Counseling Module
User Guide

Version 23.2

Counseling Module User Guide Page 1 of 277
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



Table of Contents

Counseling Module Overview ...l 8
Counseling Sub-modules ... 8
Counseling > StudentRecord ... .. . 11
Personal Information Section ... 11
Viewing RTIReCOrds ... 15
Editing RTI RECOrdS ... 16
Student Tab .. .. . . 17
Enrollment View . . 17
Adding a New Official Enrollment ... ... 18
Editing an Official Enrollment ... . 23
Ending an Official Enrollment ... 24
Transferring Enrollments ... 27
Adding or Editing a Projected Enrollment ... 29
Creating New Providers ... 31
Managing Alternate Enrollments ... 34
Current Program Services VIeW ... 35
General VieW 36
Student ID Numbers ..l 36
Edit Special Education Information fora Student ... 38
Student Lockers .. . . 39
Referral View . 39
Student Lite VieW .. ] 40
Program Services VIeWs . .l 42
Adding Program Service Records ... 42
Deleting Program Service Records ... 43
Editing Program Service Records ... 43
Home District View ... 44
Special Programs VI@W ... 46
Schedule Tab ... 46
Modifying Student Schedules ... 50
Student Schedule View ... 51
Using the “Drag and Drop” Method to Modify a Schedule ... 52
To Manually Drop a Course fromthe Schedule ... 53
To Manually Withdraw a Student from a Scheduled Course .......................... 54
To Manually Switch a Student from One Section of a Course to Another ... . 54
To Manually Add a CoursetoaFree Period ... 57
Contract a Course to Allow Another Course ... 59
Descriptor Contracts View ... . 60
Counseling Module User Guide Page 2 of 277

SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



Projected Schedules ... 61

Building a New Student Schedule (Walk-in Scheduler) ... 62
Viewing Read-Only Schedules ... 64
Student Schedule View (Read-0Only) ... 64
Standard View ... 65
Grid VW 66
Grades Tab ... 66
Official & INn-Progress SeCtions ... 67
Viewing Legacy Grades ... 67
ClaSS S 67
Adding Courses to a Student's Permanent Record ... 68
Add an In-District CoUrse ... 69

Add a Transferred IN COUISe ... 70
XS 73
Add an EXam 74
Link an Exam to an Existing Course ... 75
Assessments Tab .. 75
Add aNew 3-8 Assessment ...l 78
Edita 3-8 Assessment ... ... 79
Activities Tab ... 79
Add or Edit an Activity ... 80
Letters Tab ... 80
User Defined Tab ... 82
HOUMS Tab 84
Adding HOUIS 84
CTE HOUIS 91
Managing Categories and Locations ... 93
NOteS Tab 96
Adding or Deleting Notes ... ... . . 97
Meeting Notes ... . . 98
Post Graduate Plan ... . ... . 99
College Applications ... 100
Student Notes ... ... 101
General NOtes ... ... ... 102
Orders of Protection ... 104
Printing Student Notes ... . . 105
Contacts Tab ... 105
Counseling >Search ... ..l 107
Searching for a Student ... 107

Counseling Module User Guide
SchoolTool Version 23.2

Page 3 of 277
© 2026 Mindex Modified 3/31/2026



Counseling > Activities 109

Add an ACtiVITY ... 109
Batch Add or Remove Activities ... 110
Counseling > ASSE@SSMENTS ... 112
Add a New Local ASSESSMENT ... L 112
View or Modify an Existing NYS or Local Assessment ... 114
Schedulea State Exam ... 115
Batch Add Assessment ... 117
Counseling > Auto Grade Advancement ... 122
Advance a Group of Students: General Instructions ... 131
Advance (Graduate) a Group of Seniors ... 135
Advance Transitional Students to the Next Building ... 136
Hold a Student Back (Fail a Student) ..., 138
Reviewing the Auto Advance Job Object History ... 139
Counseling > Batch Edit Schedule ... .. 141
Batch Add a Course(s) to Multiple Students’ Schedules .................................... 142
Batch Drop/Withdraw/Switch a Course(s) from Multiple Students’ Schedules .... 143
Remove Pending Schedules from Multiple Students ... 145
Move Course SeCtioNS ... 147
Counseling > Batch Enrollment Edit ... ... 148
Batch Edit Official Enrollment ... ... .l 153
Batch Edit Alternate Enrollment ... 155
Counseling >Batch PostGrad Plan ... 158
Batch Add Post Grad Plan ... 158
Batch Remove Post Grad Plan ... 158
Batch Post Grad Plan Job Object History ... 159
Counseling > CoMPetencCy ... 161
Add aNew COMPEIENCY ... e 161
Edit an Existing COmPpPetencCy ... 162
Counseling > Course History ... 164
Counseling > CTEPrograms ... 168
PrOgram GrOUPS .. 168
ASSESSMENTS . 168
Override Grades ... ... 169
Calculate 170
Counseling > Grade Search ... 171
Counseling > Graduation Requirements ... 174
Graduation Requirements COUrSES ..ot 175
Counseling Module User Guide Page 4 of 277

SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



Graduation Requirements ASSESSMENTS ... 176

Prior Graduation Requirements ... 177
Add Graduation Requirements ... 178
Edit Existing Graduation Requirements ... 179
Counseling > Overrides ... 181
Elementary Subject Pass/Fail Final Grade ... 181
Add a Student to the Pass/Fail List ..., 181
Minutes Verification and Override ... 182
Counseling > RePOItS ... 186
Age Gap RePOIMT 186
AlS RO PO S 188
ASSESSMENt EXPOIT . 189
At RISK ViOW 189
Auto Grade AdvanCemMeNt ... 193
Class Roster 194

Comment Bank Usage Report ... 196

Competency Status Report ... 197
CouNnselor REPOIt . 198
Current Marking Period Average Report ... 199
CTE RO 200
Elementary Assessment Report ... 201
Employability Profile/CDOS ... ... 202
ENrOlImM et 206
Grade Analysis RepOrt ... .. 207
Graduation RequIiremMents .. ... 208
Prior Graduation Requirements Report ... 209
Honor ROl 210
Local EXam 210
Marking Period GPA RePOIt ... . 211
Post Graduate Plan Report ... 213
PrOgress RePOIt . 214
RaNK/GPA REPOIt 215
Regents EXam . 216
Report Card Audit ... 217
REPOI Cards ... oL 218
Scheduling REpPOMS ... o 219
COUrSE REPOIT 220
Student Schedule ... 222
Counseling Module User Guide Page 5 of 277

SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



Student Selection with Courses Information ... ... ... 223

Student Selection ... 224
Changed Student Schedule ... 225
Student Schedule for Special Cycle Day ... 225
Grade Verification RepOIt ... ... 226
Enrolled Students withNo Classes ... 226
Student Free Periods ... 227
Section Load RepoOrt ... 228
Sequence INformation ... 229
Special Programs RepoOrt ... 230
Student Grading Scale RepPOIt ... . 232
Teacher Progress REPOIt . ... .o 232
Teacher Progress Report Audit ... 233
Transcript/Permanent ReCOrd ... 234
Counseling > Retrieve Student Grades ... 236
Counseling > RTIVieW ... 239
Counseling > Sequence Information ... 241

Add aNEW SEQUENCE ... ... o 241

Edit Existing Sequence Information ... 242
Counseling > SLO VIieW ... 244
ENter SLO Grades ... 248
Counseling > Unlock Marking Periods ... 250
Add a New Unlock Request ... 252
Counseling > User Defined Assessments ... 254
Batch Add User Defined ASSESSMENtS ... 255
Batch Edit User Defined ASSeSSMENtS ... 255
Batch Remove User Defined Assessments ...l 256
Reviewing the Job Object History ... . 257
Counseling Appendix — Program Services ... 260
AL 260
Alternate Assessment Program ... 262
P 263
DiSabiliy .. 263
Level of Integration ... 264
FUNAING L 264
LE P 264
LEP B L 265
Exempt LEP/ELL .. 265
Counseling Module User Guide Page 6 of 277

SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



Section 504 Safety Net ... 266
SECHON S04 267
SpeCial Programis ... 267
Test Modification ... 268
I X 270
Counseling Module User Guide Page 7 of 277

SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



Counseling Module Overview

The Counseling Module is where guidance counselors and other school administrators
will view and modify student grades and schedules after the Master Schedule has been
locked. This is also where counselors and administrators can maintain assessments,
competencies, graduation requirements and sequencing information.

Grade search tools are available here to help locate students who are at risk or eligible
for honors and many reports are provided throughout this module to print such things
as grade search results, scheduling information, progress reports and report cards.

Counseling Sub-modules

The Counseling module is divided up into several sub-modules, as summarized here.
For more specifics about any sub-module, refer to the appropriate section in this
manual.

Counseling Search — This is the default sub-module that opens when you select the
Counseling module. From this sub-module, you are able to search for a student using
the radio buttons to define criteria — one who is currently enrolled or one who is no
longer enrolled (i.e., graduated, transferred, etc). In addition, you have access to the
Advanced Search link, which allows you to find a student or group of students using the
Batch Selector.

Activities — This is where you create Activities that students can be assigned to such
as: Boys Varsity Basketball, Chorus, French Club, etc. You have the options of including
the Activity in a Transcript and making the Activity Active or Inactive. You may then
Batch Add students to these activities using the Batch tab.

Assessments — This is where you manage the various assessments required for
graduation (NYS exams plus local midterms and finals) and where you schedule the
NYS exam dates and times needed for state reporting.

Auto Grade Advancement — This is where you will automatically advance students from
one grade to the next. Students can be advanced selectively by building, grade and year.

Batch Edit Schedule - This is where you will batch add supplemental courses (those
without any assigned period), drop supplemental courses, add courses,
drop/withdraw/switch courses to student schedules. You will also be able to remove
pending schedules using the batch selector.

Batch Enrollment Edit — This area allows you to edit Official or Alternate enrollment
records for a batch of students. For Official enrollments, the most recent record will be
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edited (whether this record is current or not). For Alternate enrollments, you can choose
which records to edit. You can edit any fields you have permissions for which may
include a class year, counselor, diploma type, or homeroom. You can also modify the “Is
Placed’ flag.

Batch Post Grad Plan - This area allows users to add or remove Post Graduate Plan
notes for a group of students.

Competency — These are subject areas that are tied to Assessments. In order to
graduate, students would need to satisfy one of the assessments tied to each
competency. Users can then review grading information in the Counseling area and see
what is required for graduation, to ensure students are meeting minimum requirements.
Competencies are for middle/high school only.

Course History - This area allows users to view the full course history for a given year,
including schedule changes, for all students and courses.

» Important Note: Users should exercise caution when making any changes to the
data on this screen. Changes to data here are permanent, and will have impact
throughout SchoolTool in areas such as attendance letters, data warehouse, and
other views and reports. Also note that changes to one row of data may not be
reflected in other rows.

CTE Programs - This area is used to assist districts in configuring CTE program groups.
A CTE Program group consists of a primary CTE course that contains push-in courses
and assessment groups (where one assessment score is calculated based on other
assessment scores). Grading is handled with a behind-the-scenes, customized
procedure.

Grade Search — This is where you can view student grades. Use the various fields to set
the criteria and run the report.

Graduation Requirements — This is where you may set up and maintain the number of
units of each subject that is required for graduation with a specific diploma type.

Overrides - This area allows users to access override tools. It contains an Elementary
Subject Pass/Fail Final Grade override area that allows users to indicate which students
have failed a 3-8 subject area (as mapped in Maintenance > Export > State Course Code
Mappings). It also includes the Minutes Verification and Override area, which allows
users to review course minutes per relationship and, if they have the appropriate
permissions, manage overrides for relationship minutes, and responsibility weight for
exports.

Reports — This sub-modaule lists all of the pre-defined counseling reports set up for your
school/district.
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Sequence Information — This is where you will build subject-specific “majors”, which
detail all of the courses required for specialization in one area (i.e. Business or
Technology).

Retrieve Student Grades - This area allows districts to retrieve and import students’
course grades from another SchoolTool district. This allows a component district to
import a student’s grades from BOCES. After grades have been imported, this data can
be updated and managed as the component district sees fit.

RTI View - This area allows users to review, add, or edit student RTI (Response to
Intervention) records.

SLO View - This sub-module allows users to retrieve information about courses for SLO
(student learning objective) targets. It also allows users to manage which course
sections have been assigned an active SLO. Finally, users with the appropriate
permissions can view and/or submit SLO scores for students in those active SLO
sections.

Unlock Marking Period - This area allows districts to unlock a single course section for
marking period grading. Unlock requests become effective immediately after they are
submitted and allow the marking period to remain unlocked only until the expiration
date/time has been reached. When a section is unlocked, it will be unlocked for all
faculty members assigned to that section in the master schedule.

User Defined Assessments - This area allows users to batch add, edit, or remove
records for user defined assessments for a selected group of students.
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Counseling > 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.

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.
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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:

~
AIS Program . Medical Send
Service AP Alerts BRI AL Notification
Icon: Icon:
Icon: ﬂ Icon: Icon:

m ¥
Note: Custom Clicking this
Alerts are icon opens a
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name of the SchoolTool

8 customalert  mobile app
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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.
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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.

Users with the Mouseover Information permission can hover over the RTI & icon to see
a list of the student's active RTI records.

Counseling Module User Guide Page 14 of 277
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



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).

or

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.

Counseling Module User Guide Page 16 of 277
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



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.
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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.

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.

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 AlIS 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.

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.
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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
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 4 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.
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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
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).

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

weekly) that the student receives these services.

4. 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).

Schedule Tab

The information on the Schedule tab is derived from the Scheduling module. When
accessed through other modules, the Schedule tab is presented in read-only mode, with
limited viewing options. Additionally, depending on user permissions and settings in
Maintenance, student schedules may not be available until after a specified date. When
this is the case, a message will appear in place of the schedule to indicate that
schedules are not currently available.

w

o

When accessed via the Counseling module, however, counselors and school
administrators can see and modify a great deal of information about an individual
student’s scheduling, including:

 Current course schedule, including supplemental courses scheduled (courses not
tied to specific periods of the day)

» A snapshot of the current Master Schedule, with basic section load information
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 Historical scheduling information including all previous year’s schedules and
course selections

 Future scheduling information (where applicable)

» Additionally, counselors will have the ability to manipulate a student’s course
selections and schedule. This may be done manually or by using “drag and drop”
functionality.

The default view for the Schedule tab varies based on several factors, including but not
limited to the state of the Master Schedule and user permissions. Available views for
the Schedule tab include the following:

« Editable Schedules (available only for the current year when the Master Schedule
is locked, or for users with permission to edit unlocked schedules):

» Student Schedule
» Descriptor Contracts

» Read Only Schedules (schedules will appear in read-only mode for all past school
years and when the Master Schedule is unlocked, except for users who have
permission to edit unlocked schedules):

e Student Schedule — Standard View
e Student Schedule — Grid View

Depending on your default view, different options may be available when you first
access the Schedule tab. To change the view, use the school year drop-down and radio
buttons.

Sample elementary schedule:
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Sample secondary schedule:

The upper left corner of the screen provides a number of different ways to view/print
schedules.
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o Print Schedule & - Select a report from the dropdown and click the Print Schedule

& button to generate the report.
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« Preview Grid Schedule @ — This displays the student’s schedule as a grid in a pop-
up window. Note that this will display any unsaved changes to the schedule, allow-
ing users to make changes and preview those changes prior to saving and making

the changes permanent.

Student Schedule Audit Report & — Generates a summary of all changes made to the

student’s schedule.

Student Schedule Audit Report

School Year: 2014-2015
Stndent ID 530155710 Student Name Mascn, Lauren, M Grade 11
Faculey Date Time Comment
Woalten, Jerry L2%2015 9:09:53AM Add: Alternate enrollment for 2014-2015 in ESI / Elementary
Wealton, Jerry L2W2015 9:09:33AM Added Cowrse: AV34, Music - 4, 332, PANONE
Wealion, Jerry 1202015 9:10:27AM Added Course: AV 54, Englsh Language Arts-4, SN2, PANONE

01297015
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Additional Schedule control buttons are available in the upper right corner.

STUDENT SCHEDULE GRADES ASSESSMENTS ACTIVITIES LETTERS USER DEFINED NOTES CONTACTS HOURS

Counseling

000-Grid Student Schedule-Landscape v & @ 8 [+ Q Q > B @sae O Cancel HeIDB]

« Add Schedule in Another Building 4 — allows users with appropriate permissions
to schedule students for courses in a location other than the building in which they
are officially enrolled (e.g., scheduling a middle school student for a course in the
high school).

» Scheduled Course Detail — opens a detailed view of the Master Schedule with
periods and headcounts, prefilled with all scheduled courses. This opens in a new
window.

« Selected Course List Q - opens a list view of the Master Schedule with periods
and headcounts, prefilled with all course selections. This opens in a new window.

e View Course Selections Y — refreshes the view to show the student’s course
selections for the selected year.

» Walk in Scheduler g& — uses the student’s course selections to place the student in
courses where space is available.

 Save @ - saves any changes.

« Cancel © - cancels any unsaved tasks/modifications.

Modifying Student Schedules

One of the primary functions of a school counselor is to review and edit student
schedules to ensure students are meeting the minimum graduation requirements for
their diploma type.

1. From within the Counseling module, open the Counseling Search sub-module
and locate the student whose schedule you would like to modify.
2. Perform one of the following editing tasks:

» Drop a course from the schedule

Withdraw a student from a course on the schedule

Switch a student from one section of a course to another

Add a course to a free period

Add a supplemental course
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» Contract a course to allow another course to share the same period

» Add a course in another building school level

When a counselor uses the manual method to drop, withdraw, or switch a student from
a course that is linked to another course, options can be displayed that will allow the
linked section to also be dropped, withdrawn or switched. If this feature is enabled, a
counselor will be given the option to perform a Drop, Withdraw, or Switch on a linked
course (such as a science lab) at the same time that the primary course is dropped,
withdrawn, or switched.

By default, the "Perform the same operation to the Linked Section" option will be
checked. With this option checked, the linked course will be dropped, withdrawn, or
switched appropriately. If this option is unchecked, the changes will apply only to the
primary course, and changes must be made separately to the linked course.

Note: When "Switch Section" is chosen, an additional dropdown will be available for
selecting the desired linked section for the change.

Counselors may view and edit future student schedules from this area when the Master
Schedule is unlocked.

Note: This option is only available for users who have the appropriate permissions.

To edit a future schedule, simply select a future year from the school year drop-down
menu and make the necessary changes.

Note: The only future years that will appear in the drop-down are those for which an
unlocked master schedule exists.

Note: Operations such as withdraws and switches are disabled when editing a future
schedule.

Student Schedule View

The following image shows the various parts of the schedule that you might see for a
typical student. Each course listed shows the Period, Course ID (Crs ID), Section Number
(SN), Course name (Course), Days of the week or cycle days (Days), Room, Teacher and
Effective Date.

Note: Districts can choose to enable or disable Drop & Withdraw options for each
building-school level. If these options are allowed, the red Drop/Withdraw/Switch X
button will display additional options for the user. If these options are not allowed, this
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button will simply delete (drop) the selected course. The remaining portion of this
document assumes these options are enabled.

Using the “Drag and Drop” Method to Modify a Schedule

To drop or withdraw a course section using the “drag and drop” method, click on the
Drag and Drop #» button and drag the section to the Trash ll icon. A list of possible
drop/withdraw options for that section will appear. While still holding the mouse button
down, move the mouse over the option you wish to select, then release the mouse
button. The course will be removed from the schedule (the date of the change will
reflect the date the drop or withdraw operation was performed).

To switch a section, click on the Drag and Drop « button for the appropriate course and
drag the section to the desired location. A list of sections that are available for that
period will appear. While still holding the mouse button down, move the mouse over the
section you wish to select, then release the mouse button. The course will be switched
to the selected section, effective upon Save.

Note: Because courses like lunches and study halls cannot be switched or withdrawn,
menus will not appear. These classes may simply be dragged to the Trash il icon to be
dropped.

Note: You may only drop the selection in a row that is highlighted green. Sections that
are full will be shaded gray (for needs students, sections that are at or above the Needs
Max will be shaded).
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When a conflict exists, the class that was switched will remain in italics until the conflict
is resolved. No changes may be saved until all conflicts has been resolved.

To cancel a switch operation, click the Cancel Switch Section © button.

Use the Preview Grid Schedule @ button to see a preview of your changes prior to
saving.

Note: Remember to Save @ your work to make any changes effective.

To Manually Drop a Course from the Schedule

When a course is dropped, the course information is removed from the student
schedule. A record of the course (and any progress report or marking period grades for
that course) will remain on the student’s Grades tab, but this information will not print
on report cards, permanent records or transcripts. The idea is that the course is not
continuing and there is no reason to display grade values.

From within the student’s Personal Information record, Scheduling tab:

1. Click once on the red Drop/Withdraw/Switch X button to the left of the course
to be dropped.

2. Ifitis not already selected, click once on the Drop radio button.

w

Enter the date that the course is to be dropped. The default is today.

4. Click once one the Refresh & button to update the row, or on the Cancel © but-
ton to return the row back to its original state.

5. Click once on the green Save B button (upper right corner) to save your sched-
ule changes.

6. Use the Preview Grid Schedule @ button to see a preview of your changes prior

to saving.

Note: If you do not save your work before navigating away from this screen, the
schedule will revert back to its original state. Multiple changes may be made to
courses before saving.
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To Manually Withdraw a Student from a Scheduled Course

This task is typically performed when a student is unable to continue the course but
should get credit for any accomplishments to date. You can withdraw a student from a
course at any time. If the withdraw action is done after a marking period or periods have
passed, any marking period grades are retained and continue to print on the report card.
The marking period during which the student was withdrawn will not show a grade, but
will instead display a district-designated withdraw code (e.g. W ABS (withdraw —
absent), WP (withdraw pass), WF (withdraw fail), etc).

1. Access the student’s Personal Information record, Schedulingtab, and click
once on the red Drop/Withdraw/Switch ¥ button to the left of the course to be
withdrawn from.

Note: If the drop/withdraw options are not enabled, the selected course will be
deleted from the schedule, leaving the period free. You may skip to the last
step (saving the student record).

2. Click once on the Withdraw radio button.

w

Select the reason for the withdrawal from the Reason drop-down list.

4. Click once one the Refresh & button to update the row, or on the Cancel © but-
ton to return the row back to its original state.

5. Click once on the green Save @ button in the upper right corner of the tab to
save your schedule changes.

6. Use the Preview Grid Schedule @ button to see a preview of your changes prior

to saving.

Note: If you do not save your work, the schedule will revert back to its original
state.

To Manually Switch a Student from One Section of a Course to
Another

This section describes how to edit an existing schedule to switch one section with
another. This task is typically performed when a student continues to attend a course,
but needs to take it at a different time.
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Use this process when you are moving a student from one section of a course to
another section of the same course. For the switch to work:

» The course number must be the same

» The course must be available in the period you are switching to

» The headcount for the section you are switching to has space for additional stu-
dents (headcount includes any students currently scheduled for that course plus
any students with pending schedules for that course)

» Using the switch section feature allows grades given in a previous section to be
carried forward.

For example, if a student was scheduled in section 1, period 1 of a course, and receives
a first marking period grade for that course, and then during the second marking period
switches to section 2, period 2 of that same course, the first marking period grade will
“follow” to the new course. The second marking period report card will show the first
marking period grade, and the second marking period grade, on the same line, as if the
student was attending the new section all year.

On the report card, permanent record and transcript, this creates a seamless
continuation of the grades without gaps. Once you have switched a section, all history
of the original section is gone.

Do not use this procedure if you are moving a student from one level of a course to
another, such as from an AP course to a non-AP version of the same course. In this
case, there is no one-to-one match, and SchoolTool is not able to show a seamless
continuation of the grades.

1. Access the student’s Personal Information record, Schedulingtab.
2. Click on the red Drop/Withdraw/Switch X button to the left of the course to be
switched.

3. Click once on the Switch Section radio button.

4. Select the new course section and the date for when the switch will take place.
A. The screen will display additional information about the section into
which you are switching the student.
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B. If the new section was previously dropped or withdrawn from the stu-
dent’s schedule, an additional set of options will appear, prompting
you to undo the previous drop or re-add the section.

If you select “Undo previous drop” the section will be re-added without
any gap in course enrollment. If you choose to re-add it, the section
will be added back to the student’s schedule with a new start date,
and the dates for the previous instance of that seciton will remain
unchanged (Course History will reflect this as a switch, but the dates
will reflect two separate instances of the same section; minutes
calculations will not include the time between the two instances).

5. Click once one the Refresh & button to update the row, or on the Cancel © but-
ton to return the row back to its original state.

6. The tab will refresh with the entire schedule, if there is a period conflict the
switched course will be italicized. The new schedule cannot be saved until the
conflict is resolved. If there is no period conflict the switched course will simply
appear in the new period time slot.

7. Locate the free period where the course will switch to. Click once on the drop-
down field to the right of the free period to reveal courses which are available
during this period.

Note: There must be a section of this class in the drop-down field of the free
period in order for you to switch another section into the free period.

Note: If the course you have selected is not an exact match, the original section
you tried to switch will remain in italics. Either select a different course or find
a different free period which contains the course option.

Note: SchoolTool allows users the flexibility to either restrict threshold
overrides, or temporarily allow them up to a maximum while switching
students. This is to accommodate other students who may later
drop/withdraw/switch this section. Each district has control over whether head
count thresholds can be overridden or not. A separate setting controls the
ability to override Needs Max thresholds.
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8. Click once on the green Save B button in the upper right corner of the tab to
save your schedule changes.

9. Use the Preview Grid Schedule @ button to see a preview of your changes prior
to saving.

Note: If you do not save your work, the schedule will revert back to its original
state.

Note: When a course is switched, all the of the linked information for that
course, including existing grades and exams (if any), will also move with the
course, so the information will appear on the report card just as if the course
was originally in the new period.

To Manually Add a Course to a Free Period

You can add courses which are active right now, or you can add courses with a future
effective date. For example, you might add a course that a student will take during the
next marking period.

1. Access the student’s Personal Information record, Schedulingtab, and click the
Edit button to the left of the free period.

2. Click once on the drop-down list to the right of the free period to open the list
of available courses.

Note: The drop-down list will only show courses that fit in this period. Perfect
matches will sort to the top of the list, with other matches (offered during only
some of the cycle days) will appear towards the bottom of the list.

Note: Any sections that have reached capacity will still appear in the list, they
will be highlighted in gray (or in light blue, for needs students), to designate
that the section has reached capacity.
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3. Select the course to be added by clicking once on the course name. It will
appear in the drop-down list field. The details of that class will appear below
the drop-down, allowing the user to see the course’s meeting pattern and daily
headcount for that semester.

A. If the section was previously dropped or withdrawn from the student’s
schedule, an additional set of options will appear, prompting you to
undo the previous drop or re-add the section.

If you select “Undo previous drop” the section will be re-added without
any gap in course enrollment. If you choose to re-add it, the section
will be added back to the student’s schedule with a new start date,
and the dates for the previous instance of that seciton will remain
unchanged (Course History will reflect this as a switch, but the dates
will reflect two separate instances of the same section; minutes
calculations will not include the time between the two instances).

4. Click once on the green Add = button to the left of the course to apply the
change. Wait for the tab to refresh. The schedule will appear with the added
course where the free period used to be, among the other courses.

5. The Effective Date of the newly added course will default to today’s date. If you
wish to change the date to a date in the future, click once on the Edit [#' button
to the left of the course row you wish to update. The row will refresh with edit-
able fields.
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6. Change the date using the pop-up calendar, or by entering the date manually
using the mm/dd/yyyy format.

7. Save the new effective date by clicking once on the Update & button to the left
of the row. The screen will refresh showing the course with the new effective
date in read-only mode.

8. When you have finished adding/editing the new course, click once on the green
Save @ button in the upper right corner to save your schedule changes.

9. Use the Preview Grid Schedule @ button to see a preview of your changes prior
to saving.

Note: If you do not save your work, the schedule will revert back to its original
state.

Contract a Course to Allow Another Course

Use this process for students who have the opportunity to take different courses during
the same period. If the scheduled course does not require that the student attend every
cycle day it meets, the student’s schedule can be freed up to accommodate another
class, such as a lab or course that might only meet one cycle day per week. Typically,
core courses cannot be contracted out, but elective courses can.

Note: Access to contracting options is controlled through the Course Catalog.

1. Access the student’s Personal Information record, Schedulingtab.
2. Locate the course section to be contracted. In this example, we'll use an elect-
ive, Communications in period 2.

3. Click once on the Edit [# button. The schedule will refresh showing you the con-
tracting options seen in the Days column (as well as open the Effective Date
field).

4. In this example, second period Communications takes place on cycle days A,
C,and E.

5. To free up particular cycle days, deselect them by unchecking the box next to
the cycle day(s) that the student will NOT take this course.
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6. Click once on the blue Update & button to save this change and return to the
full schedule. The tab will refresh showing the Communications section
updated with the “new” cycle day(s), and a second line for that same period,
with an Edit @' button which allows you to access a drop-down box of available
courses to fit into the free period on the other cycle day(s).

7. When you have finished configuring contracting options, click once on the
green Save B button to save the updated schedule.

Use the Preview Grid Schedule @ button to see a preview of your changes prior to
saving.

Note: If you do not save your work, the schedule will revert back to its original state.

Descriptor Contracts View

Typically used for elementary students, this view displays descriptor contracts for
students based on subject/grade level based courses. Students can be contracted to
different grade levels for a given subject, or contracted out of a subject completely.

To modify a student’s schedule, click the Edit button for the appropriate course.

Locate the subject to be changed and select the appropriate new grade level (or select
None if contracting the student out of that subject entirely). Click Save @ to apply these
changes.
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The Schedule tab will now display the updated grade levels for each subject.

Note: The descriptors that are visible to a teacher are based on the grade level displayed
in this area, regardless of the student’s actual grade. The grade levels assigned here are
also shown on report cards and are used for TSDL minute calculations.

Projected Schedules

A counselor may want to change a student’s schedule at the beginning of the next
marking period or next week. This can be accomplished by giving a projected date in the
future when the changes will take effect. Once a student has been given a “projected
schedule” (also known as a "pending schedule"), their current schedule cannot be edited
until either the future date of the projected schedule arrives or you delete the projected
schedule.

1. From within the student’s Personal Information record, Scheduling tab, you
will see an Effective Date on the right with two radio buttons: Today (default)
and On with a pop-up calendar next to it. Effective Date is a required field when
'On" is selected.

A. Select the On radio button and either type in the effective date using
the mm/dd/yyyy format or use the pop-up calendar and select the
future effective date. The Effective Date will populate all the effective
date fields.

2. Make the necessary future changes to the students schedule using the
Drop/Withdraw/Switch ¥ button or the Edit [ button. Use the Preview Grid
Schedule @ button to see a preview of your changes prior to saving.
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3. When you are finished making changes to the projected schedule, you will now
see a Delete button next to the Effective Date. This Delete button can be used
to remove all pending schedule changes.

>

Click the save button to save the projected schedule changes.
The student’s schedule will change when the Effective Date arrives.
6. When printing student schedules, reports will show an "Effective as of" field
with one of two possible dates:
« If the "Today" option is selected, the report will display the date the report
was printed.
« If the "On" option is selected and the student has pending schedule
changes, the report will display the date of the pending schedule.

o

Note: The "Effective as of" date logic is only available on certain schedule
reports. The "Student Schedule Grid RS" and any custom schedule reports do
not include this logic.

Note: The “Delete all pending schedules” button will appear only if a projected schedule
exists.

Note: If a projected/pending schedule exists, a counselor will not be able to make
regular schedule changes. The walk-in scheduler, edit and delete buttons will be hidden.

Note: If any single transaction fails, the student will receive none of the projected
courses; all transactions for that student fail.

Note: An e-mail message is generated to the creator of the projected schedule whenever
a projected schedule could not be successfully processed, for any reason. This e-mail
will contain the reason for the failure.

Note: If a transaction exceeds a max headcount for a section, a warning is e-mailed to
the individual that created the projected schedule. This is not considered a failed
transaction; the student will still be scheduled for this section.

Building a New Student Schedule (Walk-in Scheduler)

There will be times when counselors will have to create a new student schedule once
Scheduling has been completed. The steps below will describe the process for building
a new student schedule.

Note: The Walk-in Scheduler is not available for read-only schedules.
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First, you will need to make course selections for the student. Refer to the Scheduling
User Guide — Course Selection procedure for more information. Second, build the
schedule for the student, using the Walk-in Scheduler.

1. Using Counseling Search, locate the student. Make sure the appropriate radio
button (Currently Enrolled or No Longer Enrolled) is selected. If a list results,
select the student from the list.

2. His/her Personal Information record will appear, with the Schedule tab (toward
bottom of the record) automatically open.

3. Click once on the Walk-in Scheduler § button, located on the left side of the
student’s Schedule tab.

4. A confirmation message will appear, alerting you that any changes you make
here cannot be cancelled.

5. Click OK to continue. The student’s schedule will be created based on course
requests and seat availability.

6. Continue to fine tune the schedule as needed.

7. Click once on the Save & button to commit your changes to the database.

Use the Preview Grid Schedule @ button to see a preview of your changes prior to
saving.

Note: If you do not save your work, the student’s schedule will not be saved.
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Viewing Read-Only Schedules

To view a schedule for a year other than the current year, select that year from the drop-
down menu on the default view of the Schedule tab.

Student Schedule View (Read-Only)

The screen will refresh showing that year’s schedule in the Student Schedule — Standard
View by default. To view the Student Schedule — Grid View, select the Grid radio button
and wait for the screen to refresh.
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Standard View

Standard View displays the student's schedule as a read-only list of courses, ordered by
period number, along with section number, course name, days the class meets, the
room number, and the teacher are listed for each course. Supplemental courses are
listed at the top of each list.

When viewing the schedule in Standard View, any unscheduled periods are omitted.

Counseling Module User Guide Page 65 of 277
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



Grid View

Grid View displays the student's schedule in a read-only grid format. This provides a
visual representation of the student's schedule for each period across each cycle day.
Supplemental courses are shown at the bottom of each grid.

When viewing the schedule in Grid View, any unscheduled periods are omitted.

Grades Tab

The Grades tab is where student grade information is available in the Counseling. There
are four (4) sections to this tab: Official, with the student’s Official Weighted and
Unweighted Ranks and GPAs; In-Progress, with the student’s in-progress Weighted and
Unweighted Ranks and GPAs; Classes; and Exams.

The basic Grades tab shows a high-level overview of grade information. The default
view shows the grades from the current year. You can also use the drop-down lists
under Group to go back in time and view a student’s grade information for a previous
year or a specific class, or you can choose to isolate grades for only exams or
competencies.

You can print various reports using the Print & buttons above the Official grades
section: Reports created in the Transcript/Permanent Record Report area, Traditional
Report Card, Descriptor Report Card, Student Profile Report, and Graduation
Requirements Report. The reports available vary depending on the Group selections.

Note: It may be necessary to use the scroll bar to see all the classes listed here.
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While grades are being processed, you will see a message indicating that the rank may
change.

Official & In-Progress Sections

The columns in this section display the Weighted GPA, Rank GPA, and Rank, as well as
the Unweighted GPA, Rank GPA, and Rank for that student. The Official GPA section
includes completed courses only. Any course that has a final grade will be included in
the Official GPA. The In-Progress GPA section, on the other hand, includes completed
courses as well as any submitted Marking Period grades for current courses.

These sections are meant to provide the user with a quick, at-a-glance view of weighted
and unweighted ranks and GPAs for this student. If your district does not use weighted
and/or unweighted ranks and GPAs, information will still display here, but can be
ignored.

Note: As changes are made to grades in the Classes list below, the ranks and GPAs can
be refreshed by clicking on the calculator f icon (to recalculate the GPAS) or the
Refresh &icon (to refresh the data).

Viewing Legacy Grades

To view Legacy grades, select Legacy from the drop-down in the top left corner of the
Grades tab.

Classes

This section displays all the courses the student has been enrolled in for the current
year, including those which are active and those which have been dropped or withdrawn.
Each course includes grade averages and basic course information as well as an
indicator if the course has been designated as Summer School and/or Credit Recovery.

View Options:
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» Show all details — use the link under the Classes heading to show details for every
class the student is currently enrolled in.

» Hide all details — once the detailed view is opened, you can use the Hide all
details link to return to the high-level view of grades for each class.

» Show details — use the link to the far right of each class to see more details for
that specific class.

» Hide details — once the detailed view is opened, you can use the Hide details link
to return to the high-level view of grades for this class.

When you have expanded details for a class, the following information becomes
available: Marking Period Grades for each marking period; Progress Report Grades for
each progress reporting period; Final Exam information and Permanent Record details.

All information can be edited using the Edit [#" button to the left of the section heading.

Adding Courses to a Student’s Permanent Record

Adding multiple courses to a student's permanent record can now be done by selecting
a series of courses, adding grades and grade notes to each, and saving the entire screen
of courses to the student.

The overall process can be outlined as follows:
» Select one or more courses and add them to the list
» Select a provider, if needed
» Add grades and/or grade notes to all courses

e Save all courses to the student’s record
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Add an In-District Course

1. From within the Counseling module, navigate to a student's Grades tab.
2. Select the green Add Classes = button to add a series of courses to the selec-
ted student.

3. The screen will refresh with a list of options:

A. Year (drop-down, defaults to current year) — the year the course was
taken, and will cause the course drop-down to be populated with
courses from the course catalog from that year.

B. District/Transferred In and School Level (drop-downs, defaults to Dis-
trict) — determines if the course to be added is an existing district
course or an existing transferred in course. If “Transferred In” is selec-
ted from the drop-down, an option will appear to add a course not in
the list.

C. “Add a course not found in this list" (link) — if there is no existing
course record for a transferred in record, use this link to add the
course. The page will refresh to display a form where the user may cre-
ate a new course that can be added to this, and any other, student’s
permanent record.

Note: This link will only display if the user has selected "Transferred
In" and has not yet added courses to this student's list. Once a course
has been added, the user will need to save the record and repeat the
process in order to add other courses to the student’'s permanent
record.

D. Course (drop-down, defaults to first item in list) — contains all courses
that are available in the course catalog for the selected year and cat-
egory (District or Transferred In). If “Transferred In” is selected, the
courses listed will indicate that they are Transferred In courses by a
“(TR)” at the end of the course title.

E. Transferred In (check box/drop-down combination) - if this box is
checked, the drop-down will allow selection of an outside provider for
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every course that is about to be added to this student. This will be
applied to all selected courses. If this box is not checked, the drop-
down will be grayed-out and cannot be used.

4. Select the appropriate options and select a course to add.

Continue adding courses as desired, following the steps above. A list will be

created at the bottom of the screen containing all courses that will be added to

the selected student.

6. A course can be removed from this list by clicking on the red Remove Course X
button.

7. Enter scores (grades and grade notes) for each course and indicate whether or
not a course should be designated as Summer School and/or Credit Recovery.
Grades and Grade notes can be entered for all courses, where appropriate, that
are in the list of courses to be added for this student. Simply use the drop-
downs (for alpha grading scales and grade notes) or type in appropriate values
(for numeric values).

o

8. Use the green Save @ button at the top of the screen to save all of these
courses and grades, along with the selected provider, to the student's per-
manent record.

Note: Courses may be entered in groups and saved periodically. For instance, if
there is a great deal of data to enter for a single student, a single year of data
may be entered and then saved before another year's worth of data is entered.

Add a Transferred In Course

1. From within the Counseling module, navigate to a student's Grades tab.
2. Select the green Add Classes < button to add a series of courses to the selec-
ted student.

3. If atransferred-in course already exists in the course catalog for a different
year, simply specify the year to which you want to add it, and select the course
from the list. If a yearly detail record does not exist for the specified year, it will
be created.

4. For example, a student has a transcript from another school that needs to be
added to the student's permanent record. The student took a course that is
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already in the Course Catalog as a transferred-in course, but only for a past
year.
A. To add this to the current year (or any other year), simply select the
appropriate year for the new record and select the course.
B. Click the green Add Course < button to add this course to the stu-
dent’s list.

C. The course will be added not only to the student record, but also to
the corresponding school year's course catalog record, if it did not
already exist. The course detail record that is created will contain the
same values as the latest version of the course. That is, if new details
are automatically created for a year, the fields will be pre-populated
with values from the most recent year.

D. Note that once added to the course catalog, a transferred-in course
will no longer have to be rolled over from one year to the next.

Note: Lunches and Study Halls do not have course details, and cannot
be used as transferred-in courses.

Note: Assessments associated with transferred-in courses will not be
carried over to the course’s new yearly details. These can be added
manually as needed.

5. If there is no existing course record for a transferred in record, click on the
“Add a course not found in this list”link to add the course.

A. The page will refresh, displaying a form where the user may create a
new course that can be added to this, and any other, student’s per-
manent record.
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B. Complete all required fields (in pink), then Save @ the record.
C. The pending course record will display, and you may then add this
course to the student'’s record.

D. Click the Save @ button to add the course to the student’s record. The
page will refresh again and will show the student’s record, with the
newly added course listed under the Classes section.

6. Continue adding courses as desired, following the above steps.

7. Alist will be created at the bottom of the screen containing all courses that will
be added to the selected student. A course can be removed from this list by
clicking on the red Remove Course X button.

8. Enter grades and grade notes for each course and indicate whether a course
should be designated as Summer School and/or Credit Recovery. Grades and
Grade notes can be entered for all courses, where appropriate, that are in the
list of courses to be added for this student. Simply use the dropdowns (for
alpha grading scales and grade notes) or type in appropriate values (for
numeric values).
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Note: For years where assessment notes are enabled, a drop-down for
assessment notes will appear. Users may enter a score, a note, or both.

9. Use the green Save @ button at the top of the screen to save all of these
courses and grades, along with the selected provider, to the student's per-
manent record.

Note: Courses may be entered in groups and saved periodically. For instance, if
there is a great deal of data to enter for a single student, a single year of data
may be entered and then saved before another year's worth of data is entered.

Exams

At the end of the Classes section is a section for Exams, where you can see basic
information about assessments which will appear on report cards. Most exams should
be automatically tied to the courses in which they are given. If this has been set up in
the Course Catalog, the exam will display under the course to which it is tied (as seen
above).

In some cases, students may take an exam for a course they are not currently attending,
such as when they retake a Regents assessment, or take their ACTs. These stand-alone
exams (i.e. those not tied to a course) appear in the Exams section of the Grades tab.

Exams v
Chemistry Regents (201)
School Year: 2015-2016 N
$2 ¢ Date: 8/13/2015 at 12:30 PM Ll
Link
Show details
Local Final
32 . School Year: 2015-2016 None
E:
Link
Show details
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Add an Exam

1. Use the green Add Exam < button at the bottom of the Grades tab to add an
exam. The tab refreshes with exam options.

2. Select the appropriate values from the drop-down lists (school year, state vs.
local, exam name), and verify that the Transferred In checkbox and provider
options are accurate.

A. If you have rights to add assessment schedules, you will see an
option to add a new date in the Date drop-down. This option allows
you to add an exam to a date that was not already populated in the
assessment schedule; dates added using this option will then become
part of the assessment schedule and will be available for other stu-
dents.

3. To add another exam, click the Add < button to the right of the Exam drop-
down. The selected exam will be added to the list of exams, with blank fields
where the user may enter scores for any of these exams.

Note: For years where assessment notes are enabled, a drop-down for
assessment notes will appear. Users may enter a score, a note, or both.

4. When you are finished adding exams, click the Save @ button to add the exams
and any scores that were entered to that student’s record. The new assess-
ments will be added to Exams list for the appropriate school year(s), sorted
alphabetically by exam name. Any exam that is also included in another year
will show up as a hyperlink, which the user can click to view related exam
information.

Exams + O
Chemistry Regents (201)
School Year: 2015-2016 -
32 & Date: 8/13/2015 at 12:30 PM
Link

Show details:

Local Final
School Year: 2015-2016

Kz

None

Link
Show details

Note: You can use the Edit [# button to make changes to an exam, or use the
Delete X button to remove an exam from the Counseling > Grades tab.
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Link an Exam to an Existing Course

If an exam does not appear under its respective course, but should be linked to the
course, use this procedure to make the connection.

1. Click once on the Linkhyperlink to the right of the exam name.
Exams +©

Chemistry Regents (201
School Year: 2015-2016 None’
-Date 8113/2015 at 12:30 PM

Show details

2. The tab will refresh with a listing of existing courses. It may be necessary to
scroll up or down to see the full list.

3. Click once on the Select » button to the left of the course you want to link the
exam to. The tab will return you to the full list of classes, where the exam is
now visible under the course listing.

Note: You can use the Edit [# button to make changes to this exam, or use the
Delete ¥ button to remove this exam.

Note: To unlink this exam and make it stand-alone, click once on the Unlink
hyperlink.

Assessments Tab

The Assessments tab displays a student's 3-8 Assessment scores and any User Defined
Assessment records for users with the appropriate permissions. To change the view,
select the appropriate radio button (if radio buttons do not appear, this means the user
has permission to see only one type of record on this tab).

The 3-8 Testing view allows a user to manually add a student’s 3-8 Assessment scores
as well as see 3-8 Assessment scores that were imported through the Maintenance
module. For information on the importing procedure, contact your SchoolTool liaison.

Counseling Module User Guide Page 75 of 277
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



Use the radio buttons to view either 3-8 Testing data (the default view) or User Defined
Assessment records.

To add a new 3-8 Assessment, click the Add 4 button and enter the appropriate
information for the assessment.

To delete a 3-8 Assessment, click the Delete ¥button for that record. This action can
only be performed from within the Counseling module.

To view user defined assessment records, select the appropriate radio button and use
the drop-down to specify the type of user defined assessments to view. All records for
the selected user defined assessment will be shown on the screen.
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To add a new user defined assessment record, click the Add €+button and complete the
fields as appropriate. Use the Edit [#’or Delete X buttons to modify or remove records as
necessary.

Note: When adding a user defined assessment, the school year is a required field.
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Add a New 3-8 Assessment

. Inthe Counseling module, use Counseling Search to locate the student.
2. Click on the Assessment stab and select the 3-8 Testing radio option.

—

3. To add a new 3-8 Testing record to a student's record, click the green Add <
button to the right of the screen.

4. The screen will refresh allowing the user to select the School Year, Assessment
type, and Performance Level from the drop down lists.

A. You may also enter a date for the assessment. Date is not required,
but is recommended in order to ensure accuracy in SchoolTool Dash-
boards.

5. Enter the Raw Score (required; 0-100) and Scale Score (required; 0-1000). Each
3-8 Assessment record must contain at least one of the following: Per-
formance Level, Raw Score, or Scale Score.

6. Click the Save @ button to save the 3-8 Assessment. You may click the cancel
®© button to cancel.

Note: You may print an individual student’s 3-8 Assessment from within the 3-8
Testing Tab by using the Print button or you can print the report from the
Report sub-module. The Reports sub-module allows you to search the
Elementary Assessment Report by All Students, Per Homeroom, Per Grade, By
Student as well as Sort by: Student, Homeroom, Counselor, Grade, or Zip Code.
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Edit a 3-8 Assessment

. Inthe Counseling module, use the Counseling Search to locate the student.

2. Click on the Assessments tab and select the 3-8 Testing radio option.

To edit a 3-8 Testing to a student's record, click the Edit (@ button to the right

of the screen.

4. The screen will refresh allowing to select the School Year, Assessment type,
Performance Level from drop down list, enter the Raw Score (required; 0-100)
and Scale Score (required; 0-1000). Each 3-8 Assessment record must contain
at least one of the following: Performance Level, Raw Score, or Scale Score.

5. Click the Save @ button to save the 3-8 Assessment. You may click the Cancel

O button to cancel .

Activities Tab

The Activities Tab allows a user to select an activity for the student from a list of
Activities previously set up. You will have the option to have the Activity included in the
transcript and add additional notes regarding this activity. The Activities Tab is also
Historical and allows you to see previous years' activities.

—

w
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Add or Edit an Activity

1. To edit an existing Activity on a student's record, click the Edit [ button to the
left of the activity and modify as appropriate. Click the Save B button to save
the activity or click the Cancel @ button to cancel. To add a new Activity to a
student's record, click the green Add < button to the right of the screen.

2. Select the appropriate activity from the available drop down list. If an Activity
does not appear in the drop-down list, it will need to be added by first going to
Counseling > Activities sub-module and creating it.

3. After selecting the Activity from the drop-down list, make sure the appropriate
school year displays (defaults to current year). Use the checkboxes to specify
whether or not this Activity on transcripts as either the Standard Activity
(shows in the "Activities" section) or a Custom Activity (shows in the "Custom
Activities" section on some transcript formats). You may also enter an Activity
Note.

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:
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» 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.

» Threshold Name: The name of the Attendance Policy stage that was used to gen-
erate this letter.

» 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.”

Hours Tab

The Hours tab allows users to track hours for various student activities. This includes
Work-Based Learning hours and CTE Hours.

This tab also allows users to manage the master list of categories and/or locations that
are available to any student in SchoolTool.

Adding Hours

To add hours for a student, begin by clicking the Add Category/Location < button above
the appropriate Hours grid.
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In the pop-up that appears, begin by entering text to search for an existing category. A
list of possible matches will appear as you type.

If a matching category is found, click the Use button to select it.

If no match is found, you can create a new one by clicking on the Add New Category
button. Note that creating a new category from this area will add a category to the
master Categories list that will be available for any student.
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After selecting a category, you can specify a location or simply click Continue if you
don't wish to assign a location.

To search for an existing location, simply begin typing in the Location field. As with
Categories, click the Use button to select a location or click Add New Location to add a
new one (again, adding a location from here will make that location available for any
student).

After selecting a category (and a location, if desired), click the Continue button.

You will be directed to the Hours Entry screen. If you selected a category/location
combination that is already in use for this student, you will see the existing information
associated with that category/location.
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In the Hours Entry pop-up, you may enter notes for that category which may be
displayed on certain reports (Employability Profile reports, CDOS reports, and some
transcripts). Category notes are specific to that student for the selected
category/location combination, and will not be shared with other students using that
category, nor will they be shared with other categories or locations on that student's
record. You may also change the category or location by clicking the Edit
Category/Location [ button near the top of the screen.

Note:If you select a category/location combination that already exists for that student,
you will be taken to that category/location hours screen instead. Any existing hours for
the original category/location will remain on the student’s Hours tab and will not be
modified.

Click the Add Hours 4 button to begin entering hours for this category. Fill in the fields
in the row that appears. The Notes field for each row of hours is for informational
purposes only and will not be displayed on reports.
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After entering all appropriate information, click the Save B button to return to the
student's Hours tab.

Once a category has been added to the student's Hours tab, you may use the Show/Hide
P buttons to expand rows, click the Edit [ button to add/edit category/location
details and hours, or Delete X the row (you will not see a Delete X button if the row has
hours associated with it; you must first delete all hour entries if you wish to remove a
category/location).

Managing Categories

Click on the Edit Categories button to view a list of all existing categories.

A pop-up will appear, displaying all categories.
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Click Add 4= to create a new category. You will be prompted to select an hours
Type (current options are Work-Based Learning or Community Service) and
enter a Category Name.

Click the Delete X button to delete a category. Note that categories can only be
deleted if they are not tied to any students.

To modify a category, click the Edit [#'button and make the necessary changes.
Keep in mind that changes to a category will impact any other students who are
already associated with that location.

Managing Locations

Click on the Edit Locations button to view a list of all existing locations.

A pop-up will appear, displaying all locations. Click Add 4 to create a new
location.
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If a location is in use, you may click on the Show Students @button to view a
list of all students associated with this location. Locations can only be deleted
if they are not tied to any student.

To modify details for a location, click the Edit [@#'button and make the necessary
changes. Keep in mind that changes to a location in this area will impact any
other students who are already associated with that location.
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CTE Hours

To enter CTE Hours, begin by clicking the Add Course = button to select a CTE course.

A pop-up will appear with a drop-down list of all courses on that student's schedule that
are designated as CTE courses. Select the appropriate course and click the Add button.

CTE Courses

E3]

The course will be added to the student's Hours tab. You may use the Show/Hide 44
buttons to expand rows, click the Edit [# button to add/edit hours, or Delete X a course
if it does not have hours associated with it (you may not delete a row that has hours
associated with it; you must first delete all hour entries if you wish to remove a course).

To add CTE course notes and view or edit hours, click the Edit [# button for the
appropriate row.
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In the Hours Entry pop-up, you may enter notes for that course which may be displayed
on certain reports (Employability Profile reports, CDOS reports, and some transcripts).
These notes are specific to that student for the selected course, and will not be shared
with other students in that course, nor will they be shared with other courses on that
student's record.

Click the Add Hours < button to begin entering hours for this course. Fill in the fields in
the row that appears. The Notes field for each row of hours is for informational
purposes only and will not be displayed on reports.
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After entering all appropriate information, click the Save @ button to return to the
student's Hours tab.

Managing Categories and Locations

Users with appropriate permissions will see Edit Categories and Edit Locations buttons
on the Hours tab. Clicking on these buttons allows a user to manage the categories
and/or locations that are available to any student in SchoolTool. Note that categories
and locations that are currently associated with students' hours cannot be deleted.

Editing Categories
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Click on the Edit Categories button to view a list of all existing categories.

A pop-up will appear, displaying all categories.

Click Add 4= to create a new category. You will be prompted to select an hours
Type (current options are Work-Based Learning or Community Service) and
enter a Category Name.

Click the Delete X button to delete a category. Note that categories can only be
deleted if they are not tied to any students.

To modify a category, click the Edit [#'button and make the necessary changes.
Keep in mind that changes to a category will impact any other students who are
already associated with that location.

Editing Locations
Click on the Edit Locations button to view a list of all existing locations.
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A pop-up will appear, displaying all locations. Click Add < to create a new
location.

If a location is in use, you may click on the Show Students @button to view a
list of all students associated with this location. Locations can only be deleted
if they are not tied to any student.

To modify details for a location, click the Edit [#’button and make the necessary
changes. Keep in mind that changes to a location in this area will impact any
other students who are already associated with that location.
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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.

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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Adding or Deleting Notes

1. Use the radio buttons to the left of each note type to select that type. Each
screen will have a green Add < button, which will allow you to enter that spe-
cific note.

2. Each note screen will contain a free-text field for information about the student,
and a green Save @ and red Cancel @ button. Here are some examples of
what you can do with each of the note types.

3. Use the red Delete X button to delete a note, or the Edit [#button to make any
changes.
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Meeting Notes

This is where Counselors might note details about any visits they've had with the
student to discuss the student's class position, averages, schedule change requests,

etc.

Use the blue Select » button to edit an existing note or click Add < to add a new one.

Once the Note has been saved, the tab refreshes with a read-only view of the note.

Counseling Module User Guide Page 98 of 277
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



Post Graduate Plan

This is where guidance counselors can note details about the student's plans after
graduation.

Use the blue Select » button to edit an existing note or click Add <4 to add a new one.
There is a drop-down list with options and additional fields for more information.

Once the Note has been saved, the tab refreshes with a read-only view of the note.

To run a Post Graduate Plan Report for an individual student. When in the Counseling >
Student Record > Notes Tab > Post Graduate Plan area, use the Print Post Graduation
Plan @& button to print all Post Graduate Plan notes for that student.
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College Applications

This is where Counselors can note details about the applications a student has made to
different colleges. Counselors might note if scholarships were applied for, if credits
apply, and if/when a student has been accepted to a college.

Use the blue Select » button to edit an existing note or click Add <= to add a new one.

Once the Note has been saved, the tab refreshes with a read-only view of the note.
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Student Notes

This is where guidance counselors can note information about the student which
doesn't fit into other areas, such as a family event which may affect grades, or a food
allergy that other school staff needs to be aware of.

There are two (2) kinds of Student Notes: Note, which contains general information, and
Order of Protection, which contains custody-related information.

Depending on your permissions, you may or may not be able to add/view Orders of
Protection.
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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.

Contacts Tab

The Contacts tab gives users immediate access to this student's parents/guardians.
Each contact associated with this student will appear on this tab.

To view the Contact Call Order for a student, click the View Call Order ¢ button at the
top of the Contacts tab.

Additional buttons appear to the right of each contact, giving you more information
about this contact and their rights/responsibilities. To see more information about the
contact, hold the mouse over each button and tool tips will appear giving more details:

» The Primary @icon lets you know this contact is the primary guardian.

« The Receives Mail &b icon lets you know this contact will receive report cards, dis-
cipline letters, and other mailings about this student.

« The Pickup @¥ icon lets you know this contact is legally allowed to pick the stu-
dent up at school.

e The email & icon lets you know this guardian may be contacted by email. Users
may be able to click the icon to send an email to that person.

 The Custody Alert Wicon lets you know that there is a custodial situation regard-
ing the student.

 The Parent Portal G icon lets you know that this contact is allowed to see that stu-
dent in their Home > My Home > Students tab (Parent Portal). Users with the appro-
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priate permissions may be able to view that contact's login history (the maximum
number of logins shown here is based on district settings).

« The Restricted View @ icon indicates that the person has restricted access to con-
tact information for that student. The adult is unable to see contact information
for anyone who does not live in his/her household.

The information on this tab is view-only. If changes need to be made, this information
should be shared with anyone who maintains student and contact information.

If there is a custody alert associated with that student, the Contacts tab will show a red
circle.

| &]NTACTS SCHEDULE ATTENDANCE DISCIPLINE GRADES ASSESSMENTS ASSIGNMENTS LETTERS NOTES
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Counseling > Search

The Counseling Search sub-module is the default when entering the Counseling module,
and is introduced by a fairly typical student search screen. You may use your normal
searching techniques to locate a particular student to work with, though note that in this
sub-module, we have the ability to search only for currently enrolled students, or to look
for students that were once actively enrolled.

Searching for a Student

To search for a student from within the Counseling Search sub-module:

1. Select the appropriate Enrollment radio button option.
e Currently Enrolled: Will search through only students that have a current
and active enrollment record.
» No Longer Enrolled: Will search through all students that have an enroll-
ment record that is no longer active, allowing us to easily view past stu-
dents.

2. Use your normal searching method to locate the specific student you wish to
view or edit.

« Remember that you may type any part of a student’s name, their con-
tacts’ last name, or student number. See the Introduction to SchoolTool
documentation for specifics on searching.

» Remember that you may use wildcards to assist in your search. See the
Introduction to SchoolTool documentation for specifics.

» You can click on the Advanced Search link to use the Batch Selector for
more complex searches. Note that using this option will ignore what you
may have chosen in step 1. See theBatch Selector User Guide for spe-
cifics.
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3. Click on the Searchbutton.
« If your search results in no matches, a message “No Search Results” will
display.
« If your search results in one (1) match, the screen will refresh with that

student'’s record.
« If your search results in multiple matches, the screen will be refreshed

with all matches, and you may use the Select) button to view a specific
student.
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Counseling > Activities

The Activities sub-module is where you will add activities (such as Boys Varsity
Basketball, Chorus, French Club, etc.). When creating new Activities using the Activities
tab, you have the option to include it on the transcript and make it active (the default).

The Activities sub-module also has a Batch tab that allows you to batch add or remove
an activity for a group of students using the Batch Selector.

Add an Activity

1. From the Counseling module, select the Activities sub-module.

2. Click on the Add <= button in the upper right corner. To edit an existing Activity,
click the Edit (& button for the appropriate item and modify the fields as appro-
priate.

3. The screen will refresh allowing you to enter a Name and Description for the
activity as well as indicate whether to include the Activity on the Transcript as
either a Standard Activity (shows in the "Activities" section) or a Custom Activ-
ity (shows in the "Custom Activities" section on some transcript formats) and
make it Active.
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4.

Enter in the Activity’s information and click the Save B button when done.

Note: An Activity can be only be deleted if no students have been given that
activity. If students have already been assigned to the Activity but it is no
longer an activity, you can make it inactive by deselecting the Active checkbox.

Batch Add or Remove Activities

1.

2.

3.

4.

Counseling Module User Guide

From the Counseling module, select the Activities sub-module and click on the
Batchtab.

The screen will refresh and allow you to select the Activity and School Year
from the drop-down lists and enter a Note (optional). You can also specify
whether this Activity should show on transcripts as either a Standard Activity
(shows in the "Activities" section) or a Custom Activity (shows in the "Custom
Activities" section on some transcript formats).

Use the Batch Selector to locate the group of students to add this Activity to by
using a Saved Search, Saved Results, or selecting Search Criteria. Click Search

when you have selected your criteria.
In the list of results that appears, use the check boxes to select the students

for whom you want to add or remove the activity.
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5. Click the appropriate action button to perform the batch operation:
« Batch Add < button: allows users to batch add Activities for the specified
Activity and School Year.
» Batch Remove X button: removes the selected students from the spe-
cified Activity and School Year.
« Cancel © button: cancels the current action and returns the user to the
main Batch Activities screen.

6. SchoolTool will provide a confirmation when the operation is complete.
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Counseling > Assessments

The Assessments sub-module functions like a maintenance area, allowing users to
view, add, edit and schedule state and local exams. All NYS exams are provided for each
school year with grading scales and passing grade parameters by your SchoolTool
liaison. Local exams, such as mid-term and final exams, can be defined here, per
district. Any Assessment listed in this sub-module is accessible to all school levels and
buildings. Even local assessments are available to all users.

All assessments added here can then be tied to individual courses in the Course
Catalog, as well as to competencies in the Competency sub-module, where they are
used to help define graduation requirements.

1. To access the Assessments sub-module, click once on Assessments in the
menu at the left. The Assessments tab will appear by default, listing all the
existing state and local exams. The Schedule tab is for use with state exams
only, and is where users will designate the date and time each exam is to be
given. For all state exams, the exam name will be followed by the state-defined
“short name” as defined within SchoolTool. Exams that are added manually will
not include a short name.

Note: It is important to make sure state assessments have a scheduled date, if
applicable. The date for assessments is required for State reporting.

Add a New Local Assessment

1. Select the appropriate radio button for the exam you wish to add: Midterm or
Final. If you are adding a Final exam, select the type: State, Local or Both, from
the drop-down list.
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2. Click once on the green Add Assessment = button in the upper left corner of
the Assessments tab. The Edit Assessment tab will appear.

3. Enter assessment details. Type a free-text Name for this exam. This field is
required.

4. Choose the exam Type by clicking once in the appropriate radio button.
Depending on whether you select Midterm or Final, more options may become
available.

For a Local Midterm or Final

1. Select the exam status as Active or not. Active (checked) is the default.

Active

Include In Transcript

2. Choose to Include this exam in Transcript or not. Include (checked) is the
default.

3. Select an appropriate Grading Scale Type from the drop-down list. These grad-
ing scales are controlled by district settings.

Note: Grading Scales can be added to the list at any time. Contact your district
SchoolTool liaison for more information.

For a State Final
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—

. Select the Assessment Type from the drop-down list.
2. Select an appropriate Grading Scale Type from the drop-down list. These grad-
ing scales are controlled by district settings

Note: State assessments are automatically Active and Included in Transcripts.

3. Choose whether or not to include the assessment in the Data Warehouse
Assessment Export. This option is checked by default.

Include In Data Warehouse Assessment Export

Note: This option is only available for state final exams.

4. When you have finished adding the assessment details, click once on the green
Save @ button in the upper right corner of the Edit Assessment tab to save this
local assessment to the list of other exams.

View or Modify an Existing NYS or Local
Assessment

1. Locate the assessment to be viewed or modified by navigating to it or using
the Search box.

2. Click once on the Select » button to the left of the assessment to be viewed or
edited. The Edit Assessment tab will appear with the details displayed in edit
mode.
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Review the information.
Make any desired changes to the assessment details.
Click once on the green Save @ button to save the changes to this assess-

ment.

o ko

Schedule a State Exam

New York State requires that all state assessments be given a scheduled date. This aids
in the tracking and reporting of exam results, since some students may repeat the exam
at different times of the year. You must schedule each state exam for each building
where it is offered. If an exam is offered in the high school and middle school (i.e. Earth
Science), you must schedule it twice: once in each building.

Note: SchoolTool adds NYS Regent Assessment dates using the schedule provided by
New York State found on www.NYSED.gov. Assessment schedules are not added for
any building school levels that already have an assessment scheduled for that month.

1. From the Assessments sub-module, click once on the Scheduletab.
2. Select the school buildings where the exam will be taken.
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3. Select the school year for which you are scheduling the exam.

4. Locate the final exam to be scheduled. You can search using the drop-down
list for State, Local or Both, or type the exam name (or a key word) in the
search field.

5. To schedule the exam, click once on the green Add Schedule < button to the

right of the exam row.
6. The exam details will refresh with fields where exam date and time may be

entered.
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7. Complete the Administered Ondetails, including AM or PM.
» For the date, you may enter the date manually using the dd/mm/yyyy
format, or you may use the pop-up calendar.
» For the time, use the drop-down lists to select the hour and minute com-
binations.

8. When you have finished, click once on the green Save @ button in the upper
right corner of the tab to save the Administered On (scheduled) date and time.

Note: Some districts have specific guidelines on how the Administered On
dates are reported to New York State. It is recommended that the date entered
in this area reflect the actual administration date. If some other date (the first
day of a date range, such as Regents week, for example) is needed, an override
date may be entered by the district in the Maintenance module, not in this area.

Batch Add Assessment

Use this area to add assessments to multiple students in a single operation.

1. Select the Year, Type, and Assessment.
A. Building/School Level- Use the building and school level dropdowns
to locate the appropriate assessment schedules (assessment dates
will only include dates scheduled for the selected building/school
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level).
B. Year — can be any school year, past or present. Default is current

school year.
C. Type — State or Local. Default is State.
D. Assessment — The name of the assessment to be added based on

previously selected Type. Defaults to first item in the list.

2. Use the Batch Selector to locate the student(s) you want to Batch Add.

Page 118 of 277

Counseling Module User Guide
© 2026 Mindex Modified 3/31/2026

SchoolTool Version 23.2



3. Review the results list, select the students, and click Continue.

4. The screen will refresh displaying an entry area for each student with the
options to enter the student’s score, or check the options for absent, unscor-
able, or exempt.

Note: For years where assessment notes are enabled, a drop-down for
assessment notes will also appear. Users may enter a score, a note, or both.
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5. Enter the necessary scores and information and click Save @ when done. The
cancel button will cancel the Batch Add operation.

6. You will see a confirmation box appear indicating the number of student
records that the assessment will be added to and if you wish to continue. Click
the OK button if you are sure you want to add the assessments to the students’
records.

A. An error message may display if grading information has not been
entered in at least on of the four grading fields for all students or if an
entered grade is out of the range for that assessment.

7. You will now see a read-only screen with the list of students who it added the
assessments.

8. Use the Done €= button to return to the main Batch Add screen.
9. Repeat these steps to add additional steps to other students.
10. To verify the Assessment, locate the student, go to the Grades tab, scroll to the
bottom to locate the Exams area and you should see the Assessment that you
just Batch Added.

Note: An error message will display if grading information has not been entered
in at least one of the four grading fields or if the entered grade is out of the
range for that assessment’s grading scale. Save will not continue until these
have been resolved.
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Note: This feature is to Batch Add only. If assessments need to be removed
from student records, you will have to delete them one student at a time.

Note: The Batch Add tab is permission based. If you do not see this tab, please
contact your SchoolTool liaison.
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Counseling > Auto Grade Advancement

The Counseling > Auto Grade Advancement sub-module is where you will automatically
advance students from one grade to the next. Students should not be advanced to the
new school year until all current-year grades have been entered and the school year has
officially ended. Once students have been advanced, it is not possible for you to
reverse the advancement. Take care when setting up options and selecting students
before committing the advances.

When advancing one grade at a time, users should begin by advancing 12th grade
(graduates) and work back to 1st grade (i.e., graduate 12th graders, then move 11th
graders to 12th grade, then move 10th to 11th, and so on). If you choose to advance
students in “ascending” order (i.e., 1st to 2nd, then 2nd to 3rd, and so on), you will see
grade duplication on the screens. You will still be able to keep last year’s grades
separate from this year’s grades (i.e., last year's first graders who are now second
graders will be separated from last year’s second graders who haven’t been advanced to
third graders yet) by using the Expected Year of Graduation, but this requires the user to
know the expected year of graduation for every grade. This area can also be used to end
enrollments without advancing to another grade or graduating the students.

When using the “All” option to advance multiple grades, users should work with a single
building at a time by advancing the entire building and then using the Class Of option to
advance the highest grade in that building. The highest grade in each building will not
automatically be advanced when “All” is selected; therefore other grades must be
advanced first when using this option to avoid advancing a group of students more than
once.

This section includes general instructions as well as further detail on how to advance
specific groups of students: seniors, transitional students (from one building to
another); it also describes what to do for students who are held back.

Advancing a Group of Students
General Instructions

1. Navigate to Counseling > Auto Grade Advancementand choose In Dis-
trict or Out of District (some options may or may not be available
depending on this selection).

2. Use the pre-screen options to locate the students to be advanced.
Click “Select Students” to use the batch selector.
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Note The batch selector will also filter the results based on the options
selected on the pre-screen.

3. To advance all grades within a building school level, select “All” from
the Grade drop-down (the school level drop-down will be unavailable
when “All" is selected).

Note: Selecting “All” will advance only grades within that building;
students whose next grade is in a different building will not be
advanced. If the highest grade has not been advanced prior to
performing the auto advance for other students in that building, select
the appropriate Class Of option and manually perform the auto
advance as needed.

4. After using the pre-screen to set the appropriate options, the Auto
Advance screen opens additional options at the top and a list of stu-
dents at the bottom.

5. Specify the details for the new enrollments that will be applied to all
selected students.

A. If advancing all grades, select “Next Grade” from the Advance
to Grade drop-down. This will automatically advance all selec-
ted students to the logical next grade unless they are in the
highest grade within that building school level.

B. To advance In District students, set the auto advancement
details:

i. Select the Advance To Grade using the drop-down
fields. This field contains values for each grade and
includes an option for “Graduated” which should be
used for graduating seniors. Select “End
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Enroliments” and choose an appropriate exit code to
end students’ enrollments without graduating them
or advancing to another grade.

Note: When you select a value from this drop-down,
the screen will refresh. Additional options may
appear, or may become grayed out. Make sure you
WAIT for the system to fully refresh before
continuing.

ii. Enter the Current Enrollment End Date and Next
Enroliment Start Date. Enter the dated manually
using the mm/dd/yyyy format, or use the pop-up cal-
endar.

Keep in mind that there are rules regarding start
and end dates.

e Rule #1: The Current Enrollment End
Date and the Next Enrollment Start
Date cannot be the same.

e Rule #2: You cannot enter a Next
Enroliment Start Date for a future
date. Schooltool only allows active,
official enrollment records with a cur-
rent start date or a date in the past.
Attendance will not start until the
semester officially begins, though, so
this will not be a problem.

e Rule #3: You may not enter an End
Date and Start Date that are both
within the same school year using this
feature. Students in these situations
must be advanced manually.

iii. Select the appropriate options for Homeroom
(remove homeroom assignments, maintain existing
homerooms, or automatically assign homerooms
either randomly or alphabetically) and Counselor
(maintain or remove existing counselor assign-
ments). Homeroom and Counselor assignments are
not maintained when students change buildings,
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regardless of the options selected in either of these
fields.

Note: When advancing a group of In District
students with this feature, the Class Of, Graduation
Date, and NYS Reported Grade fields are always
rolled over from the student’s previous enrollment
record.

C. To advance Out of District students, set the auto advance-
ment details:

« Advance students (Graduate 12th graders): All selected
students will be either advanced or graduated as appro-
priate. All 12th graders will be graduated with the selec-
ted Exit Reason, and all other grades will be advanced
to the next grade.

» Advance selected students: All selected students will
be advanced to the next grade. Because these students
are not graduating, the Exit Reason field is unavailable
when this option is selected.

» Graduate selected students: All selected students will
be graduated with the selected Graduation Reason.
Because their enroliments will be ended and a new
enrollment will not be created, the Next Enrollment Start
Date field is unavailable when this option is selected.
This option should be used only when graduating a stu-
dent early.

» End Enrollments: All selected students will have their
enrollments ended using the selected Exit Reason,
without creating a new enrollment. This option should
not be used for graduating students, as graduating exit
codes are not available using this option.

Note: When advancing students in grades that do not
have a “next grade” (e.g., UGE/Ungraded Elementary,
UGS/Ungraded Secondary, Grade 14, etc.), those
students’ enrollments will not be modified. Enrollments
must be modified manually to reflect the advancement.
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6. Select the students who will be advanced using the above criteria. If
the details selected do not apply to all students in the list, scroll
through the list and deselect those who will need to be advanced with
different details. For example, several students may be held back, or
may advance to a different grade. These will need to be advanced sep-
arately.

Note: Because students with projected enrollments cannot be
advanced automatically, the list of students to be advanced hides
students with projected enrollments by default. These students can be
viewed in the list by checking the “Show students with projected
enroliments” option. Any student in the list with a projected enroliment
will be displayed in Red, and cannot be selected for advancement.

7. When you have finished and are ready to advance the students, click
once on the Advance Students @ button in the upper right corner of
the tab. The screen will refresh to display the current job details, includ-
ing its status. The results of the job, including any errors, will be dis-
played on the screen. The Job Object History is available on the Auto
Grade Advancement pre-screen, as well as from within Maintenance >
Application > Job Object History.

8. After the students have been successfully advanced the job status will
state “Completed.” Repeat these steps for each group of students until
all students have been advanced appropriately.
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Note: If you are missing any information or have selected a date which
SchoolTool cannot accept, a verification message will appear.

Advancing Specific Groups of Students:
Transitioning Students to the Next Building

Use this feature to advance students from one building in the district to the next
(for example, transitioning 6th graders to Middle School or 8th graders to High
School).

1. Navigate to Counseling > Auto Grade Advancementand select the
appropriate options to locate the students to be advanced.

2. As soon as the screen refreshes with advancement options, the list of
all students currently in the selected grade will appear. Use the check
boxes next to each student’s name to select them for advancement.

3. Set the auto advancement details:

A. Select the appropriate building and grade from the Advance
To Grade drop-down menus.

Note: After selecting the Advance to Grade value from the list,
you must wait for the screen to fully refresh before
continuing.

B. Enter the Current Enrollment End Date and Next Enrollment
Start Date. Enter the dates manually using the mm/dd/yyyy
format, or use the pop-up calendar.

Keep in mind that there are rules regarding start and end
dates.
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4.

e Rule #1: The Current Enrollment End Date and
the Next Enrollment Start Date cannot be the
same.

o Rule #2: You cannot enter a Next Enroliment
Start Date for a future date. Schooltool only
allows active, official enrollment records with a
current start date or a date in the past. Attend-
ance will not start until the semester officially
begins, though, so this will not be a problem.

 Rule #3: You may not enter an End Date and
Start Date that are both within the same school
year using this feature. Students in these situ-
ations must be advanced manually.

C. Select the appropriate options for Homeroom (remove home-
room assignments, maintain existing homerooms, or auto-
matically assign homerooms either randomly or
alphabetically) and Counselor (maintain or remove existing
counselor assignments).

Select the students who will be advanced using the above criteria.

Note: If the options selected in the top section do not apply to all
students in the list, scroll through the list and deselect those who will
need to be advanced with different details. For example, several
students may be held back, or may advance to a different grade. These
will need to be advanced separately.

When you have finished and are ready to advance the students, click
once on the Advance Students B button in the upper right corner of
the tab.

Counseling Module User Guide Page 128 of 277

SchoolTool Version 23.2

© 2026 Mindex Modified 3/31/2026



6. After the students have been successfully advanced, the job status will
display “Completed.” Repeat these steps as needed until all students
have been advanced appropriately.

Advancing (Graduating) Seniors

1. Navigate to Counseling > Auto Grade Advancementand select Grade
12 and the appropriate graduation year from the pre-screen. Use the
radio buttons to choose all students in that grade or use the batch
selector to select a specific group of students.

2. Click Search to continue. The screen will refresh with advancement
options.
3. Choose your advancement options in the top portion of the screen.
A. Select Graduated from the Advance To Gradedrop-down
field.

Note: Once you have selected an option from the list, you
must WAIT for the screen to fully refresh before continuing.

B. Set Homeroom and Counselor to “Remove” (this should be
selected by default).

C. Enter the Current Enroliment End Date . Enter the date manu-
ally using the mm/dd/yyyy format, or use the pop-up cal-
endar.

D. Select an exit reason from the Exit Reason drop-down list.
This field contains only those exit reasons which are appro-
priate for graduation. The values in this list correspond to the
NYS designated reasons for unenrollment, which are iden-
tified by the numeric codes accompanying each item in this
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list.

Note: The Exit Reason drop-down list only allows you to
select one exit reason at a time. You must advance seniors
according to earned diploma type, advancing them group by
group. For example, first advance all those graduating with a
local certificate. Then advance all those graduating with a
local diploma, then those with each type of Regents diploma,
etc.

4. Select the students who are graduating with the selected exit reason.
If the details selected do not apply to all students in the list, scroll
through the list and deselect those who will need to be advanced with
different details.

5. When you have finished and are ready to advance the seniors, click
once on the Advance Students B button in the upper right corner of
the tab.

6. After the students have been successfully advanced, the job status will
display “Completed.”

7. Repeat the above steps for the next group of seniors who are gradu-
ating with a different exit reason.

8. Continue this process until all seniors who have earned the required
credits have been advanced to graduation.

Holding Back/Failing Students (Retain in Grade)

Students who will be held back should not be advanced through the Auto Grade
Advancement sub-module. Instead, locate the student’s individual record in
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Census or Counseling, and manually update the enrollment records.

1. End the current Official Enroliment with an Exit Reason of Completed
Grade.

The Completed Grade value does not correspond to any STEP code,
resulting in a continuous enroliment record on the program service
export.

2. Create a new Official Enrollment for the same grade, same cohort, but
with a new graduation year. This ensures that the student can be
tracked and scheduled correctly, and that a corresponding STEP pro-
gram service record for the cohort year appears in the export. When
the student finally graduates/leaves this grade, the cohort year value
designates that the student has completed a grade twice.

Advance a Group of Students: General
Instructions

1. Navigate to Counseling > Auto Grade Advancementand choose In District or
Out of District (some options may or may not be available depending on this

selection).
2. Use the pre-screen options to locate the students to be advanced. Click “Select

Students” to use the batch selector.

Note The batch selector will also filter the results based on the options
selected on the pre-screen.

3. To advance all grades within a building school level, select “All” from the Grade
drop-down (the school level drop-down will be unavailable when “All” is selec-
ted).
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Note: Selecting “All” will advance only grades within that building; students
whose next grade is in a different building will not be advanced. If the highest
grade has not been advanced prior to performing the auto advance for other
students in that building, select the appropriate Class Of option and manually
perform the auto advance as needed.

4. After using the pre-screen to set the appropriate options, the Auto Advance
screen opens additional options at the top and a list of students at the bottom.

5. Specify the details for the new enrollments that will be applied to all selected
students.

A. If advancing all grades, select “Next Grade” from the Advance to
Grade drop-down. This will automatically advance all selected stu-
dents to the logical next grade unless they are in the highest grade
within that building school level.

B. To advance In District students, set the auto advancement details:

i. Select the Advance To Grade using the drop-down fields.
This field contains values for each grade and includes an
option for “Graduated” which should be used for graduating
seniors. Select “End Enrollments” and choose an appropriate
exit code to end students’ enrollments without graduating
them or advancing to another grade.

Note: When you select a value from this drop-down, the
screen will refresh. Additional options may appear, or may
become grayed out. Make sure you WAIT for the system to
fully refresh before continuing.

ii. Enter the Current Enrollment End Date and Next Enroliment
Start Date. Enter the dated manually using the mm/dd/yyyy
format, or use the pop-up calendar.

Keep in mind that there are rules regarding start and end
dates.
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C.

Counseling Module User Guide
SchoolTool Version 23.2

e Rule #1: The Current Enrollment End Date and
the Next Enrollment Start Date cannot be the
same.

e Rule #2: You cannot enter a Next Enrollment
Start Date for a future date. Schooltool only
allows active, official enrollment records with
a current start date or a date in the past.
Attendance will not start until the semester
officially begins, though, so this will not be a
problem.

 Rule #3: You may not enter an End Date and
Start Date that are both within the same
school year using this feature. Students in
these situations must be advanced manually.

iii. Select the appropriate options for Homeroom (remove home-
room assignments, maintain existing homerooms, or auto-
matically assign homerooms either randomly or
alphabetically) and Counselor (maintain or remove existing
counselor assignments). Homeroom and Counselor assign-
ments are not maintained when students change buildings,
regardless of the options selected in either of these fields.

Note: When advancing a group of In District students with
this feature, the Class Of, Graduation Date, and NYS
Reported Grade fields are always rolled over from the
student’s previous enrollment record.

To advance Out of District students, set the auto advancement
details:

« Advance students (Graduate 12th graders): All selected stu-
dents will be either advanced or graduated as appropriate. All
12th graders will be graduated with the selected Exit Reason,
and all other grades will be advanced to the next grade.

» Advance selected students: All selected students will be
advanced to the next grade. Because these students are not
graduating, the Exit Reason field is unavailable when this option
is selected.

» Graduate selected students: All selected students will be gradu-
ated with the selected Graduation Reason. Because their enroll-
ments will be ended and a new enrollment will not be created,
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the Next Enrollment Start Date field is unavailable when this
option is selected. This option should be used only when gradu-
ating a student early.

» End Enrollments: All selected students will have their enroll-
ments ended using the selected Exit Reason, without creating a
new enrollment. This option should not be used for graduating
students, as graduating exit codes are not available using this
option.

Note: When advancing students in grades that do not have a
“next grade” (e.g., UGE/Ungraded Elementary, UGS/Ungraded
Secondary, Grade 14, etc.), those students’ enrollments will not
be modified. Enrollments must be modified manually to reflect
the advancement.

6. Select the students who will be advanced using the above criteria. If the details
selected do not apply to all students in the list, scroll through the list and
deselect those who will need to be advanced with different details. For
example, several students may be held back, or may advance to a different
grade. These will need to be advanced separately.

Note: Because students with projected enrollments cannot be advanced
automatically, the list of students to be advanced hides students with
projected enrollments by default. These students can be viewed in the list by
checking the “Show students with projected enroliments” option. Any student
in the list with a projected enroliment will be displayed in Red, and cannot be
selected for advancement.
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7. When you have finished and are ready to advance the students, click once on
the Advance Students B button in the upper right corner of the tab. The screen
will refresh to display the current job details, including its status. The results of
the job, including any errors, will be displayed on the screen. The Job Object
History is available on the Auto Grade Advancement pre-screen, as well as
from within Maintenance > Application > Job Object History.

8. After the students have been successfully advanced the job status will state
“Completed.” Repeat these steps for each group of students until all students
have been advanced appropriately.

Note: If you are missing any information or have selected a date which
SchoolTool cannot accept, a verification message will appear.

Advance (Graduate) a Group of Seniors

1. Navigate to Counseling > Auto Grade Advancementand select Grade 12 and
the appropriate graduation year from the pre-screen. Use the radio buttons to
choose all students in that grade or use the batch selector to select a specific
group of students.

2. Click Search to continue. The screen will refresh with advancement options.
3. Choose your advancement options in the top portion of the screen.
A. Select Graduated from the Advance To Gradedrop-down field.

Note: Once you have selected an option from the list, you must WAIT
for the screen to fully refresh before continuing.

B. Set Homeroom and Counselor to “Remove” (this should be selected
by default).

C. Enter the Current Enrollment End Date . Enter the date manually using
the mm/dd/yyyy format, or use the pop-up calendar.

D. Select an exit reason from the Exit Reason drop-down list. This field
contains only those exit reasons which are appropriate for graduation.
The values in this list correspond to the NYS designated reasons for
unenrollment, which are identified by the numeric codes
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accompanying each item in this list.

Note: The Exit Reason drop-down list only allows you to select one
exit reason at a time. You must advance seniors according to earned
diploma type, advancing them group by group. For example, first
advance all those graduating with a local certificate. Then advance all
those graduating with a local diploma, then those with each type of
Regents diploma, etc.

4. Select the students who are graduating with the selected exit reason. If the
details selected do not apply to all students in the list, scroll through the list
and deselect those who will need to be advanced with different details.

5. When you have finished and are ready to advance the seniors, click once on the
Advance Students @ button in the upper right corner of the tab.

6. After the students have been successfully advanced, the job status will display
“Completed.”

7. Repeat the above steps for the next group of seniors who are graduating with a
different exit reason.

8. Continue this process until all seniors who have earned the required credits
have been advanced to graduation.

Advance Transitional Students to the Next Building

Use this feature to advance students from one building in the district to the next (for
example, transitioning 6th graders to Middle School or 8th graders to High School).

1. Navigate to Counseling > Auto Grade Advancementand select the appropriate
options to locate the students to be advanced.
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2. As soon as the screen refreshes with advancement options, the list of all stu-
dents currently in the selected grade will appear. Use the check boxes next to
each student’s name to select them for advancement.

3. Set the auto advancement details:

A. Select the appropriate building and grade from the Advance To Grade
drop-down menus.

Note: After selecting the Advance to Grade value from the list, you
must wait for the screen to fully refresh before continuing.

B. Enter the Current Enrollment End Date and Next Enrollment Start Date.
Enter the dates manually using the mm/dd/yyyy format, or use the
pop-up calendar.

Keep in mind that there are rules regarding start and end dates.

e Rule #1: The Current Enrollment End Date and the Next
Enroliment Start Date cannot be the same.

» Rule #2: You cannot enter a Next Enroliment Start Date
for a future date. Schooltool only allows active, official
enrollment records with a current start date or a date in
the past. Attendance will not start until the semester
officially begins, though, so this will not be a problem.

» Rule #3: You may not enter an End Date and Start Date
that are both within the same school year using this fea-
ture. Students in these situations must be advanced
manually.

C. Select the appropriate options for Homeroom (remove homeroom
assignments, maintain existing homerooms, or automatically assign
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homerooms either randomly or alphabetically) and Counselor (main-
tain or remove existing counselor assignments).
4. Select the students who will be advanced using the above criteria.

Note: If the options selected in the top section do not apply to all students in
the list, scroll through the list and deselect those who will need to be advanced
with different details. For example, several students may be held back, or may
advance to a different grade. These will need to be advanced separately.

5. When you have finished and are ready to advance the students, click once on
the Advance Students B button in the upper right corner of the tab.

6. After the students have been successfully advanced, the job status will display
“Completed.” Repeat these steps as needed until all students have been
advanced appropriately.

Hold a Student Back (Fail a Student)

Students who will be held back should not be advanced through the Auto Grade
Advancement sub-module. Instead, locate the student’s individual record in Census or
Counseling, and manually update the enrollment records.

1. End the current Official Enrollment with an Exit Reason of Completed Grade.

The Completed Grade value does not correspond to any STEP code, resulting
in a continuous enrollment record on the program service export.

2. Create a new Official Enrollment for the same grade, same cohort, but with a
new graduation year. This ensures that the student can be tracked and sched-
uled correctly, and that a corresponding STEP program service record for the
cohort year appears in the export. When the student finally graduates/leaves
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this grade, the cohort year value designates that the student has completed a
grade twice.

Reviewing the Auto Advance Job Object History

On the main Auto Grade Advancement 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 Auto Grade Advancement pre-screen and contains
information about all auto advance jobs performed here. 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.

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
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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. ltems may
appear to be removed from this list as they are archived from within Maintenance.
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Counseling > Batch Edit Schedule

The Batch Edit Schedule sub-module allows you to modify student schedules in batch
mode by adding dropping, withdrawing, or switching courses for multiple student
schedules at one time. It also allows users to move course sections that already include
students to different semesters, periods, or cycle days.

Batch Edit Student Schedules

This option allows users to add, drop, withdraw, or switch courses for a group of
students. The actions can be for today’s date or a date in the future. This feature utilizes
the Batch Selector to locate the groups of students.

All schedule changes follow guidelines that must be followed as if the course is being
modified on an individual student’s schedule from within Counseling. This includes:

» Enforcement of headcounts, taking into account the scheduling threshold. If there
are any headcount violations, then no transactions go through for any student.
Headcount limitations are ignored for pending operations.

« If a student fails on any one transaction, for any reason (conflict, etc.) that student
will receive none of the listed schedule-change operations.

» For each transaction, the validation process will display a list of students where
the transaction failed.

» Note: The Batch Edit Schedule uses a validation process when using the check
mark or save buttons, please be patient during this process and wait until it
reaches 100%.

1. From within the Counseling module, select the Batch Edit Schedules
sub-module from the menu at the left.

2. Select the Building level where the students are located.

3. If you have access to both options in this area (Edit Student Schedules
and Move Course Sections), the "Edit Student Schedules" option will be
selected by default.
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Batch Add a Course(s) to Multiple Students’
Schedules

1. The batch selector (advanced search) screen will appear with the current
school year selected.

2. Use the batch selector to locate a group of students who you want to work with
to add a course(s). Use the checkboxes to select the appropriate students and
click Continue.

3. Select the appropriate radio button for the Effective Date for this action. Today
is the default or you can select the On radio button and enter a date in the
future using the mm/dd/yyyy format or the pop-up calendar.

4. Select the Action by using the drop-down list of available actions. Select Add
Course.

5. The screen will refresh with a drop down list of all available courses. Use the
drop downs to select a Period and a Course to add.

6. The screen will refresh to show details about the selected course section.
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7. Click once on the Update & button. The course you selected now appears on
the screen . Use the drop-down to perform another action.

8. Use the check mark button vto verify the action before committing to a save
or you can just save.

A. If you use the check mark  button, the validator will appear and
begin to process the records one at a time. You must wait for the val-
idation process to complete. When it completes, it will display the res-
ults.

B. If you use the Save @ button, you will get a warning message. Click
OK if you are sure you want to save these schedule changes. The save
button will also run the validation tool and you will have to wait until it

completes.
9. You can now go to a student’s record that was just changed to verify that the

courses were added to the schedule.

Batch Drop/Withdraw/Switch a Course(s) from
Multiple Students’ Schedules

1. The batch selector (advanced search) screen will appear with the current
school year selected.

2. Use the batch selector to locate a group of students who you want to work with
to add a course(s). Use the checkboxes to select the appropriate students and
click Continue.
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. Select the appropriate radio button for the Effective Date for this action. Today
is the default or you can select the On radio button and enter a date in the
future using the mm/dd/yyyy format or the pop-up calendar.

. Select the Action by using the drop-down list of available actions. Select
Drop/Withdraw/Switch.

. The screen will refresh with a drop down list of all available courses. Use the
drop down arrow to select the period and course that you would like to modify.
Select the procedure - drop, withdraw, or switch. If you used a projected date
for the Effective Date field, that date will appear on this screen.

. After selecting a period and course, the screen will refresh to show details
about that section.

. Click once on the Update & button. The course you selected now appears on
the screen in read-only mode. You can Edit [ this action, or you may select
another action to perform.

. Use the check mark + button to verify the action before committing to a save
or click Save B to continue without validating.
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A. If you use the check mark  button, the validator will appear and
begin to process the records one at a time. You must wait for the val-
idation process to complete. When it completes, it will display the res-
ults.

B. If you use the Save @ button, you will get a warning message. Click
OK if you are sure you want to save these schedule changes. The save
button will also run the validation tool and you will have to wait until it
completes.
9. You can now go to a student’s record that was just changed to verify that the
course was switched in the schedule.

Remove Pending Schedules from Multiple
Students

1. The batch selector (advanced search) screen will appear with the current
school year selected.

2. Use the batch selector to locate a group of students who you want to work with
to add a course(s). Use the checkboxes to select the appropriate students and
click Continue.

3. Select the appropriate radio button for the Effective Date for this action. Today
is the default, or you can select the On radio button and enter a future date
using the mm/dd/yyyy format or the pop-up calendar.

4. Select the Action by using the drop-down list of available actions. Select
Remove Pending Schedules.

Counseling Module User Guide Page 145 of 277
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



5. Click once on the Update button. The screen will refresh with Remove Pending
Schedule selected.

6. Click the Update & button to confirm this action. The screen will refresh to
show Remove Pending Schedule in the list of actions to be performed.

7. Use the check mark button to verify the action before committing to a save or
click Save @ to continue without validating.
A. If you use the check mark  button, the validator will appear and
begins processing the records one at a time. You must wait for the val-
idation process to complete before it will display the results.

B. If you use the Save B button, you will get a warning message. Click
OK if you are sure you want to save these schedule changes. The save
button will also run the validation tool and you will have to wait until it

completes.
8. You can now go to a student’s record that was just changed to verify the

changes were successful.
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Move Course Sections

1. Use the Move Course Sections area to move sections (and any students
assigned to those sections) to different semesters, periods, and/or cycle days.

2. To begin, select the Move Course Sections radio button.

3. The screen will refresh to display drop-downs for Period and Course.

4. Use these drop-downs to locate the first section you wish to move, then click
the Add 4 button.

5. Arow will appear for the section that was just added. Use the options to select
the new start/end periods, cycle days, and/or semesters for that section.
Repeat this process as needed until all section changes have been entered.

7. Once all changes have been entered, click the Save | button to begin pro-
cessing your changes. SchoolTool will attempt to process all schedule
changes and will display a confirmation message after all changes are com-
plete (or, if the changes cannot be processed, will provide an indication of any
issues or conflicts).

» Possible conflicts include the following:

« Attendance data exists for a section (one or more sections cannot
be moved because attendance data exists for one or more students
in those sections)

» Marking period or progress report grading data exists for a section
(marking period or progress report grades have been submitted for
one or more students in those sections)

» Grade book assignments exist for a section (grade book assign-
ments have been created for that section)

« Student schedule conflicts exist for a section (one or more of the
moves would result in schedule conflicts for students in these sec-
tions)

o
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Counseling > Batch Enrollment Edit

The Batch Enrollment Edit sub-module allows users to modify any enrollment record
field for a group of students in a single operation. Edits can be made to the most recent
official enrollment (regardless of whether or not the enroliment is current) or to any
selected alternate enrollments.

Note: Individual permissions exist for each field on the enrollment record. Users will only
be able to modify fields for which they have edit rights.

Note: The Job History shown on the main Batch Enrollment Edit screen only contains
information related to Alternate Enrollment edits.

Edit Official Enrollment

1. To begin, navigate to Counseling > Batch Enrollment Editand select
Edit Official Enroliment.

2. Use the batch selector to locate the appropriate students.
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3. After selecting students, click Continue and choose an enroliment field
to modify for those students. Additional options may be displayed,
depending on the field selected.

4. Make the desired selections in the available fields then click Submit.

5. A pop-up will appear asking if you are sure. Click Confirm to update
the enrollment records or Cancel to return to the previous screen.

6. Once the operation is complete, a confirmation message will display
to indicate the number of successful changes. Any errors will also be
indicated, and all students (names and IDs) who could not be updated
will be listed below the message(s).

Important Note: Modifications made from this area will permanently
modify students’ enrollment records. Please remember that these
changes do not start a new enrollment record but simply modify the
most recent enrollment record (regardless of whether or not the
enrollment is current).

Edit Alternate Enrollment

1. To begin, navigate to Counseling > Batch Enroliment Editand select
Edit Alternate Enrollment.
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2. Use the batch selector to locate the appropriate students.

3. After selecting students, click Continue. On the next screen locate the
specific alternate enrollment records being edited.

e The Current Official Enrollment and Alternate Enrollment fields
default to the first choice in the list. If a preference has been set,
these fields will default to the building and school level

configured in Preferences. The School Year defaults to the
current school year.

« [f alternate enrollments that already have end dates should be
included, check the "Include Ended Alternate Enrollments” box.

4. Make the desired selections for Current Official Enrollment and
Alternate Enrollment.

If the School Year is changed or the Include Ended Alternate
Enrollments box is checked, click Search to refresh the records list.

5. Check the records that should be adjusted and click Continue.
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6. On the next screen, choose an enrollment field to modify for those
students. Additional options may be displayed, depending on the field
selected.

Note: If an exit reason

Make the desired selections in the available fields then click Submit.

7. A pop-up will appear asking if you are sure. Click Confirm to update
the enrollment records or Cancel to return to the previous screen and
make different selections.

8. Once the operation is complete, the job will expand to show the
number of students that were impacted and any errors.
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Batch Edit Official Enrollment

1. To begin, navigate to Counseling > Batch Enrollment Editand select Edit
Official Enrollment.

2. Use the batch selector to locate the appropriate students.

3. After selecting students, click Continue and choose an enrollment field to

modify for those students. Additional options may be displayed, depending on
the field selected.

4. Make the desired selections in the available fields then click Submit.

5. A pop-up will appear asking if you are sure. Click Confirm to update the
enrollment records or Cancel to return to the previous screen.
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6. Once the operation is complete, a confirmation message will display to
indicate the number of successful changes. Any errors will also be indicated,
and all students (names and IDs) who could not be updated will be listed below
the message(s).

Important Note: Modifications made from this area will permanently modify
students’ enrollment records. Please remember that these changes do not
start a new enrollment record but simply modify the most recent enrollment
record (regardless of whether or not the enroliment is current).
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Batch Edit Alternate Enrollment

1. To begin, navigate to Counseling > Batch Enrollment Editand select Edit
Alternate Enrollment.

2. Use the batch selector to locate the appropriate students.

3. After selecting students, click Continue. On the next screen locate the specific
alternate enrollment records being edited.

e The Current Official Enroliment and Alternate Enrollment fields default to
the first choice in the list. If a preference has been set, these fields will
default to the building and school level configured in Preferences. The
School Year defaults to the current school year.

« |If alternate enrollments that already have end dates should be included,
check the "Include Ended Alternate Enrollments" box.
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4. Make the desired selections for Current Official Enrollment and Alternate
Enrollment.

If the School Year is changed or the Include Ended Alternate Enrollments box is
checked, click Search to refresh the records list.

5. Check the records that should be adjusted and click Continue.

6. On the next screen, choose an enrollment field to modify for those students.
Additional options may be displayed, depending on the field selected.

Note: If an exit reason

Make the desired selections in the available fields then click Submit.

7. A pop-up will appear asking if you are sure. Click Confirm to update the
enrollment records or Cancel to return to the previous screen and make
different selections.
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8. Once the operation is complete, the job will expand to show the number of
students that were impacted and any errors.
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Counseling > Batch Post Grad Plan

The Counseling > Batch Post Grad Plan allows users to add or remove Post Graduate
Plan notes for a group of students.

BATCH POST GRAD PLAN

@

I> Batch Add Post Grad Plan
B> Batch Remove Post Grad Plan

Show jobs from previous: |1 Month v
Description |status |start Time |End Time
Batch Add Post Grad Plan |completed  [5/28/2020 11:10°-30 AM |5r29/2020 11:10:30 AM
&Show Results
Batch Remove Post Grad Plan [completed  [5/28/2020 112232 AM 512812020 11:22:32 AM

&Show Results

Batch Add Post Grad Plan

1. To batch add Post Graduate Plans from a group of students, click Batch Add
Post Grad Plan and use the batch selector to specify the appropriate students.

2. Enter information in each field as appropriate to add this post graduate plan to
the selected students. Click the Add < button to add.

BATCH ADD POST GRAD PLAN

¥~

Plan: [Attend 4-year college in NYS ~

Notes: el

3. The job will process and will display a confirmation and, once complete, any
errors that occurred.

Batch Remove Post Grad Plan

1. To batch remove Post Graduate Plans from a group of students, click Batch
Remove Post Grad Plan and use the batch selector to specify the appropriate
students.

2. Enter criteria used to locate the records to be deleted from those students.

» Check the “Most Recent Record Only” option to match this criteria to only
the most recent record for students with multiple Post Graduate Plan
records.

« If afield is left blank on this screen, the matches will include any records
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with no value in that field.

BATCH REMOVE POST GRAD PLAN

Find records that match the following [ most Recent Record Only

v Ry

~]

Plan: [ANY
To [5/29/2020

Update Received: From \5#112020

4

Notes:

3. Click Check + to review the job operation (this will perform a validation and
provide information on any potential errors without committing changes).

BATCH REMOVE POST GRAD PLAN
2 . 1d2
Find records that match the following [0 most Recent Record Only
Plan: [ANY ~|
Update Received: From [5/1/2020 To [5/29/2020 source: [ ]
Notes: 2
fescription Etatus |Start Time End Time )
Patch Remave Post Grad Plan \Completed ‘54‘291'2020 11:22:32 AM |5/29!2020 11:22:32 AM
gHide Results

Ealch Remove Post Graduate Plan Validation:
o = =0 J

4. Click Delete ¥ to perform the batch remove operation. Click OK to confirm and
process the job, permanently removing all post graduate plans meeting the cri-

teria specified above.

Batch Post Grad Plan Job Object History

On the main Batch Post Grad Plan sub-module screen, users can view job history from a
list of all batch actions performed from within this sub-module. The list shows the job

Description, Status, Start Time and Finish Times for each job.

BATCH POST GRAD PLAN
@

> Batch Add Post Grad Plan
[ Batch Remove Post Grad Plan

Show jobs from previous: |1 Menth ~

|End Time

Description |status |start Time

Batch Add Post Grad Plan |completed  [5/29/2020 11:10:30 AM 512912020 11:10:30 AM
SShow Results

Batch Remove Post Grad Plan [completed  [5/28/2020 112232 AM [5r29/2020 11:22:32 AM

&Show Results

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

Description |Status |start Time |End Time
Batch Remove Post Grad Plan |completed  [5/28/2020 11:29:14 AM 512812020 11:29:14 AM

&pShow Resulis

The details are specific to each particular job, and will indicate the number of success
and failures, as well as error messages for any failures.

Description |status |start Time |End Time
Batch Remove Post Grad Plan |Cnmpleted |5f29/2020 11:29:14 AW |5ﬂ291‘2020 11:29:14 AM
4pHide Results

Batch Remove Post Graduate Plan Validation:
Student 3 of 3 (100%) Success = 3 Failures = 0

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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Counseling > Competency

The Competency sub-module is where Counselors can tie assessments to subject-
matter graduation requirements. Use this sub-module as a maintenance and reference
area, where competency requirements can be created and reviewed.

From within the Counseling module, select the Competency sub-module from the menu

at the left. The Competency tab will open.

COMPETENCY

* ¢

Competency

Active

SATI

Yes

Math

Yes

A

ELA

Yes

Social Studies

Yes

Science

Yes

Note: If any competencies exist, they will display in a list under the heading line for
Competency/Rank/Active.

Add a New Competency

1. Click once on the green Add < button in the upper right corner of the Com-
petency tab. The tab will refresh with fields for Competency and Rank, and a
tab for Yearly Information.

COMPETENCY

[Competency: ’—|
Rank: |1

E Active

YEARLY INFORMATION

2019-2020 »

A
|ACT Composite

S

Heg

2. Enter the name of the Competency into the free-text field. Competency name is

required.

3. Enter the numeric Rank into the free-text field. (This is used for sorting com-
petencies in a list.)
4. The Active check box will default to Active; deselect Active by clicking once if

desired.

5. Enter Yearly Information details:

A. Use the year drop-down list to select the school year that this com-
petency will be valid for.
Use the Assessments drop-down field to select the name(s) of the
exam(s) which is required to satisfy this competency:
Click once on the green Add Assessment = button to the right of the
drop-down field to add this exam to the list of requirements for this

B.

C.

Counseling Module User Guide
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6. Repeat steps 1-6 until all required exams have been added.
7. Click once on the green Save @ button in the upper right corner of the Com-
petency tab to save this Competency.

COMPETENCY
O
[Competency: W‘
Rank: |1
B Active

YEARLY INFORMATION

A
[ACT English Test VP

8. The tab will refresh to show the new competency in the list.

Note: To later use competency information, locate a student in the Counseling
module, and review their Grades tab information. When Exams are added or
graded in that area, a guidance counselor or administrator can designate a
student as exempt from the exam, or they can select the appropriate
competency satisfied by the exam.

Exams @
Score:
ACT Composite [ Absent
Schoo Olunscorable
Date ) Exempt
] @ Include in transcript Taken in English
) summer school Language\ English ~
Transferred in

Competency | Select One v
With modifications

Hide details

Edit an Existing Competency

1. Click once on the Edit [#' button to the left of the Competency name.

COMPETENCY

W U

(Competency Rank Active
SAT | 1 Yes
Iath 1 Yes

1

1

1

1

)

e

N

ELA Yes
Social Studies [Yes

e e

Science
ACT English

Yes
Yes

2. The Competency tab will refresh with details of the selected competency in
edit mode.

COMPETENCY

competency:
Rank: [0
Active

YEARLY INFORMATION

A
|ACT English Test ~ P
$€ ACT English Test

He

3. Make any required changes to the Competency name, Rank, Active status, or
Yearly Information, including adding new Assessments or deleting existing
Assessments.
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4. Click once on the green Save B button in the upper right corner of the tab to
save your changes.

Note: Changes made here automatically “trickle down” to student records
where competencies are in use.
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Counseling > Course History

The Course History sub-module allows users to view the full course history for a given
year, including schedule changes, for all students and courses.

Important Note: Users should exercise caution when making any changes to the data on
this screen. Changes to data here are permanent, and will have impact throughout
SchoolTool in areas such as attendance letters, data warehouse, and other views and
reports. Also note that changes to one row of data may not be reflected in other rows.

To review Course History:

1. Select the desired building, school level, and school year (the school year drop-
down contains any year for which a locked master schedule exists for the selec-
ted building/school level).

2. Specify a department and/or individual course to limit the results to only those

courses.
3. Choose the students for whom you wish to review course history (choose

whether to search all, a single grade, a single counselor, or specific students
using the batch selector).

A. When a user clicks the Select Students option, the screen will refresh
to show a batch selector. Select the appropriate terms to locate
students (or click Cancel © to return to the main screen).
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B. Once students are selected, the radio button will show “Selected
Students” (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 Al

) Name: |

® 10 Selected Students

[ ‘ New Search ‘ ‘ Modify Search ﬂ

4. Set the Max Results value if needed. This value is set to 500 by default to
improve performance on this screen. Numbers over 500 may cause per-
formance delays when loading results or performing operations on this page. If
too many records are found when the user clicks Search, an error will appear; if
this occurs, use the filters to narrow the search and try again.

5. Click the Searchbutton to view the course history. The results will display at the
bottom of the screen.

6. Users with the appropriate permissions may be able to edit or delete certain
rows in the course history results. Only some rows may be modified or deleted,
depending on the data that row represents.

A. An Edit [# button will appear for rows containing fields that can be
modified:

« Start Date: When editable, modifying the start date will change
the effective date for that row. Note that this field may be blank
for past switches, and will not be modifiable in that case.

» End Date: This can be modified unless the course is currently on
the student’s schedule or if the exit reason is “Enrollment End.”
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» Exit Reason: This can only be modified if the Exit Reason is a
drop or withdrawal reason.

B. A Delete ¥ button will appear for rows that can be deleted:

» Switches: These rows can be deleted if the section does not con-
tain any type of grade information (e.g., grade book assign-
ments, marking period grades, assessment grades, etc.). When
the row is deleted, SchoolTool will have no history of the stu-
dent’s having been in the removed section. This cannot be
undone or re-added, and will also have impact on attendance
policy letters and other areas throughout SchoolTool.

» Dropped courses: These too can be deleted if the section does
not contain any type of grade information (e.g., grade book
assignments, marking period grades, assessment grades, etc.).
Attendance data will also be removed from any dropped course
that is deleted. Again, this will have impact on other areas
throughout SchoolTool.

« Withdrawn courses: These cannot be deleted. If the user has
Edit rights, however, the withdrawal can be changed to a drop,
which can then be deleted according to the rule for dropped
courses.

7. Users with edit rights can also batch edit the start date for multiple records at
one time:

A.

B.

Counseling Module User Guide
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Click the Edit [# button in the Start Date column heading.

The screen will refresh to display the column in edit mode. Use the
check boxes to specify which rows should be modified.

Enter the appropriate dates to change or use the Copy [l button to
apply the same date to all checked rows. If using the Copy feature,
click Copyll then enter the desired date in the pop-up dialog when
prompted and click OK.
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D. Once all changes have been entered, click the Save @ button to apply
the changes.

8. Click the Print @& icon to view a printable report of the results. The report will
respect any on-screen sorting.
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Counseling > CTE Programs

The Counseling > CTE Programs sub-module is used to assist districts in configuring
CTE program groups. A CTE Program group consists of a primary CTE course that
contains push-in courses and assessment groups (where one assessment score is
calculated based on other assessment scores). Grading is handled with a behind-the-
scenes, customized procedure.

Program Groups

To define a program group, navigate to the Counseling > CTE Programs > Program
Groups tab.

1. Click the Add < button to create a new Program Group (to modify an existing
Program Group, click the Edit [# button for the appropriate group).

2. Select a CTE Course using the department and course drop-downs.

3. Inthe grid below, use the dropdowns to select one or more push-in courses.
Click the Add = button to add more rows to the grid. Remove push-in courses
using the Delete X button as needed.

4. Click the Save @ button in the upper right corner when you are finished to apply
these changes.

Assessments

Multiple assessments may be assigned to the calculated assessment that is defined in
the course catalog. To assign assessments, navigate to the Counseling > CTE
Programs > Assessments tab. The calculated assessment will be used for all CTE
Program course grading according to customized CTE grading calculations.
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1. Select the school year for which the calculated assessment should be defined
and click Add < to specify a calculated assessment.

2. Select the appropriate local exam to be used as the calculated assessment
score for CTE courses and specify the Percent of Final Average value (this per-
cent will override any percentage defined for that exam in the course catalog).

3. To add an assessment to be included in the calculated assessment score, click
the Add <4 button, select an assessment from the drop-down and assign a cat-
egory for the assessment.

4. Continue adding assessments as needed until all associated assessments
have been added.

5. Once saved, the calculated assessment score will be calculated based on the
average of all associated assessments. This calculated assessment value will
be used for the defined percent of the student’s final CTE program grade.

Note: All assessments (the calculated assessment as well as any individual
associated assessments) must be linked to the course in the course catalog.

Override Grades

The Override Grades tab allow users to manually override submitted marking period
averages and/or grade book subject averages. To view a list of students in a particular
CTE Program Group, use the filters at the top of the screen to specify criteria and click
the Refresh & button to update the list.
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To override any grade, click the Edit (@ button for the appropriate course or subject and
enter the override average. Click Save [@ button to apply the change.

Note: Because average calculations run from the Calculate Tab will overwrite any
average overrides, these values should be entered after all calculation jobs have been
completed.

Calculate

The Calculate tab allows users to manually trigger average calculations for CTE
Program Groups. This will overwrite existing marking period grades and any subject
grades that have already been generated using this tab.

To use this feature, select a calculation type (Marking Period or Assessment) and use
the filters to select the program group(s) to be included in the calculation job. Click the
Calculate f@ button to trigger the job. A warning will appear; click OK to confirm the
operation.

Once the selected calculation job has been triggered, a confirmation message will
appear. The job may take several minutes to run before it is complete.
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Counseling > Grade Search

This is where you can generate lists of students whose grades (or averages) meet
certain criteria. For example, use Grade Search to see students who may be failing, or to
determine eligibility for scholastic awards or sports participation. Users may also use
Grade Search to monitor teachers and see which faculty has students who are failing, or
review how teachers are grading students from marking period to marking period.

1. From within the Counseling module, select the Grade Searchsub-module from
the menu at the left. The Grade Search tab will open.
2. Select the search type:

» Grade — Allows users to locate students who meet the specified criteria
for either marking period grades, progress report grades, in progress
course averages, final course averages, or withdrawn courses. These
options locate students with either a specific grade or grade range, spe-
cific grade note(s), or those who have not received a grade. If the district
uses skill set grading, users can also search for students who have
received specified grades for the specified skill(s).

GRADE SEARCH

® Grade  Ineligible . Assessment © Comment

'® Marking Period
) Progress Interval

Building
School Level
School Year
Marking Period

) In Progress Average
) Final Average
 Withdraw

® Grading Scale Range

'~ Grade Note
' No Grade

Filters
Teacher: | ALL v |[ALL v
Course: \ALL v ||ALL

Student: @ Active Enroliments
‘~ Ignore Enroliments
 Advanced Search

Note: Options which appear in the Grade Note drop-down are defined by
the district. If you have values in the drop-down that are not used, or need
additional values to be added to the list, contact your SchoolTool liaison
for support.

« Ineligible — Allows users to locate students who have received the selec-
ted grade note(s) a specified number of times for the selected marking
period or progress report, or for a final course average, as well as stu-
dents who had failing averages during the selected grading interval.
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GRADE SEARCH

© Grade ® Ineligible ) Assessment © comment

Building Mindex HS v
School Level | High School ¥
School Year 2018-2019 ~

'® Marking Period
'~ Progress Interval

' Final Average
. Marking Period

Grade Notes
None -
Audit Number of Times at Least
Excellent 1
Fail -
Filters

Teacher: |ALL v ][ALL v

Course: |ALL v HALL

Student: ® Active Enroliments
 Ignore Enroliments
' Advanced Search

Note: If you do not select any Grade Notes, Grade Search will locate
students with failing grades.

» Assessment — Allows users to locate students who have received an
assessment score within the designated range or who received an
assessment note for either a final exam, midterm, 3-8 assessment, or
user defined assessment.

GRADE SEARCH

© Grade © Ineligible ® pssessment © comment
® Finals School Year | 2019-2020 v
© Migterms Date Taken | 3

© 3.8 Assessments © Grading Scale Range -
O User Defined Assessments ' Assessment Note

Filters
Assessment: ® |ocaland State ' Local - State
Course: o a

' Select

Student: ® Active Enroliments
‘' Ignore Enroliments
' Advanced Search

« Comment — will search for students who have the comment that you

entered.
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GRADE SEARCH

) Grade  Ineligible . Assessment ® Comment

Building
'® Marking Period School Level
'~ Progress Interval Schaol Year

Marking Period

comment |4

Filters
Teacher: | ALL v |[ALL v

Course: \ALL v ||ALL

Student: ® Active Enroliments
“ Ignore Enreliments
= Advanced Search

You must type in the comment or key word then click the Add < button to
add the comment to the search criteria.

3. Define any additional filters at the bottom of the screen. These may vary
depending on the type of search and other options.
4. Define the students to include in the search (this may be all students with act-
ive enrollments, all students independent of enroliment status, or criteria spe-

cified using the advanced search batch terms).
5. Click the Search button to return a list of results. To print the Grade Search

report, click the Print & icon at the top of the results.
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Counseling > Graduation Requirements

The Graduation Requirements area is the default area when accessing the Counseling >
Graduation Requirements sub-module.

GRADUATION REQUIREMENTS

Cohort Year: [2019-2020 v Import From Cohort Year: [2016-2019 v | (ISP

Course Areas:

o Name: [T credits: [T Rank: i

[ IName [Credits [Rank Active

ey

(Assessment Areas:

o Name: [T credis: [0 Rank: il

\ \Name \Credils |Rank |Ar:live

Prior Graduation Requirements

Note: Districts who were using the previously existing Graduation Requirements area
may still access the legacy feature using the “Prior Graduation Requirements” link at the
bottom of the Graduation Requirements screen.

1. To specify graduation requirements for a given year, navigate to the Coun-
seling > Graduation Requirements sub-module and select the Cohort Year for
which these requirements should be added.

2. If no requirements have been added for the selected cohort year, an option to
import from a different year will be available at the top of the screen. Users
may either import or manually add requirements for the selected year. Once

details have been added, the import option will no longer be available.
GRADUATION REQUIREMENTS

Cohort Year: |2019-2020 v [ImportFrum Cohort Year: 20182019 v m ]

Course Areas:

% Name [N Creots [ Ranv 0

[ [Name [Credits |Rank |active

|Assessment Areas:

[ [Name [Credits |Rank |Active

Prior Graduation Requirements

3. To generate a report for graduation requirements, click the report icon &in the
upper right corner of the screen. Specify the students to include in the report
using the radio buttons (choose whether to run the report based on the fol-
lowing options: By Cohort Year, By Class Of, By Counselor, or By Student). Spe-
cify additional options for the report using the Options checkboxes (Show
Summary, Show Detail, Show Current Program Services, and Show Signature
Lines).

Counseling Module User Guide Page 174 of 277
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



GRADUATION REQUIREMENTS
@
Options
@® By cohort year: | 2019-2020 ¥ #I Show Summary
~ By class of: ¥ Show Detail
QB lor
y counselor I Show Current Program Services
- By student ¥ Show Signature Lines
Prior Graduation Requirements Report

Note: Use the “Prior Graduation Requirements Report” link at the bottom of the
screen to access the previously existing report for the legacy Graduation
Requirements feature.

4. Once options are set appropriately, click the Run Report button to generate the
report.

Note: If a student receives an attribute of Exempt for an assessment included on this
report, the assessment will be counted as having met the requirement and will receive
credit appropriately.

Graduation Requirements Courses

To add requirements for course areas manually, enter the name of the course area (e.g.,
Social Studies), the total number of credits required, and the rank for this course area.
Click the Add = button to add the requirement and repeat the process as needed until
all course areas have been added. To modify an existing requirement, click the Edit [#
button and make changes in the row as needed and save the changes.
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GRADUATION REQUIREMENTS

ICohort Year: | 2013-2020 v

ICourse Areas:

& Name: [T creans: [T Rankc ]

el

Name Credits Rank \Active
b g $ELA 4 1 True
& [ 3¢/Social Studies 4 2 True
B 7 3 math 3 3 True
b |7 38/Science 3 4 True
b @& 3gLoTE 1 5 True
B [ 3¢AtmMusic i 6 True
& |2 3¢ Phys Ed 2 7 True
& [ 38Health 0.5 3 True
B [ 3¢ Eleciives 35 9 True

To add courses to a course area requirement, Select Y that course area. Use the
appropriate filter options to add courses from the course catalog or from legacy data by
selecting the department and course then clicking the Include =¥ button. Repeat this
process until all necessary courses have been added. Remove a course from the list of
selected courses using the Exclude €= button. Click the Done €= button to return to the

main Graduation Requirements screen.

GRADUATION REQUIREMENTS

Add Course from:  ® Course Catalog ' Legacy

Department: | Social Studies v

Available Courses

|Graduation Requirement Courses for: Social Studies (Cohort year: 2018-2020)

@ All Courses ) Exclude Elective Courses ) Only Elective Courses

Selected Courses:

Hra

CC: (00895) Analysis of Public Policy (College)
CC: (00540) Academic Skills Social Studies
CC: (00956) Adirondack Humanities

CC: (D0567) American History

CC: (00033) American History (IMindexCC)
CC: (00903) Ancient Civilizations |

CC: (00904) Ancient Civilizations 11

CC: (00042) Anthropology

CC: (00945) AP Economics

CC: (00701) AP European History

- CC: (00567) American History
CC- (00036) Economics
CC: (0003%) Economics - New Visi
CC: (00338) Economics CR

CC: (00027) Glob Hist & Geog |
&4 ( ) g

CC: (00028) Glob Hist & Geog I
CC: (00041) Glob Hist & Geog Il
CC’ (00569) Global 10

- CC: (00669) Global 9

CC: (00293) Glob Hist & Geog | Honors

Counseling Module User Guide
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Graduation Requirements Assessments

To add requirements for assessment areas manually, enter the name of the assessment
area (e.g., Social Studies), the total number of credits required, and the rank for this
assessment area. Click the Add <= button to add the requirement and repeat the process
as needed until all assessment areas have been added. To modify an existing
requirement, click the Edit (& button, make changes in the row as needed and save the

changes.

[Assessment Areas:
@ Name:[ ] credits: [ ] Rank

Name Credits Rank Active
> [ $EELA 1 1 True
> [ $¢/Global Hist & Geo 1 2 True
& [ 3€|us Hist & Govi 1 3 True
& [ $8|Living Environment 1 4 True
& | $8laigebra | 1 5 True
& |z $8|Earth Science 1 6 True
B |z F5|Geometry 1 7 True
> [z g8|Algebra Il 1 8 True
& [ &|chemistry 1 9 True
& [z $€|Physics 1 10 True
> [ $EFLACS 1 11 True
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To add assessments to a assessment area requirement, Select » that course area. Use
the appropriate options to add assessments from the current Assessments list or from
legacy data by selecting the assessment and then clicking the Include =» button. Repeat
this process until all necessary assessments have been added. Remove a assessment
from the list of selected assessments using the Exclude €= button. Click the Done €
button to return to the main Graduation Requirements screen.

Prior Graduation Requirements

The Graduation Requirements sub-module is where counselors and/or administrators
can designate the subject units required to achieve each diploma type. Use this sub-
module as a maintenance and reference area, where graduation requirements can be
created, edited and reviewed.

1. Navigate to the Counseling > Graduation Requirements sub-module and click
on the link to Prior Graduation Requirements at the bottom of the screen.

2. The Graduation Requirements tab will open with a list of school years. Select »
the school year you wish to review or add requirements for. The tab will refresh
with a list of diploma types valid for the selected year.
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GRADUATION REQUIREMENTS
o

2019-2020

Diploma Type

Local

GED

IEP

Certificate

Regents

Regents with Honors

Regents Advanced

Regents Adv. with Honors

Regents with CTE Endorsement

Regents Advanced with CTE Endorsement

Local with CTE Endorsement

Regents Diploma with Advanced Designation Math

Regents Diploma with Advanced Designation Science

Regents Diploma with Advanced Designation Math & Science
Regents Diploma with Advanced Designation & Honors Math
Regents Diploma with Advanced Designation & Honors Science
Regents Diploma with Advanced Designation & Honors Math & Science
Skills and Achievement Credential

CDOS

Regents Advanced with Honors and CTE Endorsement
Regents Diploma with Adv. Designation Science and CTE Endorsement

V| V|V V|V V VIVVVVVVVVVVVVVYVY

3. Select » a diploma type from the list.
A. If graduation requirements for that type exist, they will appear in a list.

GRADUATION REQUIREMENTS

&+~ O
2015-2020 = Regents
Requi Units
& English 4.0
3 Math 30
= Social Studies 3.0

B. If there are no graduation requirements defined for the selected dip-
loma type, the tab will refresh but the list area will be empty.

GRADUATION REQUIREMENTS

* O
2019-2020 = Regents
[ [ |Requi Units |

Add Graduation Requirements

1. Click once on the Add < button (in the upper left corner of the tab) for this dip-
loma type.

GRADUATION REQUIREMENTS
@ A~
2019-2020 = Regents
[ I |Requirement [Units |

2. An entry area for the Requirement name and Units will appear.
GRADUATION REQUIREMENTS

ey

2019-2020 >~ Regents

Requirement: [T units: T

» Enter the Requirement name. This field is required. Examples might be
the subjects required for graduation, such as English or Math.

» Enter the number of Units required for this diploma. This field is required
and accepts only numbers. Examples might be 4 units of English or 2
units of Math.
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3. Click once on the green Save B button in the upper left. The tab will refresh

with the details of the newly added requirement in read-only mode.

GRADUATION REQUIREMENTS

EXd?

2019-2020 > Regents

Requirement: English Units: 4.0

Note: If you wish to edit this requirement, click once on the Edit [#button. Make
any changes and save your work.

Note: If you wish to add another requirement for this diploma type, click once
on the Done € button. The tab will refresh showing you the diploma type and a
row for the requirement you have added.

GRADUATION REQUIREMENTS

&~ Q)
2019-2020 = Regents
Requirement Units
B B3 English 40
> 5% Math 3.0
[ 3 Social Studies 30

4. Repeat the steps above for each requirement which must be completed to

achieve this diploma type.

Edit Existing Graduation Requirements

1.

>

Counseling Module User Guide
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Select » the diploma type you wish to edit requirements for. The tab will
refresh with a list of requirements and their respective units for the selected
diploma.

GRADUATION REQUIREMENTS

P )
2019-2020 = Regents
Requirement Units
& 4 English 40
3 i Iath 30
B B Social Studies 30

. Click once on the Details » button to the left of the requirement row you wish to

edit. The requirement details will appear in read-only mode.

GRADUATION REQUIREMENTS

EX LT

2019-2020 = Regents
Requirement: English

Units: 4.0

. Click once on the Edit [# button in the upper left corner of the tab. The tab will

refresh with the details in edit mode.

Make any changes to the requirement name (subject) and/or units.

When you have finished making changes, click once on the green Save @ but-
ton in the upper left to save your work. The tab will refresh with the new details
of the requirement in read-only mode.
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GRADUATION REQUIREMENTS

2019-2020 = Regents
Requirement: English

Units: 40

ERd®

6. Click once on the Done €= button. The tab will refresh showing you the diploma

type and the updated requirement in the list of other requirements.

GRADUATION REQUIREMENTS

@ A
2019-2020 = Regents
Requirement Units
& 4 English 4.0
3 3 Math 30
[ 3¢ Social Studies 3.0

Note: You can remove a requirement at any time by clicking once on the
Remove X button to the left of the requirement row.
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Counseling > Overrides

The Counseling > Overrides sub-module contains the following override areas:

» Elementary Subject Pass/Fail Final Grade: This area allows users to indicate
which students have failed a 3-8 subject area (as mapped in Maintenance > Export
> State Course Code Mappings).

» Minutes Verification and Override: This area allows users to review course
minutes per relationship and, if they have the appropriate permissions, manage
overrides for relationship minutes, and responsibility weight for exports.

Elementary Subject Pass/Fail Final Grade

This sub-module contains an Elementary Subject Pass/Fail Final Grade override area
that allows users to indicate which students have failed a state-mapped descriptor-
based course (either mapped directly to a NYS course code or via subject/grade level
mappings). Students on this list will be marked as failing those subjects when
performing student grade extracts for NYS data warehouse exports.

When users first enter this area they will see a list of all students who are currently on
the list. If the user has Edit rights for this area, buttons will be available to Add 4 or
Delete X students from this list.

Add a Student to the Pass/Fail List

1. Be sure the correct school year is selected, then click the Add = button.

2. A new screen will open with search options to locate the student.
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3. Inthe search results list, click the Select » button to view a student’s schedule.

4. Use the checkboxes to select one or more course/subject combinations that
the student is failing.

5. Click Save B to add the student to the Failing list and return to the list. The stu-

dent who was just added will appear in the list.
6. Repeat this process with additional students as needed until all failures have

been indicated.

Minutes Verification and Override

The Minutes Verification and Override area allows users to review course minutes per
relationship and, if they have the appropriate permissions, manage overrides for
relationship minutes, and responsibility weight for exports. Depending on the user’s
permissions, the screen may include options to View Minutes, Edit Override Values for
Export, or both.

A similar area is available in a Teacher's Home > My Home > Reports Tab. The two
areas function nearly identically, except that when accessing the area from a Teacher’s
My Home, only that teacher’s students are available, while all students to which the user
has access are available from within Counseling.

Note: Due to the large number of calculations, this screen may load slowly; using filters
to narrow the results will help.
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1. To begin, use the dropdowns to select a School Year, Building and School Level
as appropriate.

2. Select whether to View Minutes or Edit Override Values for Export (these
options are available based on permissions; View will present the results in
read-only mode, while Edit will allow users to add, edit, or clear overrides).

A. If the View option was selected, users can specify a Date Range. The
results list will show records where a relationship existed during the
selected dates; all minutes calculations will be performed based on
these dates, allowing users to see the minutes accumulated for a
relationship for that date range.

Note: When the Edit option is selected, records will reflect the
selected school year; users will not be able to specify a date range
due to the nature of minutes calculations.

3. Select Students (all students or specific students using the batch selector).

A. When a user clicks the Select Students option, the screen will refresh
to show a batch selector. Select the appropriate terms to locate
students (or click Cancel @ to return to the main screen). Select the
appropriate students and click Continue (or click Cancel® to return to
the main screen)

B. Once students are selected, the radio button will show “Selected
Students” (including the number of students selected). Click New
Search to clear the search and find a new group of students or click
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Modify Search to return to the previous search criteria.

Students: () p
(@ 25 Selected Students

NEW SEARCH MODIFY SEARCH

4. Specify a Department, Course and/or Teacher.

5. Choose whether to view minutes for only reportable state courses or for all
state courses.

6. Click the Search button to generate the results list (results will only include
rows for courses that are mapped to a state course).

The results list will display any relationships that meet the selected filter
criteria (if in View mode, the list will be presented in read-only mode). The list
will include relationship start and end dates, the student ID and name, the
course department, ID (including section number and period), course name,
state course code, and teacher. It will also include calculated values for Total
Planned, Potential, and Actual Minutes, Responsibility Weight, and any existing
overrides for Potential Minutes, Actual Minutes, and Weight values.

Records in red text indicate that a Minutes override was added but that row is
no longer valid due to underlying data issues (for example, if a schedule
effective date is modified after the student has been given a minutes override).
These rows will show “0” for the calculated minute columns.

Definitions:

 Total Planned: This field is the number of minutes that the course has met (or
planned to meet) for the school year. This is based on the number of ‘sessions’ a
course/section has met and the minutes — derived from one of the three options
described below. The sessions will use all weekdays that are associated with a
semester and are not set to ‘Students Off' in the Maintenance > School Year > Cal-
endar area.

» Potential: This field is based on the Total Planned Class time with the following
exceptions:

» The minutes calculation will start with the Relationship Start Date and pro-
ceed to the Relationship End Date. When a date range is selected, cal-
culations will only include minutes within that date range.

» When a date range is selected, this calculation will only include minutes
within that date range.
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» Actual: This field is based on the Potential Student Instructional Time but will NOT
include any sessions that occur on a date for which the student has a daily
absence or a period absence for the given course/section.

» Weight: This is a number between 0 and 1 representing the percent allocation of
responsibility for instruction assigned to this teacher and student.

When in Override Mode, Edit [ and Delete X buttons may appear beside rows in this
list. To add or modify an override, click the Edit @button and modify the fields at the far
right of the list as desired. Be sure to Save [@ when done to apply changes.

The Delete ¥ button clears all override values that the user has rights to override for a
given row. It will only be available when an override exists. When clearing overrides for
an invalid row (shown in red), that entire row will be removed from the list.

Print the report if desired. The report will respect any on-screen sort order.
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Counseling > Reports

The Counseling > Reports sub-module provides a number of pre-defined reports. This
list includes grading reports, scheduling reports, as well as transcripts, report cards, and
progress reports.

Note: Depending on district configuration, you may not see all of the reports described
here.

To run a report, click once on the Select » button to the left of the report you wish to
view. A report criteria pre-screen will appear.

Complete any required information (select radio buttons or choose options from drop-
down lists) and click the Run Report button. The report will appear in the Report Viewer
window. Print the report if needed, using the navigation buttons at the top of the report
viewer.

Note: Because SchoolTool is web-based, you can have multiple browser windows open
at one time. This makes it possible to generate and toggle between multiple reports
and/or modules at the same time.

Age Gap Report

The Age Gap Report allows users to locate sections that include students whose age
differences exceed a specified threshold. When running the report, users must first
specify the report criteria from the pre-screen.
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Options include the following:

Building: The building for which the report will be run.

School Level: The school level for which the report will be run.

Year: The school year for which the report will be run.

Threshold: Specifies the threshold, or range, for the age of students to be used.
Any section that contains an age gap that exceeds this threshold on the day the

report is run will be included. This value is set to 36 months by default.

After clicking Run Report, the report will open in a new window. It will display each

course section that currently exceeds the specified threshold. For each of these

sections, the report shows the period, course name and ID, and the semester(s), cycle
day(s), and section number that violates this threshold. It also displays the youngest

and oldest students in that section, their dates of birth, and their current age.

Homerooms will be listed first, followed by course sections (sorted alphabetically by

course name). Supplemental courses will be listed at the end of the report.

Keep in mind this information does not indicate whether multiple students are beyond
the range specified by the threshold for a given section, so users may need to review the

individual section rosters and/or run the report again after making any changes.

Thresheld: 36 months

Age Gap Report
HS : High School : 2009-2010

03/1072010

Period  Course Section  Student Mame Date of Birth Current Age
Homeroom 103 Youngest: Butler, Barbara 0011595 4y I0mo
Oldest:  Baker, Susan 12231990 1#yrimo
Homeroom 108 Youngest: Bennett, Amy 3200159595 1457l mo
Oldest: Willismns, Hora 02261991 Zyrimo
Homeroom 112 Youngest: Miller, Donna 11131995 ldyrimo
Dldest Baker, David 071141991 157 mo
1 English 9 (0010) 1 Youngest: Hudson, Linds 111041995 ldyrdmo
Semeatend)- 31, 52 Dap(s)r A B Oileeat: Spacely, Nathan 04ma1992 1Tyrllmo
1 Oreometry (0125 1 Youngest: Lewis, Jack D9V2EA1995 1452 5 mo
Semestens): 51,52 Daps) AE Oildest: White, Timothy 02021992 189l mo
1 Health (0399) 1 Youngest: Gorzales, Jennifer 1871041994 15yrdmo
Semestens) S5 Dap(s): AE Ollcest: Williams, (Flotia 09261991 189rimo
I Integrated Algebrs Q234 I Voungest Buker, Jeffrey 10/6/1995 Hdyrdmo
Semestens): 51,52 Day(s) AB Cldest: Creen, Dosothy 082141992 1Tyrémo
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AIS Reports

The AIS Reports generate three reports: a PIR Worksheet (this report is tied to
Maintenance > District > Building School Level Settings). Users can enter a Date Range
for the report and choose between the Program Information Worksheet (PIR)1 or one of
two letters (AIS Discontinuance Notification Letter? or AIS Enroliment Notification
Letter3).

The following filtering elements may be used to further define the report criteria:

» All Students — This will cause all enrolled students to be tallied on the Program
information Worksheet, regardless of the user's building rights. This option is not
available when running the AIS Letters from this screen.

» Building and School Level — Building and School level options will allow a user to
select any building for either report. If a building contains multiple school levels,
the individual school level may be selected as well.

» By Student - Selecting this option will present the user with the standard Batch
Selector so that these reports can be run against any group of selected students.

TSample Program Information Worksheet:
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This option will respect the rights of the logged on user such that only data the
user has access to will display on either report. See the Batch Selector User Guide
for more information on using the AIS Batch Selector term.

Assessment Export

The Assessment Export allows for easy extraction of assessment information for
districts that need this information to be imported into applications that create pre-
printed answer sheets.

The report will be generated as a .TXT file, and is sorted based on Assessment name,
teacher name, section number, and student ID.

At Risk View

The At Risk View provides users with the ability to search for students who meet certain
criteria for daily absences, late arrivals, referrals (including classroom incidents), and
course ineligibility (fails). This view can also be printed.
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1. Select School Year, Building, and School Level.
2. Select Date (selected school year, marking period, or date range).
A. The following rules are used to determine whether or not a student
should be included in the results list for a given time period:

» Selected School Year: This option returns data for the last mark-
ing period of the selected school year only.

» Marking Period: This option returns data for the selected mark-
ing period.

» Date range: This option returns data for the latest recently ended
marking period within the specified date range. If your date
range specifies an end date that is in the middle of a marking
period, the data for the previous marking period will be returned
instead (for example, if you run this report in the middle of Mark-
ing Period 3, you'll get data for Marking Period 2 instead
because Marking Period 3 hasn't ended yet).

B. In addition:

 Fail counts are based on the selected time period using the rules
above, regardless of lock date or publish date

» Results only include students who had an active enrollment for
that school year on the last day of the selected time period.

3. Select Students (choose whether to search all, a single grade, a single coun-
selor, or specific students using the batch selector).
A. After clicking the Select Students option, the screen will refresh to
show a batch selector. Select the appropriate terms to locate stu-
dents (or click Cancel @ to return to the main screen).

Counseling Module User Guide Page 190 of 277
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



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.

4. Specify criteria for the view by selecting a predefined value from the list or by
entering criteria manually (see the section on Saving Predefined Criteria below
for details on working with predefined values). Use the radio buttons to choose
whether to use “AND” or “OR” logic to combine the Daily Absences, Late
Arrivals, Referrals, and Fails filters.

Note: If a filter is left blank, that filter will be ignored.

A.

Counseling Module User Guide
SchoolTool Version 23.2

# of Daily Absences (numeric): Specify the number of daily absences
for a student in the selected date range. This can be filtered further by
the following options:

« Count as Abs/In/Out (Any, Yes, No)

» Excused (Any, Yes, No)
# of Late Arrivals (numeric): Specify the number of late arrivals for a
student in the selected date range. This can be filtered further by the
following options:

« Count as Abs/In/Out (Any, Yes, No)

» Excused (Any, Yes, No)
# of Referrals (numeric): Specify the number of discipline referrals for
a student in the selected date range (note that this count currently
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includes both referrals and classroom incidents). This can be filtered
further by the following options:

« All Day Suspension (Any, Yes, No)

« SSEC (Any, Yes, No) (Note that for school years 2016-2017 and
earlier, this option will be labeled "VADIR" instead of SSEC to
reflect historical data)

D. # of Fails (numeric): Specify the number of courses in which the stu-
dent was failing/ineligible. Note that this refers to marking period
grades, not final course averages.

5. Once all filters are specified, click Search to view the results. The screen will
display a list of all students matching the criteria, as well as tallies of each stu-
dent’s attendance, discipline, and fails data. To view the student record for a
student listed here, click the Select » button to go to that student's My Home
tab.

A. To print these results, click the Print & button.

Saving Predefined Criteria

Users with the appropriate permission(s) can save pre-defined filter sets, which can
then be used by any user with access to this area. Pre-defined values that can be saved
include any filters in the bottom portion of the options on the screen (school year, BSL,
date ranges, and student sets are not included when saving filter sets).
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1. To save a filter set, specify all criteria as desired and click the Save B button.

2. Atext box will appear. Enter a name for the saved filter set and click the Save
Bbutton.

3. The saved filter set will now appear in the Predefined Values list and can be
used by any user with access to this area.

4. Toremove a saved filter set, select it in the Predefined Values list and click the
Delete X button.

Auto Grade Advancement

The Auto Grade Advancement report generates a list of all students in a particular
building, school level, and school year that have advanced a grade and the reason.

Select the appropriate building, school level, and school year.

Click Run Report to generate the report.
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Class Roster

The Class Roster report generates a list of all students in a grade or in a homeroom,
depending on selected criteria. There are five report options in this area.

Use the Class Roster report pre-screen to select the Building and Grade, and then select
one radio button option for the report type you wish to generate:

 Home Room Total — provides a list of students with IDs and grades, and the total
number of students in this homeroom.

Class Roster Home Room Total with Summary Report option:
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» Grade Total - provides a list of students with IDs and grades, and the total number
of students in this grade.

 Detailed Homeroom List — provides a list with the teacher(s) name and home-
room number, followed by each student sorted by last name, gender, date of birth,
address, guardians and home phone. The bottom of the last page of the report dis-
plays the total number of students in this homeroom, and the gender break down.

» Detailed Homeroom List for Mailings — provides the same lists as the Detailed
Homeroom List, but breaks each guardian who receives mail onto a separate line
under the student.

In the sample below, notice the gaps indicating that a student has two guardians
who both receive mail. For example, student Rayne Kent, with guardians Uriel and
Kiara Griffith plus Arianna Kent.
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 Student Directory — provides a listing of every student in the selected building,
along with their grade, homeroom, address, phone and guardians.

Comment Bank Usage Report

The Comment Bank Usage Report generates a report showing the frequency of
comment usage for report cards. The last page of the report displays a tally of total
number of comments used for the school year.

Use the Comment Bank Usage report pre-screen to select a Building, School Level, and
school Year.

Click Run Report to generate the report.
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Competency Status Report

The Competency Status Report generates a report all competencies added by the
school and shows which students have met the requirements for graduation. This report
will only display information if competencies have been set up and are in use.

Use the batch selector on the pre-screen to locate a group of students for whom you will
review competency achievement.

When you click continue, the report will appear. Notice the competency names at the top
of the grid, followed by notes for whether each student has met or not met the
competency. This report sample is incomplete, indicating that competencies are not in
wide use throughout this district.
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Counselor Report

The Counselor Report gives a list of all students currently assigned to each guidance
counselor. Use the batch selector to locate a group of students. When you generate the
report, the students will appear in lists according to their designated counselor.

When you click continue, the report will appear. The first page of this sample shows all
students currently assigned to guidance counselor Lisa Averill.
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Current Marking Period Average Report

The Current Marking Period Average Report allows users to generate reports based on
students' grade book averages (based on assignment grades) for the current marking
period. The report is sorted alphabetically by student. The report also includes a column
that indicates students' overall averages based on assignment grades for each course.

Users might use this report to get a snapshot of students' performance for each course
in the current marking period. For example, to see which students who are close to
failing one or more classes, they may run the report for only those students with a
current average between 60 and 70.

Note: Students who have not received any assignment scores will not be included in the
report.

1. To begin, locate the student(s) for whom you wish to run the report using the
batch selector. Select those students using the checkboxes and click Continue.

2. Onthe report pre-screen, specify the range for averages you wish to return. For
example, you might wish to limit the results to students whose current marking
period averages are between 90-100, or only those whose current marking
period averages are below a 67. To view all students, simply leave both range
fields blank. Click the Run Report button to generate the report.

3. A new window will open with the report, which displays students in alpha-
betically per course and shows only the selected students who meet the grade
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range criteria for the currently active marking period.

CTE Report

The CTE Report allows districts to generate a simple headcount report or a roster for
each CTE course. This report is most often used for BOCES billing and data verification.

1. Begin by selecting a master schedule; then choose a report (Headcount or
Roster). Specify a date for which to run the report (the report will reflect all in-
district enrollments active as of the selected date). The reports are limited to
only those students assigned to courses designated as “CTE” in the Course
Catalog; to run the reports for all students, simply uncheck the option.

2. If the Headcount report option is selected, the report will display a grid with the
total number of students, by home district, that are enrolled in each course.

3. If the Roster report option is selected, the report will display a detailed roster
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for each course. The report is grouped by home district.

Elementary Assessment Report

The Elementary Assessment Report generates a list of students and their scores for all
3-8 testing records.

Use the pre-screen to choose which students you wish to include and define sorting
options:

« Search By: All Students, Per Home Room, Per Grade, or By Student (using the

Batch Selector).
« Sort By: Student (default), Home Room, Counselor, Grade, or Zip Code.

The report will print a separate page for each student.
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Employability Profile/CDOS

The Employability Profile and CDOS reports allow generate a summary of a student’s
activity for CTE and CDOS students. An Employability Profile or CDOS profile can be
associated with one or more courses and teachers can submit descriptors and/or
comments for each student. These reports show a comprehensive view of the student’s
evaluations and may also include relevant CTE coursework hours, work-based hours,
and/or industry-based assessments.

1. Use the pre-screen to define the options for the report and click the Run Report
button to generate the report.

A. Select the type of report you wish to run (Employability Profile or
CDOS).

B. Select a profile from the drop-down (this list will include all available
profiles of the Type selected in the previous step; for teachers, the list
will be limited to profiles that are tied to that teacher’s courses).

C. Select the appropriate timeframe for the report:

i. For Employability Profile reports, select a Marking Period
using the drop-downs provided.
ii. For CDOS reports, select a Year.

Select the desired report format.

E. Select the students for whom you wish to generate the report (all stu-
dents, a single student, or a group of students selected by using the
Class List or the batch selector):

i. To select a group of students, click the Select Students
option. The screen will refresh to show the teacher’s class
list and/or the batch selector. Select the appropriate stu-
dents and click Continue (or click Cancel @ to return to the
main screen).

O
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ii. Once students are selected, the radio option will show “Selec-
ted Students” (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.

F. Choose the order in which you wish to generate the reports (either by
student name or by home district) and click the Run Report button.

Sample Report Employability Profile - Portrait Layout:
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Sample Report Employability Profile - Landscape Layout:
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Sample CDOS Report:
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A
R EVIDENCE OF ATTAINMENT OF THE COMMENCEMENT LEVEL
VINDEX cAREER DEVELOPMENT AND OCCUPATIONAL STUDIES (COOS) LEARNING STANDARDS
cDos
STUDENT: Turner, Patrick STUDENT ID: 18740
GUIDANCE COUNSELOR: Lopez. Patricia
[FERFORMANCE INDICATOR: 5TH GRADE GRADE 11TH GRADE 12TH GRADE 5th & 6th YEARS
EVIDENCE EVIDENCE EVIDENCE EVIDENCE EVIDENCE
[1-caresr D
Completes the development o Sample comment for Gth ‘Sample commentfor 10ih | Sample comment for 11t
a career plan that would grade section on CDOS grade section on CDOS grade section on CDOS
permiteventual entry info a | Fepert Repart Repart
carzer option of their choasing|
applies dacision making skills | Sample comment for 9th | Sample commentfor 10th | Sample comment for 11
n the selection of a career grade section on CDOS grade section on CDOS grade section on CDOS
option of strong parsonal Repart Repont Report
nterest
Analyzes skills and abilities Sample comment for 9th ‘Samgle comment for 10th ‘Sample comment for 11th
required in a career option and 3racE saction on CDOS grade section on CDOS grade section on CDOS
relate them to thair own skills | REport Report Repont
=nd abiltes
2. Integrated Learning
Demonstrate the integration Sample comment for Oth ‘Sample comment for 10th ‘Sample comment for 11th
and application of academic | grade section on CDOS grade section on CDOS grade section on CDOS
and oczupational skills in their| Report Report Report
school leaming, work, and
personal lives
Uses academic knowledge Sample comment for 8th Sample comment for 10th Sample comment for 11th
and skills in an accupational | 8@ section on CDOS grade section en CDOS grade section on CDOS
context, and demonstrates | NePOrt Report Feport
application of these skills by
using a variety of
‘communication techniques
{e.g. sign language, pictures,
videos, reparts, and
technology)
[FERFORMANCE INDICATOR ‘9TH GRADE 10TH GRADE 11TH GRADE 12TH GRADE 5th & 6th YEARS
EVIDENCE EVIDENCE EVIDENCE EVIDENCE EVIDENCH
Managing Uses | Sample Oth t for 10th Sample comment for 11th
teshnoiogy to scaUire. grads section on CDGS | grade sectionon COO5 | grade zection on COOS
ize 2nd communicates | Report Report Report
nformation. by entering,
modifying. retrieving, and
storing data.
Managing Rasources Sampls comment for th | Sample comment for 10th | Sampie comment for 11th
Allocates resources to ‘grade section on CDOS grade section an COOS grade section on CDOS
complete 3 task Repart Repont Report
‘Systems: Der an Sample Oth t for 10th Sample comment for 11th
understanding of the gradesectionon CDOS [ grade sectionen CD0S | grade section on COOS
ralztionship between the Report Repont Report
performance of a system and
the goals, resources, and
functions of an organization

CTE Coursework Year ‘Comments #of Hours
Communications (XCC) 2019-2020 20.00
Explaring Early Childhaod Education 2018-2020 20.00
Total # of CTE Coursewark Hours, 4000
Work-Based Learning Experiences Year Comments #of Hours
Internship / Target 2018-2020 5.00
Wark-Based Leaming / CVE 2018-2020 Notes sbout this location 2.00
Wark-Based Leaming | Rite Aid 2018-2020 2.00
Wark-Based Leaming | Wagmans 2018-2020 200
Total # of Work-Based Learning Experiences Hours 19.00
Final Total # of Hours 59.00
‘ Industry-Based Assessments | Year | Score |
| PrintED SHilsUSA - Graphic Car ti | 2018-2020 | F |

Enrollment

The Enrollment report generates a list of grades within each building and the number of
students that are enrolled for each grade for the specified date, broken down by gender.
The pre-screen for this report is a simple date field.

When you click Run Report, the report automatically appears for every building in the
district. Use the Preview pane to select a specific building, or use the Report Viewer
navigation buttons to page through the report.
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Grade Analysis Report

The Grade Analysis Report allows users to generate two different reports — one with
student names and one without. Each report presents a list of course marks, by marking

period, along with exam scores and averages, per course.

Use the report pre-screen to select the Building, School Level, school Year, and Marking
Period. Then select the report from the drop-down list.

Sample report with names:

Course Marks Analysis Report BE0OT 337 pm
High School ; High Schosl : 2005-2006

(AP O 0¥ MEDLA ARTS 471
Siudpel Mame QT1 QT2 QT3 QT4 RCT Lscal Rgi Juerage Tewher
ACHELLES, Buoalls M o3 el k. £ [} L= CEES Gacer
KCHILLES, [an ] o ak L H Lid Eraoey
ASHLAND, Cusilyn w il ad alk ol L BRI ANE Ereater
AEHLAHT, Lasmn e ] 0 [ 7 = a1 B AME Shenhen
AVERILL, dshley M o " ur 1 L5 ¥ OURTES, Chremstooker
AVEHILL, Bumbk & [ a3 e E £ LRI, Mokza
AVEHLL EncC ¥3 Eal {1 " [ B2 CAPOSERRE Bl
AVEKILL, Mungusi o\ @ oW ] ] CEETE Stuey
AVEFILL. Fhara I a7 Lo [+ I 45 il CAPGSERRE
BAKNES, Justh M a1 1 a1 b o I (= - - !I.lorrm
BECK. Chalau L [+ b ] a3 2 4 CUBTE: Chretooker
BECE, Enc K i #1 &1 = &3 T CAPSERRE . Bl
TTCE. Rimbiea B L Lo = il LH o] CEEL Timeey
BICE. Fikhi L &7 7 23 E 0 ) EET Tlatey

., Ay L w2 180 a3 0 23 CAPCSERRE |
BET AN, Cody s T B 85 ] DY AMS Tenhen:
BOCEIRIHAM, Krclrwer M a3 a2 a3 a4 H g GEED Siace:
TUCRIRGHAM, kb € il 72 a5 B bl L CURTS. Chrmtooker
FUCEIRGHAM, Exaph | & 3 L) i T a7 CAPOSERRE Bl
BUCRINGHAM, bovaph & I L [ 3 CAPCAERRE, Dl
DUCRINGAM, Evis | M B bt o B B Al

Sample report without names:
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Graduation Requirements

The Graduation Requirements report allows users to generate a list of each selected
student’s graduation requirements, with visual indicators on which requirements have
been met or not met. To generate a report for graduation requirements, use the pre-
screen to select the students and specify additional options.

« Select students to include in the report using the radio buttons (choose whether to
run the report based on the following options: By Cohort Year, By Class Of, By
Counselor, or By Student).

» Specify additional options for the report using the Options checkboxes (Show Sum-
mary, Show Detail, Show Current Program Services, and Show Signature Lines).

Note: Use the “Prior Graduation Requirements Report” link at the bottom of the screen to
access the previously existing report for the legacy Graduation Requirements feature.

Once options are set appropriately, click the Run Report button to generate the report.
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Prior Graduation Requirements Report

The Graduation Requirements report is a simple list reflecting the required subjects and
corresponding number of units of each required for graduation with each specific
diploma type. This report will only display information according to what has been set
up in the Graduation Requirements sub-module.

Note: If requirements have not been defined, the report will be blank.

Use the report pre-screen to select the school Year for which you will review graduation
requirements.

Click Run Report to generate the report.
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Honor Roll

The Honor Roll report generates a list of all students that have met school or district-
defined criteria for each “roll”. The report lists students and includes their grade, score
and honor level.

Use the Honor Reports pre-screen to select the Building, School Level, school Year,
Marking Period, Honor Roll Status, and Report Format.

This is the Honor Roll Report by Average for Honor Roll. Students are sorted by their
averages, from highest to lowest.

HONOR REPORT 42007 34700 FM

Brude mi Grade Searr Haner Level

CURTES, Sarah fane 12 =] Highesi Honoes
CARCW, Jacob 1 12 ] Highest Honors
DAHTJERFIELD, Amy Elzakath 17 = Highewt Honore
CLAUDLA, Berjasen 1 1 L] Highesi Honoes
BLOCMFIELD, Jenna Louise i} o Highesi Honoes
EAYMOND, Eabeth Ann # o Highest Honore
FECK, Ashlsy E L Haghewt Honoes
EICHMOND, Allen 1 L] Highesi Honoes
EAST, Tewean Clare 12 L Haghewt Hon

WHEES, Katkerine H. Ll o7 Higheat Honoes
SICHEY, Menghan A 11 a1 Highest Honots

L ocal Exam

The Local Exam report provides a breakdown of all metrics for all students who
completed local assessments. This report mimics the Regents Exam report, but only
reflects numbers based on district-specific, local (non-state) exams. This report will
display score ranges, by gender for all general education students and all special
education students.

Use the Local Exam report pre-screen to select the Building, School Level and school
Year and choose report options.
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In the Customize Report section, select the appropriate radio button option:

» Show All Local Courses — displays information for every local exam.
» Only for Department — displays information for local exams from all courses in the

selected department.
» Only for Course - displays information for local exams from all sections of the

selected course.

This is a sample of the full Show All Local Courses report. Use the Preview pane to view
the results for one course, or use the Report Viewer Navigation buttons to move forward
and back through the pages of the report. Here we see page 1, which displays
percentages for the Aviation | course.

11/102021 4:50 pm

Local Exam Report
Mindex City High School : 2016-2017
AVIATION 1

General Education Students ‘Special Education Students

0.54 5564 6584 85100 054 5564 6554 85-100

M F | x| x|m[e x| M| x|mme||[M[F|x[M]r]x|[M]e]x]|M]F][x]|moasE
o

s ool o] ool o2 o] o]s]1]o 4 o
0% | 0% | 0% | 0% | 0% 0% [s0%| 0% | 0% |2s% | 25%| 0% | 100% 0% | 0% | 0% 0% | 0% | 0% | 0% | 0% | 0% | 0% | 0% | 0% | 0%

0% 0% 50% 50% 100% 0% 0% 0% 0% 0%

0% 100% 100% 0% 0% 0%

0% 100% 100% 0% 0% 0%

General Education # Failed General Education # Passed Special Education # Failed Special Education # Passed
0 4 0 0

Total # Failed Total # Passed
0

% Failed % Passed
0% 100%

Marking Period GPA Report

The Marking Period GPA Report is available to users with the appropriate permissions
from the Counseling > Reports sub-module. This report allows users to run a report
showing students’ averages for each marking period as well as their cumulative GPA for
the selected school year.

After selecting the Marking Period GPA Report and locating the students for whom they
are running the report, users will be presented with a pre-screen where they may specify
the options for the report.

Options include the following:
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1. Building and School Level: These drop-downs allow the user to specify the
building/school level for which the report will be run

2. Year: This drop-down specifies the school year for which the report will be run.
This will be set to the current school year by default.

3. Marking Period: This drop-down specifies the marking period for which data
will be returned. This provides a “snapshot” of the data for the specified time
period.

4. Report Format: This drop-down is used to determine which report format will
be used if multiple formats are available.

Note: If the Report Format shows more marking periods than have been
included in the report (for example, running the 4 Marking Period report format
for only Marking Period 1), only the selected marking period data will be
displayed,

5. Average Grade Range: These numeric fields allow the user to further narrow
the results by specifying the grade range to be shown on the report.
A. The drop-down for the Average Grade Range is used to indicate which
marking periods should be included when using the grade range.
Users may select from the following options:
« All Marking Periods (the default)
e Overall Average
» Any One Marking Period
6. Overall GPA: These radio buttons allow the user to choose which calculation
type to use for the “GPA” column on the report. The “Simple Average of Mark-
ing Periods” option uses the average of the values for each marking period
used in the report. The “Final Vertical Average” option uses the student’s final
vertical average calculation for the selected school year as determined based
on the settings in Maintenance > Grading.
7. Order By: This drop-down determines the order in which data is displayed on
the report. Users may choose from the following options:
 Student Name (the default)
e Grade Level
e Overall GPA

Once the pre-screen options have been set appropriately, click the Run button to
generate the report. The report will open in a new window.
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Post Graduate Plan Report

Users with the appropriate permission can now generate a Post Graduate Plan report
from within Counseling > Reports. This report shows a summary with counts,
percentages, and over all totals of the number of each type of plan recorded for a
selected group of students. This report can also be set to generate a detail section in
addition to the summary, which will include a listing of all students from the selected
group who have a post graduation plan recorded.

Use the pre-screen to specify options for the report:

« Search By: By Student (this uses the batch selector to run the report for a specific
group of students) or Per Class Of (selecting a value from this school year drop-
down will cause the report to be run for all students whose enrollments include
them in that class year).

« Show detail section (checkbox): Determines whether or not the student detail sec-
tion appears on the report in addition to the summary section.

« If the “Show detail section” option is selected, the user has the option to sort the
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detail section by Student Name, Student ID, or Plan type.

Progress Report

Use the Progress Report to generate progress reports for each student. You can
generate progress reports for specific marking periods and school years. Depending on
your district customizations, you may also have a variety of reports to select from. For
example, progress reports for grades 6 through 8 may be different from those for
grades 9 through 12. Use the batch selector to locate a student or a group of students.

1. After clicking Continue, the Progress Report pre-screen appears.

2. Select the School Level, school Year, and Marking Period. The Progress
Report Interval will automatically change when the marking period changes
(i.e., marking period Quarter 1 results in PR1). Ignore the Report Card Type
radio buttons, but do select the appropriate guardians who will receive pro-
gress reports via the mail. Then select the report format from the drop-down
list.

3. When you click Run Report, the report will appear. The first page of this report
shows the first student in the list (if you are generating reports for multiple stu-
dents). Use the Preview pane to select an individual student (if you are gen-
erating progress reports for multiple students), or use the navigation buttons to
move through each page.
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Progress Report

Mindex MS 02/27/2020

Student No. | Student Name

Homeroom | Grade | Phone Quarter Counselor ‘

21854 Adams, Aaron W

07 | (555)433-9008 | Interim 4 Martinez ‘

Parent or Guardian

Mrs. Rebecea Adams
394 Blackjack Placeant Road
Rochester, NY 12345

Quarter 1 2 3 4

Absences o 0 0 1

Late Arrivals ) 0 o 0

SUBJECT: BAND 7
CURRENT GRADE IS: 98
Willing to ask for extra help

SUBJECT: BOYSPE7
CURRENT GRADE IS: 100
Hard worker.
An absolute pleasure to have in class.
SUBJECT: ENGINEERING 7
‘CURRENT GRADE IS: 100
Completes most required assignments.
More studying at home can only help.
Vey bright and cooperative

TEACHER: Richardson

TEACHER: Williams

TEACHER: Warf

Note: This image represents a generic progress report which comes standard
with SchoolTool. If your district uses a customized report, the format will
appear in the drop-down list in the report sub screen.

Rank/GPA Report

The Rank/GPA Report generates a list of students and their completed and in-progress
ranks and GPAs. For both rank and GPA calculations, the "Completed" section includes
only completed courses (any course that has a final grade will be included). The "In-
Progress" section, on the other hand, includes completed courses as well as any
submitted Marking Period grades for current courses.

Use the pre-screen to select the students you wish to include on the report and specify

report options.

1. Click on the New Search option to select students. Use the batch selector to
locate students (or click Cancel @ to return to the main screen).

2. After selecting students, you will be returned to the pre-screen where you will
see the number of selected students.
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3. Use the prompts on the right side of the screen to set display options for the
report.

» Use the Show stored locked values option to choose whether or not to
use the locked values that were stored in Maintenance > Grading > Lock
Rank and GPA.

» Choose whether to sort by weighted rank, unweighted rank, or by student
name

 Specify how students should appear on the report (you may show names,
student IDs, or both)

4. Once you have selected the desired options, click Run Report to generate the
report.

Rank/GPA Report Emm——
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Regents Exam

The Regents Exam report provides a breakdown of all metrics for all students who
completed New York State Regents assessments. This report mimics the Local Exam
report, but only reflects numbers based on New York State exams. This report will
display score ranges, by gender for all general education students and all special
education students, for each selected course.

1. Use the Regents Exam report pre-screen to select the Building, School Level
and school Year and specify additional report options.
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2. Under the Customize Report heading, select the appropriate radio button
option and specify a date range:

» Show All Regents Courses — displays information for every state exam.

» Only for Department — displays information for state exams from all
courses in the selected department.

» Only for Course - displays information for state exams from all sections
of the selected course.

« Only for Exam - displays information for a specific exam.

3. This is a sample of the full Show All Regents Courses report. Use the Preview
pane to view the results for one course, or use the Report Viewer Navigation
buttons to move forward and back through the pages of the report. Here we
see page 1, which displays percentages for the A.P. U.S. History course.

Regents Exam Report

Mindex City High School : 2018-2019
AP.US. HISTORY

02.10% 100% 0008 000% 0.00% 100.00% 100%

0.00%

Report Card Audit

The Report Card Audit report is used to check which teachers have not yet completed
their grading tasks. The report displays a list of all courses (by section and period) and
their respective teachers. The No Comments and No Grades columns indicate which
teachers have not completed their grading or comments.

Use the Report Card Audit sub screen to select the Building, School Level, school Year
and Marking Period you are auditing.

Click the Run Report button to generate the report.
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Report Cards

Use the Report Cards report to generate report card for each student. You can generate
report cards for specific marking periods and school years. Depending on your district
customizations, you may also have a variety of reports to select from. For example,
report cards for grades 6 through 8 may be different from those for grades 9 through 12.

1. Use the batch selector to locate a student or a group of students. After select-
ing students, the Report Card pre-screen will appear.

2. Select the School Level, school Year, and Marking Period. Select the appro-
priate Report Card Type radio buttons (either Traditional (secondary) or
Descriptive (elementary). Then select the appropriate guardians who will
receive report cards via the mail.

3. At this point, you can also enter an optional Memo (up to 255 characters)
which will appear on all report cards. To use the Memo, type the information in
the Memo box, use the spell check A% icon to check verify spelling, and then
click the update & button to save the memo. When you are finished setting up
the options, select the report card format from the drop-down list and click Run

Report.
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4. When you click Run Report, the report will appear. The first page of this report
shows the first student in the list (if you are generating reports for multiple stu-
dents). Use the Preview pane to select an individual student (if you are gen-
erating progress reports for multiple students), or use the navigation buttons to
move through each page.

This image represents a traditional report card for Quarter 4.

Student Report Card
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Note: This image represents the generic report card format which comes standard with
SchoolTool. If your district uses a customized report, the format will appear in the drop-
down list in the report sub screen.

Scheduling Reports

The Scheduling Reports option gives guidance counselors access to a set of ten (10)
reports from the Scheduling module. These reports allow guidance counselors to
quickly and easily verify course selections, print schedules, find students who are
enrolled but don't have classes, and locate student free periods, among other things.

1. Select » Scheduling Reports. A list of buildings will appear on the Counseling
Reporting tab. (If you only have access to one building, skip this step).
2. Select » a building, then the active school year. The list of Scheduling Reports

Counseling Module User Guide Page 219 of 277
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



will appear.

Course Report

The Course Report is similar to a class roster. It shows the individual students in each
section of a course, along with their gender, grade, counselor and date of birth.

1. The Course Reports report will initially prompt for the type of report to create:
 All to report on all sections of all courses

» Teacher to report on all of a specific teacher’s courses or all teachers
within a department’s courses

» Course to report on only a specific course, or all courses within a depart-
ment

2. Additional Report Options allow the user to decide how the information will dis-
play in the report:

» Landscape prints as many courses as can fit on a landscape-format
page, scrolling the courses across two columns, as necessary. Thisis a
paper-saving report, utilizing a smaller text size to fit more on a single
page.

 Portrait prints as many courses as can fit on a portrait-format page,
scrolling courses across multiple pages, as necessary. The text size in
this report is slightly larger and thus easier to read.

» Page breaks after each section allow the user to conserve paper by print-
ing multiple courses per page (when the box is unchecked) or print roster-
style reports with one course per page (when the box is checked).

» Hide student details allows the user to generate this report with course
information only (all individual student rows will be hidden).

Sample of the default Landscape format with student details visible:
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Course List 2306 3041 PM
High School : High School : 2005-2006
077 REMDIALENGLISH ASHLAND, Willizm ] e | Ko p o AERLL w91
Period: 8 Section: 1 “Ream: 104 4 ERYANS BmpmnD K » mERL bmnm
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il Stadest Name Gesder Grade Courselos  DOB  Heeds
LR Pl 4 AVDILOava? N 5 MERILL SR
GENTS HLAND, Wilkiam Baiad AVERILL Mugert ¥ * AERILL
MDALSENGLISHY RE L ‘Ream: 14 804 AVERILL Tiemes N 5 MERILL AL
Section: 3 . L BARES, Phalp A L ¥ AERILL
Student OT3 BDTOH bl € LI T
) Student N 3 - s H, ¥ B OAMERILL  IMONI0
D Smbe Gt O Comeslor OB e S R T
BT AVEYILL sdm B N b ERLL 0N 8417 BUCKDIOHAN high W M AmERLL sl
e L L wii B . Fobi K¢ meRL i
[ Ty T A AR Abohal K¢ mARLL sesaRl
b . L A itor L 4 CURIE,Kus$ Fo¢ AERIL a0
cEny 3 ’ . 10 ANTE, Sk M P s me WensL

Sample Portrait format with student details hidden:

Course List 5/23/2019 2:38:34PM

Mindex HS : High School : 2017-2018

00053 English 11 Teacher(s): Adams, Kimberly
Period: 1 Section: 3 Days:AB Sem: 51,82 Room: 145
Course Total: 19 Male: 8 Female: 11 Grade: [11]=12
00110 Spanish 2 Teacher(s): Adams, Kimberly
Period: 2 Section: 1 Days:AB Sem: 51,82 Room: 100
Courze Totll: 18 Miale: 11 Female: 7 Gua_d.e: [ 9]1=16 [10]=1 [11]=1
00110 Spanish 2 Teacher(s): Adams, Kimberly
Period: 3 Section: 2 Days:A.B Sem: 51,52 Room: 100
Courze Tntilz 14 Male: 5 Female: 9 Gra_d.e: [ 9]=11 [10]=1 [11]=2
00111 Spanish 3 Teacher(s): Adams, Kimberly
Period: 4 Section: 1 Days:AB Sem: 51,52 Room: 100
Courze Total: 16 Male: 6 Female: 10 Grade: [10]=16
00111 Spanish 3 Teacher(s): Adams, Kimberly
Period: 9 Section: 2 Days:AB Sem: 51,52 Room: 100
Course Total: 18 Male: 8 Female: 10 Grade: [10]=18
00111 Spanish 3 Teacher(s): Adams, Kimberly
Period: 8 Section: 3 Days:AB Sem: 51,582 Room: 100
Course Total: 19 Male: 11 Female: 8 Grade: [10]=17 [11]=2
Here is a sample of the Portrait format, with larger font size:
Course List AT 2233 PM
High School : High School : 2006-2007
03200 ENGLISHYB Teacher(s): Anders, Susan
Period: 2 Section: 1 Days:1 2345 Sem: F, S Reom: 317
Studept D Student Name Qender  Crade  Counselor OB Team Needs
0329 Baily, Lisa F 9 Ramos 06121991
51689 Bonner, Jordan M 9 Smith 02241992 £
64773 Bonrer, Max L M o Lei oanmeea
51502 Dieifer, Erin M F 9 Robison 02171992
40076 Hall, Lilkian F 9 Lei 030601992
63468 Hoffman, Jungyi M 9 Smith 1191992
64205 Howarter, Lais & M 9 Smith 020151992
Exir] Lambert, Alezander M 9 Smith 12051991
40466 Martinez, Ellen F 9 More 0910371991
4710 IMitchell, Rabia F 9 Famos 021351991
66273 oore, Priscilla F F 9 La 06011991
53053 Rofriguez, Paul I M 9 Famos 10141992
51673 Rolling, &ndrew M 9 Robison 08121991
53934 Fomero, Raymond C M 9 Yellow 116n992
49406 Sith, Julisnne F 9 Ramos 041701992
63531 Taylor, Lonna R F 9 Mo 06061991
54677 Thomas, Amdeep F 9 Robison 071201992
63393 Tompson, Amos M 9 La 12211991 S04
51990 Vail, Hansh F 9 Robison 022011992
63171 Whitehead, David R. M 9 Mo 040971992
54109 White head, Sarah F 9 Mom 11211991
—CousTow2l Mo Ferne 11 G [8]:21
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Student Schedule

Use these reports to review a student's schedule after a schedule run has been
performed.

1. To begin, use the Report Format dropdown to select the desired report you
wish to run.

2. Choose whether you want to print current schedules or pending schedules.
When this option is set to "Current Schedule," all student schedules will be
generated using the current schedule and will show the current date in the
"Effective Date" field. When it is set to "Pending Schedule," the report will be
generated using pending schedules (and will show the corresponding pending
schedule date in the "Effective Date" field) as appropriate (note that students
who do not have a pending schedule will still be included, but reports for those
students will display the current schedule instead).

3. Choose which students you'd like to include by selecting a Search By option
(All Students, Per Home Room, Per Grade or By Student).

4. Use the Sort By (Student, Home Room, Counselor, Grade or Zip Code) radio
options to specify the sort order for the resulting report.

Note: The options presented in the Report Format drop-down list come from the reports
set up by and for the district. For example, your district may have options for each
different school level, if multiple school levels are present in the same building. Other
districts may have reports for each marking period instead of just each semester. More
information on setting up these reports is available in the Maintenance User Guide and
in the Maintenance — Application — Report Format documentation.

» Standard Schedule Report: Displays a full-year schedule for all selected students.
You will see the student names appear in the Preview pane of the Crystal Viewer
window at the left.
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 Fall Semester Schedule, Spring Schedule Report (or Other): Displays a fall-only or
spring-only (or other marking-period or building-level-only) schedule for all selec-
ted students.

» Missing Course Selections: Displays schedules for only those students who have
one or more selections missing from their schedule.

» Grid Schedule RS: Uses Reporting Services to provide a Student Schedule Report
with several configurable display options.

Student Schedule

Mindex HS : High School : 2021-2022 07/13/2022

Effective as of 07/13/2022

Student TD Stadent Name [ Comselor Gender | Grade | Homeroom DoB

‘ Garciz. F ‘ n 143 071872005

2741 Adams, Elizabeth R
67 Kennedy Lane
Rochester, NY 12345

Team Phone Lecker

(555) 4857308

73
@5-17-7)

CowrzeID [Gect | Semesters Course Nama Room Pericd | Days Mst Teachar
00682 1 FA APUS HISTORY 143 1 123 Simamens
0002 T FAEF APUS HISTORY 33 T G Smamens
00325 E) 123 LIFEGUARDING T T Fogars
00303 T FASF WIND ENSEMBLE 1z I Wilkams
T T AT ENGLBHIIE (3 I Phllp:
U098 2 FAEF APEBIOLOGY 104 3 Smth
Q0656 I FA APEIOLOGY 104 3 G Smith
00143 I FASF CALCULUS FREP T ¥ Oriz
k] P FASF ELEMENTARY ITALIAN T e Fiyphen

Note: Some of the items on these reports can be turned on or off with prompts in
the Maintenance area. These options include: Locker, Locker Combination,
Counselor name, Building Information, Student Information, Address, and
Homeroom Teacher Name. Some reports also allow the user to turn these options
on or off from within the report itself. Refer to the Maintenance > Application >
Report Format documentation for more information.

Student Selection with Courses Information

The Student Course Selection with Courses Information report uses a simple or
advanced search to find a student; the report then lists all selections just for that
student. This can be used to review with guidance counselors to ensure students are
meeting the minimum requirements for graduation.

Details on the report include the student ID, student name and address, gender, grade,
date of birth and home phone, along with all selections. Selections include course #,
course name, cycle days and semesters, total number of available sections, and
alternate periods when the course is offered.

Note: This report does not have a pre-screen. If your search yields a single student, the
report will open automatically for that student. If your search yields a list, the report will
open for a single student after you have selected a student from the list. There is no way
to generate this report for multiple students at a time.
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Student Course Selection With Course Information 1605 31200 PM
High School : High Schoal : 2004-2005
Stadent 1D Hume & Addruss Lax [ Gaade | BB | Fhos |
4214 HIEEIT, STEPHEN M| 10| 0131A9EY | 5555555 |
ROCHELTER, NY 12345

Course i Course Mame el Sen 4 Sections Availshle Periods

@27 EWGLISH 10 HONORS AE ] T (30025) 4 (H0025) 5 (20a5) 7 (1A5) B (2505)

127 GLOBAL ST. 10 HONOES. AE m 4 5 (17@5) 6 (1525) 3 (1625) ¥ (125

125 LIVING ENVIRON REG AE FE 14 1 (2805) 2 (29125) 2 (D6RS) 3 (27125) 4 (26025) & (2605) & (22S)
(RS 7 (3NS5 T (BE5) B (W5 5 (RS § RN § (2225

348 MATHE2H.FALL AE F 2 2 (G0) T (1750)

356 MATH B3 HAPRING AE : 2 2 (3460) T (1650)

42 SPAMISH YR2 HONORS. AE o2 7 (2025 9 (W25

555 TVPRODUCTION | AE F o2 2 (1417 7 QN7

5%  TVPRODUCTION2 AE s 2 2(An 7 (en

630 CONCERT BAND AB ] 3 (747100)

722 PEIONIN2FALL B Foo19 1 (4034) 2 (4234) 2 (4134) 3 (36054) 3 (3534) 3 (3504) 3 (3604) 4
(48/34) 5 (2954) 5 (29034) 6 (25534) 6 (28B8) 6 (W) T (A7) 7
(45/34) 8 (4S54) B (4434) 9 (3534) 4 (2650)

722 PELOAAZFALL A F o2 1 (4356) 2 (4234) 3 (A004) 3 (FBO4) 4 (4634) S (2704) 5 (G4) 6
(ZAB4) 6 (4/04) 6 (17734) 6 (14034) T (42734) 7 (4304) 2 (4504) 8
(M) 9 (204) O (32D4) 2 (4234) T (2600) 3 (230

3 PEL01A2SPRING A s N 1 (A0OEN 2 (514 3 (400D 3 (41540 4 (45004) S (204 5 (314 8
(1634) 6 (1534) ﬁ(mma 6 (1834) 7 (4354) 7 (4334) 8 (444) &
(44/34) @ (3304) § (I604)

723 PELOIIA2SPRING B s 9 140E4) 2 (51340 2 (4404) 3 (234 3 (004D 3 (3304) 3 (a5 4
M) 5 (2704) 5 (804D 6 (2154) 6 (2258) 6 (1554) 7 (400) 7
(4234) B (4434) B (41534) 9 (34034) T (27536)

Note: The Available Periods column displays all periods where this course is available,
as well as current headcounts for each period. For example, for English 10 Honors, there
are 5 sections, and the first one in period 3 currently has 30 students scheduled into it,
even though the max head count is 25.

Student Selection

The Student Selection report, also referred to as the Course Selections per Student
report (when accessed from the Scheduling module), can be generated for all students,
a single student, a single grade or a homeroom. Details on the report include student
demographic data, as well as a listing of each course selected, its priority, its credits,
and a total number of credits selected overall. This can be used to send home to
parents before the schedule is set, for their approval.

There is a prescreen for this report that provides the ability to print All Students, or a
single Homeroom, Grade, or Student.

In addition, users may Sort By the following options: alphabetically by Student last
name, numerically by Homeroom number, alphabetically by Counselor last name,
numerically by Grade or numerically by Zip Code.

After specifying pre-screen options, click Run Report to generate the report.
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Changed Student Schedule

The Changed Student Schedule report shows a list of students whose schedules were
changed during the specified date range. The report displays the date that schedule was
changed, that student’s details, and the schedule details.

To generate the report, select a date range, a grouping option for students (All, per
Home Room, or per Grade), and a report format, then click the Run Report button.

Student Schedule for Special Cycle Day

The Student Schedule for Special Cycle Day is a special report designed for districts
using special cycle days. The report may be run for all students, per homeroom, per
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grade, or for an individual student.

This report uses the following pre-screen:

Grade Verification Report

The Grade Verification Report is used by Counselors to review teachers’ marking period
grade submissions. The report can be run for all teachers and all courses, for a specific
department, for an individual course, or for an individual teacher. The report shows a
summary of submitted grades and the student breakdown for that course by gender and
grade.

To run this report, select a marking period, select the appropriate teacher or course
filters, and click Run Report. Averages and transcript credits earned display in
parentheses while in progress.

Enrolled Students with No Classes

This report provides counselors with a list of all students who are currently enrolled but
are not scheduled for any classes. This report does not have a pre-screen, and
generates automatically upon selection.
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Student Free Periods

The Student Free Periods report returns a list of all students that do not have anything
scheduled for some portion of the day. A study hall or lunch is not considered a free
period. Students on this list are missing something from their schedule (this may be a
study hall) which should be addressed.

The pre-screen for this report provides options that control the way data is returned in
this report.

Options available on this pre-screen are as follows:

» Report Format: Determines which format you want to use for the report. See the
examples below for more information.

» Detail Report displays the actual number of cycle days free for each period
for each individual student. This report shows data in a single table, listing
the number of cycle days each student has for each period on an individual
student basis. Totals are shown at the bottom of each column (or, if the
report spans multiple pages, totals appear on the last page). The report data
is listed alphabetically by individual students.

» Aggregate Report displays a summary version of the information. This report
shows a separate grid for each cycle day for all grades, cycle days, and build-
ing school levels. The format is very similar to the Seats Per Period Per
Grade report, but this Aggregate Report counts free students. Totals are dis-
played at the bottom of each column. The Class Size is shown in the last
column of each table.

» Semester: This drop-down list is used to specify whether you want to view data
from one or all semesters.
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» Cycle Day: This drop-down list is used to specify whether you want to view data
for one or all cycle days.

» Only show students with free periods: This checkbox is only available when the
Detail report format is selected, and is used to narrow the list of students to only
show those with free periods in the selected semester(s) and/or cycle day(s).

» Search By:

» Selecting the “All Students” option will return all students who meet the spe-
cified criteria.

» Selecting the “By Student” option allows you to limit the report data by using
the Batch Selector to locate one or more student, based on your specified
search criteria.

Detail Report Format:

Aggregate Report Format:

Section Load Report

This report shows all sections of each course with details such as the period the section
is delivered in, the faculty who instructs the section, the team assigned to that section (if
one), the semesters and cycle days when the course meets, the room where it meets
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and the current status (closed or null which is open). Additionally, the following totals
are included in this report:

« Max: maximum head count for the section

Total: number of students currently in the section

Total boys (M) and girls (F) in the section

Needs: total special-needs students (denoted by the student having a Needs-des-
ignated program service record) in the section

Users can print or export this report, or use the tree to navigate to a particular course.
Use the details here to understand the number of students who requested the course,
the number who got into the course and the number who didn’t. This is helpful in
balancing sections and clearing up bottlenecks in scheduling.

For example, for Course # 00053 English 11 (below), there were 118 total selections for
that course (1st number in parentheses), but 138 seats are actually occupied for this
course (2nd number in parentheses; this will include any students taking the course
twice, or students who have been manually scheduled for the course). This resulted 3
students who selected the course but did not get at least one section of that course (in
the 3rd parentheses).

This report automatically appears when selected. There is no pre-screen.

Note: Courses such as labs may display with 0 requests but a large number placed. This
usually indicates that the lab was linked to a lecture course and students were placed
into the sections based on requests for the lecture.

Note: Study halls and lunches will often display as though each period and section is
duplicated, tripled or quadrupled, etc, based on the number of cycle day and semester
combinations possible. This is to allow the greatest scheduling flexibility in giving a
student only what they need or have room for.

Sequence Information

The Sequence Information report is a simple list reflecting the courses which make up
each sequence. Use this report as a check when building sequences in the Sequence
Information sub-module. This report has no pre-screen options; click the Run Report
button to generate it.
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Note: If sequence information has not been defined, the report will be blank.

Sample report:

Sequence Information

durd
Civmmadi |
Caeumacs |
Dawrng sl Paring
Trudo AR

Hualaras
Asspuntmg
Acsouning B
DA A
Erizepaerwa
Iridra b Sipe
Mouketing

Techmalagy

IDCAD Aramation
Apch Dawwng CAD
Exrgrarreg Dengn

Special Programs Report

The Special Programs Report area allows districts to generate reports showing all
students receiving Special Programs and any associated costs. These reports are most
often used for BOCES billing and data verification; therefore, students are grouped by
home district.

To generate the reports, select a report type, date range and choose a home district
(dates must be within the same school year). Select students as appropriate. The
reports will display a list of all special programs assigned to students during that date
range, grouped by home district and broken down by program and student.

e Report Type:
» Prorated: Calculations are based on the number of weeks between the Start
Date and End Date for the Billing Year as defined in Maintenance > Coun-
seling > Special Programs > Yearly Detail. Any exception weeks that have
been defined for that year are excluded from these calculations. This report
only calculates values based on the enrollment date range selected on the
pre-screen.
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 Prorated (4 Weeks Max): This report is similar to the Prorated report, but it
bills at a four-week maximum per month, and includes exception weeks.

» Projected: This report calculates the entire year’s costs for each program. As
with the Prorated report type, calculations are based on the number of weeks
between the Start Date and End Date for the Billing Year as defined in Main-
tenance, less any exception weeks. This report, however, calculates costs for
the whole school year, rather than for a specific date range.

 Projected (No Values): This report functions nearly identically to the Pro-
jected report, except this report does not display any financial data.

» Student Options:
» These options allow users to determine which students should be included

when running the report. Options include All, Grades K-12 only (this also
includes ungraded elementary (UGE) and ungraded secondary (UGS) stu-
dents), Pre School-Age (this includes students who have enroliments but are
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not yet in Kindergarten), and an option to Select Students using the batch
selector.

Student Grading Scale Report

The Student Grading Scale Report displays the different grading scales used either by
teacher or counselor. This report utilizes the Batch Selector to locate a group of
students.

1. Use the Batch Selector to select your group of students. After selecting stu-
dents, you will be presented with the report pre-screen.

2. Select the school year and grading scale from the drop-down lists on the pre-
screen. Select the appropriate radio button to run the report by Teacher or
Counselor and click Run Report. In our example, we will select Counselor.

3. The report will generate, displaying the Course, Teacher, Counselor, and Stu-
dent.

Teacher Progress Report

The Teacher Progress Report displays all progress report comments, per course
(subject), per student, which teachers have added. This report functions like a
verification report to make sure all students have received comments, and to double
check which comments have been added.

1. Use the Teacher Progress Report pre-screen to select the Building, School
Level, school Year, and Marking Period. The Progress Report Interval will
automatically change when the marking period changes (i.e., marking period
Quarter 1 results in PR1). Then, select the appropriate radio button for the
report:
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» All — generates all progress report comments for all teachers and all stu-
dents

» Teacher — generates progress reports for a specific teacher or all teach-
ers in a specific department.

» Course — generates progress reports for a specific section or all sections
of a course.

2. When you click Run Report, the report will appear.

Teacher Progress Report
High Zehesl - High Schood | 2052006 04/ 200

TEACHER: GARFEILD
SUBFECT: MATH APPLICATIONS A - SECTION |
FEMEROKE, Amanda L
CURRENTLY FAILIRG . JRADE RANGE 5164
CREATER EFFORT REQUIRED
HEELE TO STAY AFTER 3CHOOL TO DAPROVE GRADE

Teacher Progress Report Audit

The Teacher Progress Report Audit is used to check which teachers have not yet
completed their progress reporting tasks. The report displays a list of all courses (by
section and period) and their respective teachers. The No Comments column indicates
which teachers have not completed their comments for this progress report interval.

Use the Teacher Progress Report Audit pre-screen to select the Building, School Level,
school Year, and Marking Period. The Progress Report Interval will automatically
change when the marking period changes (i.e., marking period Quarter 1 results in PR1).

Here is a sample of page 1 of the Teacher Progress Report Audit report for progress
report interval 2.
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Transcript/Permanent Record

The Transcript/Permanent Record report generates individual or batch transcripts or
permanent record reports, based on selected criteria.

Use the batch selector to locate a student or a group of students.

After selecting students, the Transcript/Permanent Record Report pre-screen appears
with a drop-down list. Select the appropriate report format from the list.

Click Run Report to generate the report. Keep in mind that districts have a number of
options available for transcript display, so your district's transcripts may look very
different from the sample below.
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Counseling > Retrieve Student Grades

The Counseling > Retrieve Student Grades area allows districts to retrieve and import
students’ course grades from another SchoolTool district. This allows a component
district to import a student’s grades from BOCES. After grades have been imported, this
data can be updated and managed as the component district sees fit.

1. To begin, select a home district from which to retrieve grades. Only home dis-
tricts that are tied to a district connection will be displayed here.

2. Select the destination (school year and building/school level).
A. The school years available here are based on years that have courses
that have a Shared Course Code defined.

3. Decide which grades to import (marking period grades, finals, and/or assess-
ments). When data already exists for the selected marking period, finals and/or
assessments, the existing data will not be overwritten.

A. Marking Period Grades: This marking periods grades or grade notes
and comments. If this option is checked, you must also select a mark-
ing period from the local (receiving) district into which you wish to
import.

Notes:

e The marking period ranks must be the same in both locations
for grades to be imported. Any marking period that does not
have an equivalent rank in the other district cannot be imported.
For example, if a course is scheduled as a full year course (mark-
ing periods 1, 2, 3, and 4) in the source location, but only sched-
uled as a half year course (marking periods 1 and 2) in the
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receiving district, only the grades for marking periods 1 and 2
can be imported.

For marking periods to be transferred, the following requirements
must be met:

» Marking period grades can only be imported when both loc-
ations have the same number of marking periods.

» Marking period grades can only be imported after the publish
date for a given marking period at the source location has
passed.

» Marking periods grades can only be imported into marking peri-
ods that are unlocked at the receiving district.

B. Final Grades: This includes grades or grade notes.

C. Assessments: This includes assessment scores or assessment flags
(Absent, Unscorable, or Exempt), assessment notes, and the lan-
guage.

« If the assessment is tied to a date, that will also be included, as
long as both locations have the same assessment (and asso-
ciated scheduled dates, if they exist in the source district)
defined in Counseling > Assessments.

4. Click Preview button. A list of students in that course and their associated
grade data will be displayed.

5. Data may not show if:

» The selected marking period rank does not have a corresponding mark-
ing period in the source district.

» The selected marking period at the receiving (destination) district are
locked.

» The corresponding marking period at the source district is not past the
publish date.

» Courses do not have a corresponding Shared Course Code defined at one
of the locations.

» Sharing of course grades is not enabled in the district connection at the
source district.
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» Assessments do not match the assessments at the receiving district.

» Assessments are not configured in the course catalog at the receiving
district.

» Grade data does not exist at the source district.

» Grade data already exists at the receiving district.

» Home district records do not match.

» Comments exceed the maximum character count defined by the receiv-
ing district.

6. Use the checkboxes to select the rows to import and click Import Grades.

7. When the import operation is complete, the screen will refresh to show the res-
ults, including a list of any error messages.
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Counseling > RTI View

The Counseling > RTI View sub-module allows users to review, add, or edit student RTI
(Response to Intervention) records.

RTIVIEW
* O
BUILDING: [Mindex HS  w| SCHOOL LEVEL:
oates: [5129/2020 [ to [5/29/2020 STUDENTS:
LEVEL: [ANY  w g':” |
e [ANY o] OSZIr:;SIudems
TIMELINE: |ANY v
FACULTY: [ALL ~| ANy ~|
a4a Found 26 Records
[Student Start Date EndDate  |Level Faculty Type
& 38 |adams, Jennifer (19510) 10/2/2017 Tier 1t Martinez, Patricia RTI
[ 38 |Black, Jeremy (22604) 5/1/2019 Tier 1 Martinez, Patricia RTI
[ € [Brown, Anthony (21142) 10/2/2017 Tier Il \Anderson, Christine RTI
.2 38 |Cook, Jennifer (20243) 1/8/2018 Tier Il Hemandez, Jessica
& &€ |Cox, William (25207) 10/30/2017 Tier 111 Hemandez, Jessica RTI
[ 32 |Crawford, Carolyn (20909) 10/2/2017 Tier 1 Martinez, Patricia
& 38 |Davis. Gladys (21087) 10/2/2017 Tier Il IMartinez, Patricia RTI
| 38 |Edwards, Nancy (22964) 10/2/2017 Tier I IMartinez, Patricia RTI

To begin, use the filters at the top of the screen to specify search criteria.

1. Select the desired building and school level for the students you wish to
include.

2. Specify a date or date range, RTI Level, Type, Timeline, or Faculty to narrow the
search results based on RTI records.

3. Choose the students for whom you wish to review RTI data (choose whether to
search all, a single grade, a single counselor, or specific students using the
batch selector).

A. When a user clicks the Select Students option, the screen will refresh
to show a batch selector. Select the appropriate terms to locate stu-
dents (or click Cancel © to return to the main screen).

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.
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4. Click the Searchbutton to update the list at the bottom of the screen.

RTI VIEW

DATES: (52912020 [ to [5129/2020

LEVEL: |Tierll
TYPE: |RTI hd
TIMELINE: |ANY hd

BUILDING: |Mindex HS | SCHOOL LEVEL: | High School ~

FACULTY: |ALL

~]

(1)

Found 3 Records

STUDENTS:

Oan

O Name [

® 134 Selected Students

¢

Student

Start Date

End Date

Level

Faculty

Type

Adams, Jennifer (19510)

10/2/2017

Tier Il

IMartinez, Patricia

RTI

o
32(92|92

Jenkins, Joseph (25640)

91172017

Tier Il

Hemandez, Jessica

RTI

Taylor, Edward (20126)

9/11/2017

Tier Il

Hemandez, Jessica

RTI

5. Click the RTI Summary Report & icon to view a summary that lists all students
and their RTI records (this report does not include intervention details). Click
the RTI Detail Report & icon to view a report detailing all student RTI records,
including the overall RTI description and intervention details for each record
(this report shows all RTI records and associated interventions, with a page

break between each student).

6. To create a new RTl record, click the Add 4 button in the upper right corner (or
click Edit [# to modify an existing RTI record).

RTI VIEW

|Adams, Jennifer (19510)
LEVEL:
TYPE:
TIMELINE:

FACULTY: [ALL

vH Martinez, Patricia

-~

enp: @ curent O EE

DESCRIPTION:

e

a0

A. If desired, add one or more interventions at the bottom of the record
by clicking the Add button, entering the appropriate information, and
clicking the Update & to apply the changes.

B. Click the Save @ button in the upper right corner to save the RTI
record and return to the main RTI screen.
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Counseling > Sequence Information

The Sequence Information sub-module is where guidance counselors and/or
administrators can create subject majors. These sequences contain all courses which a
student can take in order to achieve this sequence. Examples might be Business or
Technology. Use this sub-module as a maintenance and reference area, where
sequences can be created, edited and reviewed.

Add a New Sequence

1. From within the Counseling module, select the Sequence Information sub-mod-
ule from the menu at the left. The Sequence Information tab will open with two
action buttons: Add 4 (to add a new sequence) and Done 4= (to go to Coun-

seling Search).

SEQUENCE INFORMATION
ke e @

I [sequence

2. Click once on the green Add < button in the upper left corner of the tab. A

Sequence field will appear.

SEQUENCE INFORMATION
=[~17]

w

Enter the name of the sequence in the required free-text field.
4. Click once on the Save @ button. The screen will refresh with the sequence

name in read-only mode.

SEQUENCE INFORMATION
EXd?

Sequence: Art

[ [ |courses |

5. To add the courses for the sequence, click once on the green Add < button
below the sequence name.

6. A new blank row will appear.

SEQUENCE INFORMATION
B

Sequence: Art

[ [Courses |

[
=@ R | |

7. Enter the name of the course in the required free-text field.

Counseling Module User Guide Page 241 of 277
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



Click once on the Update & button. The screen will refresh with the course
name in read-only mode.

. Repeat steps 1 through 6 for each course in this sequence until you have fin-

ished.

SEQUENCE INFORMATION
"]

Sequence: Art

(Courses
Drawing 1

Intro to Painting
Ceramics

—
E

P

Edit Existing Sequence Information

1. From within the Counseling module, select the Sequence Information sub-mod-
ule from the menu at the left. The Sequence Information tab will open and any
existing sequences will display.

2. Click once on the Details » button to the left of the sequence you wish to
review. A list of courses which comprise the sequence will appear.

SEQUENCE INFORMATION
B 7]
Sequence: Art
(Courses
|52 X Drawing 1
E X Intro to Painting
|52 X Ceramics

3. To edit the name of the sequence, click once on the Edit [ button above the
Sequence name. The tab will refresh with the name in a required, editable field.

4. Update the name by typing directly into the field.

SEQUENCE INFORMATION
00
Sequence: ,Art—|
Courses
Drawing 1
Intro to Painting
Ceramics

5. Click once on the Save @ button. The screen will refresh with the name in read-
only mode.

6. To edit the name of a course in the sequence, click once on the Edit [# button
to the left of the course name row. The screen will refresh with the course
name in a required, editable field.

SEQUENCE INFORMATION
ELd?]
Sequence: Art
'J'%@ 4 0%1 ]
E = TG 10 Paning
4 Ceramics
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~

Update the name by typing directly into the field.

Click once on the Update & button. The screen will refresh with the course
name in read-only mode.

9. To add an additional course to the sequence, click once on the green Add <+

button below the sequence name. A new blank row will appear.

SEQUENCE INFORMATION
ELd?]

Sequence: Art

©

Courses
Drawing 1

Intro to Painting
Ceramics

3%(321383¢

O RIRE

@

10. Enter the name of the course in the required free-text field.

11. Click once on the Update & button. The screen will refresh with the course
name in read-only mode.

12. To remove a course from this sequence, click once on the red Remove X but-
ton to the left of the course row. A confirmation message will appear. Click OK
to confirm this action. The screen will refresh and the course no longer
appears in the list.

Counseling Module User Guide Page 243 of 277
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



Counseling > SLO View

The SLO View sub-module allows users to retrieve information about courses for SLO
(student learning objective) targets. It also allows users to manage which course
sections have been assigned an active SLO. Finally, users with the appropriate
permissions can view and/or submit SLO scores for students in those active SLO
sections.

To review SLO data:

1. Specify Master Schedule criteria: Select the School Year, Building, and School
Level for the master schedule you wish to analyze. These selections determine
which teachers may be selected.

Note: The results will include all teachers who are assigned to at least one
course in the selected master schedule, even if the teacher is not in the
selected building school level. For example, when selecting middle school,
results will include high school teachers who teach an 8t grade Earth Science
course in the middle school.

2. Specify Teacher criteria: Select the department and, if applicable, the individual
faculty member. These are the teachers that will be displayed on the report.
The report will show all courses taught by that teacher, regardless of which
master schedule was selected, as long as that teacher is assigned to at least
one section in that master schedule.

3. Specify Course criteria: Select the department and, if applicable, the individual
course for which you wish to review data.

4. Select a date for which you wish to run the report. This allows users to obtain
an accurate snapshot of student SLO tallies for any date and is set to the cur-
rent date by default.

5. Specify additional report options:

» Breakdown By: Select Teacher, Course, or Course Section to specify the
level of detail for your analysis. Selecting Course Section allows users
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with permission to edit SLO status to activate an SLO for a given section.

* Include Lunch: If checked, the results will include courses designated as
“Lunch” to which the selected teachers are assigned.

« Include Study Hall: If checked, the results will include courses designated
as “Study Hall” to which the selected teachers are assigned.

e Only include SLO Sections: If checked, only courses designated as “Has
SLO" will be returned.

6. Click the Search button to generate the results list.

The results list shows teacher, course name, course ID, and department. For each
teacher/course combination, the list also shows the number of students in that course,
the number of students with pre-score, target, or post-score values, the number and
percentage of students who met their targets, and the average growth of those
students.

When the breaking down by Course Section, the list also includes the section number
and semester in the Course ID column, and a column indicating whether or not each
section has an SLO currently active.
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When the Breakdown option is set to Course Section, an Edit (" button appears for
users with appropriate permissions when the Section Breakdown is displayed to allow
users to activate an SLO for a given teacher/course section.

In addition, the Course Section breakdown option allows users to click on the Enter
Grades Y button to submit SLO scores for the appropriate section.

To print a list of results, click the Results & report button. This report will display the
columns shown in the results list and will respect any selected filter criteria.

AS2014 X am

Student Learning Objectives (SLO) View
School Year: 2013-2014 Students on 815/2014
Building: ALL School Level ALL
Faculty Departmant: ALL Faculty: ANY
Course Depantment: ALL Course: ALL
Include Lunches: No Course Section Breakdown Inchsde Study Halls: No

[ ] g F F % Am%
Teagher Lourse Name Course 1D Departmant Student Ere Targe! Posi Met Growih
Adams, Kimbary French 3 0011602 (51, 52)  Foreign Language w0 o o 0 0
Adaens, Kimbady Spanish 2 0011002 {S1,52)  Foreign Language 130 o @ 0 o
Adarns, Kimbarly Spanish 2 00110.05 {S1, 8] Fareign Language W0 g0 0 0

Click the print the Course Analysis Report €& button to print the list of courses for each
teacher (including the section breakdown, if that option is selected). This report
provides information about the courses taught by one or more teachers, the total
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number of students and sections taught by each teacher, and the SLO target (a number
of students, which is defined as 50% of the teacher’s population plus one student).

The report includes a detailed list of all courses taught by the selected teacher(s),
including the number of students in that course, the number of sections, and the
percentage that course represents out of the teacher’s total population.

If breaking down by course section, the report will also show a breakdown for each
course, listing the section number, semesters, period, and number of students for each
section of that course.

Activating SLOs for Course Sections

To activate or inactivate an SLO for a teacher/course section, specify your search
criteria, select “Course Section” in the “Breakdown By” drop-down, and click Search.
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Click the Edit [# button to edit SLO status using the checkboxes in the “Has SLO”
column.

Enter SLO Grades

To submit scores, click the Enter Grades ¥ button for the appropriate section.

Click Edit (&' in the appropriate column to enter grades.
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Click Save B to submit the grades or click Cancel © to return without saving. When you
are done entering grades, click the Done €= button to return to the SLO View list.
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Counseling > Unlock Marking Periods

The Unlock Marking Period sub-module allows districts to unlock a single course
section for marking period grading. Unlock requests become effective immediately after
they are submitted and allow the marking period to remain unlocked only until the
expiration date/time has been reached. When a section is unlocked, it will be unlocked
for all faculty members assigned to that section in the master schedule.

The Unlock Marking Period screen shows a list of all unlock requests, including those
that have already expired. To view a list of all unlock requests, use the filters at the top
of the screen.

To add a new unlock request, click the Add < button to the upper right of the grid. Select
the appropriate faculty member and marking period to unlock and specify an expiration
date/time. Once added, the unlock request will be added to the list on this screen.

Building School Level v MP " By Unlocked By« Requested Date"y” |[Expiration Date u”

s@o Mindex HS/High School M1 Woalton, Jerry 'Woolton, Jerry 11/14/2017 3:03 PM 11/14/2017 4:00 PM
%0 Mindex HS/High School M1 Waoolton, Jerry \Woolton, Jerry 111472017 3:00 PM 11/14/2017 4:00 PM
%o Mindex M3/Middle School Q1 Mitchell, Donald \Woolton, Jerry 11/14/2017 3:04 PM 1111442017 3:05 PM

Click on the More Information @ button to view detailed information about a specific
unlock request, including the sections that were unlocked by that operation and any
notes that were entered.

‘Bulldlng School Level |MP\{ Ir‘ By'y By Reque: Date [Expiration Date
$2 Mindex HS/High School |M1 |W(m\lm| Jemry \Woolton, Jerry 1114/2017 3:03 PM 11/14/2017 4:00 PM
ourse SN Period Days Teachers . -
$2 English12 3 2 AB  Patterson/Coleman/Woolton \Woolton, Jerry 111472017 3:00 PM 11/14/2017 4:00 PM
32O [[Engish12 2 3 AB  Johnson/Woolton 'Woallon, Jerry 11/14/2017 3:04 PM 11/14/2017 3:05 PM
[English 12 1 5 AB  Williams/Coleman/\Woolton
INote: Jerry needs 1 more hour to submit his ENG 12 grades

To remove an unlock request, click the Delete X button for the appropriate row. You will
be prompted to confirm this action. Click Yes to continue or click No to return without
deleting the request.
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Delete Unlock Request

You are about to delete an unlock request that unlocked 3 sections for marking period M1 until 11/14/2017

4:00 PM.

Confinue?

Ve T

To filter the list based on the values in one or more column, simply click on the Filter “y
icon for the desired column(s). Filters will be remembered for each user and will be re-
applied the next time you access this screen.

Building School Level MP " Unlocked By« Requ Date " |[Expiration Date u"
3@0 Mindex H3/High School M1 Waoolton, Jerry \Woolton, Jerry 11/14/2017 3:03 PM 11/14/2017 4:00 PM
3@0 Mindex H3/High School M1 Waoolton, Jerry \Woolton, Jerry 11/14/2017 3:00 PM 11/14/2017 4:00 PM
3@0 Mindex MS/Middle School Q1 Mitchell, Donald \Woolton, Jerry 11/14/2017 3:04 PM 11/14/2017 3:05 PM

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.

. [Requested By . . 5 " n
Building School Level " IMP " Woalton x] Unlocked By u” Date s Date"w”
3@0 Mindex H3/High School M1 ‘Waolton, Jerry Woolton, Jerry 11/14/2017 3:03 PM 11/14/2017 4:00 PM
S@o Mindex HS/High School M1 Woalton, Jerry Woolton, Jerry 11/14/2017 3:00 PM 11/14/2017 4:00 FM

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 "& icon and delete the text in that
field. Press Enter or click outside the filter field to update the results.

Building School Level WPy (R @ Unlocked By " Reque: Date " Expiration Dale "
3@0 Mindex HS/High School M1 Woalton, Jerry Woalton, Jerry 11/1472017 3:03 PM 1171412017 4:00 PM
%0 Mindex HS/High School M1 \Woolton, Jerry Woolton, Jerry 11/14/2017 3:00 PM 11/14/2017 4:00 PM

Users also have the ability to print a list of unlock requests. The report will respect any
on-screen selections as well as any grid filters.

Unlock Marking Period Requests ©
Date: 11/14/2017

2016-2017, All Building School Levels, All Marking Pericds, Both Locked and Unlocked

Building School Level MF Regquested By | Unlocked By Regquested Date Expiration Date
Mindex H3/High School M1 [Woolton, Jerry Woolton, Jerry  |11/14/2017 3:.03 P 11/14/2017 4:.00 P
MMindex H3/High School 141 [Woolton, Jerry Woolton, Jerry  |11/14/2017 3:00 P 11/14/2017 4:00 FM
Mindex MS/MMiddle School 1 Mitchell, Donald — [Woolton, Jerry | 11/14/2017 5:04 P 11/14/2017 3:05 P
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Add a New Unlock Request

To add a new Unlock Request, click the Add button on the Counseling > Unlock Marking
Period screen. The screen will refresh to display filters, allowing you to select a marking
period to unlock and then locate the faculty member for whom you wish to unlock one
or more sections.

Note: Marking periods can only be unlocked for the current school year.

UNLOCK MARKING PERIODS
(7]
SCHOOL YEAR: [2019-2020 v
BUILDING SCHOOL LEVEL: [Mindex HS ~|[ High School ~

MARKING PERIOD:

CURRENTLY UNLOCKED: |ALL v

Once you have selected a marking period and faculty member, his or her course
sections will be displayed in a list. Set the expiration date for the unlock and add a note
if desired. Use the checkboxes to select the section(s) to be unlocked. Please note that
unlocking a section will unlock it for any teachers who are assigned to that section in
the Master Schedule.

Click the Unlock Sections button when you are ready to proceed with the unlock. You
will be prompted to confirm the action. Click Yes if you wish to complete the unlock

Counseling Module User Guide Page 252 of 277
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



process and return to the main Unlock Marking Periods screen, or click No to make
additional changes before unlocking.

Once the operation is completed, you will be returned to the main Unlock Marking
Periods screen and the unlock request will be added to the list of unlocks. Teachers will
be able to submit grades for the unlocked marking period until the expiration date/time
is reached.
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Counseling > User Defined Assessments

The Counseling > User Defined Assessments sub-module allows users to batch add,
edit, or remove records for user defined assessments for a selected group of students.

For each of the batch areas, the process is the same:

1.
2.
3.

Navigate to the Counseling > User Defined Assessments sub-module.
Select the appropriate task (Batch Add, Batch Edit, or Batch Remove).
Use the Batch Selector to locate a group of students for whom this action is to

be performed.
Select a user defined assessment from the drop-down and configure the

options on the screen appropriately.

Note: If a student has multiple user defined assessment records meeting the
specified criteria, all of those records will be impacted by the batch operation.

The User Defined Assessments sub-module also contains a job object history that
allows users to review previously run jobs for a selected timeframe. These jobs are also
logged in the Maintenance > Application > Job Object History log.

If a user has access to the Counseling > User Defined Assessments sub-module but
does not have rights to edit any user defined assessments (or if no user defined
assessments have been defined), the following message will be displayed instead.
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Batch Add User Defined Assessments

The Batch Add User Defined Assessments area allows users to add an identical record
to each of the selected students in a single operation.

To use this feature, follow the steps outlined above and select the appropriate user
defined assessment from the drop-down list. Fill in all fields as needed (pink fields are
required) and click the Add 4 button to add this record for each selected student.

Note: If a user already has a record matching these details, the original record will not be
modified and a duplicate record will be created for that student.

After the user clicks the Add < button, the Batch Add job will run and a new user defined
assessment record will be added for all selected students. When the job is complete,
use the Show/Hide ¥ button to review the results, including any error messages.

Batch Edit User Defined Assessments

The Batch Edit User Defined Assessments allows users to make the same change to a
group of students.

The top section is used to define which records will be modified for the selected
students. Enter the criteria in the appropriate fields to update records matching those
fields (only records from within the selected set of students will be modified). If a
student has multiple user defined assessment records meeting the specified criteria, all
of those records will be impacted by the batch edit operation.

The bottom section is used to define the changes to be made to each record. To make

changes, use the checkboxes to select one or more fields. Enter the new text or value in
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the field(s), or leave the field blank to clear the field when the records are updated. Only
those fields that are checked will be modified.

Note: To clear a field, the checkbox must be checked and no value should be entered.

BATCH EDIT USER DEFINED ASSESSMENTS

vdry
Dibels (Sept) ~|
Find records that match the following
School Year:
CLS (Grading Scale: 0-143); From|  |To[ ]
LNF (Grading Scale: 0-110) Fom|  |To[ ]
PSF (Grading Scale: 0-80): From[  |To[ |
WWR (Grading Scale: 0-50) Fom|  |To[ ]
Errors (Grading Scale: 0-600): From[  |To[ |
Retell (Grading Scale: 0-94) Fom|  |To| ]

Retell Quality (Grading Scale: 1-4): From[ |To[ |
Words Correct (Grading Scale: 0800 From|  |To[ |
Composite Score (Grading Scale: 0-600) Fruml:l'ru I:|

[Modify the selected fields

[ schoel Year: | 2015-2020 ~
[J CLS (Grading Scale: 0-143):
] LNF (Grading Scale: 0-110)
] PSF (Grading Scale: 0-80):
] WWR (Grading Scale: 0-50).
[J Errors (Grading Scale: 0-600):
[ Retell (Grading Scale: 0-34)
[ Retell Quality (Grading Scale: 1-4).
] Words Correct (Grading Scale: 0-800):
] composite Score (Grading Scale: 0-600):

RN

To preview the results of this batch operation, click the Check  button in the upper
right corner. A job will run at the bottom of the screen which will display the results of
the operation, including any error messages when complete. Running the Check
operation will not make any changes to records; users must still click the Save @ button
to apply any changes.

Click the Save @ button to apply these changes. The Batch Edit job will run and
modifications will be made to each record matching the specified criteria for all
selected students. When the job is complete, use the Show/Hide ¥ button to display the
results, including any error messages. An error message will be returned for any student
who does not have a matching record.

Description |Status |start Time [End Time
Batch Edit User Defined Assessments |Completed  [5/29/2020 10:32:26 AM 5/29/2020 10:32:26 AM
4gpHide Results

Batch Edit User Defined Assessment Validation: Dibels (Sept)
Student € of 6 (100%) Success = 6 Failures = 0

Batch Remove User Defined Assessments

The Batch Remove User Defined Assessments allows users to remove records from a
group of students. After selecting the appropriate students, choose the user defined
assessment from the drop-down menu.
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Enter the criteria in the appropriate fields to remove records matching those fields (only
records from within the selected set of students will be removed).

Note: This operation will permanently remove any matching records. If a student has
multiple user defined assessment records meeting the specified criteria, all of those
records will be removed.

BATCH REMOVE USER DEFINED ASSESSMENTS
vEAFY
Dibels (Sept) ~|
Find records that match the following
School Year:
CLS (Grading Scale: 0-143): From|  |To[ ]
LNF (Grading Scale: 0-110): From|  |To[ ]
PSF (Grading Scale: 0-80): From|  |To[ ]
WWR (Grading Scale: 0-50): From|  |To[ ]
Errors (Grading Scale: 0-800): From|  |To[ ]
Retell (Grading Scale: 0-94) From|  |To[ ]
Retell Quality (Grading Scale: 1-4): From|  |To[ ]
Words Correct (Grading Scale: 0-600).  From l:l To I:|
Composite Score (Grading Scale: 0-600): From[ |To| |

To preview the results of this batch operation, click the Check + button in the upper
right corner. A job will run at the bottom of the screen which will display the results of
the operation, including any error messages when complete. Running the Check
operation will not make any changes to records; users must still click the Remove X
button to remove the records.

Click the Remove X button to complete the operation. The Batch Remove job will run
and any records matching the specified criteria for the selected students will be
permanently removed. When the job is complete, use the Show/Hide W button to display
the results, including any error messages. An error message will be returned for any
student who does not have a matching record.

Description |status |start Time |End Time
Batch Remove User Defined Assessments |completed  [5/29/2020 10:45°54 AM [5/29/2020 10:45°54 AM
4pHide Resulis

Batch Remove User Defined Assessment Validation: Dibels (Sept)
Student 6 of 6 (100%) Success = 6 Failures = 0

Reviewing the Job Object History

On the main Counseling > User Defined Assessments 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 User Defined Assessments screen and
contains information about all jobs performed here. 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.

Description [Status [Start Time [End Time
Batch Add User Defined Assessments |completed [5/28/2020 2:24:20 PM |5/28/2020 2:24:20 PM

LShow Results

The details are specific to each particular job, and will show you how many students
were included in that job and of those, how were processed (indicated as a percentage).
This percentage 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.

|Bat|:n Edit User Defined Assessments |Cnmpleted |5I29f2020 10:32:26 AM |51291'2020 10:32:26 AM

4pHide Resulis
Batch Edit User Defined Assessment Validation: Dibels (Sept)
Student 6 of 6 {100%) Success = 6 Failures = 0

The results will also show the number of successes and failures. An error message will
be displayed for any failures that occurred during that process.

To hide these details, click the Hide Results 4button.
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Note: Job Object History is managed through the Maintenance module. ltems may
appear to be removed from this list as they are archived from within Maintenance.
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Counseling 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.

The following program service records are described in this appendix:

» AIS (Academic Intervention Services)

 Alternate Assessment Program (dependent on Disability)

 CIP

 Disability

o Exempt LEP/ELL (dependent on LEP/ELL)

« |EP (overlap allowed)

» Funding

« Level of Integration (dependent on Disability, no overlap allowed even at Type
level)

o LEP/ELL

o Other

o 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:

1. Start (required, date field): The start date for the program service record. This
field is required.
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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 AIS 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 AlS mmicon 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
iv. Health, Dental, and Eye
v. Other Services
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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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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

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

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).
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Entry screen for an IEP 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.

Entry screen for an LEP/ELL record

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.
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Entry screen for an Exempt 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 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
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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

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

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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