes. Combinations are assigned to lockers and padlocks in the Maintenance
module and will be populated on this screen automatically after selections are saved.

Referral View

The Referral view is used to add Referrals to outside agencies. This view is used by
districts who are familiar with the referral process and assumes the person entering the
referral is knowledgeable about the fields contained on this screen.

1. To access the Referral view, select Referral from the drop-down menu in the
top left corner of the Student tab.

2. Click the Add =+ button to add a new referral record.

3. Onthe Add Referral screen, complete all required fields and enter any other
information as appropriate.
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4. When you have finished, click the Update & button to save this change.

Student Lite View

The Student Lite View area allows users with the appropriate security rights to view
and/or edit the information exported to the Data Warehouse for the Student Lite export
for that student.

1. To access the Student Lite View, select it from the Program Services drop-
down list.

2. The screen will refresh to display the Student Lite View in read-only mode. This
view defaults to the current school year and the Standard Data Warehouse
export format. To change the view, simply select the appropriate value from
the school year or export format drop-downs and click the Select » button to
refresh the information.
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A. If a student does not have an enrollment record for the selected year,
the user will see a message to that effect:

B. If a student has an enroliment record for the selected year but the
student’s records will not be exported (based on the export rules
defined in Maintenance > Export), the user will see a message about
the student'’s enroliment record values:

3. To modify this information, click on the Edit [# button.

4. The screen will refresh with the view in edit mode, and editable fields will
appear next to the current values.

A. Editable fields will be populated with the current data. To change
these values, simply enter the new information and click Save.

Note: Changes made in this area will be reflected in the Data
Warehouse export and in the student’s record. Therefore, use caution
when modifying any information in this area.

Census Module User Guide Page 87 of 231
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



Program Services Views

Note: The AIS and IEP program services have icons that may be visible in the Student
Information Record. These icons also have mouse-over text and pop-up windows (pop-
up screens are activated when the icon is clicked). Individual permissions control the
rights to see each feature (icons, mouse-over text, and/or pop-up windows) for each of
the two program services. Therefore some users may be able to see only the AIS details
but not IEP details, others may see only icons but no mouse-over text or pop-up screens,
and others may not see any references at all to these items.

Note: While the basic procedure for adding, editing, or deleting a program service record
is the same for all program services, each program service has its own set of fields.
Some program services are dependent on others; therefore, some records cannot be
added until a corresponding record has been created for another program service. The
specific dependencies, along with screen shots and descriptions of the fields available
when adding each program service, are detailed in Counseling Appendix: Program
Services

Adding Program Service Records

1. Select the appropriate program service type from the drop-down list on the Stu-
dent tab. In this example, we see an AlS (Academic Intervention Services)
record.

2. When the record refreshes, use the green Add <button to add a new record.

Note: If no record exists, a message indicating “No service record has been
recorded” appears. If a record exists, it will appear in read-only mode.

3. Complete all required fields, and any other fields for which you have inform-
ation.
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4. When you have finished, click once on the Update &button. The tab will refresh

with the record in read-only mode.
5. Repeat these steps for each different program service record.

Note: The fields will vary depending on the program service you selected. The
options that appear in the drop down lists are created in Maintenance. Contact
your SchoolTool liaison if something needs to be added.

Note: A failure message will result for any of the following situations:

» Adding a program service to a student that already has that program service, if

duplication is not allowed.
» Adding a program service to a student that is missing a DOB
» Adding a program service to a student that is missing a Primary Language
» Trying to remove a program service for any student that doesn't already have one

that matches the specified criteria.

Editing Program Service Records

1. Select the Program Service to be edited from the drop down list. Click the Edit
[ button to the left of the record. In this case we will use an AlS record.
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2. Edit the appropriate fields and click the Update & button

3. You will now see the record in read-only mode with your changes.

Deleting Program Service Records

1. Select the Program Service to be edited from the drop down list. Click the
Delete ¥button to the left of the record.
2. You will be asked to confirm the deletion. Click OK to delete the record.

Home District View

To add, edit, or view home district assignments, navigate to the Student tab and select
Home District from the drop-down. Any existing home district records will be displayed.

In order for data sharing to function, home districts and district connections must be
defined, and the student must have corresponding home district records at both
districts. This means that both districts must enter a home district (which must be tied
to the appropriate district connection in Maintenance) and the student's ID at the other
district in this record.

Home district records may only be assigned to individuals who have a Student ID.

This option will not be available in the drop-down if no home districts have been defined
in Maintenance.

In order to properly track historical data, home district assignments should be treated
similarly to enrollment records. That is, when the student changes to a different home
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district, the prior record should be ended and a new record should be created. This
allows the district to maintain an accurate historical representation of that student's
home district assignments.

Click Add < to create a new home district record or click Edit [#' to modify an existing
record. To remove a record entirely, click the Delete ¥ button.

When adding or editing a home district record, users have access to fields for home
district building, home district student ID, and a free-text notes field.

Users with permission to see the Home District field in the Personal Information section
(at the top of each student record) will now see the home district building and home
district student ID for any current home district assignments that include those fields.

Special Programs View

Special programs are used for students receiving services that are associated with a
specific cost. These programs are defined in Maintenance and are typically used for
BOCES billing purposes. Special programs may include yearly (e.g., 12:1:1 or 1:1 Aide
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programs) or weekly (e.g., speech therapy or counseling) services.

A Special Program record as seen on the Student Tab

1. Select a school year, then choose a program from the drop-down (the list of
programs is dependent on the school year selected; only programs that have a
school year defined will appear in the list for that year).

2. Specify a start date (and end date, if appropriate).

3. Enter a Frequency to indicate the number of times per billing period (yearly or

weekly) that the student receives these services.

Specify whether the student is receiving group or individual service.

Select a provider.

6. If appropriate, choose a faculty responsible for administering or overseeing the
service (this field is optional).

a &

Letters Tab

On the Letters tab of a Student Record, users will see the student's Attendance Letter
history. The list is read-only unless the user has permission to delete letters or mark
them as ignored, and may be sorted by any column. Users may view other years'
Attendance Letters by using the drop-down menu.

Users with the appropriate permission may delete any letter from the Letters tab. If this
permission is enabled, a Delete X button will appear next to each letter in the list.

CONTACTS SCHEDULE ATTENDANCE DISCIPLINE GRADES ASSESSMENTS ASSIGNMENTS LETTERS NOTES

Student
2021-2022 ~ Help @

Type Threshold Name Threshold As Of Created On Detail lgnore

x Daily Mindex Daily Policy 1 4 2/10/2022 2/10/2022 35PM O

The Attendance Letters history shows the following information:

» Type: Displays the policy type that was used for that letter (this is determined
based on the Attendance Policy settings in Maintenance). The values shown here
may be Daily, Course, or Tardy, depending on the type of policy.
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» Threshold Name: The name of the Attendance Policy stage that was used to gen-
erate this letter.
e Threshold: Shows the number of misses used for that particular Attendance Policy

threshold.
» As Of: Reflects the date entered by the user when running the Attendance Letters

search

» Created On: Displays the date on which the user actually generated that letter

« Detail: Provides details about the course for which the letter was run. The details,
which are separated by commas, are Course ID, Course Name, and Section Num-
ber (SN), respectively.

 Ignore: When checked, a letter will be marked as “ignored” and SchoolTool will
behave as though the letter was never sent. When a letter is ignored, the comment
entered by the user as the reason for ignoring the letter will be displayed in a
second row.

Details will only display when the policy Type is Course; if the Type is Daily or Tardy, the
Details field will be blank.

Users with the appropriate permissions may mark a student's attendance letter as
“ignored.” When a letter is marked as “ignored,” SchoolTool will keep the historical
record to indicate that the letter was sent. However, when determining which students
need attendance letters, SchoolTool will behave as though that particular letter was
never sent.

To ignore an attendance letter, click the Ignore checkbox on the right side of the screen
for the letter you wish to ignore.

In the pop-up window that appears, enter a brief comment to indicate a reason for
ignoring the letter and click OK to continue.
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When a letter is marked as “ignored,” the letter will display on the student's Letters tab in
gray text. To remove the “ignore” status, simply uncheck the Ignore checkbox (this will
also remove the comment).

CONTACTS SCHEDULE ATTENDANCE DISCIPLINE GRADES ASSESSMENTS ASSIGNMENTS LETTERS NOTES

Student
2021-2022 v Help @
Type Threshold Name Threshold As Of Created On Detail lgnore

X Dal lex Daily P 4 2 2022 2 2022 3.5 PM

User Defined Tab

The User Defined tab is available on the Person Record for students, residents, or
faculty. This tab displays any active user defined screens created in Maintenance.
These screens are created and configured by the district and may contain any number
of custom fields and field types. Select a user defined screen from the drop-down menu
to view a list of all active records for that screen.

If the individual has data entered for any user defined screen, this information will
appear in read-only mode on this tab. Click Show History to show all records for that
screen, including inactive records. Users can also click the Print @button to generate a
report of that person's user defined screens.
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Users with Edit permission may add, modify, or remove records. To modify an existing
record, click the Edit (& button and modify as needed. Click the Delete X button to
permanently remove a record.

To add a new record, select the screen from the drop-down menu and click the Add <
button. A new record will open in edit mode. All required fields are highlighted in pink.

Enter information in each field as appropriate and Save @ the record when finished.
Field types are indicated for all fields except drop-downs, and may include any of the
following field types:

o Drop-down List

o Text

 Real (real numbers; can include decimal points)
« Integer (whole numbers only)

« Date

» Checkbox (Yes/No)
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Active fields, field types, drop-down content, and maximum field lengths are specified in
Maintenance for each user defined screen. Refer to the Maintenance Module
documentation for detailed information on configuring a user defined screen.

All records must have a Start Date, which is used to indicate the date the record became
active. If an End Date is entered, that indicates the date that record expires. Once the
End Date has passed, the record will become inactive and will be visible when a user
clicks “Show History.”

Notes Tab

Each person record contains a Notes tab where you can add other information about
this person. For a student, you might add notes about club participation or record
meetings with parents. This is also where Orders of Protection are added. Be careful
about the confidentiality of the information you add, as some notes can be seen by all
users.

Printing Student Notes

Users may print a report of all Student Notes listed on the Notes tab by clicking the Print
& icon in the upper left corner of the Notes area. The report will include all notes that
are visible to that user, and will display the note type, the dates the note was created
and/or modified, the note text, and will indicate whether or not the note has any
attachments.
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If the user has permission to view Orders of Protection, the report will also include these
notes. The report will include all Effective dates and Expiration dates indicated on the
Order of Protection note.
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General Notes

1. Click once on the green Add Note = button.
2. Select a Note type. There are four (4) types of General Notes:

A. Global — which, when saved, are available to all SchoolTool users.

B. Building Only, Not Passed with Promotion — which become a part of
the student's record only until he/she advances to the next building.
Notes are only visible for the student's most recent official enroliment
location.

C. Building Only, Passed with Promotion — which, when saved, become a
part of the student's record and remain as he/she advances to the
next building.

D. Personal — which are only available to the user that entered the note.

3. Enter the note content in the free-text area. This field will accept up to 1,000
characters.

4. Add any supporting documents by clicking once on the Browse button and loc-
ating a file on the hard drive. Files may be any format (Word documents,
spreadsheets, HTML, emails, etc), and there is no limit to the number of attach-
ments which may be included. Once a file is located, it must be uploaded to
SchoolTool in order for it to be saved with this note.

5. Once the Note is saved, the tab will refresh showing the notes in read-only
mode.

6. The Notes tab title will display a green circle to indicate that “new” notes exist
on that student's record. Notes are considered new for a specified number of
days after they have been created or modified, as defined by the district.

The Notes tab title will display a red circle when an active Order of Protection
note exists, regardless of whether or not new notes exist.
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7. Use the Delete X and Edit [ buttons to remove or make changes to existing
notes.
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Orders of Protection

1. Select Order of Protection from the drop-down list at the right of the tab.
2. Click once on the green Add Note < button. An Order of Protection record will
appear.

3. Complete the Order of Protection:
A. Type a free-text description (required) of the order in the box under
the word Type.
B. Enter an Effective Date (required). Type the date manually in the
mm/dd/yyyy format, or use the pop-up calendar.
C. Enter an Expiration Date (if any). Type the date manually in the mm/d-
d/yyyy format, or use the pop-up calendar.
D. Attach any digital supporting documents by using the Browse and
Upload Attachment buttons.
4. Click once on the green Save B button to the left of the description comments
box.

Once the Order of Protection has been saved, the Notes tab will display a red circle,
alerting users that there is an Order of Protection for this student.

Orders of Protection can be Edited [# and Deleted X as necessary.

The Created By and Modified By audit tracking will update as users add and update this
information.
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Printing Student Notes

Users may print a report of all Student Notes listed on the Notes tab by clicking the Print
& icon in the upper left corner of the Notes area. The report will include all notes that
are visible to that user, and will display the note type, the dates the note was created
and/or modified, the note text, and will indicate whether or not the note has any
attachments.

If the user has permission to view Orders of Protection, the report will also include these
notes. The report will include all Effective dates and Expiration dates indicated on the
Order of Protection note.

Transferring Student Data

Districts have the ability to export student data via three (3) different methods. These
methods are controlled by permissions, and may require additional configuration before
they can be used.

Note: To use the Transmit to District feature to send student data to another district,
your district must configure a connection in the Maintenance > Application > District
Connections area for the receiving district.

To begin, locate a student record and click the Transfer Student Data [l icon in the
upper right corner of the student’s personal information section.
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Depending on your permissions, you will see one or more of the following options for
data transfer. For all three options, the receiving district (to which you plan to send the
student data) must also be using SchoolTool. Users can verify that a district is using
SchoolTool by clicking on the “Find SchoolTool District” / button and searching for the
district by name. Refer to the section on Finding a SchoolTool District for details on how
to search for a district.

Export to File

Use this option to save the student’s information to a local file. This will save an
encrypted copy of the student’s information. This file can then be saved to a disk or
emailed as an attachment to another district for processing.

» Passkey: For security reasons, it is required that users define a passkey for the file
and provide that passkey to the district receiving the file; the recipient will then
need to enter that passkey in order to view and process the student’s data. The
passkey must be alpha-numeric and may contain up to 10 digits.

Export to File

Passkey:

SAVE FILE

Send by Email

Use this option to automatically email the student’s data to another district. Enter the
recipient email address(es), a relevant subject and/or body for the email. Recipient

Census Module User Guide Page 102 of 231
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



email and subject are required fields. Emails will be sent using the logged in user’'s email
address. Users will automatically receive a copy of the email that was sent.

» Passkey: For security reasons, it is required that users define a passkey for the file
and provide that passkey to the district receiving the file; the recipient will then
need to enter that passkey in order to view and process the student’s data. The
passkey must be alpha-numeric and may contain up to 10 digits.

Transmit to District

Use this option to send data to another SchoolTool district using a District Connection
defined in Maintenance.

Depending on district connection settings, you may be prompted to enter additional
student information (and/or course selections) if it has been requested by the receiving
district.

Use the checkboxes at the top of the screen to select the user defined screens you wish
to add to the transmission. All checked items will be sent to the receiving district (fields
marked with an asterisk are required if that UDS is checked at the top of the screen)
when the student is transmitted. Any UDS marked as Required will be automatically
selected (checked) and cannot be unchecked. Users will be unable to complete the data
transfer until all required fields are completed for each required UDS.
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Note: Please be aware that some functionality related to Transfer Students and District
Connections is only supported when both districts are using the same version of
SchoolTool.

After completing the appropriate fields, click the Transmit button to send the student
data.

When the student is accepted and processed at the receiving district, a home district
record may be created for this student which will include the Student ID from the
receiving district.

Finding a SchoolTool District

Users can quickly look up a specific school district to see if that district uses
SchoolTool to verify that the recipient will be able to open the transferred file.

To look up a SchoolTool district, click on the District Search / icon in the upper right
corner.
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The District Search area will open in a pop-up.

Enter the beginning of the name of the school district you wish to find. Once you have
entered four or more characters, the results will automatically appear.

Please note that this search requires a minimum of four characters and only locates
schools based on the beginning of the school name. Therefore, if you wish to search for
“East Mindex CSD” you would need to enter “East” (searching for “Mindex” or “CSD”
would not return any results).
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Census > Census Search

The Census Search sub-module allows users to search for students, district or non-
district residents, or both, by using the Basic Search function. Users may use the
“Search Fields" radio buttons to limit their searches by searching only on specific fields.

This screen will remember the most recent Search selections (Search Person Types and
Search Fields) you made in Basic Search mode and will pre-select them the next time
you access this screen.

The Advanced Search feature allows users to search using the Batch Selector. Clicking
on the Advanced Search link will bring the user to a page containing two tabs (Student
and Resident) which each contain a Batch Selector feature.

Modifying a Person Record

If you are familiar with adding contacts and students to SchoolTool, modifying those
records is a similar task. You will do a simple search to locate the record of the person
to be modified, make changes using the edit buttons on the various parts of the person
record, and then save your work. Because SchoolTool is a real-time database, your
changes will be available to other users immediately.

1. Search to find the person using the Census Searchsub-module. If the person is
not found, refer to the section on the Add Person Sub-module.
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2. Assuming the person is found and a list results, select the person from the list.
The screen will refresh with the person’s information tabs.

3. Use the Edit [# buttons to edit information:

A. Inthe Personal Information section (the main upper portion of the
person record), an Edit [#" button appears in the upper right corner if
the user has permission to Edit a person record. Use this to edit the
person’s name, cell phone, email or other information as appropriate.

Notes:

» The ability to edit fields in the Personal Information Section is
controlled by user permissions. Because separate security
rights exist for each field, not all users will be able to edit all
fields here. Fields that may not be edited appear in read-only
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mode on the screen when in edit mode.

» When specifying legal and affirmed name for students, it is
important to note that the name shown to a contact may vary
depending on that contact's relationship settings. Refer to this
list of locations that currently respect the "Contact Display
Name" setting.

B. On the Contacts tab, use the Edit [ button to edit the contact
relationships.

C. On the Demographics tab, use the Edit [#" button to edit details such
as proof of birth, marital status, citizenship, voter registration, etc.

D. To edit addresses found in the Addresses tab, refer to the Addresses
Tab documentation.

4. Make any changes on the resulting screens.

5. Save your work by using the Save B buttons which are typically located in the
upper right corner of each record/tab, but may occasionally be set to the left of
a field.

Delete a Person (Student)

Note: Deleting a record is an action that cannot be undone. Be sure that this is necessary
before proceeding with the following steps.
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AffirmedNameLocations.htm

1. Search to find the person using the Census Searchsub-module. If the person is

not found, refer to the section on the Add Person Sub-module.
2. Assuming the person is found and a list results, select the person from the list.

The screen will refresh with the person’s information tabs.
3. In the main upper portion of the person tab, click on the Edit @'button is in the

upper right corner.

4. The screen will refresh and the record will open in Edit mode. Click on the
Delete Xbutton to remove the record.

5. You will be asked to confirm the deletion. Click OK to delete the record.
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Census > Add Family

This sub-module allows for the entry of an entire family into the database, including up
to two (2) adults, four (4) students and a residence address, all on a single form. For
families with more than four children, use this form to create the family (including the
first four children), then navigate to the primary contact's record and add any additional
child contacts to the family as needed.

Once this information has been entered, verified, and accepted by SchoolTool, specific
details such as student enrollment information may be entered simply by navigating to
the appropriate records.

Adding an Entire Family

1. Navigate to Census > Add Family.
2. Fillin the fields with the appropriate information.
3. The Add Family form consists of three sections, one each for Contacts, Stu-
dents, and Residence Address. Fill out each area:
A. Contacts — Enter the name(s) of the first two adults living with the stu-
dent(s). The first contact will be considered the primary contact, and
is the only required contact.

» First Name, Last Name, and Gender are all required fields.
» Enter the contact's names precisely according to district policy.
Any deviations may cause duplicate records to be created.
B. Students — Enter up to four students that are members of this family.
Only one student is required.
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 All fields except Middle Name are required: First Name, Last
name, DOB, Gender, Language, and Contact 1 must all contain
data.

» Contact 1 and Contact 2 determine the relationship the student
has with the two contacts above. If only one contact was
entered (the primary), then Contact 1 is the only required contact
field.

« If you need to enter separate values for affirmed and legal
names, complete the Add Person process first, then locate the
person's record and edit it from within the Census module to
update the individual's names.

C. Address - Enter the address where the family currently lives. This
may be different from the mailing address.

* You must enter a house number, street name, or unit number in
order to search for potentially existing addresses.

» Providing partial details will return a list of all possible matches,
so providing too little information may cause an unwieldy num-
ber of addresses to appear on the following confirmation
screen.

» When entering data in these fields, be only as specific as is
necessary. For instance, instead of entering "215 Main St", enter
simply "215 Main." This will help to prevent duplicate records
(e.g., "215 Sylvan Street" vs. "215 Sylvan St").

4. Click on the Continue button

5. If there is missing data, error messages will display at the top of the screen (it
may be necessary to scroll up to see them) and the form will remain on-screen.

« Contact 1 is incomplete.
« Student 1 is incomplete.

6. If all of the appropriate information has been entered as required, the user will
be presented with a confirmation screen that will provide informational and/or
warning messages. This screen will also allow a user to modify the Add Family
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form before continuing.
7. Examine the Confirmation screen

8. The confirmation screen is divided into the same three sections as the Add
Family screen: Contacts, Students, and Address. Each area will contain
confirmation messages (in green), warning messages (in red) or selectable
options (for addresses only).

A. Confirmation messages — Confirmation messages will always say,
"XXX will be created." This message is used when entered data is not
already found in the SchoolTool, and a new record will be created.

« 'Michael Jones' will be created.
« 'Maria Jones' will be created.

B. Warning messages — You may see a warning that a record resem-
bling the entered data already exists, and that continuing with the
operation will create a duplicate entry.

This may be acceptable, but such messages should be investigated,
as the family may already have been entered into SchoolTool.

| |
C. Address Options — Multiple options may be available to a user. If the
address that was entered on the previous screen is new to
SchoolTool, then the only available option will be to add the address
to SchoolTool.

If other addresses match the user's entry on the previous screen, a
dropdown will exist that will allow the user to select an existing
address that matches the entered information.
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Note that the address should be fully entered before moving from this

screen.
Choose Modify or Continue

A. Modify — Select this option to return to the previous Add Family
screen to modify or view the information in any of the sections. Once
changes are complete, the user will be returned to this page. No
changes will be saved when this button is selected.

B. Continue — Select this button to commit all changes to the
SchoolTool database. Read all confirmation and warning messages
before clicking on this button!

9. After clicking the Continue button, the data will be submitted and a con-
firmation message will appear indicating that all data has been committed
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(saved) to the database. The screen will also display a list of all person records
that were added for that family, including columns for Salutation (for adults),
the person’s full name, Student ID (for students), and whether the person is an
Adult or a Child in the newly added relationship.

A. Clicking on the Select » button for any of these records will take the
user directly to that individual's Personal Information Record in
Census, where the user may update any information as appropriate.
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Census > Add Person

Which came first, the parent or the student? In SchoolTool, either can come first, and
there is no wrong way!

Instead of creating a family unit with a single ID number, which contains parents and
children, and which is difficult to dissect if parents divorce and remarry, SchoolTool links
all adult guardians for a student to that individual student record. This allows for diverse
family situations.

As families change, all contact relationship maintenance is done through the individual
student’s record, making tasks quicker and easier, and ensuring each student has the
most up to date, relevant information for him/her.

The Census > Add Person sub-module can be used to create any new Person Record.
From here, you can create a Resident, which is anyone who is not a student. This may
include any adults, such as parents, guardians, or other contacts (emergency contacts,
relatives, etc.).

Add a New Person Record

1. From within the Census module, click once on the Add Personsub-module
from the menu at the left. The screen will refresh with the Add Person Search
tab.

2. Search first, to make sure the person is not already in the database. Enter the
person’s last name in the search field. Be sure to spell it correctly.

3. Click once on the Search button. If no results are found, the Person tab will
open, where you can add a Person.

Note: If a match is found, a person with the same name is already in the
database, or the name may be spelled wrong. Verify that you are not adding a
duplicate record before proceeding.

4. Add the person’s basic information. The only required fields are the First and
Last Names, and the Last Name will default to your search criteria. If you need
to enter separate values for affirmed and legal names, complete the Add Per-
son process first, then locate the person's record and edit it from within the
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Census module to update the individual's names.

Important Note: Students must have a Gender, DOB, and 15 Language in order
to be enrolled.

5. If you are adding a Student, enter the following information. These five fields
are required to enroll a student.
A. Allfive fields must be completed in order to enroll a student.
i. First Name - this is a required, free-text field.
ii. Last Name - this is a required, free-text field.
iii. Gender — choose an option from the dropdown (this is
required to enroll a student).

Note: Keep in mind that students must have a gender
selected; failure to select a gender will cause reporting
issues for NYS Data Warehouse. SchoolTool will allow you to
save a new person record with a gender of "Not Specified",
but after this individual is enrolled as a student users will be
prompted to select a gender on subsequent edits of the
student's information in Census.

iv. DOB (date of birth) — enter the date manually in the mm/d-
d/yyyy format, or use the pop-up calendar.
v. st Language — select from the drop-down list. English is at
the top.
B. Enter any additional information in the optional fields.

i. Some fields are set in Maintenance as district preferences or
permissions. Contact your SchoolTool liaison for additional
information if needed.

ii. You may also add a student photograph by browsing to the
appropriate file and uploading the photo.

Note: It may take up to an hour before photos are updated on
all servers. Typically changes will be visible on the local
server immediately, but new or modified photos are not
updated in the photo cache until SchoolTool runs its
automatic hourly photo update process.

Note: Supported image formats for photos include JPEG,
PNG, BMP, and TIFF files. Photo file sizes greater than
300x300 will automatically be compressed to fit this size.

6. If you are adding a Resident (adult/non-student), enter the First Name and Last
Name. Enter additional information as appropriate.
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Note: Even if you have Date of Birth and First Language information, it is not
advised that you log or track that in SchoolTool for an adult. These fields are to
be used for NYS reporting for students only.

7. When you have finished adding information, click once on the green Save @
button to save this person’s record to the database. The Person tab will refresh
to show you the record in view-only mode, with additional tabs at the bottom
where more information can be entered.

8. When you have finished completing the student details, click once on the Save
Bbutton in the upper right corner of the Person screen. The screen will refresh
with the new person record in read-only mode.

9. Once the basic information for this contact has been added, you can use the
various Census tabs on the Person Record to enter additional information such
as enrollments (for students), addresses (for residents or emancipated stu-
dents), notes, etc. Person Records (non-student records) contain tabs for
Addresses, Contacts, Demographics, Student (this displays information about
the students who are linked to this contact) and Notes.

Note: If you need to edit any part of what was just added, you can use the Edit
2’ button in the upper right corner. See the procedure for Modifying a Person
Record for more information.

10. Once the person record has been created, you may perform any related tasks.
A. Student tasks may include the following:
i. Enroll the student (Census > Student Tab)
ii. Add any Program Service records (Census > Student Tab)
iii. Link Contacts to the student, which will give the student an
address (Census > Contacts Tab)
iv. Add Demographics information (Census > Demographics)
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B. Forresidents, you may now add addresses and/or link students to this
contact.
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Census > Batch Edit Demographics

The Census > Batch Edit Demographics sub-module allows users to modify any single
field on an enrollment record for a group of students.

To use the Batch Edit Demographics feature:

1. Use the batch selector to locate the group of students to be changed. A drop-
down will appear with a list of all fields that can be edited on the Demographics
tab from within a student record.

2. Once a field has been selected, corresponding options will appear (these may
include radio buttons, drop-downs, or text fields).

3. Specify the new value for that field and click the Save @button to apply the
change. The field will be changed to the new value for all selected students.

Note: To remove a value from a specific field, select the “None” option. Once
the change is applied, this field will be cleared for all selected students.

4. Once the operation is complete, a message will appear to indicate the number
of records that were modified. If any student could not be changed, a second
message will be displayed indicating the number of errors and a list of those
students will be provided below the message.

Special Notes Regarding Workflow for Ethnicity and Race Fields

Students’ race (formerly labeled as “ethnicity”) fields may be modified using one of two
possible methods: by field, or by value. In either method, users may select a value for
the Hispanic radio buttons to specify the group of students as Hispanic or Not Hispanic
(to modify race fields only, use “Ignore” for this option).

Ethnicity and Race by Field:

» Use the five race fields to specify one or more races for all selected students.
» Use the “None” option to clear that particular race field for those students.
» Race fields set to “Ignore” will not be modified.

Ethnicity and Race by Value:
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» Toreplace all instances of a specific race with another value, use the drop-downs
to select the appropriate values.

« The first dropdown (“Replace”) contains all possible race values, including
those designated as inactive.

e The second drop-down represents the value to which the current race will be
changed,

» For example, to change all students who previously had a race value of “His-
panic” to “White,” select “Hispanic” in the first list and select “White” in the
second. All race fields that contain a value of “Hispanic” will be modified to
“White” for the selected students.

» When modifying race fields using either method, duplicate values will be purged.

 Since a primary race is required for all students, if a value is removed from the
Race 1 field for any student, the next available race value will be used as the new
primary race. In addition, changes will not be made if the selected changes would
result in a student having all race fields cleared.
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Census > Batch Enrollment

Use the Batch Enrollment sub-module to change enrollment start dates, add projected
or alternate enrollments, and remove projected or alternate enrollments. Users can also
view job history for batch actions performed from within this sub-module.

» To modify a batch of projected enrollment start dates and transfer projected
enrollments to official enrollments, Select dthe Enrollment Start option.

Enrollment Start
1. Navigate to Census > Batch Enrollment and select Enroliment
Start.

2. The Enrollment Start screen will appear with a list of students
who have projected start dates for the selected School Year.
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3. Select the radio button for In District, Out of District, or Select Stu-
dents as appropriate.

A. When the In District option is selected, users may select
a specific Building and School Level, or may choose
“All" to include all possible Buildings and/or School
Levels.

B. When the Out of District option is selected, users may
select the appropriate school year, exit reason, and
enrollment start date. Only students with Out of District
projected enrollments will be displayed.

C. When the Select Students option is selected, users may
use the batch selector to locate a group of students for
whom they wish to activate projected enrollments.

4. Choose a school year from the drop-down to locate students
with projected enrollments for that year.

Note: Notice that the table lists each student’s current provider
and grade, as well as their destination provider and grade based
on existing official enrollments and projected enrollments.

5. Select the Building, and School Level where the selected student
(s) will be enrolled (in district enroliments only).

6. Select an exit reason to be applied to any students with current
official enrollments.

A. If the "Use Projected Enroliment Exit Reason" option is
checked, projected enroliments will be ended with the
exit reason specified in the projected enrollment, rather
than the exit reason selected on the Enrollment Batch
Start screen. Projected enroliments that do not have an
exit reason will be ended with the exit reason selected
on this screen.
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7. Select the appropriate student(s) whose enroliment(s) will begin
on the specified date by checking the boxes to the left of each
name.

8. Verify the Enrollment Start Date is today or a date in the past.
You cannot rollover a projected enrollment to a date in the future.

9. After clicking the Save Bbutton, the job will run immediately.
Users will see the status of the job as it runs and any errors that
may have been returned.

10. Users may review the history of these jobs from the Job Object
History area on the Census > Batch Enrollmentscreen.

Note: You may edit this enrollment as needed. For more
information, refer to the Editing an Official Enrollment section.

« To add a batch of projected enroliments, Select >the Add Projected Enrollment
option.

Add Projected Enroliment

1. Navigate to Census > Batch Enrollmentand select Add Projected
Enroliment.

2. The Add Projected Enrollment screen will refresh with the
Projected Enrollment Screen.
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3. Select the following information: Enrollment, School Year, Start
Date, Date Registered, Provider, Grade, Alternate Reported Grade,
Class, Homeroom, Counselor, and Diploma. You can check the
"Is Placed" and "Include in Rank" checkboxes if applicable.

4. Using the Batch Selector, select the appropriate criteria to locate
your group of students and click Search.

5. Select the students you want to add the projected enrollment to
and deselect any you do not want included.

6. Click the green Add button at the top of the screen.

7. The screen will refresh indicating the results.

8. A failure message will result when:

» Trying to add a projected enrollment to a student that
already has one.

» Trying to add a projected enrollment to a student that is
missing a DOB.

« Trying to add a projected enrollment to a student that is
missing a Primary Language.

« Toremove (delete) a batch of projected enrollments, Select >the Remove
Projected Enrollment option.
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Remove Projected Enroliment

1. Navigate to Census > Batch Enrollmentand select Remove
Projected Enrollment.

2. The Remove Projected Enrollment screen will refresh with the
Projected Enroliment Screen.

3. Select the following information: Enrollment, School Year, Start
Date, Date Registered, Provider, Grade, Alternate Reported Grade,
Class, Homeroom, Counselor, and Diploma. You can check the Is
Placed and Include in Rank checkboxes if applicable.

4. Using the Batch Selector, select the appropriate criteria to locate
your group of students and click Search.

5. Select the students you want to remove the projected enroliment
for by deselecting all students in the search results and click on
just those students to project.

6. Click the red Delete button at the top of the screen. It will ask you
“Are you sure?” Click OK to proceed.

7. The screen will refresh indicating the results.
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8. You will receive a failure message if you are trying to remove a
projected enrollment for a student that doesn’t currently have a
projected enrollment with the exact same criteria.

e To add a batch of alternate enrollments, Select dthe Add Alternate Enrollment
option.

Add Alternate Enrollment

1. Navigate to Census > Batch Enrollmentand select Add Alternate
Enrollment.

2. The screen will refresh to show the alternate enrollment fields.
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3. Select any of the following fields: Enrollment Type, Start Date,
Provider, Grade, Alternate NYS Reported Grade, Class of,
Homeroom, Counselor, Diploma, and Entry Note. You can check
the "Is Placed" checkbox if applicable.

Note: The out-of-district provider radio button is disabled as
alternate enrollments can only be created for in-district
providers. The Include in Rank checkbox is disabled as it is
specifically tied to Rank/GPA calculations.

Note: If an End Date is chosen, the Exit Reason field will become
available.

4. Using the Batch Selector, select the appropriate criteria to locate
your group of students and click Search.

5. Select the students you want to add the alternate enrollment to
using the checkboxes to the left. If needed, uncheck the Select
All checkbox and check only the students who should have an
alternate enrollment added.

6. Click the green Add button at the top of the screen.

7. The screen will refresh indicating the results.

8. A failure message will result when:

» Adding an alternate enroliment to a student that already
has one in the selected location/date range.

» Adding an alternate enroliment to a student that already
has an official enroliment in the selected location/date
range.

» Adding an alternate enrollment to a student that already
has a projected enrollment in the selected location/date
range.
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« Toremove (delete) a batch of alternate enrollments, Select >the Remove
Alternate Enrollment option.

Remove Alternate Enroliment

1. Navigate to Census > Batch Enrollmentand select Remove
Alternate Enrollment.

2. The screen will refresh with the alternate enrollment fields.

3. Select any of the following fields: Enrollment Type, Start Date,
Provider, Grade, Alternate NYS Reported Grade, Class of,
Homeroom, Counselor, and Diploma. You can check the "Is
Placed" checkbox if applicable.

Note: The out-of-district provider radio button is disabled as
alternate enrollments are only associated with in-district
providers. The "Include in Rank" checkbox is disabled as it is
specifically tied to Rank/GPA calculations.

Note: If an End Date is chosen, the Exit Reason field will become
available.
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4. Using the Batch Selector, select the appropriate criteria to locate
your group of students and click Search.

5. Select the students you want to remove the alternate enrollment
from using the checkboxes to the left. If needed, uncheck the
Select All checkbox and check only the students who should
have an alternate enrollment removed.

6. Click the red Delete button at the top of the screen. It will ask you
“Are you sure?” Click OK to proceed.

7. The screen will refresh indicating the results.

8. You will receive a failure message if you are trying to remove an
alternate enrollment for a student that doesn’t currently have an
alternate enrollment with the exact same criteria.

Batch Enrollment Start

The Enrollment Start option allows users to modify a batch of enrollment start dates
and transfer projected enrollments to official enroliments

1. Navigate to Census > Batch Enrollment and select Enrollment Start.

2. The Enrollment Start screen will appear with a list of students who have pro-
jected start dates for the selected School Year.
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3. Select the radio button for In District, Out of District, or Select Students as
appropriate.

A. When the In District option is selected, users may select a specific
Building and School Level, or may choose “All” to include all possible
Buildings and/or School Levels.

B. When the Out of District option is selected, users may select the
appropriate school year, exit reason, and enrollment start date. Only
students with Out of District projected enrollments will be displayed.

C. When the Select Students option is selected, users may use the batch
selector to locate a group of students for whom they wish to activate
projected enrollments.

4. Choose a school year from the drop-down to locate students with projected
enrollments for that year.

Note: Notice that the table lists each student’s current provider and grade, as
well as their destination provider and grade based on existing official
enrollments and projected enroliments.

5. Select the Building, and School Level where the selected student(s) will be
enrolled (in district enrollments only).

6. Select an exit reason to be applied to any students with current official enroll-
ments.

A. If the "Use Projected Enroliment Exit Reason" option is checked, pro-
jected enrollments will be ended with the exit reason specified in the
projected enrollment, rather than the exit reason selected on the
Enrollment Batch Start screen. Projected enroliments that do not have
an exit reason will be ended with the exit reason selected on this
screen.

7. Select the appropriate student(s) whose enrollment(s) will begin on the spe-
cified date by checking the boxes to the left of each name.

8. Verify the Enrollment Start Date is today or a date in the past. You cannot
rollover a projected enrollment to a date in the future.
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9. After clicking the Save @button, the job will run immediately. Users will see the
status of the job as it runs and any errors that may have been returned.

10. Users may review the history of these jobs from the Job Object History area on
the Census > Batch Enrollmentscreen.

Note: You may edit this enrollment as needed. For more information, refer to
the Editing an Official Enrollment section.

Batch Add Projected Enrollments

The Add Projected Enrollment option allows you to add projected enrollments for
multiple students using the batch selector.

1. Navigate to Census > Batch Enrollmentand select Add Projected Enroliment.

2. The Add Projected Enrollment screen will refresh with the Projected Enrollment
Screen.
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3. Select the following information: Enrollment, School Year, Start Date, Date
Registered, Provider, Grade, Alternate Reported Grade, Class, Homeroom,
Counselor, and Diploma. You can check the "Is Placed" and "Include in Rank"
checkboxes if applicable.

4. Using the Batch Selector, select the appropriate criteria to locate your group of
students and click Search.

5. Select the students you want to add the projected enrollment to and deselect
any you do not want included.

6. Click the green Add button at the top of the screen.

7. The screen will refresh indicating the results.

8. A failure message will result when:

» Trying to add a projected enrollment to a student that already has one.

» Trying to add a projected enrollment to a student that is missing a DOB.

» Trying to add a projected enrollment to a student that is missing a
Primary Language.
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Batch Remove Projected Enroliment

Sometimes students who were given projected enrollments to start in the district decide
not to attend making it necessary to remove their projected enrollments.

1. Navigate to Census > Batch Enrollmentand select Remove Projected
Enroliment.

2. The Remove Projected Enrollment screen will refresh with the Projected
Enrollment Screen.

3. Select the following information: Enrollment, School Year, Start Date, Date
Registered, Provider, Grade, Alternate Reported Grade, Class, Homeroom,
Counselor, and Diploma. You can check the Is Placed and Include in Rank
checkboxes if applicable.

4. Using the Batch Selector, select the appropriate criteria to locate your group of
students and click Search.

5. Select the students you want to remove the projected enrollment for by
deselecting all students in the search results and click on just those students
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to project.

6. Click the red Delete button at the top of the screen. It will ask you “Are you
sure?” Click OK to proceed.

7. The screen will refresh indicating the results.

8. You will receive a failure message if you are trying to remove a projected
enrollment for a student that doesn'’t currently have a projected enrollment with
the exact same criteria.
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Batch Add Alternate Enrollment

The Add Alternate Enrollment option allows you to add alternate enroliments for
multiple students using the batch selector.

1. Navigate to Census > Batch Enrollmentand select Add Alternate Enrollment.

2. The screen will refresh to show the alternate enrollment fields.

3. Select any of the following fields: Enrollment Type, Start Date, Provider, Grade,
Alternate NYS Reported Grade, Class of, Homeroom, Counselor, Diploma, and
Entry Note. You can check the "Is Placed" checkbox if applicable.

Note: The out-of-district provider radio button is disabled as alternate
enrollments can only be created for in-district providers. The Include in Rank
checkbox is disabled as it is specifically tied to Rank/GPA calculations.

Note: If an End Date is chosen, the Exit Reason field will become available.
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4. Using the Batch Selector, select the appropriate criteria to locate your group of
students and click Search.

5. Select the students you want to add the alternate enrollment to using the
checkboxes to the left. If needed, uncheck the Select All checkbox and check
only the students who should have an alternate enroliment added.

6. Click the green Add button at the top of the screen.

7. The screen will refresh indicating the results.

8. A failure message will result when:

» Adding an alternate enroliment to a student that already has one in the
selected location/date range.

» Adding an alternate enroliment to a student that already has an official
enrollment in the selected location/date range.

» Adding an alternate enrollment to a student that already has a projected
enrollment in the selected location/date range.
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Batch Remove Alternate Enroliment

The Remove Alternate Enrollment option allows you to remove alternate enrollments for
multiple students using the batch selector.

1. Navigate to Census > Batch Enrollmentand select Remove Alternate
Enrollment.

2. The screen will refresh with the alternate enrollment fields.

3. Select any of the following fields: Enrollment Type, Start Date, Provider, Grade,
Alternate NYS Reported Grade, Class of, Homeroom, Counselor, and Diploma.
You can check the "Is Placed" checkbox if applicable.

Note: The out-of-district provider radio button is disabled as alternate
enrollments are only associated with in-district providers. The “Include in Rank"
checkbox is disabled as it is specifically tied to Rank/GPA calculations.

Note: If an End Date is chosen, the Exit Reason field will become available.
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4. Using the Batch Selector, select the appropriate criteria to locate your group of
students and click Search.

5. Select the students you want to remove the alternate enrollment from using the
checkboxes to the left. If needed, uncheck the Select All checkbox and check
only the students who should have an alternate enroliment removed.

6. Click the red Delete button at the top of the screen. It will ask you “Are you
sure?” Click OK to proceed.

7. The screen will refresh indicating the results.

8. You will receive a failure message if you are trying to remove an alternate
enrollment for a student that doesn’t currently have an alternate enroliment
with the exact same criteria.

Reviewing the Job Object History

On the main Batch Enrollment sub-module screen, users can view job history for batch
actions performed from within this sub-module. The list of job objects is displayed at
the bottom of the Batch Enrollment screen and contains information about all jobs
performed from within the Batch Enrollment sub-module. The list shows the job
Description, Status, Start Time and Finish Times for each job.
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By default, the list shows all jobs from the past month, but it may be filtered to show
jobs from a longer or shorter date range. Users may select their desired timeframe from
the drop-down menu at the top of the Job Object History list:

Users may choose to view additional details about each job by clicking on the Show
Results ¥ button below each job description.

The details are specific to each particular job, and will show you how many students
were included in that job and of those, how many were processed. This does not mean
that information was changed in each of those records; rather, it is an indicator of how
many individual records were processed during that job.

The details will also display any error messages that were created during that process.

Census Module User Guide Page 140 of 231
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



To hide these details, click the Hide Results 4> button.

Note: Job Object History is managed through the Maintenance module. Items may
appear to be removed from this list as they are archived from within Maintenance.
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Census > Batch Program Services

The Batch Program Services sub-module is where you are able to add or remove most
program services to or from a group of students as determined by using an advanced
search (Batch Selector). The Batch Program Services sub-module is permission based.
If you do not have permission, please contact your SchoolTool liaison. Users can also
view job history for batch actions performed from within this sub-module.

Users can batch add, end, or remove the following program services:

e AIS

» Alternate Assessment Program
« CIP

 Disability

o Exempt LEP/ELL

e Funding

e |[EP

» Level of Integration

e LEP/ELL

o Other

e Section 504

» Section 504 Safety Net
» Special Programs

e Test Modification

Note: While the basic procedure for batch adding, ending, or removing program service
records is the same for all program services, each program service has its own set of
fields. Some program services are dependent on others; therefore, some records cannot
be added until a corresponding record has been created for another program service.
The specific dependencies, along with screen shots and descriptions of the fields
available when working with each program service, are detailed in Census Appendix 1:
Program Services.

Batch Add Program Services

This area allows you to add identical program service records to a group of students.
Examples:

» A user might want to add a "Gifted" program service to all students that are found
in a Batch Selector Grade Search (English > 90, Math > 90, ...)

» A user might need to add ESL to all students whose primary language is Spanish.
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When batch adding program services, all current rules apply in terms of dependencies
and overlapping. See the Census Appendix 1 for specifics on each program service.

1. Navigate to Census > Batch Program Servicesand select Batch Add Program
Services.
2. Select the Batch Program Servicessub-module from the menu on the left.

3. Alist of available Program Services will appear. Select the one you wish to add
to a group of students.

In this example, we will use the LEP/ELL program service.

4. The screen will refresh and display a Batch Add window. Complete the neces-
sary fields. In this example, the following fields are available:
« Eligibility or Program (if Program is selected, you'll need to select a spe-
cific program)
« Start date (required)
» End date (choose Current or specify an end date)
e Provider
e Service Level
» Note: The fields necessary to fill out will vary based on the Program Ser-
vice selected.
5. After completing the Batch Add fields, use the Batch Selector to select your
group of students by selecting the criteria they have in common, using a saved
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search, or using a saved result. See the Batch Selector User Guide for more
information.

6. Click the Search button and review the results list. Select the students by
deselecting all students and then clicking the check box to the left of the stu-
dent’s name.

7. Once the students have been selected, click on the Add #button at the top of
screen.

8. You will receive a confirmation message indicating the number of students
who had the program service added to their records. You can also use the
Show/Hide Results ¥ buttons to see a list of the students.

9. A failure message will result for any of the following situations:
» Adding a program service to a student that already has that program ser-
vice.
» Adding a program service to a student that is missing a DOB.
» Adding a program service to a student that is missing a Primary Lan-
guage.

Batch End Program Services

When batch removing program services, Program services will be removed from all
selected students only if they have the program service that exactly matches the one
entered.

1. Navigate to Census > Batch Program Servicesand select Batch End Program
Services.

2. Select the Program Service to be ended using the appropriate Select ¥ icon. All
of the listed program services will be available on this screen.
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Note: This list is identical to the Batch Add Program Service option in that
Enrollments and Referrals are not included.

3. Fillin all options (there may be several options that are required to appro-
priately locate and end matching records):

Sample Batch Remove Program Services screen with Disability service
selected
A. Program Services Sub-Type (labeled "Disability" in this snapshot)

i. Most program services have a program service (such as Dis-
ability) and a program service type (such as Autism).

ii. "ALL" will be the first, and default option in this dropdown
when it is displayed. Selecting this option will end all pro-
gram services of the selected type.

iii. The following program services have no sub-types, so this
option will not be displayed:

a. AIS
b. Exempt LEP/ELL
c. IEP
d. Section 504
e. Test Modification
B. All current program services started between...

These dates are required. The only Program Services that are eligible
to be ended are ones that are current with a start date within this date
range, inclusive.

C. Endthese program services on...

This field will contain the date that will be contained in the program
service "End Date" field. This is a required field that will default to the
current date.
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D. Exit Reason

An Exit Reason field will display for the following program services,
defaulting to the first item in the drop-down list.

» For AlS, the Exit Reason is optional
» For CIP, the Exit Reason is required
4. Use Batch Selector to locate students. The Batch Selector is displayed at the
bottom of the Batch End program Services Screen. It is needed to specify the
group of students that needs to have the specified program services ended.
5. Click the Save @button at the top of the screen to perform the Batch End oper-
ation
6. Examine the results.

7. Each one of the students found with the Batch Selector will be processed. The
progress of the operation will be tracked on screen, and all failures will be
reported.

8. The following conditions are responsible for failures; the program service for
these students will not be modified.

» A program service start date that is after the specified end date
e The program service does not exist for a student

» The program service start date is not within the specified range
» The program service has already been ended

Batch Remove Program Services

These screens require specific data so you can be more specific when searching for the
records to remove. This area was designed to allow users to remove records that were
batch added by mistake.

1. Navigate to Census > Batch Program Servicesand select Batch Remove Pro-
gram Services.
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2. Select the Program Service to be removed using the appropriate Select » icon.
In this example, we will use the IEP program service.

3. The screen will refresh and display a Batch Remove screen. Complete the
necessary fields to end records that match this criteria.

4. After completing the Batch Remove fields, use the Batch Selector to select
your group of students by selecting the criteria they have in common, using a
saved search, or using a saved result. See the Batch Selector Guide for more
information.

5. Click the Search button and review the results list. Select the students by
deselecting all students and then clicking the check box to the left of the stu-
dent’'s name.

6. Once the students have been selected, click on the Remove Xbutton at the top
of screen. You will be asked to confirm the deletion

7. You will receive a confirmation message indicating the number of students
who had the program service removed from their record. You can also use the
Show/Hide Results ¥4 buttons to see a list of the students.
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8. A failure message will result if you are trying to remove a program service for
any student that doesn't already have one that matches the specified criteria.

Reviewing the Job Object History

On the main Batch Program Services sub-module screen, users can view job history for
batch actions performed from within this sub-module. The list of job objects is
displayed at the bottom of the Batch Program Services screen and contains information
about all jobs performed from within the Batch Enroliment sub-module. The list shows
the job Description, Status, Start Time and Finish Times for each job.

By default, the list shows all jobs from the past month, but it may be filtered to show
jobs from a longer or shorter date range. Users may select their desired timeframe from
the drop-down menu at the top of the Job Object History list:

Users may choose to view additional details about each job by clicking on the Show
Results ¥ button below each job description.
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The details are specific to each particular job, and will show you how many students
were included in that job and of those, how many were processed. This does not mean
that information was changed in each of those records; rather, it is an indicator of how
many individual records were processed during that job.

The details will also display any error messages that were created during that process.
To hide these details, click the Hide Results 4 button.

Note: Job Object History is managed through the Maintenance module. Items may
appear to be removed from this list as they are archived from within Maintenance.
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Contact Changes

This submodule allows users to approve or deny contact information change requests
from parents.

To search for submitted requests, enter the following information:

 Building School Level

» Requested Between: View requests that were submitted in the given timeframe.

» Processed (No/Yes): Choose Yes to view requests that have already been
reviewed and approved or denied or choose No to view requests that are still

waiting to be reviewed.

Once this information has been entered, click Search. Applicable results will appear.

Click on the arrow next to the record to process. The next screen will show what
changes have been requested.
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Select Approve or Deny in the dropdown on the right, and click Commit to process the
request. If the committal was successful, a message will appear on the next screen, and
the parent who requested the changes will receive an email showing what changes were
approved or denied.

Change request for Turner, Joe (19741) has been processed.
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Census > Receive Student Data

The Census > Receive Student Data sub-module allows districts to receive student data
from other SchoolTool districts, online pre-registration sessions, and external vendors.
You can also monitor changes to student demographic data that occur after a student
has been transferred from another SchoolTool district.

After reviewing the incoming data, users can create records and import data into
SchoolTool. Four lists of students will be displayed: one for Transfer Students, one for
Online Pre-Registration, one for External Registration, and one for Update Students
(depending on your permissions, you may see only one or two sets of students to
receive/manage).

To begin, use the filters at the top of the screen to narrow the list of sessions as desired.
Searching for text will locate any sessions that contain that text in the session details
(as shown on this screen), as well as any sessions that include children or adults in the
session data whose names contain that text.

Districts using User Defined Screens and/or Course Selections will see that additional
data in the grids. Users also have the ability to configure both the Transfer Students and
Online Pre-Registration grids on this screen to specify additional columns to show UDS
data from incoming sessions.
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To change the columns displayed in one of the grids for Transfer Students or Online Pre-
Registration, click the respective Configure Grid @ button.

A pop-up will appear containing a list of all available fields from any User Defined
Screens available to that grid. If multiple screens have the same field, that field will be
shown only once in this list.

Select the columns you wish to display on the grid and click the Update button.

The selected columns will now be displayed.

The columns selected for each grid will be remembered the next time you access this
screen. Click the Configure Grid @ button to change the selected columns at any time.

Notes:

The Student(s) column in the Online Pre-Registration section will list the student name
or names included in the session.

The Configure Grid @ button will only appear if this district is using User Defined
Screens for the Transfer Students or Online Pre-Registration features.
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To filter a grid based on the values in one or more column, simply click on the Filter ==
icon for the desired column(s). Filters are specific to each grid (for example, filtering
course selections on the Transfer Students grid will not filter the rows in the Online Pre-
Registration grid). Filters will be remembered for each user and will be re-applied the
next time you access this screen.

Enter the desired text in the field that appears (the rows will automatically filter as you
type). Close the filter field by pressing Enter or by clicking outside the filter field.

The Filter button will change to the Active Filter & icon to indicate when a filter is active.
To remove a filter, simply click on the Active Filter "4 icon and delete the text in that
field. Press Enter or click outside the filter field to update the results.

Receiving Students in Batch Mode

Users with the appropriate permissions have the ability to select multiple students to
receive in a single operation.

When the user selects Batch Mode, checkboxes will display in each list, allowing the
user to select the students to be received.

Note: Transfer Students, Online Pre-Registration, and External Registration sessions can
be received in batch mode, but not in the same operation.
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After selecting students, click the Receive Transfer Students, Receive Online Pre-
Registration Students, or the Receive External Registration Students button as
appropriate. The selected students will be processed and imported using the Batch
Receive Rules defined in Maintenance.

You will be directed to a new screen, where a progress bar will be updated as students
(or online pre-registration sessions) are processed.

When the operation is complete, the screen will show a list of students (or sessions)
that were imported, as well as a list of any errors.

Transfer Students:

The Transfer Student list shows all students who have been sent from another
SchoolTool district. The students’ data may have been transmitted directly from another
district or sent in an STCard file (such as in an email attachment). Students whose data
was sent as a file will need to be manually added to the Transfer Student list before they
appear in the list to be processed; see the section on Adding a Transferred Student for
details.
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Click on the Add a New Session 4 button or use one of the following options for
existing Transfer Student records:

« & Print: This button allows users to generate a printable report of all data included
in the session to which the user has access. This report respects all Census Mod-
ule settings defined in Maintenance > Census > Online Pre-Registration.

»  Receive Student: This button will allow users to compare the information sub-
mitted in the session with existing SchoolTool data and, once all information has
been verified by the registrar, will automatically add the appropriate records to
SchoolTool. (This button is not available when viewing the screen in Batch Mode.
Checkboxes will be available instead.)

» X Delete: This button will delete the session, as well as all information it contains,
without adding any data to SchoolTool.

Online Pre-Registration

The Online Pre-Registration feature allows students and/or families to be submitted
from within SchoolTool or from the external Online Pre-Registration site. Once
submitted, these sessions can be edited prior to processing. In addition, new sessions
can be created; see the section on Adding an Online Pre-Registration Session for details
on creating and modifying sessions.

Click on the Add a New Session = button or use one of the following options for
existing sessions:

« & Print Session: This button allows users to generate a printable report of all data
included in the session to which the user has access. This report respects all
Census Module settings defined in Maintenance > Census > Online Pre-Regis-
tration.

»  Receive Student: This button will allow users to compare the information sub-
mitted in the session with existing SchoolTool data and, once all information has
been verified by the registrar, will automatically add the appropriate records to
SchoolTool. (This button is not available when viewing the screen in Batch Mode.
Checkboxes will be available instead.)

o [@ Edit Session: This button will allow users to access the session itself and
modify information as needed. Editing an existing session does not add any
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records to SchoolTool; users must still use the Receive Student + button and com-
mit the session before any data will be added.

o X Delete Session: This button will delete the session, as well as all information it
contains, without adding any data to SchoolTool.

External Registration

The External Registration feature allows students and contacts to be imported through
an API or file upload. Once imported, these records can be edited prior to processing.
For more information, please see External Registration in Online Help.

Click on Get Student(s) from File € to import new records or use one of the following
options for existing records:

» ' Receive Student: This will allow users to compare the imported information with
existing SchoolTool data and receive the record. (This button is not available when
viewing the screen in Batch Mode. Checkboxes will be available instead.)

o X Delete Record: This will delete the record, as well as all information it contains,
without adding any data to SchoolTool.

Update Students

This area allows districts to receive changes to student information from home districts.
Changes can be accepted or rejected individually or in batch. For more information,
please see Update Students in Online Help.

Click the Refresh List icon to refresh the list without leaving the sub-module.

» Accept: Allows the user to immediately update the student information with the
accepted change.
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» Reject: The student record will not be updated and the record will be removed from
the list. It can be shown again by selecting the Show previously rejected changes
checkbox.

Adding a Transferred Student

This process allows you to import students from other SchoolTool district prompt you
to browse and upload a student’s STCard file, after which the student will appear in the
Transfer Student list where you can then review the data and import into SchoolTool.

Browse to the file and upload.

Enter the passkey provided by the source district.

Click the Get Studentbutton to upload the data.

The student will now be listed in the Transfer Student list.

At any time, click the Print & button to view a printable report of the data that
was transferred.

oo

Receiving a Transferred Student

To review the information and import it into SchoolTool, click the Commit Session v
button.

The Commit Session area will require you to review student data and, where appropriate,
specify records to update if potential matches exist.
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1. Create/Update Student: If similar students exist, they will be listed here.
Review the possible matches and choose which student to update if appro-
priate. When updating an existing student, use the “Overwrite All" checkbox to
remove existing data and replace it with the data in this session (if this is not
checked, new data will be discarded and no existing data will be modified).

» A new Home District record may be created when using the “Overwrite
All” option for an existing student or when creating a new student record.
Simply select the appropriate Home District from the drop-down to create
a new Home District record; the new record will include the selected
Home District, the Home District Building, and the Home District Student
ID provided in the transmitted data.

« If User Defined Screens and/or course selections were included in the
transmission, that data will also be imported unless you choose to dis-
card it. To review any of the information, including the UDS data and spe-
cific course selections, click the Report & icon in the upper right corner
of the screen. When the student is committed, new UDS records will be
created for the student and course selections will be added appropriately.
If the student already exists in SchoolTool and has a current record for
that UDS the user will be prompted to end the current record and add a
new one, or to simply discard the new record.

2. Review Contacts: For each contact, choose one of the following options and
specify a relationship (SchoolTool will attempt to determine a relationship
based on the transferred data and will default the relationship type to the best
guess if possible:

» Use existing: This option allows the user to select an existing individual
and, if desired, update that person’s information by selecting the
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“Overwrite All” option (this will remove existing data and replace it with
the data in this session).

» Create a new contact: This will create a new person record for that con-
tact using the selected relationship type and all transmitted information
for that individual.

« Ignore (not available on primary contact): This will discard the incoming
contact data for this individual and will not make any changes to
SchoolTool.

3. Review addresses: Each address included in the session will be displayed with
a list of individuals associated with that address. If a similar address already
exists in SchoolTool, possible matches will be displayed. Choose whether to
use an existing address or create a new one.

4. Once saved, the screen will refresh and display appropriate confirmations
and/or errors. Select »an individual to navigate to that person’s record to make
any additional changes.

Adding an Online Pre-Registration Session

The Online Pre-Registration area allows registrars within the district to access pre-
registration sessions submitted by individuals from outside of SchoolTool. Registrars
may also create a new session from within Census, following the online pre-registration
(as outlined below) to add information about new adults and children entering the
district.

To direct a user to the pre-registration site, give them the URL using your district’s
SchoolTool site. The link to the online registration area is specific to the district’s
SchoolTool site, and should reflect that by adding “/onlinepreregistration” to the end of
the web address. The address should look similar in format to one of the following:

http://mydistrictsite.com/STweb/default.aspx s
http://mydistrictsite.com/STweb/onlinepreregistration/default.aspx

or

http://mydistrictsite.com/STweb
http://mydistrictsite.com/STweb/onlinepreregistration
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1. Onthe Register Children screen, specify the appropriate number of children to
be added using the drop-down menu.

Previous Step Pre-Register Children

< CANCEL

Use this screen to enter information about your children.

How many children are you registering today? = SelectOne  w

A. Enter information about each child, keeping in mind that all fields
marked with an asterisk (*) are required. When finished, click the
Contacts button to continue to the next step.

2. On the Register Students’ Contacts screen, select the number of adults to be
added using the drop-down menu.

Previous Step Pre-Register Contacts
< CHILDREN

Use this screen to enter information about adults that will be on the contact lists of the previously entered children.

Hew many contacts weuld you like to register today? | Select One w

A. Enter information about each adult contact, keeping in mind that all
fields marked with an asterisk (*) are required. When finished, click
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the Relationships button to continue to the next step.

3. Onthe Relationships screen, enter details each child-adult relationship, keep-
ing in mind that all fields marked with an asterisk (*) are required. When all rela-
tionship details are entered, click the Addresses button to continue.

A. For each child, be sure to specify the child’s primary contact (the per-
son with whom the child resides).

B. For all adult contacts, select the appropriate relationship to that child,
if applicable, and use the checkboxes to specify whether or not the
contact can receive mail from the district related to the child and
whether or not the contact has rights to pick up the child from school.

C. Enter any additional information about the contact in the Comments
text field.

4. On the Residence Addresses screen, enter residence information for each
adult contact.

A. If multiple contacts share an address, enter the address for only one
contact. Select “Same as another contact” for the other contacts who
share that address and use the drop-down to indicate the contact with
whom those individuals share an address.

B. When all contacts have been associated with an address, click the
Contact Info button to continue (if the district has requested
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additional information, users will click on the Additional Info button
before proceeding to the final Contact Info screen).

5. Depending on district settings, users may be prompted to enter additional
information requested by the district. If registering multiple students, enter the
information for each student on a separate screen as prompted. This might
include course selections or user defined screens created by the receiving dis-
trict. Check the information you wish to enter and complete the fields that
appear in each section on the screen.

Previous Step Additional Info Next Step

< ADDRESS ADDITIONAL INFO >

Use this screen to enter additional information requested by the district.
« Fields with * are required.
= When complete, click on the "Additional Info >" button to continue.

Additional Information for Mary Jones
Course Selections [ Transportation Form

Course Selections

1) Select a School Level 2) Select a Course 3) Click on Add

SelectOne v SelectOne v m

6. On the Contact Info screen, fill in all required fields (password and contact
information for the person submitting the information).

A. Enter a password in the fields provided. Passwords must be between
6 and 10 characters in length with no spaces. Be sure to write down
both the session key (the numeric value provided in red text) and the
selected password, as these will be required to re-open an existing
session.

B. Enter the first and last name of the person submitting this inform-
ation.

C. Enter contact details for district registrars to use in the event there are
any questions about the information submitted. Either a phone num-
ber or an email address must be entered.
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D. Use the comment box at the bottom of the screen to enter any addi-
tional information not already included in the previous screens as

needed.
E. When finished, be sure that both the session key and the password

have been noted and then click the Save button to submit the regis-
tration information.

7. Once the data has been submitted to SchoolTool, a confirmation message will
display. If email notifications are enabled, an email will automatically be sent to
the email address provided. Click the Exit button to end the session and return
to the main online pre-registration page.

A. If printing is enabled, click the Print button to generate a printable
report of the information submitted in this session.
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Receiving an Online Pre-Registration Session

To review Online Pre-Registration session information and import it into SchoolTool,
click the Commit Session  button.

The Commit Session area requires you to review student data and, where appropriate,
specify records to update if potential matches exist.
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If a similar student, contact, or address exists in SchoolTool, the Review Potential
Matches button will show with a number of potential matches in parentheses. Click the
button to review potential matches.

The pop-up lists the potential matches in descending order based on the level of
correspondence with the original entry.

» For students, the list of existing entries shows the student name, student ID,
gender, and date of birth followed by the address and contact information to the
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right.
» Contacts with a custody alert attached to their record are tagged with a red
flag icon for increased awareness.

 For contacts, the list of existing entries shows the contact name, gender (if
specified), and phone number, followed by the address and relationship
information to the right.

» For addresses, any existing similar addresses are listed below the new entry.

Either choose the Use radio button to the left of the existing record you wish to use, or
choose the Create radio button to the left of the newly entered information. Once you
have made your desired choice, click the Select button.

The Selection Made confirmation message shows a reminder of what was chosen.

e Student

« If you choose an existing student, the student name, student ID, gender, and
date of birth will display.

« If the incoming record and the existing record both have a User Defined
Screen (UDS) attached, the Additional Information will show the name
of the UDS and you can choose Use New to use the newly entered
UDS information or Use Existing (from match) to use the information
that already exists on the selected record.

« If you choose to create a new student, the student name, gender, and date of
birth will display. An ID will not show since one has not yet been assigned.

 If a new person is chosen with an incoming UDS that is no longer
required by the district, a message stating "(UDS is no longer supported
and won't be imported)" will appear next to the UDS in question.

e Contact
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« The contact name, gender (if specified), and phone number will display.
e Address

» The selected address will display.
Matching Criteria

A record is considered a match if the points achieved through various criteria
totals 60 points or more. Review the following areas for more information on
point totals. This information relates to both individual and batch receiving.

Student Matching Criteria

1. The person must be a student, and they must match at least
one of the following properties:

e First Name OR Last Name
e DOB

2. If the criteria from #1 is met, then a strength value of potential
match is determined using the following point system:

e First Initial match = 5 points

e First Name match = 20 points

« Middle Initial match = 5 points

e Middle Name match = 10 points
 Last Initial match = 5 points

e Last Name match = 22 points

e Gender match = 10 points

» Any DOB at all = 5 points

e DOB match = 2 points

Note: If both the incoming student and the potential student match
have blank middle names, it will be considered a match and 15 points
will be added to the strength value.

Example: If the incoming person's first name is Andrea and there is
already an existing Andrea, 25 points would be awarded for the
matching first initial and matching first name.

Contact Matching Criteria
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The criteria for potential contact matches in an Online Pre-Registration
session is as follows:

First Initial match = 5 points
First Name match = 25 points
Middle Initial match = 5 points
Middle Name match = 15 points
Last Initial match = 5 points
Last Name match = 35 points
Gender match = 10 points
« If the incoming person’s gender has not been selected
(null), 10 points will get added to the strength.
« If the incoming person’s gender has been selected, 10
points will get added ONLY if the gender of the incoming
person matches the potential person’s gender.

NogapwnN =

Address Matching Criteria

The criteria for potential Address matches is as follows:

1. All results with the EXACT “StreetNumber” and part of the
“StreetName”.

» Unlike Students and Contacts, there is no strength or
point matching calculations for addresses.

To review any of the session information, including any UDS data and/or course
selections, click the Report icon in the upper right corner of the screen.

If the session includes User Defined Screen data or course selections, a message will
appear to indicate that UDS and course selection data will be imported. If a new student
is created, new UDS records will be created for the student and course selections will be
added appropriately.
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Once saved, the screen will refresh and display appropriate confirmations and/or errors.
Select ¥ an individual to navigate to that person’s record to make any additional
changes.
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External Registration

The External Registration section of Census > Receive Student Data shows students
whose census data has been brought into SchoolTool from the external registration API
or via file upload. Based on permissions, users will be able to view the list of students
and commit or delete records.

Click on the Receive Student « button to begin the commit process for importing a
student to SchoolTool. The next screen allows users to review the data for that student,
the student's contacts, and their addresses.
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If a similar student exists in SchoolTool, users will be presented with a list of possible
matches.

Matching students are defined using the following rules:

» When Student ID is included, both the Student ID and the Last Name must match
exactly.

» When Student ID is not included, all of the following fields must match exactly:
First Name, Last Name, Middle Initial (if used), Gender, and Date of Birth

If a match is identified, users can choose to create a new student or use an existing
student from the list of matches. When using an existing student, an option to overwrite
will be available. If the Overwrite option is not checked, no existing student data will be
modified. If the Overwrite option is checked, all student data will be overwritten with the
imported data (please exercise caution when using this option; if data already exists for
a field in SchoolTool but is not included in the external registration session, the existing
data will be removed).

Note that any fields that could not automatically be mapped to SchoolTool fields will
also be able to be resolved on this screen. Required fields are highlighted in red and
must be resolved in order to continue.

© Student

FIRST: Betty Similar students exist in SchoolTool.
MIDDLE: .Jane * Use existing|Bohl}yJuseﬂl Flay, Male, DOB: 10/13/2005 v |

LasT: Jackson ) Qwverwrite All
GENDER: 10/13/2005

DATE OF BIRTH: 10/13/2005
15T LANGUAGE: English
STUDENT ID:
EYE COLOR:
HAIR COLOR:

Create a new student

HEIGHT:
WEIGHT:
EMAIL:

CELL PHONE:
HISPANIC:
RACE:

sample@mdx.com
(585) 555-5667
false

Caucasian

Once all data has been resolved, click Save. A message will appear if the student has
been successfully committed.

Click the Select » button to navigate to the student record in Census for that student.
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If external registration students are received in batch mode, a list of students will show,
including a count of students imported and not imported, along with details.
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Import an External Registration File

Users with permission enabled can import students into SchoolTool via file upload. The
file must be a .csv file and follow SchoolTool import guidelines. See the section on
"External Registration File Guidelines" below below for details on file format and specific
field requirements.

Once the .csv is formatted correctly, click on Get Student(s) from File €= next to External
Registration to open the Receive File screen.

Click Browse to select the file to upload, and then Import.

After the import finishes, users will see detailed results.

Click on the Done €= button to return to the previous screen.

External Registration File Guidelines

General guidelines for External Registration files are as follows:

» Files must be formatted as a .CSV and must include all fields that are designated
as required
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» Allincluded columns must include a column header that matches the Field Name
as specified below, with the exception of contact fields, which must be prepended
with a corresponding contact identifier (e.g., “Contact1_FirstName”)

» Column names are not case-sensitive

» When updating existing students in SchoolTool, a match is defined as either of the
following:

e When Student ID is included, both the Student ID and the Last Name must
match exactly.

» When Student ID is not included, all of the following fields must match
exactly: First Name, Last Name, Middle Initial (if used), Gender, and Date of
Birth

» Students must have at least one contact, and may have no more than 20 contacts
total

« Each contact must have either a home address or phone number (or both); the
import file must include column headers for the home address and phone number
fields, regardless of which columns actually contain data.

» When receiving student data in SchoolTool, one contact must be designated as “Is
Primary” and only one primary contact is allowed per student

Field Details:
I S )
Student Fields:
FirstName String (30) Y Student’s first name
MiddleName String(30) N Student’'s middle name
LastName String (30) Y Student’s last name
Student ID (if using this field,
StudentID String (20) N only numeric characters will
be accepted).
Student’s gender
Valid entries are: “male”,
Gender String (25) Y “female”, “non-binary”, “m”,
“f”, or “x” (these values are
not case-sensitive)
Student'’s date of birth
DateOfBirth Datetime Y
Valid entries include
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MM/DD/YYYY, MM/DD/YY,
M/D/YY, and M/D/YYYY.

PrimaryLanguage String (50) N Student’s primary language
Eyes String(25) N Student’s eye color
Hair String(25) N Student’s hair color
Height String(25) N Student’s height
Weight String(25) N Student’s weight
Email String(50) N Student’s email address
CellPhone String(50) N Student’s cell phone number
Indicates whether or not the
IsHispanic Boolean N student is Hispanic. Possible
values are “true” or “false”
Race String(50) N Student’s primary race
: Student’s additional race
Race2 String (50) N fields (up to 5 allowed)
Race3 String(50) N
Race4 String(50) N
Race5 String(50) N
Contact Fields:

Students must have at least one contact, and may have no more than 20 contacts

Note: All contact fields must be prepended with a corresponding contact identifier
(Contact1_FirstName, Contact1_LastName, etc.)

Contact1_FirstName String (30) Y
Contact1_MiddleName String (30) N
Contact1_LastName String (30) Y

Contact’s first name
Contact’s middle name
Contact’s last name
Contact’s gender.

Valid entries are: "male”
“female”, “non-binary”,
“f”, or “x” (these values are
not case-sensitive)
Contact's email address

Contact’s salutation

Contact1_Gender String (25) N

n ll

String(50) N
String(50) N

Contact1_Email
Contact1_Salutation
Contact address fields:
Contacts must have a home address or a home phone number (or both)
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* Note: If address is provided, all required fields must be included. If address is not
provided, home phone is required.

Contact1_StreetNumber

Contact1_UnitNumber

Contact1_StreetName

Contact1_Address?2

Contact1_City

Contact1_State

Contact1_ZipCode

Contact1_PhoneNumber

Contact1_
PhoneNumberlsListed

Census Module User Guide
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String (10)

String (10)

String (50)

String (50)

String (50)

String (2)

String (10)

String (10)

Boolean

Y*

Y*

Y*

Y*

Y*

Y*

N

© 2026 Mindex

Street number for contact’s
street address

Required if home phone
number not provided

Unit number (ex: apartment
number)

Street name for contact’s
street address

Required if home phone
number not provided
Address 2 for contact’s
street address

City for contact’s street
address

Required if home phone
number not provided
State for contact’s street
address

Required if home phone
number not provided

Zip code for contact’s street
address

Required if home phone
number not provided
Contact’s home phone
number

Required if home street
address not provided
Indicates whether or not the
contact’s home phone
number is listed (publicly
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available vs. unlisted)

Valid entries are “true” or
“false”

Contact'’s relationship to the
student (e.g., mother, father,
aunt, emergency contact,
etc.)

Contact1_CellPhone String (10) N Contact's cell phone number

Contact’'s work phone
number

Indicates whether or not the
contact is the student’s

Contact1_IsPrimary Boolean N primary contact

Valid entries are “true” or
“false”.

Indicates whether or not the
contact has a custody alert

for that student-contact
Contact1_IsCustodyAlert  Boolean N relationship.

Contact1_Relationship String (50) Y

Contact1_WorkPhone String (10) N

Valid entries are “true” or
“false”.

Indicates whether or not the
contact should have Parent
Portal rights to view

Contact1_ParentPortal Boolean N information about that
student.

Valid entries are “true” or
“false”.

Indicates whether or not the
contact is designated as

having Receives Mail rights
Contact1_ReceivesMalil Boolean N for that student.

Valid entries are “true” or
“false”.
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Indicates whether or not the
contact is designated as

having Pickup rights for that
Contact1_IsPickUp Boolean N student.

Valid entries are “true” or
“false”.
Indicates whether or not the

contact is designated as
Restricted (can view limited

Contact1_RestrictedView Boolean N parent portal information
about that student).
Valid entries are “true” or
“false”.
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Update Students

This area allows districts to receive changes to student information from home districts.
In order to receive updated student data, the student must have a currently active home
district record that includes the home district student ID (and the student must also
have a corresponding home district record at the other district that includes the student
ID from your district). In addition, the home district must be associated with a district
connection, and the district connection must be configured to receive student data
changes. This logic matches the logic used to enable districts to view the Shared
District Data @ icon on the student record.

The Update Students grid contains a list of all incoming changes from all district
connections. A change will be listed here if it meets the home district/district
connection criteria described above and the incoming change is different from the data
for that field in your district.

Possible changes might include basic student information (the data shown that top of a
student record). It might also include student photos, email addresses, phone numbers,
and contact changes, depending on district settings. Each row in the grid will display the
Current Value (the value, if any, that is currently in use in your district) and the Pending
Value (this is the incoming value from the other district). In some cases, you might see a
Photo link (used to show changes to student photos, if included) or a Contact Changes
& report icon (used to summarize changes to a student's contacts, which must be
entered manually) instead of an actual value. For phone numbers, you'll see a list of all
phone numbers associated with that individual student.

Users have the ability to either accept or reject each individual change (these actions
can also be performed as bulk operations when using the screen in batch mode).

To accept a change, click the Accept ¢ button in the appropriate row.

The change will immediately be processed and the student's information will be updated
to reflect the new data. Once processed, you'll see a confirmation message indicating a
student record was updated and accepted changes will be removed from the grid
permanently.

To reject a change, click the Reject X button instead.
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The change will be removed from view but can be displayed by checking the "Show
previously rejected changes" option at the top of the grid. You may choose to accept a
previously rejected change at any time.

Note: If the other district changes any data that has been marked as previously rejected,
the previously rejected changes will be removed and the new, incoming changes will be
displayed so that they can be reviewed and processed appropriately.

To approve or reject changes in batch mode, be sure that you've selected the "Batch”
radio option for Receive Mode at the top of the screen.

While in batch mode, you'll see checkboxes for each item in the Update Students grid.
Select the appropriate changes and then click "« ACCEPT SELECTED" or "X REJECT
SELECTED" to perform the batch operation for all selected changes.
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Example:

Our student, Christopher M. Smith, is associated with Home District A. All of the
required configuration steps have been completed and our district has elected to
receive student data changes from Home District A.

A user updates Christopher's record at Home District A to change his middle name, add
a nickname, add a secondary language, and update his student photo. The user also
changes his primary contact's last name and cell phone number.

Currently, the data looks like this:

Our district's

current value

Home District A's new

First Name Christopher

Middle Name M.

Last Name Smith

Nickname (no value)

Secondary Lan- (no value)

guage

Photo 01234-21-
22.jpg

Primary Smith

Contact's Last

Name

Primary 585-555-1111

Contact's Cell

Number

Census Module User Guide

value
Christopher
Michael
Smith
Chris
German
01234-22-23.jpg
Smith-Allen

585-888-8888
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The incoming changes are visible in the Update Students grid. The photo changes can
be previewed by clicking on the appropriate Photo/New Photo links.

Now let's say our district has decided to accept the changes to middle name and
secondary language, but does not want to update his nickname or photo. They can click
Accept for the changes they want to process and click Reject for the change to his
nickname. Once they've completed these steps, Christopher's middle name and
secondary language will be updated, and the nickname and photo changes will be listed
as a previously rejected change.

To complete the updates, our district will also click on the Contact Changes & report to
review the changes to his primary contact (differences will be highlighted in yellow). Our
user can print this report and then navigate to Christopher's student record and
manually make the changes to his primary contact.
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Census > Reports

Below are examples of reports offered in the Census > Reports sub-module:

» BOCES

» Mailing Label Samples
e Census Report

» Student Detail

» Birthday

» Alternative

o Poll List

» Household

e Custody Type and Alert
o Zip Code Aggregate

» User Defined
 Student Modify
 Ethnicity

e Cohort

e Census Audit

» Student Mobility

» CRDC and BEDS Breakdown

To access any of these Reports, navigate to Census > Reports, and choose the Select >
button next to the desired report.

Many of the reports available in Census > Reports use a pre-screen where the user may
define the report criteria before running the report. Some pre-screens may use the Batch
Selector to select the students for whom the report will be generated. Once the user has
defined all appropriate criteria, the report may be generated by clicking on the Run
Reportbutton.

BOCES Report

This report is used by BOCES or RIC staff to extract this report for their own use to send
to the state.

The report will generate in a new window and will show the import of the BOCES Report
for Data Warehousing per your school district in a text document.

The report will follow the format indicated in the sample:

Column
#s

01 -02 DISTRICT CODE 2 digit district code
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Column

4o Field Name Description
(PLEASE ask if you do not know)
03 -08 STUDENT ID NUMBER MUST be 6 digits
ALL 6 digits MUST be filled in.
Leading zeros MUST be present if student
number starts with zero
09 - 28 STUDENT LAST NAME, Must be in the following format:
FIRST NAME _
Ex: Last name, First name
29 - 30 GRADE For grade #'s 0 -9, the # MUST BE
PRECEEDED
By a 0.
Ex: 00, 01, 02, 03, 09...
31-32 BUILDING CODE Approved Building Codes
33-35 HOMEROOM Optional Field
36 — 41 DATE OF BIRTH Format MUST be MMDDYY where
MM-= 2 digit month
DD = 2 digit day
YY = last 2 digits of the year
Leading Zeros must be present
Ex: 012199
42 SEX CODE Enter 1 for Male
Enter 2 for Female
43 Active or Inactive Enter A for Active
Enter | for Inactive
44-46 None Blanks
47 Disability Code Student has a disability code
48 LEP Status Student Limited English Proficient (LEP)

Note: This generates a text file export rather than a traditional report format.
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Mailing Label Reports

1. Use the Batch Selector to locate the students that need labels printed, and click
SearchFrom the list of found students, check all students that need labels and
click Continue.

2. Once in the Mailing Labels pre-screen, you may click on different display
options, select a sort order, and choose a report format to use.
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3. There are a number of standard mailing label reports installed at imple-
mentation time. All canned standard mailing label reports use the Avery 5160
label format.

The following table summarizes the available mailing label report options.
Keep in kind that your district may have additional reports added to this area.

Note: Refer to the Maintenance Module documentation for further instructions
on modifying the labels or adding new label formats.

Mailing Label Samples

All Contacts One per Student

Blank Mailing Labels

Blank RE Labels
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Contacts Only

Mrs. Apell CEDARS and
Mz Tem OAKLAND
107 3TH AVE
ROCHESTER, HY 12345

Mailing Label Report

Non-custodial parents: Do not show student

M Joken CEDARS
113 STANFORD 3T
ROCHESITER, HY 11345

One per custody household: to all parents

M. Apcd CEDARS
107 JTH AVE
ROCHESTER, NY 12345

One per household all contacts

One per household receives mail only

RE: one per household
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RE: one per student to parents

Student Labels: Show student only

TO THE PARENTS/GUARDIANS OF

Census Report

The Census Report illustrates basic information on each student in a list. Based on the
number of students selected and the information you are seeking, this report may vary.

This report utilizes the Batch Selector to find a student or students to be reported on.
These could be for example, all students in a homeroom, all students in a particular
class, or all students on a sports team.

This report contains the following fields of information: Student Name (first name
followed by last name), Address (from primary guardian), City, State, Zip, Grade,
Homeroom, Homeroom Teacher, Gender (M/F), Date of Birth (DOB), Phone Number
(from primary address), and Primary Parent Name.

The default report will contain all fields and will be sorted in alphabetical order by
student last name. However, users will have a pre-screen where certain information may
be omitted, and the sort order may be modified.

1. Use the Batch Selector terms to locate the students needed for the report, and
click Search (see the Batch Selector User Guidefor more information on
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searching).

2. From the list of students, check or uncheck those that should apply to this
report and click Continue.

3. Once in the Census Report pre-screen, you may click on different display
options and/or select a sort order to choose the specific fields to be displayed
on the report. Note that if Phone Number is selected, the report will display the
primary contact's Home Phone number (associated with the contact's
address), if one exists, as well as the top-ranked Cell number for that contact.

4. After you have checked or unchecked the boxes or radio buttons, click Run
Reportto generate the report.

Student Detail Report

This report shows one student per page for easy viewing of each student’s most recent
Census information. This includes demographic details, household information,
program service information, and any orders of protection. The default report shows all
information, but users are provided with a prescreen where certain information may be
omitted. This report can also be printed for historical data for the student.
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Note: This report is similar to a "Census Verification" report used by some districts to
ensure all contact and demographic details about the student are correct. However, the
User Defined > Census Mailer provides a more concise view of the information, and also
includes all Emergency Contacts.

1. Use the Batch Selector terms to locate the students for the report, and click
Search. Select the desired students then click Continue.

2. Once in the Student Detail Report pre-screen, you may click on different display
options, select whether their Program services are viewed or not and whether
current or historical information is shown on the final report.

3. After you have checked or unchecked the boxes or radio buttons, click Run
Report to generate the report.

4. If you chose to run the report with the Current information of Demographics
and Household information without any Orders of Protection, the report format
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would look like this:

Birthday Report

This report displays all birthdays within the chosen month. This report ignores
permissions to each building and lists all students within the district who have birthdays
in the selected month, on a day by day basis. For example, in the month of January, on
January 1st, you will see an alphabetical listing including all high school, middle school
and elementary school students with a birthday on January 1.

Choose the appropriate month from the drop down list provided, then click on Run
Report.
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January Birthdays!
Janunary 1
Birthday Firsifiame Las ifame Grade
01/01/1538 Hannah BRYAH3 2
0101715999 Conrtrisy CAROW ]
01111995 Jonathan CEDARS 1
01011998 Latosha CHESHUT F
010171594 Victonia CURTIS 3
010171992 Michasl DANGERFIELD E4
0101e Ashlegh RUTCERS @
01/01/1989 Travis RUTCERZ 1
0111554 Mackenme SIDHEY ]

Alternative Report

This report shows all students living within your district, but attending an outside
provider. These students need to be tracked for state reporting.

This report could be used to verify that this information is valid. Your report should show
all students living within your district, but receiving education from an outside provider
with appropriate contact information.

1. Specify an enrollment date range; only students enrolled during that timeframe
will be included.

2. From the radio buttons provided, select an individual school with its proper
BEDS code, or select all schools outside your own.

3. Click on Run Report.

Alternative Education Report

Monroe Central School Distnict 03:2072015
SCHOOL : Monsoe MS
ADDRESS: 32 UNION ST PHONE : (315) 245-0080

Moarce, NY 133161199

ENROLLED BETWEEN : 09012014 - 03/20.2015
STUDENT NAME ADDRESS GRADE AGE
Adams, Brisn ] 3150 Albatross Drive 6 12
Adams, Derothy D 3709 Pine Level Church Road 5 10
Adams, Dorothy M TOR0 Avenida De Galver 3 1
Adpms, GarvE 3709 Pine Level Church Road [ 12

Poll List Report

This report lists the residents within your district for voting purposes. This form displays
each person with a signature line next to their name. The report is organized by street
address and unit number (if any), with each person living at an address listed to the
right.

Note: City, State and Zip code information do not display on this report.
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The report will automatically generate. Once the screen refreshes, it will show the report
of each resident (i.e., eligible voter) within the district. Addresses are sorted based on
street name and street number, then by dwelling type.

Note:There is no way to limit the addresses or residents who appear on this report from
this screen. Only addresses whose zip code match the "Default Zip Code" value in
Maintenance > Application > System Options will be included in this report.

Address Agi Sigmature Name
IT4TH AVE
RICHOLION, Towrn
354TH AVE
EECH. Edward
EECH, Pemels
I STH AVE
ELEFANTE, Beth
&1 4TH AVE
CEDARS, Migual
CEDARS, Lunsa
45 4TH AVE
GIBES, Biscey
40 4TH AVE
ERYANI, Antoran
ERYANS, Henmrits
I7 dth Ave
EHAN, Tummy

Household Report

The Household report allows you to see each house on a specific street with the names
of all adults and students living there. The report is organized by street address and unit
number (if any), with each person living at the address listed to the right.

Note: City, State and Zip code information do not display on this report.

Note: Any people (students or residents) who do not currently have any address listed in
their record will filter to the top.

Note:There is no way to limit the addresses or residents who appear on this report from
this screen.

Note: This report does not break each street onto a different page; you must use the
preview pane on the left hand side of the screen to see different streets in alphabetical
order.
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Address

Apt

Residents and Household Report

Dremeo District
Tame

017252007

37 4TH AVE

4l 4TH AVE

45 4TH AVE

40 4TH AVE

27 4tk Ave

BECE, Dustn Edward

ELEFANTE, Beth
ELEFANTE, Brian

CEDARS3, Luisa
CEDARS, Miguel
CEDARS, Jose Miguel
CEDARS, Hoza Gabnela

CHEES, Stacey
GIEBS, Justin Dean

BEVANS, Antorio
BRVANS, Hennivtte
BRYANS, Manon L

FHAN, Tummy
KHAN, Page
HICHOLSON, Joann
HICHOLSON, SasaJo

The report will automatically generate.

Custody Type and Alert Report

This report lists all the students in a selected building that have custody issues defined
by their primary contacts, custody alerts, or any orders of protection within their student
record. The report lists information student by student, and includes the Student's

Name, Grade, Homeroom, Homeroom Teacher, Parent/Guardian information,

Relationships, Flags (i.e., Pickup? Primary? Receives Mail?), the Custody Type, Home
phone number, and any notes.

Note: Because this report is specific to students in a particular building, building-level
security permissions apply. This means that users who only have permission to one

building will only see students with custody information in that one building.

1. Select the appropriate Buildingfor which you will generate the report.

2. Use the values in the Custody Type and Alert Report prescreen to define the
report:

A. Choose one or more Custody Types from the multi-select box. To
select multiple Custody Types, hold down the Ctrl key on your key-

Census Module User Guide
SchoolTool Version 23.2

board while clicking each desired type.

B. Choose the type of report you want by clicking the radio button for

either Custody Alert or Custody Type.

C. If you want Orders of Protection to be included, check the box.
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3. When you have finished defining the report values, click Run Report. See the
report sample for more details.

Custody Alerts
High Schesl
Etudent AVERILL, Christianna Ceade: 10 Homesom: 200 HE: Teaches |
Custedy
Fareny' Guanlian Feelatioms hip Pickp? Type Frimay? Mail? Plome Nusben(s)
Paud BENTON Cmndfuther Yea Jerst Yea Yes 3333355 (H)

ALERT  physieul with gruntpuseats

Judith BENTON Orancmother Yo Joint Mo Yes 3555333 (H)
CUSTODY ALERT  phyad with prusdparests
Cusiedy Alerion Paul BENTON
physical with grandparents
Cusiody Alerton Judith BENTON
physical with grandgarents
[ et AVERILL, Dankel Geade: % Homezoom 124 HE: Teacher GILBERT, Hobert |
Cusindy
Parent Guandian Relatioms hip Pickwp? Type Primary? Mail? Plome Numberis)
Chire HARLEM Mothes Yo Sole Vs Yes SS5-5555(H)

Note: This report contains confidential data and should only be seen by the
appropriate people within the district.

Zip Code Aggregate Report

This report would be used for postal service discounts and batch mailings to specific
zip codes within your district. You start out with a selected group of people (students or
residents), and the report breaks them down by the zip code that corresponds to their
address, providing you with counts of people at each zip code.

This report displays a list of zip codes in numeric order, with the count to the right. A
total of all people in the list of zip codes displays at the end of the report.

Note: Student and/or Resident names do not appear on this report.

1. Select the appropriate tab: Student (to find student addresses) or Resident (to

find adult/resident addresses).
2. The Batch Selector screen will appear. Use Batch Selector terms to locate the

group of people whose zip codes you are counting.

Click Search.
4. After you have selected the people that apply, click Continue. The report will

automatically generate.

w

Zip Code Aggregate Report

|_Zip Code Count
12308 1
12345 1,666
14450 2
14380 1
14626 1

Total: 1,671
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User Defined Report

The User Defined Report area is a repository of reports that your district may have
requested or paid for, which are not generally available as part of the base SchoolTool
product.

Examples of User Defined Reports might include a custom Birthday report, a Census
Mailer with Superintendent contact information, or a report that combines information
from several other reports.

Reports may be added to this area during the implementation phase or throughout the
school year.

Note: If your district does not have any User Defined Reports, this Census report option
may be disabled in the Maintenance > User/Group > Groups and Security Tree. Contact
your District Technical Contact or SchoolTool representative for more help hiding this
option.

1. Use Batch Selector terms to locate the group of people for this report.
2. Click Search.

3. Use the check boxes to select one or more people from the list.

4. Click Continue . The User Defined Reports pre-screen will appear.

5. Define any pre-screen values.

User Defined Reports

®) Primary Only () All Contacts (O One Per Contact Household
Filters

Custodial Mon-Custodial Parent Mon-Parent Receives Mail No Mail

Select Report. ~ Birthday Report hd

RUN REFORT

6. Use radio buttons to define what kind of contact information should display in
this report:
A. Primary Only
B. All Contacts
C. One Per Contact Household
7. Use filters to further define contacts:
Custodial
Non-Custodial
Parent
Non-Parent
Receives Mail
No Mail

mTmo O w >
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8. Select the report from the drop down list

Select Report:

Birthday Report

Note: The Birthday and Census Mailer Reports are examples of canned reports
that can be generated in this area. Depending on district configuration, you
may have different reports listed here.

Sample User Defined Reports

Sample Birthday Report

January Birthday Report
Jummary 15
Student Huma Orude Homeriom

OLALAPN  AMITH, Kaawity KN T
dumwary 7

Drate of Barth,  Stusbest Himer il Homsioom A o

OUTA%  BARNES, Cdan 1 ]

OUTIS0  BRYARS Meghan 1 T
Juwuary 3

- =n ——

Jumwary M)

Drabe of Barth,  Stusbest Himer Drude Hemsioom &

OLASAP  FUTORRS, Knmogher 1 “u
 Ausmary 21

Dabe of Bt St Hisse Druda Homeroom &

O] BRVARE, L 1 ul.'.

Sample Census Mailer

Census Module User Guide
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Student Modify Report

This report shows all student records that have been modified during a specific date
range. It is used to track changes with addresses, home phone numbers, and enrollment
records. It does not track program services, demographic data, and notes, which have
been made or modified during a period of time for future use.

1. Enter the specific date range for the changes.

Note: The End Date is already provided for you as today's date. This is because
you cannot enter an end date in the future.
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2. Click Run Report. The report will appear.

Ethnicity Report

There are four (4) different canned Ethnicity reports available in Census > Reports >
Ethnicity Report. Each of these reports provides a breakdown of student populations
per New York State-designated ethnic codes. However, the data in this report depends
upon student Census records containing an ethnicity value.

Note: SchoolTool requires all people to have an ethnicity code. This value is found in the
Demographics tab of a person record in the Census module. A default value may be
determined by the District.

» Detailed Ethnicity Report: Provides ethnicity totals per school per grade, broken
down by gender. This report does NOT provide overall totals per building.

« Ethnicity Breakdown Report:Provides a heading of each ethnicity type, with each
school listed below, and gender and grade breakdowns, with totals.
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» Immigrant by origin, school, last
OR

» Immigrant by school, origin, last:

» These two reports provide a list of students whose last country was some-
thing other than the United States. Report includes the Country of Birth, Stu-
dent First Name and Last Name, Student ID, the name of the School where
the student currently Attends, Current Grade, Date of Birth, current Age, Date
the student Entered the US, Date the student first enrolled in the District, and
Number of years the student has been attending school in the US. Most of
this information is found in the Demographics tab of a student record,
though some of it also comes from the Student tab (i.e., enroliment data).

Count of Immigrant Students
Count Of Students Instally Eneolied between, and

D Date  Nember

Dae Exiered  fist  fyears

Student Sehos] Cuvent af G emslled  atwsding
First Nasme Last Name Atteding Grade  Binh Age US. inDistrict schoolin U5,

£

Sample Ethnicity Reports

Detailed Ethnicity Report

Provides ethnicity totals per school per grade, broken down by gender. This report does
NOT provide overall totals per building.

Ethnicity Report
Totals as of (142006

Blementary Five Crade
While K
Elack or Afnican Amencan

Aszian

Amenican [ndian or Alasken Hatrve

Hispandic or Latino

Hatrve Hawatan/Other Pacefic [slander

White 1
Black or Afncan Amenican

Asian

Amencan Indien or Alaskan Hatrve

Hispandc or Latmo

HNatove Howanan/Orther Pacefic Islander

White 2

Bn-—a-—-—-ﬁu-—ancﬁg
bﬁc-—-an:b‘@-—-:u-—-‘zg
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Ethnicity Breakdown Report

Provides a heading of each ethnicity type, with each school listed below, and gender and
grade breakdowns, with totals.

Ethnicity Report
Totals az of 117142006
American Indian or Alaskan Native
Elementary Five Grade Males Females
PK 1] ]
K 1} o
1 1} ]
2 i} ]
3 1 1]
4 0 ]
5 i} ]
] o i
Ungy. Elem 1] o
Elemergary Five Totals 1 o
Elsmentary Pour Crade Males  Females
FK 1] o
K 1} il
i 1} ]
1 1 1
3 i} ]
4 1] ]
3 i} 0
& 1]} o
Ungr. Elem 1] 1]
Elementary Fowr Totals 1 2

Immigrant by origin, school, last / Immigrant by school, origin, last

These two reports provide a list of students whose last country was something other
than the United States. Report includes the Country of Birth, Student First Name and
Last Name, Student ID, the name of the School where the student currently Attends,
Current Grade, Date of Birth, current Age, Date the student Entered the US, Date the
student first enrolled in the District, and Number of years the student has been attending
school in the US. Most of this information is found in the Demographics tab of a student
record, though some of it also comes from the Student tab (i.e., enroliment data).

Count of Immigrant Students
Count Of Ztadents Indially Enrolled between and
Date Date Number
Country Date Entered  first el years
of Student Schosl Current of the enrelied attemding
Bisth First Name Last Nasme D Atwsding Grade  Birth Age  US. inDistriet schosl in US,

Cohort Report

The Cohort is the year that each student has or will enter the 9th grade for the first time.
In SchoolTool, this information is calculated automatically, and is displayed in the
Demographics tab of the Census record. The field should be left blank in Edit mode of
the student’s Demographics tab, unless it is incorrect. See the Demographics Tabfor
more information on changing this value.
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This report breaks down cohort values for a group of selected students. It details the
Student IDs, Student Names and Grades, and is sorted in alphabetical order by student
last name, within each cohort year.

1. Use the Batch Selector terms to locate a group of students whose cohorts you
wish to review.

2. Click Search.

. Select one or more students from the list.

Click Continue. The report will appear.

W

Note: If students appear under the wrong cohort year, you may override individual
student cohort values by accessing the Demographics tab in the student record, or you
may edit the cohort by using the Batch Edit Demographics feature.

Census Audit Report

The Census Audit report shows all students that are emancipated (i.e., have no primary
guardian) and/or do not have a home address. This report serves as an easy way to
check and fix possible problems.

The report includes Student ID, Student Name, Grade, Homeroom, if they are
emancipated or have no address, and Building where they are currently enrolled. The
report lists students in alphabetical order and displays all students in the district,
regardless of the individual building-specific permissions of the user.

The report will generate automatically and will display in a new window.
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Student Mobility Report

The Student Mobility report allows users to display building-specific student enroliments
that have started or ended within the specified date range.

In this report, you will find the Student ID, Student First and Last Name, Grade, School,
Mobility information (when the student was enrolled in the district and/or specific
building).

1. Chose a Start and End Date using the mm/dd/yyyy format or use the pop-up
calendar to select the date range.

Note: The Start Date must be before the End Date. You cannot select an End
Date in the future.

2. Choose the Building or select All from the drop-down list. (All is the default.)

3. Choose whether or not to show common enrollments: When this option is
checked, the report will include “common enroliment” changes that are typ-
ically excluded from this report. These include the following:

A. In-district transitions that occur on the first and last day of the school
year

B. Projected enrollment activations for incoming Kindergarten students

C. Transitions within the same building (e.g., changes between school
levels within the same building)

4. Select exit reasons to exclude: This multi-select list allows users to specify one
or more exit reasons to exclude from the report. To select multiple reasons,
hold the Ctrl button and click each reason to be excluded.
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5. Click Run Report.

Printed Date WZE0T

Sludenis Entenng Distnet

EBuitding No Building Specied

Student Mobility Report

Data Start Drate: 1126006
Data End Date: HIR0T

Student ID Swudent Name Grade School Mobility Information Start Date
BT4S CAPOSERRE, Cameron K Elementary One 0702008
81 CAPOSERRE, Seardan G 2 Elamentary One 07032006
75028 HEMNRY, Caithym Jame K Elementary One 07032006
5185 AVERILL, Michagl Howard ] Micdie Schaol OT0S 006
BaM AVERILL, Roben T ] High School OTIOS2006
07T BARNES, Tegan 2 Elementary One D70SFZ006
B0TE BARNES, Tnothy Lie 3 Elrnentary One 07105F2006
26082 BENTON, Hailey Rose 2 Elirnidntary Ong 071052008
13433 CAPOSERRE, Alison Loulse K Edarnentary F ive 070572006
76154 CAFOSERRE, Alysza K Elementary Three D70SF2006
5312 CHESNUT, Nolan Ryan 7 Middla School D7I0SF2006
22495 GIBBE, lan K 9 High School OTI0SFZ008

Student Lite Report

The Student Lite Report allows users to print the information presented in the Student
Lite View (available on the Census > Student tab of the Student Record) for a group of

students.

From the report pre-screen, select the School Year and the Format for the report. Users
may select the students for whom to print the report by using the Batch Selector.

The report will print for all students, with one (1) page per student.

Census Module User Guide
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CRDC and BEDS Breakdown

The CRDC and BEDS Breakdown view and report provide totals on male/female
breakdowns, as well as additional breakdown options for Ethnicity/Race, Grade, and
504/LEP, allowing users to more quickly and easily locate information required for CRDC
and BEDS reporting.

—

. Specify the building and/or school level.

2. Enter a date range (dates must be within a single school year). Any student
who was enrolled in that date range for at least one day (including the first
and/or last dates of the range) will be included.

Note: Multiple enrollments in the specified range may cause duplicated counts.

3. Choose options to show breakdowns for the following:
 Grade (this will show breakdowns for each grade within a building)
« Gender (this will break down each building and/or grade into separate
rows for male and female)
4. Choose the students you wish to include in the results (choose whether to
search all or select specific students using the batch selector).

A. When a user clicks the Select Students option, the screen will refresh
to show advanced search options. Select the appropriate terms to loc-
ate students using the batch selector (or click Cancel © to return to
the main screen).
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B. Once students are selected, the radio button will show “Selected Stu-
dents” (including the number of students selected). Click New Search
to clear the search and find a new group of students or click Modify
Search to return to the previous search criteria.

Students:

O an
(@ 86 Selected Students

NEW SEARCH MODIFY SEARCH

5. Click the Searchbutton to view the results. The list will display at the bottom of
the screen.

Note: Students whose race is an inactive value may be listed, but will not be
counted in Race column tallies.

The LEA, 504, IDEA, and IEP columns will display a count of students who have
the corresponding program service for that column in each row. IDEA tallies
are based on whether or not the student has an Other program service with a
data warehouse code of 5753 (Early Intervening Services).

6. To view details on which students were included in each tally, click the Expand
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button. This will display a row for each student with a dot indicating which
column(s) in which the student was counted.

7. Click the Print &icon to view a printable report of the results. The report will
include any selected breakdowns and will be sorted based on Building, then by
Ethnicity/Race, Grade, and/or 504/LEP (depending on which breakdowns are
included). A grand total for all buildings will be included on the last page. Note
that any expanded rows on the screen will appear on the printable report of the
results.
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Census > Send Student Data

The Census > Send Student Data area allows users to prepare groups of students for
transfer to another SchoolTool district and transmit them in batches. After adding
students to the list, users can enter additional information requested by the receiving
district, which may include course selections and/or user defined screen data. Once
students are ready to be transmitted, users will select the students to send and then
transmit them in a single operation.

To begin, select a district to which you wish to transfer one or more students.

After selecting a district, you will see any students who are currently in progress for that
district. If the receiving district has requested course selections and/or user defined
screens, additional columns will be displayed for each piece of information.

Any course selections will appear in the grid and a green check mark will be displayed in
the appropriate columns for each UDS that was added to a student.

Click the Add Students to List button to locate additional students to be transferred
using the batch selector.
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To remove students from the list, use the checkboxes to select the desired students and
click the Remove Selected Students button.

To enter course selections and/or UDS data for an individual student, click the Edit [@'
button next to that student’s name.

In the pop-up that appears, check the boxes for course selections/UDS data as
appropriate and enter the information requested (when adding course selections,
remember to click Add < after selecting a course). If any User Defined Screens are
required, they will automatically be checked and must be completed before the student
can be transmitted. Click the Save @ button when finished to add data for all selected
screens.
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After saving, the grid will update to show that data has been added for that student.

Users can also batch edit course selections and UDS information for multiple students
in a single operation.

Use the checkboxes to select students to whom you wish to add course selections or
UDS data. Click the Batch Edit [l button at the top of the appropriate column.

In the pop-up that appears, enter the data as appropriate and click the Save @ button.
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To remove data from the from a group of students, select the students and click the
Batch Edit Il button in the appropriate column. Click the Clear from selected students
button and confirm your choice when prompted.
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To transfer a group of students after adding any necessary course selections and UDS
information, begin by using the checkboxes to select the appropriate students. Click the
Transfer Selected Students button at the top of the screen.

Missing records for required User Defined Screens will display a UDS Required @
indicator to alert users that data is missing for the selected student(s).
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The operation will begin and the screen will display a progress bar as the data is

processed.

Send Student Data

|10%

As students are sent, a list will appear to indicate the status of each transmission.
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Census Appendix — Program Services

Program services have a number of general rules that are followed. Each program
service may have its own set of fields that are detailed in the appropriate program
service section of this appendix.

 Overlapping: Most program services have a program service (such as Disability)
and a program service type (such as Autism). As a rule, overlapping of identical
program services (same program service and type) is not allowed. Exceptions to
this are noted.

» Dependencies: Some program services require another specific program service
be added first (a Section 504 Safety Net, for instance, cannot be added to a stu-
dent that does not have a Section 504 program service already). These depend-
encies are noted.

Note: General, Enrollment, and Referral services cannot be batch added, ended, or
removed.

The following program services can be added, ended, or removed via batch operations:

« AIS (Academic Intervention Services)

 Alternate Assessment Program (dependent on Disability)

« CIP

 Disability

« Exempt LEP/ELL (dependent on LEP/ELL)

« |EP (overlap allowed)

e Funding

 Level of Integration (dependent on Disability, no overlap allowed even at Type
level)

e LEP/ELL

e Other

e Section 504

 Section 504 Safety Net (dependent on Section 504)

» Special Programs

» Test Modifications

AlS

AIS records can be created that overlap other AIS records of the same type. This is
different from most other program services (except IEP).

AIS Records contain the following fields:
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1. Start (required, date field): The start date for the program service record. This
field is required.

2. End (radio buttons, date field): The end date for the program service record. If
the record is still active, this should be set to “Current;” if the program service
has ended a date should be entered here. When ending an AlS program service,
an exit reason is required.

3. Provider (radio buttons, drop-downs): The provider for this program service.
Select an in-district provider by selecting the top radio button and choosing a
Building and School Level, or select the lower radio button and choose a pro-
vider from the provider drop-down.

4. Entry Reason (drop-down): The entry reason for the program service. "N/A" is
always the top item in the list, and is selected by default. The drop-down is pop-
ulated based on the reasons configured in Maintenance.

5. Exit Reason (drop-down): The exit reason for the program service record, used
when a program service record is ended. This field is only available when a
value is entered in the “End Date” field. The drop-down is populated based on
exit reasons defined in Maintenance.

6. Service or Monitor (radio buttons): Indicates whether the student is receiving a
service or being monitored. The values here are used by the PIR report. This
field is set to “Service” by default.

7. Service Type (required, radio buttons, drop-downs): Two mutually exclusive
dropdowns, one for "Academic" and one for "Support" that are controlled by
radio buttons. All items are global — they apply to all school levels in the sys-
tem. Each option is required to be tied to one of the AIS service types used in
the PIR report.

Note: Setting the Service Type to “Academic” will cause the AIS m@icon to
appear on the student’s record in the Alerts area. If the Service Type is set to
“Support” the icon will not display.

A. Academic drop-down contains the following Service Types (as
defined in Maintenance):
i. ELA
ii. Math
iii. Social Studies
iv. Science
B. Support drop-down contains the following Service Types (as defined
in Maintenance):
i. Guidance Counseling
ii. Psychological Services
iii. Social Worker Services
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iv. Health, Dental, and Eye
v. Other Services
8. Intervention Type (drop-down): Optional drop-down containing the various
intervention types as defined in Maintenance
9. Frequency/Intensity (drop-down): Optional drop-down containing the options
for frequency/intensity types as defined in Maintenance
10. Teacher (drop-downs): List of all teachers in the system with filters for Build-
ing, School Level, and Department to assist in narrowing down selection
11. Not funded by Title 1 funds (checkbox): This should be checked when the fac-
ulty member providing this program service is not funded by Title 1 funds.
12. Comments (free-text): A multi-line text box allows users to add details about
the service, which may run for an entire school year or more.

Entry screen for an AlS record

Alternate Assessment Program

The Alternate Assessment Program is used for students who receive services as part of
the NYSAA program. When alternate assessments are administered for these students,
that exam score is used for NYS data warehouse reporting. This program service works
in conjunction with the Disability program service. A student must have a Disability
program service before users can add an Alternative Assessment Program record.
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Entry screen for an Alternate Assessment Program record

CIP

CIP (Classification of Instructional Programs) program services are used for students
attending NYS qualifying vocational-technical classes (e.g., cosmetology, welding, etc.).
These programs are determined by the state and are maintained in Maintenance >
Census > CIP Programs. CIP records work in conjunction with diploma types and a
technical endorsement exam reported to the NYS data warehouse.

Entry screen for a CIP record

Disability

The Disability program service may be used when a student is classified as “Disabled”
according to NYS definitions of qualifying handicaps. Districts may use this program
service type to drive the IEP Direct viewer feature or in conjunction with the “needs”

feature of SchoolTool.

Entry screen for a Disability record
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Exempt LEP/ELL

Exempt LEP/ELL program service records are used in conjunction with LEP/ELL records;
a student must have an LEP/ELL record before an Exempt program service record may

be added.

Entry screen for an Exempt LEP/ELL record

IEP

The IEP, or Individualized Education Program, program service is used to indicate that a
student has an IEP. Detailed information about that student’s IEP may be available
through the district’s special ed software (such as IEP Direct or Cleartrack).

Entry screen for an IEP record

Funding

The Funding program service may be used to indicate when a student receives program
services that are tied to programs receiving funding for instruction (e.g., Federal Title
monies, NCLB programs, etc.).

Entry screen for a Funding record
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Level of Integration

The Level of Integration program service is used in conjunction with Disability records; a
student must have a Disability program service before a Level of Integration record may
be added. Level of Integration records indicate how much time (typically a percentage
value) the student is serviced for that disability. If a district records a disability in
SchoolTool for the purpose of NYS reporting then they also maintain the level of
integration for that disability.

Entry screen for a Level of Integration record

LEP/ELL

The LEP/ELL program service is used for students who are not English-proficient.
Students must qualify for an LEP/ELL program using a state language proficiency exam.

« Eligibility: Indicates that the student is determined to be eligible for LEP/ELL pro-
grams; a record for this option must be selected before a program-specific record

may be created.
» When creating an Eligibility record, use the Service Level dropdown to select

the appropriate value (Full, Partial, or None)
« Program: Once a student has been qualified for an ELL (English Language
Learner) program, typically either a Bilingual Program or a freestanding ESL pro-
gram, this radio button should be used to indicate the program for which the stu-

dent is receiving services.

Note: A single Eligibility record must exist for the duration of all individual LEP/ELL
Program-specific records.
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Entry screen for an LEP/ELL record

Other

Other program service records may be used at a district’s discretion and may be tied to
NYS export codes, such as subject-specific summer school or free/reduced lunch
programs. Some program services may have additional fields. Refer to the NYS SIRS
Manual for more information on these program services.

Entry screen for an Other record

Section 504

Section 504 program services are used for students who are classified as eligible for
Section 504 services and accommodations, such as students with medical needs,
learning disabilities, and/or emotional or behavioral disabilities. Students with a Section
504 program service record may also have a Disability record; they may also have a
Section 504 Safety Net for eligibility in one or more subjects.

Entry screen for a Section 504 record
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Section 504 Safety Net

In order to add a Section 504 Safety Net record, the student must already have a current
Section 504 program service record set up. To add a Section 504 Safety Net, select the
appropriate option from the Safety Net drop-down and specify a Start Date, End Date,
and Provider.

Available Section 504 Safety Net types include the following:

« Eligible for safety net — graduation requirement in English

Eligible for safety net in Math

Eligible for safety net in Global History & Geography

Eligible for safety net in US History & Government

Eligible for safety net in Science
« Eligible for safety net in All Subjects

A student may have multiple Safety Net records with have overlapping dates, as long as
the records are different Safety Net types. For example, a student may have 3 different
subject-specific Safety Nets, such as Math, English, and Science, at the same time.
Subject-specific safety net records may also overlap with the “All Subjects” type.

A student may not have more than one of the same type for overlapping dates. If a user
attempts to add a conflicting safety net record, a message will appear to indicate the
conflict and the record cannot be added until the dates are changed.

Entry screen for a Section 504 Safety Net record

Special Programs

Special programs are used for students receiving services that are associated with a
specific cost. These programs are defined in Maintenance and are typically used for
BOCES billing purposes. Special Programs may include yearly (e.g., 12:1:1 or 1:1 Aide
programs) or weekly (e.g., speech therapy or counseling) services. Each Special
Program is defined as either a Program or a Related Service.
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Entry screen for a Special Program record

1. Select a school year, then choose a Special Program from the drop-down (the
list is dependent on the school year selected; only Special Programs that have
a school year defined will appear in the list for that year). Specify a start date
(and end date, if appropriate). If the Special Program is defined as a Related
Service, an option will appear to tie that record to a Program. The “Tie to Pro-
gram” drop-down will include any Program types that exist for that student.
Select the Program to which you want to tie the Related Service (date ranges
for Related Services must be within the range of the associated Program
record).

Note: This option is not available when batch adding program services records
in the Census module.

2. Enter a Frequency or FTE as appropriate.

A. If the Special Program is billed weekly, enter a Frequency to indicate
the number of times per week that the student receives these ser-
vices.

B. Ifitis billed yearly, enter a value for the Full Time Equivalent (FTE).

3. Specify whether the student is receiving group or individual service. Select a
provider. If appropriate, choose a faculty responsible for administering or over-
seeing the service (this field is optional).

Test Modification

If a student's IEP document (from special ed software) says the student can utilize
testing modifications for an exam, then the district ensures the modification is available
should the student need it (e.g., someone reads the exam to the student, the student is
allotted extra time; the student needs a Braille exam, etc.).

Note: The proper place to note the test modifications that a student has actually utilized
is when an exam score is submitted (either by a teacher or counselor). When an exam
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score is submitted as taken “with modifications,” this information is reported to NYS
data warehouse along with the exam score.

Entry screen for a Test Modification record
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