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About This Manual

Edupoint Educational Systems, LLC. develops software with multiple release dates for the
software and related documentation. The documentation is released in multiple volumes to
meet this commitment.

This document serves as a reference for Edupoint's recommendations and Best Practices for

Synergy processes. Due to the complex nature and myriad configurations possible within the
Synergy software, it is not feasible to include every possible scenario within this guide.

Conventions Used in This Manual

9 Bold indicates user interactions such as a button or field on the screen.
9 [ltalics indicate the option to select or text to enter.
1 Notes, Tips, References, and Cautions display in the margin to provide additional

information.

( Y4 N\
Notesprovide additional information Tips suggest advanced ‘?F’“"”S or
about the subject other ways of approaching the

' subject.

\ VAN J

( Y4 )
References list another source of Cautions warn of potential problems.

information, such as another manual Take special care when reading
orwebsite. JU these sections. )

Before You Beqin

Before installing any of the Edupoint family of software products, be sure to review the system
requirements and make surethed i s t compeaiter basdware and software meet the minimum
requirements.

Software and Document History

Document Release Software Descriotion
Version Date Release P

Nov 2018 2019.01 Initial release of this document

Updates:

1 Reorganized content for better flow

Updated screenshots throughout
2.0 Jun 2019 2020

Added Large Notification Icons

Added more detail to Student Notifications

1
1
1
1

Added green banner functionality to Login Screen
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Course Description

In this training course, you will learn how to add, inactivate, no show, transfer, concurrently enroll, and
edit student data in Synergy SIS. You will also learn about the different reports available that relate to
the Student screen.

Expected Outcomes

After completing this course participants will be able to:

Perform and maintain enrollment functions

Enroll a new student

No Show a student

Withdrawing a Student

Summer enrollment

Concurrently enrolling a student at more than one school site
Edit Student Records

Enter/Edit Parent and Emergency Information

Create Student Notifications

Mass Assign Counselors/Administrator (Secondary Schools)
Generate Enrollment Reports

E N

Important Items to Notice
Based on individual and district settings, screens and options that are seen can vary.

&

Navigation Mode

Standard -

Resume on Login [

Prompt -

Enable Snapshots ‘
ONo I @ Class Schedule + Add | Chooser Actmns v

O 0n Hover
Penods I
@) Using Hover Targets Line Info Y Te"“ course Staff Name T e
=

Autosave Option Student Aid Becker A, Allison

(O No Autosave
® Always Prompt

() Autosave

Grid Detail Type
O Default
O Accordion

® Show Detail

Edupoint Proprietary and Confidential
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1. Grid Detail Type Options for this guide are set to Show Detail. This will populate the
Actions Button on grids. If this option is not selected, drop down arrows will be shown to the
right of each line number.

& Lock Sign Out Support
- : ﬂ G - '

2. Synergy has several ways to get assistance in the system.
a. A. Help is an online help system that opens a list of SIS help guides in a new screen.
The online help is managed by your system administrator.
b. The Blue Circle of Help offers Context Sensitive Help specific help for screens, tabs
and reports.

Practicing Good Data Governance

Having student enrollment processes in place will help reduce the creation of duplicate students.
Each school district should establish the following student enroliment processes:
9 Uniform district process for collecting accurate and complete demographic data for each
student
I Exact standards on how to enter information:
0 Using Upper and Lower case when typing a name
0 Proper use of suffixes
0 Hyphenated names
0 Apostrophes in names
1 Alist of potential questions to ask during enrollment, including name changes, previous
services from the school district, etc.
A defined and systematic approach for avoiding the entry of duplicate student data.
A defined and systematic approach for removing duplicate student data when it is
discovered.

=A =9

The Student view is for entering or viewing student data details for a particular student. This is the
screen from which you initiate the enrollment of a student, and is the most commonly used screen.

Copyright 2020-2021 Edupoint Educational Systems, LLC
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Enrolling a New Student
Go to Synergy SIS > Student > Student

Or , you BadentdirytipeeQuick Launch field
The following steps will guide you through the process of enrolling a new student. During the Student

Add process you do not need to click the Save button until all tabs and mandatory fields are
populated.

7 Student n ‘

Student Name: School: Homercom: Teacher:

0
G
T
©

Demographics Parent/Guardian Other Info Emergency Enrollment Enrollment History Classes Documents. Contact Log Notes

Last Name First Name Middle Name Suffix Perm ID Grade Gender

© Student Information

Home Language Spoken to Student at Home Nick Name Last Name Goes By
State ID Birth Date Birth Place Birth Verification Birth Certificate Num
B -
Birth State Birth Country Email EdFiID
Resolve ID

- - b.g

1. Click the Add button at the top of the Student screen (above). The Student Find screen
displays (below).

To avoid a duplicate entry, there are some best practices to follow:

Search on one field at a time i the less information you enter into the search fields, the better.
The Birth Date field overrides all other fields. If you enter a Birth Date and a Last Name, it
will still only search for the Birth Date. If you search on the student's last name, and the
student is not listed in the search results, then it is a critical part of the process to search on a
different field. Clear the Last Name field, and use one of the other fields like First Name or
Birth Date. Again, search one field at a time for best results.

Student Find ' 0€

<< Previous \ext »> Q Find -I-Aanev

Student Search
@ Search Criteria

Last Name First Name Middle Name Birth Date Perm ID [ Include Student Protected Info values in find
| 06124)2002 1
Students

_

Angel, Maria Female 06/24/2002 104206 King High School 2018-2019

n Christensen, Evelyn Female 06/24/2002 142660 Hope High School 2018-2019 1

n Fierro, Philip K. Male 06/24/2002 887595 Hope High School 2018-2019 1

n | Grace, LoisL Female 06/24/2002 888236 Hope High School 2018-2019 1 w1 07/11/2018
n Kruger, Jane M Female 06/24/2002 892362 Hope High School 2016-2019 1

—

Edupoint Proprietary and Confidential
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In the Search Criteria group box:

1. Enter Last Name, First Name, and/or Birthdate information.

2. Click the Find button at the top of the window.

3. Inthe Students grid, the search results display a list of records matching the criteria entered.
(Results may yield information such as Enrollment Restrictions (ENR), Inactive students (1), or
students who have been No Showed (displayed with Blue highlighting and no Enrollment
Information). Names highlighted in yellow indicate a student who, at some point, was enrolled
in your district. Do not create a new student record for this student. Instead, use the Transfer
Student procedure detailed later in this manual.

4. After checking to ensure the student is not already in Synergy SIS, click Add New at the top of
the Student Find screen to add a new record.

Student Add

The Student Add screen displays any information you entered in the Student Find screen. On the
Student Add screen, the fields highlighted in green are mandatory. Fields that are mandatory for

State Reporting are shown in the Field Name as Bold and Red. Although not highlighted, Ethnic
Code is also mandatory.

Student Add A

1 Race and Ethnicity

© Home Address © Mail Address

¥ Mail same as Home Address

The Demographics tab:

1. Enter as much information as you have available. That is why it is important to have a uniform
process for collecting complete demographic data for each student. Gender 1 If a student is
Non Binary, select the Non-Binary Gender in the drop-down that displays. Note: The
number in the Perm ID field should be generated automatically. If not, the District should have
instructions for determining the number to enter. The Emailf i el d here i s for the
email address, if they have one, or if the school creates one for them. Email addresses for
parents are added elsewhere.

2. Inthe Race and Ethnicity group box, check the box of the correct Ethnic Code (mandatory).

Copyright 2020-2021 Edupoint Educational Systems, LLC
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3. Inthe Home Address group box, enter the full address and then click the Validate button.
NOTE: If the district has setup the Address Validation Rules, the City, State, Zip Code, and
Grid Code fields are auto-populated in the Home Address group box along with the School
of Residencet o ensure itdés a valid address.

4. If the School of Residence is different than the School of Attendance the Reason for
Attendance and Reason for Attendance Date must be filled out.

5. Add student phone numbers here. Parent phone numbers are entered elsewhere.

The Parent/Guardian Tab

A search for the parentsd names mucsdreatlyenthe systdmor me d

Student Add «cze
% Close
Demographics mer Info Emergency Enroliment Classes
Last Name Middle Name Suffix Perm ID Grade Track
Abbott - -
@ Parents and Guardians + Add

o
- First . -
Line o Address |City Zipcode |Contact Allowed Mailings Allowed Enroliing Parent Release To

When the "Lives With" checkbox is selected for a parent or guardian, the home address fields are populated with the student's home address information from the Demographics. Find Parent
tab of the Student screen. When the "Lives With" checkbox is not selected. the home address is optional. The system will not accept partial addresses. If an address is entered. all
related address fields are required

1. Click the Find Parent button. The system will automatically search for names that have the
same Home Address as the student. If there are no matches, the Parent Find window will
display blank.

Parent Find

Menu~ | Bl Add Parents

® Search Criteria

Last Name First Name Middle Name Address City Zip code
Search
Lives With
@® Parents Show Detail | ...

Edupoint Proprietary and Confidential
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Add New Parent Record

To add a new parent record, click the Add Parents button (above).

Student Add L0

Last Name* First Name* Middlz Name Sufix  PermID Grade*

@ Farentzand Guardian: 44
] ] ]
|

\Wnen the "Lives Wih" checkbox is selected for 3 parent or guardian, ths home addres:
address is optional. The system will nat acoept partsl sddresses. |f an address is enter
t t i tial I te

ted with the student’s home address information from the Demaographics tab of the Student screen. When the "Lives With” checkbox is not selected, the home
ress figlds are requined.

1. You are returned to the Student Add screen where you will need to click Add. A blank line is
added to the Parents and Guardians grid. Enter as much information as you have, at a
minimum completing the mandatory fields highlighted in green.
In the Order column enter the order of contact for the parents.
Check the Lives With box, if the parent lives with the student. You do not need to enter the
Address information if this box is checked.
4. Check the appropriate boxes i Contact Allowed, Ed. Rights, Has Custody, Mailings Allowed,
Enrolling Parent, Release To, and Financial Resp. NOTE: Ed. Rights and Has Custody
boxes allow the parent to access. Mdirmgs Allowedd ent 6 s i
does not need to be checked if the parent lives with the student. The Financial Responsibility
box allows the parent to use any payment system that is set up through the Fees screen, in
order to pay for supplies, programs, or services, etc.
5. Clickthe Addbutton and enter another parentds informat

wn

Copyright 2020-2021 Edupoint Educational Systems, LLC



12 Enrollment Training Guide
Chapter 1: Enrolling a New Student

Associate Existing Parent Record to Student

1. After you click the Find Parent button, the system will automatically search for names that
have the same Home Address as the student. If there is a match, the Parent Find window
will display results in the Parents grid.

2. You may also enter search criteria in the Search Criteria group box and click the Search
button.

Parent Find

Menu + mts
B Search

Last Marmg First Marme Middle Name Addrzss

abbott rch
City Zip code Lives With

-

@ Parents M St Dietail

mm-z-_—_m“m

Abbott, Diana 2060 N Center St#440 Mesa as612 480-555-0834
Abbott, Jerry
n Abbott, Katherine | 10728 E Oasis Dr Tempe 25660 -
n Abbott, Louise 2080 M Center St &£440 Wesz 85612  480-535-0834 -
“ Abbott, Renze 2123 N Gentry Temps 25562
“ Abbott, Tadd

3. If there are matches, locate the parent in the grid and check the Add Parent checkbox in the
row for that record. More than one parent may be selected.

Parent Find

Menu ~ - Add Parents

13 Search Criteria

Last Name First Name Middle Name Address
abbott Search
City Zip code Lives With

-

B Farenis I Show Dietail

mm-z-___m-m-m

- Abbott. Diana 2060 N Center St #440 Mesa 85612 420-555-0B34 ’
n Abbott, Jerry
- Abbott. Katherine 10726 E Qasis Dr Temps 85560 -
n Abbott, Louise 2060 M Center St #440 Mesa B5612 | 4BD-555-DE34 =)
- Abbott Rense 2123 N Gentry Tempe 25882
“ Abbott, Todd

Edupoint Proprietary and Confidential
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4. To see the details of a parent record before adding, double-click the line number of the desired
record. The details of the related children (to this parent) display on the right side of the
Parents grid (below). The student name is a hyperlinktothatstu dent 6 s recor d.

Parent Find

Menu - -

© Search Criteria

Last Name First Name Middle Name Address
abbott
City Zip code Lives With

@ FParents | B Hide Deta

EOMELTE o res oniden

1 |Abbott, Diana
- [ [EEEEre = S0 e e EiEd] ) A e e =]

- Maother Abbott, Bobby C. | King High School
Abbott, Katherine

Abbott, Louise

ﬂ Abbott, Rensze
n Abbott, Tedd

5. If the parent is the correct match, click the Add Parents button.
6. If the parent is not the correct match, click the X to close the Parent Find window.

The Enrollment Tab

7 Student SEIRE-ISF 300

St b, Bty €. S Hope g St M. 403 Teache: Wi, B ®@QA
Demogagnics  PHeGUNOEN  OMMrio  Emeimiocy  EPORMeRt  EWOWMNINEn  CHSSSs DOl COMMILO  MORS  PIHCISS Inomanon

Lot b Firsisme ke Hame St P D Siste D ceate [ -

Atoo amy c wse oo waie - Engian

© Ervaiment infermaticr.

Staieln Enter Date Enler Cose  Leave Date Leave Code  ADA/ADM Stucent CTOS Nurber DRP Participant  Recsver Schaol
00013413114 o220 W E 3 > - D E

© Envament ackity

Lasticticty Date EflctveDste

[T | []
Grate Previous Grade Exi Cotie FTE  Exchute from Auto-Gaic FTE Tullon Payer Code Diskict Of Residence Instnictional Salting Type of Insiuction
u - Cale Eligible for state funding |~ 123455000 5 3
Program Code. Special Enrolment Code Special Program Coe Access 504 Homenound  Colege Envoles  Empiojed Whie Enroled

o S = BIC S 0 ] ]

Came From o Previous Locaton Tyos

Enlsert Env User 2 )

EvUserOD4  EmrUser0DS  EmUserCOS

0 Maitary Compast Statute

© Envotmant Vertication

Verfies Date Vet By Verifedin Pessen

06057020 @ Wilson, Rob

© Other Ervolment rformation

Origins! Entes Date  Original Enter Code: Orginal State Exfer Date.

wmats @ Et - (]

US School Entry Date_US Enlry Date. Eniry From Counlry  Enroded i LIS less an three years
o&rTHa007 = a

Conglstion Stalus  Prevousty In Grade Level
5 C

© Sumener Viaaval
‘Sumer Vilher sl Code Summes Vilncrawal Dale No Show Riscaiver Schol

© Other Ervolment Ifermaion

1. Inthe Enrollment Information group box, be sure to enter the correct enrollment date using
the Enter Datef i el d . This field automatically popul ate
NOTE: The Enter Date should be the day the student begins physically attending classes.

2. Select the Enter Code from the dropdown.

3. Enter the Grade if not already displayed. Enter the data for any other mandatory fields that
are displayed.

4. Click Save.

Copyright 2020-2021 Edupoint Educational Systems, LLC
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Other Info Tab

The District will decide which, if any, fields will be required.

Complete with all the available data.

Student Add
% Close
Demographics

Last Name First Name lame

@ School Information

Bus Route To School

@ other Information

Enroliment Restriction

Parent/Guardian ¢ Other Info mergency

Bus Route From School  Locker Number

Enroliment Restriction Date Custody

Enroliment Classes.
Suffix Perm ID
IVEP Allow Medication

Expected Graduation Year Original Enter Date Final Withdrawal Date Immigration Date

]
Special Ed Screening Date Family Code
< ]

Psych Records

[ us citizen
[ Directory List Exclude [ Migrant
[ Teen Parent

Has Internet At Home Counselor Name ELL Code
o & -

@ Next Year

New Year Action Next Grade Level

Next School

@ Registration
Registration Last Updated Registration Received
=] [m}
@ Authorization

Deny Photo/interview

@ User Codes

Notes

@ Prev Year

Prev School Entity ID Student ID Generated by Prev School

@ Graduation Information
Graduation Date  Graduation Status.
B -
@ Transportation
Transportation Request Date
- =]

@ Pick Up Information

Transport Code

Transportation Type Bus Route Bus Stop
Pick Up Tme  Pick Up Location Type

Q -
Address
City State Zip Code
Comment

Transportation Reason Code

@ Additional Addresses

ELL Date

Transportation Reason Date

[ Chronic liness (] Excessive Debt Indicator

Internet Authorization

]
Dwelling Type

[ General Equivalency Diploma

Next Enter Code

Significant Student Data Change

Prev State Code

tiol ip |Transport
- - -
- m e M@ o =

Ninth Grade Entry Year

Transportation Start Date

@ Drop Off Information

Transportation Type Bus Route

Drop Off Time
(c]
Address
City State
Comment

Transportation Reason Code

Edupoint Proprietary and Confidential

e

Grade Track

[ Extend Learning Program
[ Vocational

[ Has Changed Flag

O Allow Tylenol

Internet Authorization

Schools

Statement Of Awareness

2 O

Bus Stop

Drop Off Location Type:

Zip Code

Time off Date
]

=+ Add

Transportation Days
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1. Inthe Other Informationgr oup box, i f you know the
&

student 0s
icon to display the Find: Staff screen.

® Other Information

Custody

Original Enter Grade Final Withdrawal Date Immigration Date

Opt Out Military
- = B -
Psych Records Special Ed Screening Date Family Code Dwelling Type Social Security Number
- & - -
[J Us Citizen [J Chronic liness  [J Excessive Debt Indicator
[ Directory List Exclude [] Migrant [J General Equivalency Diploma
[] Refugee [] Foster Home [ Teen Parent
Has Internet At Home Counselor Name ELL Code ELL Date Country Of Gitizenship Non Citizen Type
- & - ] - -
School Homeroom Teacher

2. Enter the search criteria in the Find Criteria group box.

3. Locate the counselor and click Selectt o add

the name to the Studento

Find: Staff

Q Find . @ = Clear Selection

® Find Criteria

o0

Last Name First Name Middle Name
smith

Search Results

@ Find Result

Sm|th Bill

Christine

John

4. Other sections the District may require to be completed include Next Year information and
Authorization information, which include Photo and Internet authorizations.

@ Next Year

Year End Status Next Grade Level Next School

© Registration
@ Summer School

@ Authorization
Deny PhotofInterview Absence Reporting Policy
O

Statement Of Awareness

M O

Internet Authorization

Copyright 2020-2021 Edupoint Educational Systems, LLC
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The Emergency Tab

Information on this tab may be entered at a later date if needed. Your district may have designated
certain fields as mandatory and these need to be completed at this time.

v Student
- 2 ¢ Qs | o [EED + X

Last Name First Name: Middie Name
Abbort Billy c

© Emergency Contacts 0 Show et

Student Name: 41 Abbott, Billy C. Schoal Hope High School Homeroom 403 Teacher Williams, B.

Suffix

Pem D
905483

State ID
0001341311

Demographics  ParenuGuardian  Otherlnfo | Emergency  Envoment  EnvollmentHistory  Classes  Documents  Contactlog  Notes  Protscted Information

Grade
12

Gender

- Make

Language Spoken &
-/ [English

L 2 Friend a 480-555-T788 6025551234 512 949.558.9073 Cel
" 2 B Relative =) 480-555.1545
T Friend O 4505551962
- ]

@ Physician Information
Physician Name Phana Extansion
Mesa Pods 949.555.0831 2
Comment
Billy's doktor likes to see him at his Mesa offfice.

Hashnsurance  Insurance Company Insurance Phane

@ Dentist Information

Dentist Narme Dentist Phane Extension
Dr Jones 6225551234

Dental Comment

1. Click the Add button in the Emergency Contacts grid to enter

Hospital
Dosert Sam Hospital Or Mot

Dental Office
Mesa Office

any

personds

information that is not already listed on the Parent/Guardian tab. A blank line is added to the

grid.

wn

Click Save.

Add physician and dentist information if needed.

Edupoint Proprietary and Confidential
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The Classes Tab

Click the Classes tab if the student needs to be enrolled in classes. NOTE: Elementary Schools use
this tab to add the student ds hom®oldoduse thelChassss.

tab to schedule classes.

7 Student v 2L -0
Menu- R < Q > o  Save AaQUGGGE == Add | ¥ Delete
Student Name: Abbott, Sarah School: Hope High School Homeroom: Teacher.
Demographics Parent/Guardian Qther Info Emergency Enroliment Enroliment History Classes Documents Contact Log Notes
Protected Information
Last Name First Name Middle Name Suffix Perm ID State ID Grade Gender
Abbott Sarah 997070 10 ~ Female ~

@ Scheduling Information

House Team

@ Current Class

For the current day, no Schedule Information was found for this student

@ Class Schedule 4 Add | Chooser | Actions =

F°"°"5 —orm Goge | 55€TON Course| staff Ronm Em.er Leave|Teacher -
e I g

¥ Student a| & L &[: [Cle[g]-]

e 2 <0y 8] v o EEETE

Student Nama: = Abbott, Billy €. School. Hope High School Homsroom 403 Teacher. Williams, B. ® o&
Demographics ~ Parent/Guardian  Other Info~ Emergency ~ Enroliment  Enoliment History |~ Classes  Documents  Confactlog  Motes  Profected Information

Last Name First Name Middle Name Suffox Perm ID Stata ID Grade ‘Gender Language Spoken at Home

Abbott Billy c 905483 0001341311 12 « Male |+ English -

@ Schaduing Information

House

@ Cument Class.
For the cument day. no Schedule Information was found for this student

@ s e EE

Seats

CouseTie T SaffName T 20" b { House T
Tt T MaxT  OpeaT

1. Click Add on the Class Schedule bar. The Find: Section screen opens.

Find: Section =)

Student Name: Abbott, Sarah
| QuFing, XClost | v Seiect = Clear Selection

Search Results

@ Find Criteria

Section ID Begin Period Term Code Room Number Max Students Grade Range High Grade Range Low Last Name First Name Middle Name
1 - - ~ -

Room Name School Year Course ID Course Title Ena Period

1 -~

@ Find Result

~
N
@
v

o T e ST I T O O e DT e e
- o088 1 YR MHS 1 0 ‘Wright 2018 AG29 Expl Agric
n 0101 1 YR AG1 12 20 32 30 -2 ‘Woicik James AG1 2018 AG31 Animal Sci 1
n 0104 1 s1 404 15 8 23 28 5 Bliss Carrie 404 2018 AR32 Beg Photo 1
4 1104 1 s2 404 20 10 30 32 2 Bliss ‘Carrie 404 2018 AR33 Int Photo 1
105 1 S2 402 11 16 27 26 -1 Smith Christine 402 2018  AR40 Stained Glass 1

Copyright 2020-2021 Edupoint Educational Systems, LLC
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Enter partial or complete data in any Find Criteria field.

Click Find. The Find Result grid displays a list of records matching the criteria entered.

Click on the line number to highlight the desired record.

Click Select. The Find: Section screen closes and the record selected displays in the Class
Schedule grid.

arwn

v Student
Mew- A ¢ Q » &

Student Name: Abbott, Sarah School: Hope High School Homeroom:  Teacher:

Q
Q
o
<
-]

Demographics ~ Parent/Guardian ~ Otherlnfo  Emergency ~ Enroliment  Enroliment History = Classes = Documents  ContactLog  Notes Protected Information
Last Name First Name Middle Name suffix  PermID State ID Grade Gender
Apbott Saran 997070 10 - | Female ~

® sScheduling Information

House Team

@ Current Class

For the current day, no Schedule Information was found for this student
@ CiassSchedule  #Add  Chooser | Actions v

: o gume

[ Section Course Title Enter Date Leave Date jleschier Subject E
pegelend e o) Ae_| Coxt e bper rea
[ = | a .

1 1 82 1104  AR33  IntPhoto  Bliss, Came 404 1211912018 & ] O 3032 2

6. Once the class is added, complete the Enter Date (MMDDYY) or click & and select the date
the student will be physically attending the class.

Repeat Steps 2-6 for each class you wish to add.

Click the Save button. The student record has been created.

© N

@ Class Schedule =+ Add | Chooser | Actions =

Drop Class and Filter Options [ Hide Dropped Classes
Begin LEL(EED Email Teachers Display Term e

Rotation Day

Filter

Editing Student Information

After a student record has been created, changes an
information. When editing information about a student, each tab must be edited separately and all

changes saved before switching to a new tab.

o [ o

Reports Workflows
Report Preferences Student Profile Language Assessment it
Inactivate Student Student Schedule | Report a bullying incident L
"No Show" Student Suspension Process |c

| Audit Synergy Mail

View Audit Detail For Student

1. Change to Update mode by clicking Edit at the top of the screen. If the button is not available,
Update mode is already turned on.

Edupoint Proprietary and Confidential



Enrollment Training Guide 19
Chapter 1: Enrolling a New Student

2. Click on the data to modify in the fields with the white background and change the information
as desired. Those with gray backgrounds cannot be changed.

v Student v

Menuw | 2 ¢ Q| s B

bbott, Sarah School Hope High School Homeroom: 404 Teacher Bliss, C.
Demographicll ~ Parent/Guardian Other Info Emergency Enroliment Enroliment History Classes Documents Contact Log Notes Protected Information
L

Q
Q
Qe
4
o

First Name Middle Name Suffix Perm ID State ID Grade Gender
Abbott Sarah 997070 10 ~| |[Female | ~
Race O - &
[0 American Indian or Alaska Native (¥ Asian [ Black or African American

(1) Native Hawaiian or Other Pacific Islander (] White

© Home Address © mail Address
Address Effective Date Address
2060 N Center St #440 12/18/2018 s Validate 2060 N Center St #440
City State ZIP Code +4 @ Mail same as Home Address City State Zip Code
Mesa AZ |~ 85612 Mesa AZ |~ 85612
GSLZ;ME District of Residence by Address County by Address Map +4

3. Onthe Demographics tab, be sure to update the Effective Datewhen t he student s
Address is changed so other staff knows the last date the address was updated, (MMDDYY)
or click E and select date.
4. Fields that were not available when adding the student, that may need to be updated, are
Spoken to Student at Home, School of Residence, Reason for Attendance, and Reason
for Attendance Date.
5. Click Save.

The Parent/Guardian Tab

On the Parent/Guardian tab, all of the same information is available as on the Student Add screen.

7 Student EEIEG)
wenw- 2 ¢[al>] 8 [+ 12 | oo
Student Name: Abbgj i ope High School Homeroom: 404 Teacher: Bliss, C.
Demographics P arent/Gu ardial Other Info Emergency Enroliment Enroliment History Classes Documents Contact Log Notes Protected Information
Last Name First Name Middle Name Suffix Perm ID State ID Grade Gender
Abbott Sarah 997070 10 ~| |Female -

Email Parents

© Parents and Guardians | 4dd | Iy Show Dets

Type ae CGontact Allowsd & | Ed. Rights & | Has Custody & | Mailings Allowed 4 | Enrolling Parent m Financial Resp. e

Motner = Home 480-555-0834

@ Silings

= e e e I - B S
Abbott, Bobby G| & Male 2060 N Center 5t #440 Mesa 10 King High Schoal
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1. To edit parent information, click on the parent name which is a hyperlink that displays the
Parent screen.

m—

2. Add or make changes to the data such as Primary Language, Email Address, Employment
info, Race and Ethnicity, and/or additional Phone Numbers.

3. Click Save.
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