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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

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

( N{ )
Notes provide additional O TiES suggestfadvancecrlfopticr)]ns or
information about the subject. g ot erways ot approacning the

subject.

\. J \. S
{ N/ )
References list another source of Cautions warn of potential
information, such as another A problems. Take special care when

. manual or website. reading these sections.

7 \. v

Before You Begin

Before installing any of the Edupoint family of software products, be sure to review the system
requirements and make sure the district's computer hardware and software meet the minimum
requirements.

Software and Document History

Document Release Software
Version Date Release

Description

Updates:

« Updated Logging in as a Substitute in Logging In to
TeacherVUE for an email to use in the event of an
emergency

8.0 Dec 2018 2019.01 « Updated Go to Current Class option in Selecting the
Class Displayed

« Added a note for Interventions in Creating an Incident
Referral

« Added Viewing Tasks

9.0 Jun 2019 2020 Added Updating Test Results
10.0 Mar 2020 2021 Added Adding a Course Recommendation

Copyright 2015-2021 Edupoint Educational Systems, LLC
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Document Release Software Description
Version Date Release P
Updates:
« Added the following in Taking Attendance by List
« A note for Only Show One Day At A Time
« Astep for Min Trdy
11.0 Mar 2021 2022

» Added Using Class Check In

« Updated Taking Attendance by List for past and future
attendance

« Added a step for Schedule Lock Date in Scheduling
Parent Teacher Conferences

Edupoint Proprietary and Confidential
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Overview of TeacherVUE Software

TeacherVUE gives teachers the ability to manage all aspects of their classes. Using TeacherVUE,
the teachers perform basic, daily tasks, such as:

« Take attendance
« Enterlunch counts
o Communicate directly with students and parents
« Refer a student for special services
» Leave detailed instructions for substitute teachers
TeacherVUE integrates with Synergy SIS and Synergy SE and includes the ParentVUE and

StudentVUE modules to engage every stakeholder in the education process to raise student
outcomes.

This guide reviews all the functionality available in TeacherVUE. Your district manages which
features are available to their teachers and related security settings.

Copyright 2015-2021 Edupoint Educational Systems, LLC
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Logging In to TeacherVUE

You can log in to TeacherVUE several different ways. How you access TeacherVUE depends on
your role.

Logging in as a Teacher

1. Enter your Login Name and Password on your district's Synergy SIS home page.

&

Demo School District

Excellence In Education

Please enter your login name and password
below to access the application.

Login Name
| Login Name

Password

------

Substitute Teacher Login

S ner Contact Us | Check For Popup | Add This Page to My Favorites
Copyright € 2002-2015 Edupcint Educational Eystems. Al rights reserved.

Educahnn ﬂa[[

Synergy SIS Log In Page

2. Click Login. TeacherVUE opens and displays the announcements.

Edupoint Proprietary and Confidential
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Logging in as an Administrator with TeacherVUE Access

1. Enter your Login Name and Password on your district's Synergy SIS home page.

%

Demo School District
Excellence In Education

Please enter your login name and password
below to sccess the application.

Login Name

| |Login Mame

Password

Substitute Teacher Login

Copyright & 2002-2018 Edupeint Educationsl Systems. AJ rights ressryed.

.S nerg Contact Us | Check For Popup | Add This Page to My Favorites

Education Platform

Synergy SIS Log In Page
2. Click Login. Synergy SIS opens.

£3°yneray

Good Afternoon, Admin User

Show Dismissed Messages

*

| Annocuncements
#fl Ugency v,
A

B Tasks

Synergy SIS Home Screen

3. Click ® . TeacherVUE opens and the class selection screen displays.

Copyright 2015-2021 Edupoint Educational Systems, LLC
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4. SelectaFocus.

| 2 Period 1 Psychology I (SZ) =

Class Focus v
School

1 Hope High School A
Terms

Spring A

Period Course Section ID Students Term Room Meeting Days Aftt Taken

Spring (01/01/2018 - 07/05:2018)

a Am Gowt 1077 1] 52 216
1 Psychology Il 1168 1} =2 218
2 Am Gowt 1268 1] 52 216
] Am Gowt 1388 o 52 216
4 Am Govt 1480 ] =2 218
Group Focus hd
TeacherVUE Home Screen

TeacherVUE opens and displays the announcements and the default Seating Chart for the
selected class or group.

District Notifications

A

‘! District and School Announcements

[®  Edupoint Because we have been experiencing power
School outages in the aflernoon, please limit your use
District of “power hungry” equipment and devices

during afternoon peak periods

F Adams REMINDER: There will be a D.A.R.E. assembly Dismiss
Elementary  at 10:30 in the audnorium. For more info, chick
here www.dare.com
Close

District Notifications Screen

Edupoint Proprietary and Confidential



TeacherVUE User Guide
Chapter 1: Overview

13

Logging in as a Substitute

1.

Click the Substitute Teacher Login link on your district's Synergy SIS home page. The
screen updates with substitute login options.

Y,
>L

Demo School District
Excellence In Education
Please select the school, teacher and password
below to access the application.

School Name

Select a school v

Teacher Name

v

Your email address for emergency notifications @

Password

Return to Main Login

Synergy SIS Substitute Log In Page

2. Selectthe School Name and Teacher Name for the teacher being substituted.

3. Enter your email address that is used in the event of emergencies to send an active list of

students to you.

4. Enterthe Password given to you by the district office.

Click Login. TeacherVUE opens and displays the announcements and the default Seating
Chart for the selected class or group.

Copyright 2015-2021 Edupoint Educational Systems, LLC
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6. Click the Substitute Instructions.

Ath Qtr
1
0002

34 Grade 0102 29

Student Tallies

Total: 28
Present Today i)
Absent Today [i]
Tardy Today o

'1 Substitute Instructions
Petiod 1: 34 Grade (4300)
Pl sovir T Slowing

Misth . Fractioes

Seating Chart Screen

The Substitute Instructions for the teacher display:

Substitute Instructions for: Carroll, Natalie

Period 1: 3/4 Grade (0300)
Please cover the following:

Math - Fractions
Reading - Nouns and Verbs

Science - The planets in our solar system

Close Print

Substitute Instructions Screen

Edupoint Proprietary and Confidential
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Logging in with TeacherVUE Read-Only Access

Some users are given access to TeacherVUE to view the information only.

1. Navigate to Synergy SIS > Grade Book > TeacherVUE Read Only Login.

p ESD

P Synergy SE

w Synergy 318

= Grade Book

P Repors
P Seiup
[ui] Admin Reports
|%| Class Roster Integration Frocess
® Grade Book Admin Login
I? Grade Book Aleris
T Grode Book District Mass Synchronization
f® Grade Book Log

]

Standards
Student Grade Book
® TeachsrVUE Read Only Login I
PAD Tree
2. Click Open TeacherVUE.
3. Focus to a section.
TeacherVUE
1 -
| Class Focus b4
Teacher
I Jackson, Kathy A\
Terms
Spring v
Period Course Section ID Students Term Room Meeting Days Att Taken
Spring (11/27/2017 - 07/06:2018)
i Am Govt 1077 % =2 e
1 Prin Sng 1128 24 =2 224 v
Psychology Il 1188 15 =2
2 Am Govt 1280 2] = 28
3 Am Gowt 1268 25 s2 218
4 Am Govt 1482 24 =2 e
Group Focus hd

TeacherVUE Home Screen

Changing Your Password

Select Change Password from the Home menu.

2. Enteryour Current Password and the new password in the New Password and Confirm
Password fields.

3. Click Save. Your password is changed and a confirmation message displays.

Copyright 2015-2021 Edupoint Educational Systems, LLC



TeacherVUE User Guide
Chapter 1: Overview

16

Viewing Announcements

District and School-wide announcements display each time you log in to TeacherVUE. You can
review the announcements after you have closed the screen.

1. Select Announcements from the Home menu.

District Notifications

‘4 District and School Announcements

1-[' Edupaint Because we have been experiencing power
School outages in the afternoon, please imit your use
District of "power hungry™ equipment and devices

during afternoon peak periods

'rl’ Adams REMINDER: There will be a D.A.R.E. assembly
Elementary  at 10:30 in the audierium. For more info, click
here www.dare.com

Dismiss

Close

District And School Announcements Screen

2. Click Close to close the announcements.

Edupoint Proprietary and Confidential
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Viewing Tasks

1. Loginto TeacherVUE.
2. Click to view the User Tasks.

% G Search Lock SignOut Support Help

Lunch Counts ﬁ] Reports I‘ Behavior

© @

. w

TeacherVUE Seating Chart Screen

User Tasks
@ Tasks
08/30/2018 5:36 PM gPulackie, Ruth Workflow: Waiting for response to step 'When practical, perform informal meeting with student' in workflow 'Suspension Process' started on 12/25/2018
12/042018 11:27 AM [&}f Online Registration 3 updates are pending review v
121132018 7:32 PM [Eiy, wiison, Rob District Registration complete. v
12/25/2018 1:34 PM $ Aaron, lan PVUE Updates
04/20/2018 8:01 PM © Asron Susan Home and mail address were changed by Rob Wilson at Hope High School. Both home and mail new addresses: 1955 S Val Vista, Mesa, AZ 85204 Please v
- = ) confirm and acknowledge the change by clicking the checkmark at the right
Close
User Tasks Screen
( )
The same tasks display on the Home screen if the user has dual login
access to Synergy SIS.
L] & Quick Launch £ Lock SionOul Support Hel
Good Afternoon, Admin User MK AR IR ]
Hide Dismissed Messages
Announcements
F Hope High School REQUIRED ATTENDANCE!! CPR training will take place right after school today in th
F Edupoint School District Party!
F Hope High School The parking lot will be CLOSED from 7:00pm on Friday to 6:00am on Monday for re-|
@ Tasks
Task - = B t T Action T
e lame escription ction
08/30/2018 536 PM f-MacK\E Ruth Workflow: Waiting for response to step 'When practical, perform informal meeting with student' in
) L] ) workflow 'Suspension Process' started on 12/25/2018
12/04/2018 11:27 AM ﬂ Online Registration 3 updates are pending review v
12/13/2018 7:32 PM [ 3 Wiison, Rob District Registration complete. (¥4
12/25/2018 1:34 PM i%Aamn. lan PVUE Updates
Home and mail address were changed by Rob Wilson at Hope High School. Both home and mail new
04/29/2019 801 PM _% Aaron, Susan addresses: 1955 § Val Vista, Mesa, AZ 85204 Please confirm and acknowledge the change by clicking [V 4
the checkmark at the right.
SIS Home Screen
. . . . .
Click¥Jin the Action column to remove the task from the list once it
. is complete. )

Copyright 2015-2021 Edupoint Educational Systems, LLC
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Selecting the Class Displayed

TeacherVUE opens to your current class. You can select another class or group assigned to you
after you sign in.

1. Use one of these methods to change your focus:

o Select from the focus menu.

@Synergy'

TeacharVUE'

TeacherVUE

2 FPeriod 1 34 Grade (YR) «

TeacherVUE Home Screen

« Select from your name link.

Natalir Carroll

2014-2015 Adams !—:“emry.
Teacher

Lock SignQut Support Help

TeacherVUE Home Screen

« Select Go to Current Class from the Home menu.

Streams

Seating Chart

Go to Current Class

Announcements

Change Password

TeacherVUE Home Screen

2. Selectthe class or group. TeacherVUE displays the Seating Chart for the selected class or

group.

Class Focus v
Period Course Section 1D Students Term Room Meeting Days Att Taken
2nd Semester (12/02/2014 - 07/31/2015)
1 Animal Sci 000000000000100 (AMPM) 1 52 102 ALLEOABC

History 0023-1-01 (AMIPM) 2 YR

2 Rdg & Writing 005 (AM/PM) 25 YR 17 ALLEOABC

3 Humanities 004 (AM/PM) 0 YR "7 ABC

4 Life Science 0004 (AM/PM) 12 YR ALLEOABC

s Biclogy 0005 (AM/PM) 28 YR "7 ocC

Group Focus v

TeacherVUE Home Screen

Edupoint Proprietary and Confidential
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Accessibility in TeacherVUE

Visually Impaired Teachers

The Seating Chart and Attendance screen are read to the user if JAWS software is enabled.

The Charts option does not display and the Seating Chart defaults to
Alpha-Last, First.

Editing the Seating Chart

1. Pressthe Space Bar to edit the Seating Chart. The Seating Chart Configuration menu
displays with functions for accessibility user.

Seating Chart Configuration

Student Name Format
Last, First (e.g Smith, Mary) v

Always Alpha Sorted

¥ Show Student Photos
Show Student 1D
Show All Day Attendance
Show Gender and Grade
Show Current Mark
Show Course
Show Section

¥ Show Notifications

¥/ Show Birthdays
c Mumber of days notice

Front Of Classroom:

Top ~

Unassigned Students

Sort | Randomize | Fill Alphs

Fill Random m

Seating Chart Screen

« Use the up and down arrows to navigate the Seating Chart Configuration menu.
« Select options using the Space Bar.

2. Navigate to Unassigned Students list using the up and down arrows. JAWS reads the name
of Sort, Randomize, Fill Alpha, Fill Random, and Clear buttons.

3. Pressthe Space Bar to assign students into chart using the method for the button.
4. Press Ctrl +S to save the changes.

Copyright 2015-2021 Edupoint Educational Systems, LLC
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Keyboard Shortcuts

Users can use keyboard shortcuts to perform functions by pressing the CTRL key and the number
or letter next to the function. For example, press CTRL+1 to take attendance.

iV >
W¥, Attendance L

Home Screen

Edupoint Proprietary and Confidential
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Seating Charts Overview

A Seating Chart displays for the current class arranged in a grid that is in alphabetical order by last
name when you open TeacherVVUE for the first time. You can edit this Seating Chart or create a new

one that reflects the layout of your room.

( )
In secondary schools, students that are TAs are highlighted in yellow.
(TA&) ddington, Paula
05453 871625
® A
Seating Chart Screen
\. J

There are different types of charts available.
« Grid — Use to arrange students in a specific order such as how they are seated in the
classroom or alphabetical order

Home e |- Searn Lock SignQut Support Help
A Period 1 Kind Pm (YR) +
[ cnans %4 antendance @ Lunch Counts & reports
. B +
Alpha - Last, First C 0] 2
Term: 4th Qtr
Period: 1
» Room: 045P

Course  Section Siudents
Kind Pm 0452 33

Student Tallies

Total: 33

Agostini, Roy Alonzo, Andrew Birkholz, Juan

Present Today 33

\ Absent Today 0

Tardy Today 0

[

Haro, Diana

Graciano Santies,  Gutierrez Gaivez,
Gonzalez, Teresa | Michael Douglas

Farfan, Arthur Guzman, Gary

Grid Seating Chart Screen

Edupoint Proprietary and Confidential
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« Freeform —Use to arrange students in students in any manner, such as study groups

Home

A Peniod 1 Kind Pm (YR} =

i Chars

MathStudyGroup

7l

A= g

5% anendance

rod 1
Q‘ » Room 045P
[y 4 ' L
C n

A

Q@

Lock SignQut Support Help

@ Lunch Counts & Repons

FRONT

4th Qtr

Kind Pm 0452 33
Student Tallies
Total: 33
Present Today 33
Apsent Today 0

Tardy Today 0

Freeform Seating Chart Screen

« Templates — Use to create a layout of the classroom furniture that does not change from one

class period to the next

Home

Lock SignCut Support Help

4 Period 1 Kind Pm (YR) +

B chans Z% attendance @ Lunch Counts & Reports
- €y
Room121 = i
FRONT
Term: 4th Qtr
Period: 1

» Room: 045P

- Course  Section Students

Kind Pm 0452 33
Student Tallies

Total: 33

Present Today 33
Absent Today 0

Tardy Today 0

Seating Chart Template Screen

o Use the slider to change how much of the room displays on the screen.

=

&i

Copyright 2015-2021 Edupoint Educational Systems, LLC
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« Split By Section —Use to automatically create section specific seating charts when multiple
sections meet during the same period. Attendance by Chart and Attendance by List only
include those students in the sections included in the seating chart.

Chart for 1012

erm: Spring
Period: 3

- 116

# Con Chemistry 1012 17
Con Chemistry (AP) 1013 5

Student Tallies

Total: 17

Seating Chart Screen

Creating a New Seating Chart

Create seating charts by copying an existing seating chart, splitting an existing chart into sections, or
starting with a blank chart. Teachers can create multiple seating charts. The students can be
displayed in a grid or freeform. Freeform charts may use an existing template.

1. Hover over Charts on the Seating Chart to view the options.

Home & search Lock SignOut Support Help

2 Period 3, Con Chemistry (S52) : Student Aid (YR) =

. Charts :::‘ Attendance ﬁ‘ Reports

Alpha - Last, First f/\

FRON Add Grid  Add Freeform

Term: Spring

Courss Section Students
4 Con Chemistry 1012 7
StudentAid  5_074_SAS9 0

Seating Chart Screen

Edupoint Proprietary and Confidential
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Select the type of chart to create:
« Add Grid — A blank grid chart displays with a list of students.
Home -@. Search Lock $SignOut Support Help

X Period 1 Kind Pm(YR) +

Editing Seating Chart

= &
New Chart @ Cancel ~ =
Term:  4th Qtr
FRONT Period: 1
» |Room: 045P
Course  Section Students

Kind Pm 0452 33

Seating Chart Configuration

Student Name Format
Last, First (e.g Smith, Mary) ¥

Always Alpha Sorted
# Show Student Photos

Blank Grid Seating Chart Screen
« Add Freeform

« Select atemplate from Available Templates to use the template. Click Use
template or select another template.

Select Template

Click on a template to preview it then click use
template or click continue without template to create
a seating chart without starting from a template.
Available Templates:

Room121

Use template Continue without template

Select Template Screen

Copyright 2015-2021 Edupoint Educational Systems, LLC
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« Select Continue without Template to display a blank seating chart.

Home Q oA search Lock Sign Cut Support Help
A Period 1 Kind Pm (YR) +
need fo be seated in the chart.
New Freeform @ Cancel | & Students & Furniture % Preferences = &
FRONT
Blank Freeform Seating Chart Screen
« Split By Section
a. Click Yes to the confirmation message. New seating charts create for each
section.
b. Hover over Charts to select a section seating chart.
Home Q) seoc Lock Sign Out Support Help

L Period 3, Con Chemistry (S2) : Student Aid (YR} =

Charts ;::: Attendance El Reports
Alpha - Last, First (_/\ ] =

FRON Add Grid ~ Add Freeform  Templates  Split By Section

A D W<

3. Editthe seating chart.

Course Section Students
« Con Chemistry 1012 7

Seating Chart Screen

Edupoint Proprietary and Confidential
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Creating a Seating Chart Template

Create a seating chart template to represent the layout of the room or another configuration.

1. Hover over Charts and select Templates.
2. Click Templates.
3. Selectan option:

Select Template

Click on a template to preview it then click use
template or click continue without template to create
a seating chart without starting from a template.
Available Templates:

Room121

Use template Continue without template

Select Template Window

« Tocreate anew template:
a. Click New Template.
b. EnteraName.
c. Goto next step.

« Toview an existing template:
a. Selectan Available Template.
b. Click View Template.

» Toeditan existing template:
a. Selectan Available Template.
b. Click View Template.
c. Click Edit.
d. Gotonextstep.

4. Click Furniture.

Copyright 2015-2021 Edupoint Educational Systems, LLC



TeacherVUE User Guide

28 Chapter 2: Working with Seating Charts

5. Dragand drop Student Seating, Room Features, and Furniture to reflect the furniture
arrangement in the classroom.

B Fumiturs | £ Preferences

l Furniture and Features x

M=

Student Seating

Desk and Chair

L
' Chair

Room Features

—

Door

NI Eookcase

Furniture

AMNV Cart/Table
Teacher Desk
Square Table
Rectangular Table

Round Table

Table

Hexagonal Table

Furniture And Features

« Usethe Desk and Chair icon and Chair icon interchangeably. They both represent
the same property within the chart and students populate them the same.

New Template @ Copy | Cancel |58 Fumiture || £ Preferences

[ Furniture and Features x

[

Student Seating

Desk and Chair

C
- -
[ Chair
' ®

Room Features

Furniture And Features

Edupoint Proprietary and Confidential
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o Use C at the top right corner of the icons to turn furniture to represent the room.

Q

®

Seating Chart Template

o« Use ® to delete an icon from the chart.

« Use Ctrl + C to copy and Ctrl + V to paste an item. Pasted items are selected by
default to move them easily.

« Use Ctrl + Click or Left Click and Drag to select multiple pieces of furniture.

Do notuse CTRL + Z or Esc. All changes not previously
saved are lost.

Seating Chart Template

Copyright 2015-2021 Edupoint Educational Systems, LLC
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« Additional furniture pieces have different size measurements when placed on the
seating chart for ease of identification.

AN CartTable Teacher Desk - -
Square Table Rectangular Table
Table -
Hexagonal Table
Round Table
Furniture Identification
6. Click Save.
Room121 [ G,

Course  SectionStudents
Kind Pm 0452 33

Student Tallies

Total: 33
Fresent Today = 33
Absent Today | O

Tardy Today | O

Seating Chart Template

Edupoint Proprietary and Confidential
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Selecting a Seating Chart

1. Hover over Charts in the Seating Chart. The seating chart options display.

Charts E:: Attendance .' Lui
e
athR MmO E
oo
Alpe - Last, First Mty Sroun MR 21 F R O N T

Add Grd Add Freeform  Templates

Seating Chart Screen
2. Select the seating chart.
L 0 0 .
— The selected seating chart is the default seating.

Editing a Seating Chart

{ A Do notuse CTRL + Z or Esc. All changes not previously saved are lost. }

1. Select the seating chart on the TeacherVUE home screen.

2. Click Edit.
Alpha - Last, First = &
FRONT Pt 3
0 Room: 116
= Lo N
Seating Chart Screen
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The Editing Seating Chart screen displays.

Alpha - Last, First

o Editing Seating Chart

ﬂ Copy| Cance

Kind Pm 0457 33

Student Name Fommat

Always Alpha Sorted
“ Show Student Pholos
Show Student 1D

Show Current Mark
Show Course
Shor

jon

Show Notifications

Front OF Classmom
Top

Seating Chart Dimensions:

Seating Chart Configuration

Last, First (¢.g Smith, Mary)

Show All Day Attendance
Show Gender and Grade

6x6

Unassigned Students

Sort| Randonize | Fil Alpha | Fill Rand

Graciano Santies, Michael
Sandoval, Carol

Seamster, Rebecca

Editing Seating Chart Screen, Grid Seating Chart

MathStudyGroup

Weting Chart

Copy| Cancel & Students & Fumiture | £ Preferences Delete Chart

FRONT,

Chart Display Preferences

Seating Chart Configuration

Student Name Format
Last, First (e.g Smith, Mary)
Always Alpha Sorted
Shew Student Photos
Show Student ID

Show Gender and Grade
Show Current Mark
Show Course

Show Section

¥ Show Notifications
Front Of Classroom:

Top M

©

%

Student Fill Order
Top left, fill by column =

Lock Furniture

Snap Grid Size

Editing Seating Chart Screen, Freeform Seating Chart
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3. Click Copy to create a copy of the selected chart, if needed. (1]

4. Editthe seating chart name, if needed. (2]

5. Selectthe Seating Chart Configuration options.
« Select the Student Name Format. ©
« Setthe view options. (4]

« Setthe location of the Front of Classroom. © The front of the classroom displays on
the seating chart.

« Use the slide bars to set the Seating Chart Dimensions or the Grid Size. (6]

6. Select a section when multiple sections meet during the same period to create separate
seating charts for each section, if needed. The students not in that section no longer display in
the chart.

Chart for 1012

# Con Chemistry 1012 17
Con Chemistry (AP) 1013 5

Student Tallies

Total: 17

Seating Chart Screen
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7. Arrange the students in the seating chart using one of the following methods: (7]

« Drag and Drop:

« Unassigned students — Drag an individual from the Unassigned Students list
and drop them anywhere in the seating chart.

6x6
! 10 =+
-3 Sugens Hamrera
Unassigned Students
Carol Sandoval Sont | Randomize | Fill Alpha | Fil Rar-:am@

‘Carol Sandoval
Michael Graciano Sanfies
‘Rebecca Seamster

Edit Seating Chart Screen, Grid Seating Chart

cel | X Students | |5 Fumiture | &F Preferences Delete Chart
; ‘ Students x ‘ @'&
Student Seating e
Sort  Randomize Fill Alpha . €= .
0= || Fill Randomm
| Ruiz, Diana

Saldana, Thomas

=i
| |
o
@
/4

Edit Seating Chart Screen, Freeform Seating Chart
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« Assigned students — Drag an individual student from their current spot and drop
them anywhere in the seating chart.

( )
On the Freeform seating chart, use " tolock students

in their location and ® to move the student to the
unassigned list.

— ®

Edit Seating Chart Screen

« Sort — Sort the current students by name.

« Randomize —Place the current students in random order.

« Fill Alpha—Place all the students in the seating chart in alphabetical order.
« Fill Random — Place all the students in the seating chart in random order.

Hide the configuration options by clicking the arrow on the
= Grid seating chart. (9]

« Student Fill Order — Select the fill order for the students on the Freeform seating
chart. ®

8. Click Save.
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Using Student Nicknames

Record student nicknames or preferred names to have them display on the seating chart.

1. Select Student Nicknames from the Home menu.

Student Nicknames EZEIED] =

Shugent Hame 0 Mickrame

Rkl
1
e

L Lol

Student Nicknames Screen
2. Enter the students’ nicknames.
3. Click Save & Return. The Home screen seating chart displays.

Select Nickname from Student Name Format to display
nicknames on the seating chart. See Editing Seating Chart.

Seating Chart Configuration

o Student Name Format

[ Nickname v
= First Mame (e.g. Mary)

First L. (e.9. Mary S.)

First Last (e.g. Mary Smith)
Last Name (e.g. Smith)

Last, F. {e.g. Smith, M.}

Last, First ie i Smith, Mary

Show Current Mark

Edit Seating Chart Screen
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Pronunciation of Student's Names

You can listen to the pronunciation of the student’s name. The parent or student records the

student’s name using ParentVUE or StudentVUE mobile apps.The L) icon displays below the
student’s image if a recording of the student’s name is available.

=i Aaron, lan

Male - 04

Seating Chart
In the Seating Chart:
1. Hover over ©._The symbol changes to P
2. Click ’ The recording plays and the symbol changes to . .
3. Click [] to stop listening.
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Attendance Notification

The Attendance button highlights in yellow to remind you to take attendance when you log in to
TeacherVUE.
Districts may choose to take:

« Positive attendance, marking students who are present

« Negative attendance to mark students who are not present such as absent or tardy

[ E You cannot overwrite attendance taken by the office. ]

Taking Attendance by Chart

« The Seating Chart for later periods in the day displays a yellow border around the student
photo for students who were marked absent or tardy in an earlier period that same day.

Collum, Evelyn

Seating Chart Screen

« An option to display the All Day Code under the student’s photo is available under Seating
Chart Configuration when taking attendance for High School.

Seating Chart Configuration

Stwdent Name Format

Last Frrst (e g Smith, Mary)

Always Alpha Sorted
* Show Student Photos
* Show Student ID
# Show All Day Attendance I A
Show Gender and Grade h
rrent Mark All Day -N

Show Course

Collum, Evelyn

Seating Chart Configuration And Student Photo
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1. Hover over Attendance. The attendance options display.

Home L0 Lotk SRADM Bigpar Hep

-:- charts :::1 Amendancs " Lunch Counts & Repons

Alpha - Last, First = &

FRONT T

HE S0 -

TeacherVUE Home Screen

34 Grage 192 X

2. Click Chart. The Taking Attendance screen displays.

Home &JB Lock SegniOut Suppert Hep
R = - -
HHE Charts ¥ Attendance | @@ Lunch Counts & Reports
i = &
Alpha - Last, First | ) G :
FLY
1
L

3 Grade D102 B

Studant Tallies

TeacherVUE Home Screen

3. Select the appropriate setting if the class requires both morning and afternoon attendance.

Taking Attendance

Term dth QAr
aBleca -
'li:t.l ‘-‘6 ) pasa

Taking Attendance Screen

@
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4. Select a student to toggle through attendance reasons. The color-coded and abbreviated
reason code displays and the student’s name displays under Reason Types.

Taking Attendance

V4 Grade 0902 29

Heason Typas (AM

Ureerified: s
Aaron, lan
Biss tamnaerite, A aron
Vanetien, Shirley
Vega Gonzalez, Justin
Werito, Gerald
£l —
Jolley, Wayne
l, Valle, Jane
Flores Aldaba, Wanids
Excised: o]
..n-lu_r: 3G D
Unexcused; o
Porsitive: 16 [

Alejandrez, Willie [Science Project)
Bahena, Joshua (Science Project)
Baker, Carlos |Science Project)

Taking Attendance Screen, Chart

5. Click Save. The TeacherVUE Home screen displays and the Attendance button displays a
green check mark indicating that attendance was taken today.

Home

i

Lock SgnOul Suppoe Heip

3 Chans

Alpha - Last, First

-
]
)

= -
Atendance @ Lunch Counts am FReports

FRONT

dih Ot
1

. Ll H
' ‘ 34 Grade 00 B

TeacherVUE Home Screen

The attendance code displays for the teachers in later periods, but
they cannot edit the student's attendance when sections are
excluded from the attendance.
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Taking Attendance by List

To test attendance functionality, prior to the start date of the school, staff
can log in to TeacherVUE and take attendance using List for the first day

of school.

1. Hover over Attendance. The attendance options display.
2. Click List.

Home

Lotk SagnOnd Supesl Help

. - - ;
i Charts | [, Attendance | = Reports

Alpha - Last, First

Speing
1

28

Psychology 8 1169 15

Student Tallies

D, dary D,
Jun 2015
2 ; 2 Lo Men  Tes | Wed  Ths Mon T Wed  Tha  Fd
Student Narme Gemder Geade 2% TRl T e o - =

AMCCAM MM AMCAMCAM
Ao lan

Adare Akl Saron | Female 02

=
=]
oooe:

AT M A v gro 01 6

Taking Attendance Screen, List

« You can change how the dates display by selecting Ascending or Descending in

Calendar Display Order.

Unexcused:0 [

Attendance List Configuration

Calendar Display Order
Ascending v

Taking Attendance Screen, List
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« Teachers can take attendance for only one day by selecting Only Show One Day At
A Time. Teachers can scroll forward and backward through dates one day at a time.

[feacherVUE € sexrch Lock Sign Out Support Hel

2 Period 2Am Govt (82) ~

Taking Attendance

a ELCXLCTIM  Change Class  Gancel

e 82
<<1Day | 1Day» Period: 2
» Room: 216
paci2020 Cowrse _ SectionStudents
StudentName  Nofifications Fri 4 AmGowt 1203 29
Per2 Day Reason Types

Aguirre, Jason B Unveriieq: o [
Barret, Linda e

Tardy: o1
Bender, John B
Bernal, Amanda 'Y Excused: 0[]
Bueller, Ferris Unexcused:o [
Clark, Andrew »

Positive: o [N
Frye, Cameron
George, Regina
Cocussntec » Attendance List Configuration
Green, Natalie W
P % Calendar Display Order
Heron, Cady @ Only Show One Day AtA Time

Taking Attendance Screen, List

« An All Day Code column displays depending on your district settings.

May 2016

Wed 11 Thu
Student Name
All
Code | Day Cod
Code

Taking Attendance Screen, List

« The teacher can take attendance for future and for the past as set up on the School
Setup screen or the District Setup screen.

If a teacher takes attendance for future for more than the days set up on the School
Setup screen or the District Setup screen from the current date (Wed, June 2nd in this
example), a message displays to the teacher stating that This date falls outside the
range set in District Setup and cannot be edited.

Taking Attendance

Jun 2021

Student Name Notifications  Wed 2 Thu3 Frid Mon7 Tue 8 Wed 9 Thu 10

Day AM MinTrdy Day AM MinTrdy Day AM MinTrdy Day AM MinTrdy Day AM MinTrdy Day AM MinTrdy Day AM Min Trdy

D Reason Types

Anderson, Stephen SYM ] Tdy Tdy Tdy ] Ty Ty ] sYM Ty ] Toy Toy

) ) _— ) ) R 0
S0 ) m e e [ -
Ariola, Michelle ) ) ) ) ) |[This date fais outside the range setin District Setup and cannot be edited )| 1

Taking Attendance Screen, List
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If a teacher takes attendance in past for more than the days set up on the School Setup
screen or the District Setup screen from the current date (Wed, June 2nd in this
example), a message displays to the teacher stating that This date falls outside the

range set in District Setup and cannot be edited.

2 Period 1 Kind Am (YR) ~

Taking Attendance

May 2021

Student Name Notifications  Thu 20 Fri21 Mon 24 Tue 25 Wed 26 Thu

Day AM MinTrdy Day AM MinTrdy Day AM MinTrdy Day AM MinTrdy Day AM MinTrdy Day

Anderson, Stephen

Arellano, Sandra

Jun 2021

27 Fri2g Mon 31 Tue 1

AM MinTrdy Day AM MinTrdy Day AM  Min Trdy

(7 o s ot e anoe et Dsne Seup v carmore ares |

Day

<< 10 Days

AM  Min Trdy
Ty ()
[

Taking Attendance Screen, List

4. Click the field for the student under the correct date to toggle through the attendance reasons.
The color-coded and abbreviated reason code displays and the student’s name displays

under Reason Types.

Taking AM Attendance
m Save & Retum Change Class
<< 10 Days Today 10 Days >»
Jun 2015
Mon Tue Wead Thu Fri Mon Tue Wed Thu Fri
Student Name Gender Grade 15 % 17 18 19 72 3 2 25 2
AM AM  AM AM  AM AM AM  AM AM AM
Aaron, lan Male 04
Adame Acevedo, Sharcn  Female 02
Andrade, Christine Fermale 02 ur
Barraza, Mary Female 02
Barthlow, George Male 03 uT
Charley. Justin Male 0
Taking Attendance Screen, List
5. Enter the minutes in Min Trdy if needed.
m Save & Retum Change Class Cancel
Oct 2021
Student )
Notifications Thu 28 Fri 29
Name
Day AM Min Trdy Day AM Min Trdy
Aaron, lan Tdy Tdy [T C]

Taking Attendance Screen, List
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4 '
The Min Tardy column displays only if Track Minutes Tardy is selected on the
School Attendance Options screen.
School Attendance Options
Menu- @ ol
Attendance Options
Real-Time
E ® Daily Attendance Options
Attendance Type Use Absence Amount Track Minutes Tardy
| Twice a Day | ~
School Attendance Options Screen
You can enter Min Trdy for the days you can enter attendance for a student.
This value is set up on the TeacherVUE tab of the District Setup screen.
The maximum digits allowed to enter for Min Trdy is 3.
. 7

6. Click Save or Save & Return. The Attendance button displays a green check mark on the
Seating Chart indicating you took attendance.

Home e Lock SgnOw Support Help

B o] =
H| Charts =¥ Attendance S| Reports

Alpha - Last, First =

FRONT e

Fild

Peychology B 1168 15

Student Tallies

TeacherVUE Home Screen

The attendance code displays for teachers in later periods when
sections are excluded from attendance, but they cannot edit the
student's attendance.
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Viewing a Student's Daily Attendance Record

1. Select a student in the Seating Chart to see the Student Options.

Alpha - Last, First = *

4eh Qtr
FRONT .
ey

34 Geade 0102 B

Studani Tallies

i I; Healh .
;{. Y I EQﬂ]l:e‘.'. Tor ASSIStande -.-‘5 :

+» i Total: 28

Seating Chart Screen
2. Select Daily Attendance. The student’s Daily Attendance record displays. This information

is read-only.

« The Days of Activity tab lists the days the student has an absence code recorded.

Daily Attendance

TTHO
lam
IEBoﬂ@hwauaea

I
-2l

B
o

AL
Thersday U
U

Daily Attendance Screen

o Selectaline and click Show Detail to view the details for that incident.
Dailv Attendance Y Sl e
i n-assoscoor

Darys of Actnaty

@ Days of Actinaty

Higw Dartad
Antendance Dotal

2015
Ecamm 5 @ Atendance Raascns © Antendance Mnutes
0042015

0420 Reason 1 Absence Amount | Arival Time Departure Time
n-:ao.t:uﬁ Fositive | 0.50

Roason 2 Absence Amount | Tolal Menutes Altended

@ agtondance Note

Daily Attendance Screen, Days Of Activity Detail
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« The Totals tab displays the student’s total number for each absence reason and the
type.
Daily Attendance

;|
.3&55&%“;““

(%)
2
©

Daily Attendance Screen, Totals Tab

« The Letters tab lists the letters that were sent regarding the student’s absences. The
following displays for each letter:

o Letter Name — Type of letter

o Threshold Achieved — Number of absences needed to reach the threshold for
generating the letter

o Date Achieved — Date that the threshold was met

Daily Attendance v S0
lan
DoflA=903u00™
Duays of Activity Totals Letters
@ Anendance Letters
| Line | Latter Narme [ Threshold Achieved ® Date Achieved »
-.:-bsaﬂ(e 1 DR&/1R2015

Daily Attendance Screen, Letters Tab
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Viewing a Student's Period Attendance Record

1. Select a student in the Seating Chart to see the Student Options.

Alpha - Last, First [ <, @
FRONT L

Chick line 1o open student detail h ne

&= "!’ Am Govi .mr:r z.:r.
m

[ Penca pengance W e

Ditscipiil Incident * Student Talkes
E_-h'.\."\ ;
i&:«cemﬂf 5-;.‘ Total; 27

Seating Chart Screen

2. Select Period Attendance. The student’s Period Attendance record displays. This

information is read-only.

« The Days of Activity tab lists all days the student has an absence recorded and the:

« Date of the absences
« Absence code for each period
« AllDay Code, if used

An N/S in the period indicates the student was not

scheduled for a class during the period.

Period Attendance & [SIE )
aﬂbboﬂ Bobby
- Dirys of Actrat Tolals
@ Days of Activity Show Detal
e B e v o o e o o o e 0 B
1 T T Y T Y O N T N TN
ni-’. 1872015 WO Uy NS NS NS NS NS 3 NS N3 NS
“:‘ A T2015 W0 NS WS NS NS NS NS NS NS WS
Period Attendance Screen
« Selectaline and click Show Detail to view the details for that incident.
T The

Period Attendance

ﬁm: Bobby

Clarys of Actiaty
1@ Days of Aty
Atendance Deta

Line
AT TR E
n‘;& R B Amendance Rexsons G Aftendante Minubis

Feasan 1 Aerval Tume Depamute Time
UNVERSFIED 200(

Rgason 2 Total Mirutes Atterced

O Attercdance Note

Period Attendance Screen, Days Of Activity Detail
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« The Totals tab shows the total number of absences recorded for the student by

Attendance Reason and Attendance Type for each Bell Period and overall Total.
Period Attendance

® T o
gm. Bobbey
[
Darys of Agtraty Lottors

2 Adtendance Reason Tolals

1

Period Attendance Screen, Totals Tab

« The Letters tab lists all attendance letters the system generated for the student. The
following displays for each letter:

o Letter Name — The type of letter

« Threshold Achieved — The number of absences needed to reach the threshold
for generating the letter.

« Date Achieved — The date on which the threshold was met.
Period Attendance

Q% ome
gw:.amy
iE

Cays of Actiaty Totals

® Aftendance Lefters

Line Letier Mame b
LI Absence

Y Daie Achieved ®
1 081872015

Period Attendance Screen, Letters Tab
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Using Class Check In

The Class Check In screen allows teachers to track students who are in distance learning.

1. Select Class Check In from the Home menu. This opens the Class Check In screen.

The Class Check In screen opens for the current focus section and for the

E current date. If there are overlapping sections in TeacherVUE, the screen
displays all students for both sections, irrespective of if the section is enabled
from the seating chart.

2. Select a valid school day for Check In Date to display the list of students on that day in the
Class Check In section. The current date displays by default.

3. Select a Status.

7

Hover over the Status drop-down and click ¥ to automatically fill the Status
drop-downs below with the option selected. For example, if you selected Not

Checked In (default) in the first drop-down and click " , the drop-downs below
E display Not Checked In (default).

Mat Checked In (default) -

.

4. Enter aNote if needed.

ClaSS Check In Return to Seating Chart

Check-in Date
10/24/2021 o

Padilla, Nicole

Class Check In Screen

5. Click Save or click Save & Return.
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Overview

You may be able to take lunch counts for your class or record your students’ participationin a
Universal Breakfast program depending on your district’s settings.

Taking Lunch Counts

The Lunch Counts button highlights in yellow to remind you to take lunch counts when you log in to
TeacherVUE.

Home r 9 Lotk SgnOul Soppan Heg

rn e = -
i Charts Ei# Amendance @ Lunch Gounts i Repons

Alpha - Last, First =

1. Click Lunch Counts.
2. Enter the lunch counts:

dEh Oir
1
L]

3 Grade 0102 29

TeacherVUE Home Screen

« Use the plus or minus buttons to enter the number to take total count for each lunch
item.

Taking Lunch Counts

. ¢ :
v [ - I3 =5
Salad - 0 n 3rd Grade changed 0102 29

Student Tallies

~ -
Total 29

Present Today Hid
Absent Today N
Tardy Today Hi&

Taking Lunch Counts Screen, Total Count Per Iltem
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« Use the drop-down to select a lunch choice for each student. The total lunch count for
each item updates.

faking Lunch Counts

. = 3
- o

Ackiey, Brian (=] Spring
| tacos 0 :
Arvanitas, Chiistina | ue
Bailly, George = '
bl : AmGovt 1468 24
chicken salad 0
Brady. Kenneth =
Student Talkes
Bruggeman, Saran =
i hummus and pita 0
Darmiento, Arthur =] Total 23
Dick, Ronakl = Present Tooay  NA
. baked ziti 0
Elggren, Jose p-| Absent Today WA
Harrison, Anna = Tardy Today WA
pizza 0

James, Kathenne I=

Taking Lunch Counts, Individual Orders

3. Click Save. A green check mark displays next to the Lunch Counts button indicating you
took lunch counts.

Recording Universal Breakfast

Universal Breakfast is any program that offers free breakfast to all students.

The Universal Breakfast screen displays the attendance codes for today.
Do not mark students who are not present as having participated in
Universal Breakfast today.

1. Select Universal Breakfast from the Home menu.
2. Select the student that participated in universal breakfast today.
« Click the field in Universal Breakfast column to select for individual students.

Term: 52-Q4

U n|Versa| Breakfast Return to Seating Chart Period: 2
R Foom: 216
Student Name Abs Code  Universal Breakfast Course  SectionStuderts

Am Govt 1269 29
Aguirre, Jason

Araold, Jagon

Bailey, Evelyn YES
Beck, Eric

Bermal, Amanda YES
Brooks, Amy

Universal Breakfast Screen

Copyright 2015-2021 Edupoint Educational Systems, LLC



TeacherVUE User Guide

54 Chapter 4: Taking Lunch and Universal Breakfast

« Selectthe Universal Breakfast option to select for all students.

. Term: 52-04
Un|versa| Breakfast Return to Seating Chart Period: 2
R Foom: 216
Student Name Abs Code  Universal Breakfa Course  SectionStudents
Am Govt 1269 29
Aguirre, Jason YES
Arnold, Jason YES
Bailey, Evelyn YES
Beck, Eric YES

o L L =

Universal Breakfast Screen

3. Click Save & Return. A message displays indicating that Universal Breakfast was recorded

for today.
( )
The Universal Breakfast participation information also displays on
the Student Meal screen in Synergy SIS .
T Student Meal R
Menu= € Q> | B wsae W P
Student Name: Abbott, Billy €, School Hope High School Stalus Active Homeroom: 403
Meal Option  Universal Breakiast
Student Meal Screen
\. /
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Printing Reports

You can print reports from TeacherVUE for an individual student or for all the students in your class
or group. The reports available to you depend on your district’s settings.

Printing Class Reports

1. Click Reports on the TeacherVUE Home screen. The list of available reports displays.
2. Selectareport output type, either PDF or TXT.
3. Select the report.

Home Q= Lok SgnOu Support Help

A Period 1 Life Science (32) =

| |Charts '.:.: Attendance ; Reports

Alpha - Last, First

[CJ\:JI_V:AE. * PDF " TXT }

[B ATP4D4 - Per Class Attend List

Spring
(&) ATPa05 - Per end Form a1
120

FRONT

| GRD201 - Report Card Course SectionStude
Life Science 0002 26
|2 GRD403 - Mark Veerification By Teacher

[# PvU4D1 - ParentiStudent Portsl Activity

[# 5TU201 - Student Profile

[# 5TU204 - Student Transcript
| e z

[8] STU402 - Student and Parent Directory

[B] 5TU404 - Student Birthday List

[# sTu40e -

[ 5TU408 - Class Roster

TeacherVUE Home Screen

The report uses the default report user's settings defined by the

E district.

Click @ to access the Report Interface and select other options.
Use this option to save your own defaults.

\. J
{ N
See the Synergy SIS — Reports Guide for more information on
L]
. each report. )
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The status displays at the top of the screen.

bort Card -

please wad whic your request B gy Admin -

processed

Lock Sign Dut Support Help

TeacherVUE Home Screen

An error could mean that defaults were not saved for the report for

o the default user. Click © to access the Report Interface screen

and enter the required information.

The report displays in the selected format.

Hope High School

¢ Year 2016-2017
Student List Report: STU401

i
_~
Duma Sehaol District
Student Name Perm ID Grade Birth Date
Araujo. Daniel J. 120700 10 01/02/2001
Bailey, Terry W. 901518 10 02/13/2001
Barnetie, Richard N. 904593 10 02/14/2001
Chavez, Wanda 909375 10 05/04/2001
Childs, Lawrence C. 902878 10 07/31/2001
Gale, Heather 5. 103202 10 05/23i2001
Green, Kimberly 877382 12 037221999
Johnson, Albert T. 887842 10 02/02/2001
Kirby, Anthony O. 952382 10 06/14/2001
Larios, Jeffrey F. 832781 12 03/07/1999
Leto, Charles A. 928213 10 07/14/2001
Martinez, Heather M. 904832 10 04/16/2001
Meadows, Benjamin J. 102705 10 08/31/2001
Miles, Michelle M. 901553 10 03/02/2001
Nava-Rodriguez, Douglas 954140 " 08/23/2000
Oliver, Angela L. 142112 1 03/06/2000
Packer, Janice S. 889221 1 02/08/2000
Patino, Amy M. 894866 10 02/06/2001
Rhoton, Lawrence A 869042 10 12/03/2000
Rivas, Clarence E. 157820 10 08/31/2001
Rivera-Quintana, Aaron b 158876 1 05/14/2000
Rodriguez, Willie R 110076 10 12/08/2000
Rowley, Jesse S. 903436 10 12/20/2000
Sanchez, Paula L. 122066 10 01/21/2001
Scally, Walter W. 908408 10 0171042001
Standage, Billy 889859 10 03/18/2001

Printed by Rober Tofft at 06/07/2017 8:44 AM

Edupaint School District

Student List Report Output
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Printing Individual Student Reports

1. Select a student from the Seating Chart to see the student detail options.

2. Selectthe report.

Alpha - Last, First

Term: Spring
FRONT Period: 1
, [Room: 120
Click line to open student detail ~ N
. Course SectionStudants
& Student + Life Science 0002 26
- eri - ce
Y IEF‘vrlod Attendance
!Dis:\pline Incident
[
‘Araujo, Daniel l:;\Heﬂltn
) Bailey, Tenry Bamete, Richard
Studenty!
® ® @ studentVUE

_r&Requem for Assistance
%Stud ent Course History
!Dis:\pline Incident

[S]4TP404 - Per Class Attend List

[Scro2m1 - Report Card Beer

| [Sl5TU201 - Student Profie &

T;.p STU204 - Student Transcript

| 1 Communic ation
‘l ’ E]Grﬁde Book
f"s"ﬁ}:ma GL:x; Student Contact

- - ) )

Seating Chart Screen

The report uses the default report user's settings defined by the

E district.

Click @ to access the Report Interface and select other options.
Use this option to save your own defaults.

\. J
{ N
See the Synergy SIS — Reports Guide for more information on
L]
. each report. )

The status displays at the top of the screen.

i progress IO 7) Lock SignOut Suppart Help

TeacherVUE Home Screen

An error could mean that defaults were not saved for the report for

? the default user. Click © to access the Report Interface screen
and enter the required information.
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The report displays in the selected format.

2 Hope High School Year: 20162017
s Student Profile Report: STU201
P feep e Barnette, Richard N. - Homeroom: 311

General Information

Student Name Perm ID Grase
Barnette, Richard N. 904593 10
State ID Last Name Goes By Pretered First Name
0001254316
Birth Date Birth Place Leave Dale Enter Daie
02/14/2001 Mesa Az 07/05/2016
Home Prane Home Language Resnlved RaceEmnicity
480-555-6833 English White
Home Address Mailing Address
818 N Kachina Ci 818 N Kachina Ci
Mesa, AZ 85620 Mesa, AZ 85620
Bus Routes: ) mus: gg12 AM K bus 1o home:
PM Bus: 0422 PM K bus 1o sehool: Day Cara:

Custodial Infarmation

Mather Empiloyer [FlLives With /] Contact Alowed [/] Maiings Allowed
Barnette, Sarah Mps:entz Elementary [#]Has Custody [7]Ed. Righis
Addresa: E-Mail:
818 N Kachina Ci .
Mesa, AZ 85620 person@mail.gasynergylocalgalSvm.com
P e P 80.555-3472 Extension: [Jprimary Mot Listea [Contact Phone
Pﬁ‘:ﬂgpe: msﬂn o [OFrimary []mot Listes []Contact Phone
Slec-Father Employer o] Lives Wit Conlac Alowed Mailings Allowed
Barnatte, Robert Mps:ishikawa Elemeantary Hagm Eﬂ_ﬁ-,gm o
Addresa: E-Mail:
818 N Kachina Ci .
Mesa, AZ 85620 person@mail.gasynergylecalgalSvm.com
Pw:ngpe: msﬂu Extension. [Jerimary [JnetListea [ Contsct Phane
Prg;ﬁ Type: P":aﬁéss_m_ﬂ o [JFrimary [JmotListes []Contact Phane
Pﬁ:r:*pe: %5-“72 Extension: [JPrimary Mot Listee [JComact Phane
Health Conditions
Candtion Start Date
Medical Alart 07/06/2012
Comment
BIPOLAR ON MEDS
Candtion Start Date
Medical Alart 07/06/2012
Comment

ADHD ON MEDS

IN CASE OF EMERGEMNCY: Mames of persans who can assume femporary responsibility

Mame Relationship Hoime Phang Wiork Phong Other Phons
Jackie Jordan Relative 480.395-7483
Printed by Robert Toflt at 08/07/2017 829 AM Edupoini School Disbrict Page 1of 2

Student Profile Report Output
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Sending Messages

You can send a message from TeacherVUE to:

o Your assigned classes and groups and their parents.

« Anindividual student and their parents.

Pressing the Send button:

« Posts the messages in ParentVUE/StudentVUE for the selected recipients
« Sends an email to the selected recipients

-
You can also use Synergy Mail and Streams. See the Synergy SIS —
Communications Guide for more information.

Synergy® Home ~ Sireams GradeBook ~ ReporiCard ~ LessonVUE = Assessment ~
Seating Chart
Home Change Class. o 2 Lock SignOut Support Help
- GotoCurrent Class
A Period 1, Student Aid (YR) - Al
Change Password ¥ Attendance 4l Reports
Communication - 3
Alpha - Las‘ Incident Referral - b
Parent Conference
Student Nicknames erm: ring
Substitute Instructions
HNe=— S B
TeacherVUE Home Screen
.

Formatting Window

61

This section describes the formatting window used to create curriculum templates and content for

curriculum elements. The formatting uses a CKEditor.

Message
Bsource 0 B B & (@ Qty 81 =0
BIUS xx|[z::xp»|[Hszazs|leasm
Styles - || Format - || Font ~|| Size ~|| A~ B3~ 32 S0
body p

Message Formatting Window

Copyright 2015-2021 Edupoint Educational Systems, LLC
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# Period 1: 4th Grade (0400)

- Copy To — -

Bsowee 0 B B & G|+ ~ Q%% BRL EBE=0 BI U5 x »

= i £ ¥ EE EE = F Shies = Farmal = Font = Siza ~ _-!t_' B-
o =l

Select fes.

Substitute Instructions Formatting Window

The formatting and editing tools available for creating templates and content are:

. B souce goyrce — Toggles the view between WYSIWYG (What You See Is What You
Get) and HTML editing mode. The HTML tags such as <p> or <b> display when editing in
HTML. For example, a heading using the Heading 1 style displays as: <h1>Heading</h1>.

D) New Page — Clears unsaved changes

. [@ Preview —Previews the template design

. X (B Cut, Copy, and Paste — Cuts, copies, or pastes the selected text

(@ Paste as Plain Text — Pastes the text as plain text with no formatting. This is helpful
when copying from other programs that may have hidden HTML formatting, such as other
web pages or Microsoft Outlook.

Edupoint Proprietary and Confidential
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. @ Paste From Word — Inserts text copied from Microsoft Word and allows you to edit the
text to remove erroneous HTML code that Microsoft Word inserts.

a. Paste the text in the pop-up box.
b. Select Remove Styles definitions if needed.
c. Click OK.

Paste from Word ®

Please paste inside the following box using the keyboard (
Ciriew) and hit 0K

M Ignore Font Face definitions

[ Remove Styles definitions
o«

Paste From Word Window

« *® ~ Undo and Redo — Undoes the last action or redoes the last action

. Q Find — Searches for text

Find and Replace ®

Fing | Replace

|
Find what ] Find

Find Options

Malch case
Mateh whigde ward
| Maich eyelic

Closa

Find And Replace Window
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%3 Replace —Replaces text

Find and Replace x
Find what meplace
Replace with Repiate All
Find Options
Malch caze
Maich whode ward
o Maich cyelic
Close

Find And Replace Window, Replace Tab

=
=T

Select All - Selects all content in the formatting window

B I US Bold, Italic, Underline, or Strikethrough — Formats the selected text as
bold, italic, underline, or strikethrough

LS Subscript and Superscript — Inserts subscript or superscript text

I Remove Format — Clears all formatting for the selected text

1=

2= = Insert/Remove Numbered or Bulleted List — Formats the selected paragraphs
as numbers or bullets

“E “E Increase or Decrease Indent, Outdent — Indents or outdents the selected
paragraph

77 Blockquote — Indents the paragraph on both sides

Align Left, Center, Align Right, or Justify — Aligns text per the setting

= Insert Hyperlink or Remove Hyperlink — Inserts or removes a link to a website or

email address
- Anchor - Inserts a place that you can link to inside the template

A Table — Inserts a table

Insert Horizonal Line — Inserts a horizontal line

Edupoint Proprietary and Confidential
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. 0 Insert Special Character — Inserts a special character such as a copyright mark or
currency symbol

Select Special Character X

I - T i o T
£ = T < m &
—_m =L T - F
o -
)
I
W
=
= £ a D r o

* =r N = F T h W

t B o - | -~ 0B -

o O B s
- & e O oe | ® T DO
LT T = i
d e @& x B E B = & 0 @ =
T & & 8 O @ B FE = = 3 kb

B oR —F « 1 3~
- o @ O g
B oot T @& -

PR 2T — 32 B e~ — M= ® =
I = R TR T

. o oD o me
= o Oom

B < = O M

P T~ Om s~ — D Oow

@ W oy w = W

-ancel
Cance 4

Select Special Character Window

o = "I Text Style — Selects a built-in format for the selected text
o "™ " Paragraph Style — Selects a built-in format for the selected paragraph
o« ™™ " Font - Selects a font for the selected content

Size -

Size — Selects a font size for the selected content

« A Text Color- Applies the selected color to the text

. B Background Color — Highlights the text with the selected color
. cu Maximize — Maximizes the editing window

. ol Show Blocks — Shows the content inside of blocks

« ? About CKEditor — Lists information about the CKEditor (the HTML text editor used to
edit the content)
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Sending Messages to a Class or Group

Teachers who have only Groups, but not sections assigned to them have
==l access to Communication from the Home menu.

1. Select Communication from the Home menu.
2. Selectthe Blind copy me on emails | send option to receive a copy of this email, if needed.

Communication EENEETEEE e o seaig crar

Message Details

From

Blind copy me on emails | send

To
Peopie Siudent(s) =]
Message History -
Classes for message Groups for message
| Period 0. Am Gowt (1077) Saio
¥ period 1: Psychology li (1169) | Cheerleading Dates: 080772013 -

| Period 2. Am Gowt (1269)
I Period 3. Am Gowt (1369)
| Period 4: Am Gowt (1469)

NOTE: In addition fo messages being posted (o the user's StudenfVUE account, emails will be senl fo
those students with vaid email addresses

Communication Screen

3. Select who to send the email to:

To
People Student(s) W
Classes for message: Groups for message:
Period 1: 3/4 Grade (0102) After Schoeol Program

NOTE: In addition to messages being posled to the user's StudentVUEaccount, emais will be sent fo those studentswith vald
email addresses.

Communication Screen

« Tosendto a group of students or parents:
a. Select who should receive the email in People.
b. Selectthe Class and or Group to receive the message.

Edupoint Proprietary and Confidential
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« Tosend to specific students and parents:
a. Select Specific Student(s) and/or Parent(s) in People. The selection page
displays.
b. Select specific people or select all by using ¥ all .
Select specific studenis andior parents for this email Done
+all Students + al Parents
Aaron, lan Jonathon Jones (parent of Aaron, lanj
Kathleen Aaron (parent of Aaron, lan)
Fhillip Aaron (parent of Aaron, lan)
Alejandrez, Wile Larry Alejandrez (parent of Algjandrez, Willie)
Morma Gomez (parent of Alejandrez, Willie)
Antonio Gonzalez, James Denise Gonzales (parent of Antonio Gonzalez, James)
AGlS Antanis (farent AF Antenin MARTIIGT |SMmSCh
Communication Screen

c. Click Done.

4. Type the name of the Staff Member you want to send a copy of the email to and select from

the list displayed, if needed.

Communication [EXJ
Message Details

Massaga baing sant 0 3 paopla

From

‘Schiute, Peto (Pater Schrute@mall gasynargylocalga0svm. com)
B Isend

Retumto Seating Chart

ind copy me on emails

5. Enter the message Subject.

Communication Screen

Message Details

Message History

Communication [EXBETIEEN oo s

Subject

|

Message

B sowce | D & @B & Q% EL EB=0
B I UGS % x| &= 2n|[Ez = ujezm
Sttes Foemat = || Foet see ~(| A~ B-{13

6. Enter and format the Message.

Communication Screen
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7. Attach documents to the message, if needed:
a. Click Select Files.
b. Locate the file and click Open.

Attachments

Select files...

© Permission Slip docx

Communication Screen

[ E CIickoto delete files.

8. Click one of the following:
« Send to remain on the Communication page
« Send & Return to go to the Home screen

TeacherVUE:

« Emails the message and posts the message to ParentVUE and StudentVUE of the

selected recipients

« Displays a message indicating that the message has been posted

« Storesthe message in Message History

Edupoint Proprietary and Confidential
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Sending Messages to Individual Students and Parents

You can send a message to an individual student and their parents. The message sends an email to
the parents of record and posts a message in ParentVUE/StudentVUE.

1. Select a student in the Seating Chart to see the Student Options.
2. Select Communication.

Click line to open student detail
gsmdent

%Dﬂihﬁ Aftendance
&Diﬁtiplinﬁ Incident

[ Heain

waﬁequeat for Assistance

& StudentVUE

@& 03 Student Contact

Seating Chart Screen
3. Selectthe Blind copy me on emails | send option to receive a copy of this email, if needed.
4. Selectwho to send the email to in Student and Teachers including additional staff.

Communication E Retum to Seating Chart

Message being sent to 3 people

Message Details

From
From
Schrute, Peter (Peter Schrute@mail gasynergylocaladsym com)
To Blind copy me on emils | send
cc
Subject
To
Message
Student Teachers: $al
Attachments
“ Student: Bogar, Brenda (Brenda. i m) /Angela Dumble (Angela Dumble@mail qasynergylocalga0Svm.com)
¥ Mather: Anne Bogar (Anne Bogar@mail.qasynergy localqa0svm.com) [[CCartie Biss (Carrie.Bliss@mall.gasynergylocalgalbvm.com) |
Message History || Sent Synergy Mail % Father: blah blah i m) Louanne Johnson i com)

Richard Smith (Richard Smith@mail.qasynergylocalga0Svm. com)
Rel T Per Evit Teacher (RelTPer EvitTeacher@mail qasynergylocalga05vm.com)
Donna Krogman (Donna Krogman@rmail.qasynergylocalqa05vm.com)
Blahak P., Pete (Pete BlahakP. @mail qasynergylocalqa05vm.com)

Brandano, Warren (Warren Brandano@mail gasynergylocalgal5vm.com)

/Adams, Laurie (Laurie Adams@mail gasynergylocalga0svm.com)

Communication Screen

1. Enter the message Subject.
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2. Enter and format the Message.

Communication [E EEITIaml et o seang Chan

Qb EL B0
2»|[Hz = ujezm

Subject
Message Details I
Message
N Bswc D B & @&
; B I NS xx &=
Stytes = Format = Foet Size ~
Message History

A- B K b

Communication Screen

3. Attach documents to the message, if needed:
a. Click Select Files.

b. Locate the file and click Open.

Attachments

© Permission Slip. docx

Communication Screen

a CIickO to delete files.

4. Click one of the following:

« Send to remain on the Communication page

o Send & Return to go to the Home screen

s

The number of people the message is sent to displays under the

Send buttons.

Communication bt by Retumn to Seating Chart
Message being sent to 3 people

Message Details

Communication Screen
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TeacherVUE:

« Emails the message and posts the message to ParentVUE and StudentVUE of the
selected recipients

« Displays a message indicating that the message has been posted
« Storesthe message in Message History

Working with Previously Sent Messages

1. Select Communication from the Home menu.

2. Click Message History to view messages and details about the message, such as date, time,
recipients, etc.

Communication [

Message Details

CEE

Carroll
Ed

To

Peaple

Message Histary £

Communication Screen

All messages sent are listed including group/class messages and
0 copies sent to parents when viewing an individual student’s
message history.
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Removing Message from Communication History

1. Select the message to delete or click ¥ all .

- oa02015 1

164100

0300 -
A
Grade

Communication Histcry Cancel  Return to Sealing Cha

Ovama - After  The after school program for students inferested in drama begins Monday

School February 16, 2015, We will be performing a shor play. You have the opportunity
Program o Warn

« Set design

+ Costume design and theatrical makeup

= ALting

Please jon us. All are welcome

MNatake Carrall

t

2. Click Remove Selected. TeacherVUE deletes the message from the Communication

History list.

Communication History Screen

TeacherVUE does not recall the message or delete it from any
A servers. The message is deleted from the Communication History

only.

3. Click Return to Seating Chart to exit Communication History.

Edupoint Proprietary and Confidential
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Logging Contact Regarding a Student

Create records when you make or attempt to make contact a parent or guardian regarding a
student. The contact record displays on the Contact Log tab of the Student screen in TeacherVUE,
Synergy SIS, and Synergy SE.

1.

2.

I e

Select a student in the Seating Chart to see the Student Options.

:-1 c
il _'l"'-"\
i

Eﬂmdent

o Period Altendance
&DISEIPHHE Incident

[Feann
@ stugentvug

‘P&Request for Assistance

%Sluﬂ ent Course History

ﬂaw.—mg - Period Class Attendance List
ﬂSTUE{)‘I - Student Profile

ﬂSTUEO-i - Student Transcript

"a Communication

Click line to open student detail

Grade Book
s

v Lagﬁtudem Contact

Select Log Student Contact.

Seating Chart Screen

Contact Date

0

2
Person Contacted

o

118

015

Father

Comment

Contact Details (Miller, Donald )

Contacted father that Don is eligible for Honor SDCIeI&'l

Contact Time

10:21 am

Qutcome

Left Message T

Log Contact Close

Contact Details Screen

Edit the Contact Date and Contact Time, if needed.

Enter the Person Contacted.

Select the Outcome of the contact.

Enter a Comment regarding the reason and/or details of the contact.

73
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7. Click Log Contact. The contact displays in TeacherVUE and in the student’s record in

Synergy SIS.
7 )
To view the log,
a. Select Studentin the Student Options.
Click line to open student detail
& Stuign
‘ ‘a_; «% Pericd Attendance
.v—w\
»’ &Discipline Incident
- Health
Miller, Donald l:
0 @ studentvue
= ZaRequest for Assistance

Seating Chart Screen

b. Selectthe Contact Log tab.

Student

ﬁ Miler, Donald
)
-

® Student Contact Log

%MWW

TPM  Father Left Massage Iptified father that Donald is eligible for honor society

Student Screen, Contact Log Tab

Scheduling Parent Teacher Conferences

Schedule parent teacher conferences in TeacherVUE.

The parent teacher conference recorded in TeacherVUE also displays on
the Student Conference screen in Synergy SIS.

1. Select Parent Conference from the Home menu. The Parent Teacher Conference screen
displays.
2. Selectthe Conference Date, Start Time, End Time, Duration, and Location.

The time displayed is in increments of the selected duration.

Select a different day and time to schedule a conference at a
different time.

Edupoint Proprietary and Confidential
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3. Select the Schedule Lock Date. Once the date is set, the Conferences are locked from that
date going forward.

Parent Teacher Conference [l = s s s it
. e

Conference Setup Conference Date Start Time  End Time  Duraticn Location Schedule Lock Date

Teacher Asugred | Faenis Choose SHEDS E D0 ki S00FM 5 T LE2sS Paychology | 1964 15
Student Mame Conference Time B Schodule AX Comment
Evelyn Colium & i
virgnia Dinds Choose Time ~
Brian Duoan

Parent Teacher Conference Screen

(Secondary only) Select the class to schedule.

Parent Teacher Conference T [ @ v e | e Sorg

g

Conference Sstup Conference Date Stan Time End Time Duration Lecation
Tea mar Assigned | Parerds CRooss LAB2018 B0 AM 500 Pl 15 y class Cumant Class Only -{j M‘_;! ar il ..“ i

(52} Jackson, ¥ Am GowtiD) SEC 1077

(52} Jackson, B French 100T) SEC 1158
(S} Jacison. K French |
(52} Jacikson, & Erench 1
(52} Jackson. K Am Goti2)
(52 Jackson. K Am Govt3)
i SrEties s (S} Jackson K Am Govi(d) SEC 1469

Too Bl PANGNIS 10 ScNEdue CONMTEntes. CRoDSE YOUur CoRTENence da08, STRTT T &N e ANd CORMENsnd e Juration At
will be unavailabde in the grid below Clhck Save Conférence. Parents will be able 1o choose a time on a firs! come first serv
TESC gl 3 1ne And Make i avalable 33a0 ANET A PaTEr Nas CHOsen i, (K Rescheckib nex 1 M SIudent Kon

Parent Teacher Conference Screen

5. Selectwho is selecting the time:

« Teacher Assigned — The teacher selects a time for the parent conference. The
selected time displays on the Conference tab in ParentVUE.

a. Selectindividual students whose parents you are scheduling with or select
Schedule ALL at the top of the column to select all students.

b. Selectatime from Choose Time.

75

Parent Teacher Conference IRl -« o BB o

i1
Conference Selup Conterence Date Sam Time  ERd Time Daration Location Schadule Lock Date .
Teacher ASSned | Paanis Chocss SHRO01S 20 A 500 PU 15 vy eiasa Paychology B 1188 15

Student Hame Conference Tim G Schedule A8 Comment
S INEL - Choose Time = 4 [1Sminutes | 830 minutes | .25 minutes
“inginiia Davis - 00 AM 1
Seian Dugaw = 830 E.l

45 AM |
Patcia Figueroa = 00 AM

«15AM
Sarah Finkey = 230 AM

45 Al
MiChedikirs. Gonzales - 10700 Al

1015 AN
Ruby Gurnel - 1030 A .

Parent Teacher Conference Screen

c. Click Save Conference.
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You can populate the other time slots for the same time
. orinsingle, double, or triple the Duration setting by
==t selecting a down arrow after you select a time for the

first appointment.

o Parent Choose — The parent selects a time from the Conference tab in ParentVUE.

a. Click Update Grid. A confirmation dialog displays a warning that any changes
previously made will be cleared.

b. Click OK.

Select times that you do not want the parents to schedule conferences in the

Time Unavailable column.

= -
1

e

Parent Teacher Conference

ConRtennce SHtup Contersncs Date

stan Time  End Time Duration Location
0 it Class O & Paychology @ 1188 15

conference duration abowe. Check any tmes that you
frsd come first serve Dass. i you need o

-

Parent Teacher Conference Screen

d. Enter Comments, if needed.

e. Click Save Conference. The Parent Conferences tabin
ParentVUE/StudentVUE displays the conference information.

6. Email parents that conferences were scheduled.
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Changing Parent Teacher Conferences

1.
displays.

Select Parent Conference from the Home menu. The Parent Teacher Conference screen

Conference Setup

Taacher Assigrad

Evelyr Collum

WignEs Dunds

Brian Disn

Panis Chooss 0 ik

Confersnce Times B Schiodule A0

Parent Teacher Conference %

Conference Date Stat Time End Time  Dufation

Spring
1
Fild

Schedule Lock Date

Pl ieg)

Lacation

Paychology | 1164 15

Parent Teacher Conference Screen

2. Locate the conference in the Conference Date calendar. The Parent Teacher Conference

window opens.

7

~
Dates that have conferences are colored blue.
Conference Date Start Time End Time Duration Location
SH92015 5:00 PM My class m
E (] May 2015 June 2015 July 2015 L]
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
12 1 2] 3| 4] 5 s | R
0 3 4 5 6 7 8 9 7 8 9 10 11 12 13 5 6 7 8 9.10 11
= 10 11 1= + 3 15 16 14 15 | 16 17, 18 19 20 12 13 14 15 16 17 18
17 18 BB 41 22 23 21 22 23 24 25 26 27 13 20 21 22 23 24 25
24 25 o 8 29 30 28 29 30 26 27 28 29 30 31
31
Today Done
Conference Date Calendar
\. V.

« Toreschedule a conference:

a. Select Reschedule next to the student. The Email parents window opens.

Email lan Aaron's parents?
15 AM Avallable
Parent Note
0 AM Avalable
5 AM 1an Aaron & RE%HEDULE
9:00 AM Awalable
15 AM Awallable

Parent Teacher Conference Screen

b. Enter a note and click Reschedule. The time is marked Available.
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« Todelete a conference:

a. Click Delete. A confirmation dialog displays.

Parent Teacher Conference et St G = N
Conferenck Sstup Conterence Date Start Tima  End Teme Duration e

Location
800 AM 500 PM 1% oy clans M DELETE 14 Grade 0102 29

To Mdw palenits 1 schedule confédénies. Choode your confefénce dale, SLadl ime end W And comténance duralion Sbove Chedk &y e thal you
will B Unareailatie i the Qnd below. CRCK Save Conferend e Panents will D a0 50 CHOCSE @ 1IME ON & TSt (oM SISt Seiv Dasis. I yOou rbed [0
reschedule 3 time And make [ avaEbie 0ain After 3 parent has Choten B, CICk Reschedule nex i M Student kon

Fareais Choose

Parent Teacher Conference Screen

b. Click OK.
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Using Notes About Students

You can view, add, edit, and delete notes for a specific student. The note is accessible by any
teacher with a class the student is enrolled in, unless the note is marked as private.

All notes about students entered in TeacherVUE are also available in
Synergy SIS on the Notes tab of the Student screen. Student notes are

specific to the school year.

Working with Notes

1. Hover over the student picture in the Seating Chart and select the Add Note icon.

| Bahena, Joshua

Seating Chart Screen

« The View Note screen opens if no previous notes exist for the current day.

View Mote For: Bahena, Joshua

05/18/2015 11:14 am
Do not share comment with other leachers
Comments

Show History m Close

View Note For Screen
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4 )
Click Show History to view notes from a different day. The
note history for the student displays.

Notes For: Ronald

< >
Actions Date Time Comment Teacher Private

0 (-1 040972014 308 PM  Ronaid is bringing in a pet furtie for show and te . Starkey, Terry

=

1] 0312014 900 AM  Ron will e in the Schoo! Speling bee foda) Starkey, Temy

-1 03M8/2014 309 PM  Ron won the class speling bee today. He will rey,  Starkey, Terry
-

Notes For Screen
. w

« The Notes For screen opens displaying the note history, if previous notes exist.

Notes For: Bahena, Joshua

< >
Actions Date Time Comment Teacher Private

(-1 05182015 10:29 AM  Joshua seems disfracted foday. There are alot | Carroll, Natalie

= -

Notes For Screen

» Hover over the Comment section to view a long comment.

Motes For: Bahena, Joshua

< >
Actions Date Time Comment Teacher Private
-1 05182015 10029 AM | Joshua seems nﬁes.‘m today. There are a kot | Carroll, Natalie

of animais in the Sbssroom for show and el

= -

Notes For Screen

« Click New to add a note. The View Note screen opens.
. Click & toeditanote.

« Click @ and click Yes in the confirmation dialog to delete the note.
TeacherVUE removes the note from the list. No further action is required.

2. Select the date and time of the note. The system defaults to the current date and time.

Edupoint Proprietary and Confidential



TeacherVUE User Guide

Chapter 6: Communicating Using TeacherVUE 81

3. Select Do Not Share Comment with Other Teachers to mark a note as private.

4 N\
If Do not share comment with other teachers is not selected,

an icon displays on the seating charts of all teachers who have this
student and on the Notes tab of the Student screen in Synergy SIS

If Do not share comment with other teachers is selected, the
icon only displays on the seating chart of the teacher who wrote the
note. It also displays on the Notes tab of the Student screen, but
only those users who have access are able to view it.

®

Notes created on the seating chart or on the Notes tab of the

L student screen cannot be seen by students or parents. )

4. Enter the text for the note.
5. Click Save. The Note icon reflects the number of notes attached to a student today.

Seating Chart Screen

Leaving Instructions for Substitute Teachers

1. Select Substitute Instructions from the Home menu.

Substitute Instructions |01

# How to wse

der 1o expand the entry el for the substifule insfructions Use the drop down 1o

uchons for subsibute leachérs Clck e (155 el
& COMmpELE PrESs. Save amd REIn 10 Post e INGITUCIIORS 300 MEUr 10 the

# DOUrSe INCRAILATY_ Al ank. or al (5s

fructions Date 182013 | will b ol om i dabe

Substitute Instructions Screen

2. Selectthe Instructions Date for the day you are leaving instructions.

3. Select| will be out on this date. TeacherVUE indicates to the administrative staff that you
require a substitute on this date.
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4. Selectthe class or period. The formatting window displays.

- Copy To - -
Bseuce 0 B @ Gle~ QA% RLIBs QBT Y& xx
= i= £ M E E EE = ™| sees = | | Format = || Fent = sz = | A~ B
“odd

|
Select fies.

Substitute Instruction Screen

5. Enter and format the instructions for the substitute.

6. Click Select files to include files for the substitute teacher.

The attachment cannot exceed 2 MB and can any electronic files
== such as a worksheet, test, resource, video.

7. Select Copy To to copy the instructions to multiple classes or periods and make a selection.

« All Courses— Copies the instructions to all of your courses including the ones that
currently have Substitute Instructions

« All Blank Instructions — Copies the instructions to your courses that do not currently
have Substitute Instructions

« Course Group — Copies instructions to a specific set of courses
« Periods— Copies instructions to a specific period

Edupoint Proprietary and Confidential



TeacherVUE User Guide 83
Chapter 6: Communicating Using TeacherVUE

-

8. Click Save and Return. The Seating Chart displays

~
The instructions display in the Substitute Instructions field when a
substitute teacher logs in for your class on the selected date

FRONT

Athau
1
. o0
i J4 Grade 0102 29
yw & \

Student Tallies
Total: 28
. . ! == %
Conmiey .

Atsent Today

uuuuuu

Tardy Today 0
T
-
- Fractions
m car tiaereen, :

Seating Chart Screen
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Viewing Test Group Analysis

The Test Group Analysis screen displays the class test results for a specific test such as a state-
required test. The tests that display on the Test Group Analysis screen are determined by your
district.

1. Select Test Group Analysis from the Home menu.

. - ) Term: §2-04

Test Group Analys|s Print | Retumn to Seating Chart Feriod 2

» Foom: 216
Math Cowurse  Section Students
Student Name Date pert Lt Am Govt 1269 29
Aguire, Jason K. 021V2014  Mests Test Preferences
Amold, Jason K. 022014 Meets
Test Group: |AIMS DPA v

Bailey, Evalyn 02110/2014  Falis Far Below Test Group Part:

) Test Display Type:
Beck, Eric T. 02M0i2014  Exceeds [Show Al w

Bemnal, Amanda M. 12172013 Mests X
[ Ignore Blank Entries

Brooks, Anmy M. 02M10/2014  Approaches
Chavira, Linda J. 021072014 Mests
Coffey, Mary M. 02M0/2014  Approaches Highlight Performance Levels
Davis, Gloria J. 022014 Mests

[ Falis Far Below
Dillon, Lori K. O Approaches
Ellzworth, Laura A 02110/2014  Approaches [ Meets
Ethington, Margaret L. 02102014 Mests =

[0 Auvgmentstion
Gagnon, Katherine M. 02M10/2014  Mests O Recipracity
Harrizon, Sharon M. 02102014 Mests [ SPED Exemption

[ 504 Exemption
Hasszan, Deborah A 02M1V2014  Meets

Lether, Stephen G.

Lewis, Anne R. Score Type Filter
Miller, Donald D. 022014 Meets

Miller, Lotis D. 02002014 Exceeds U Raw Scare
Payne, Mancy A 022014 Mests

Test Group Analysis Screen

2. Usethe Test Preferences, Highlight Performance Levels, and Score Type Filter to
control the information displayed in:

3. Click Print to print the analysis results.
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Viewing Test Group Analysis 2

The Test Group Analysis 2 screen displays the class test results in a graphical presentation for a
specific test such as a state-required test. The tests that display on the Test Group Analysis 2 screen

are determined by your district.

1. Select Test Group Analysis 2 from the Home menu. The Available Test Results screen

displays.

Available Test Results

AIMS

Most recent import 2014

Test Group Analysis 2 Screen

« Select Student Breakdown to see results by student. (1)

AIMS

Math
Reading
Stience

Aaron, kan Writing

Math

Reading
Sclence

18 b

Emcends
Meets

Fails Far
Bedire
ADpenm it

Falls Far
Eheleire
BT hos
Exdwils

Spe  Liaw -
Som Bivm Growth
1 &ra
16 £48 .
12 551 W e
=
15 &3 |
P Growth
12 8250
-
it E00 e
15678 ]
L

Student Breakdown Screen
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« Select View Raw Data @ to group or filter the data for analysis using one of the
following methods:

Back to Test Resuilts

Raw Data

Export To Excel Export to PDF 9

Crane, Kellie AIMS 6/27/2016 12:00:00 AM Math Meets 649 Scale Score
Crane, Kellie AIMS 6/27/2016 12:00:00 AM Math Meets 16 Raw Score
Home, George SAT 8/3/2016 12:00:00 AM Math 600 Raw Score
Gilbert, Tina SAT 10/2/2015 12:00:00 AM Math 600 Raw Score
Gilbert, Tina SAT 2/2/2016 12:00:00 AM Math 580 Raw Score
Gilbert, Tina SAT 4/1/2016 12:00:00 AM Math 650 Raw Score
Dianics, Ruth SAT 9/2/2015 12:00:00 AM Math 450 Raw Score
Dianics, Ruth AIMS DPA 2/2/2015 12:00:00 AM Writing Meets 0507 Raw Score
Kale, Patricia AIMS DPA 1/31/2013 12:00:00 AM Writing Meets 0516 Raw Score
Kaipelea, Susan AIMS DPA 2/2/2015 12:00:00 AM Writing Meets 0469 Raw Score
B

Raw Data Screen

« Click the header to sort the column in ascending or descending order. ©
« Enter a value to filter the column 9, for example, Math.

« Drag a column header into box to group the results. (5

« Export the results to Excel or a PDF. (6]

Copyright 2015-2021 Edupoint Educational Systems, LLC



TeacherVUE User Guide

88 Chapter 7: Viewing Test Results and Grades

Updating Test Results

Your district may allow you to edit test results in TeacherVUE. An Add/Edit button displays at the

top of the Grade Book Test Score Entry screen if this functionality is enabled.

Viewing Tests/Test Results in TeacherVUE

1. Navigate to Grade Book > Test Score Entry.

2. Enter the name of the test to view scores for in the Search for a Test search box. Any tests
with test parts that are marked Allow Score Entry for TeacherVUE are available for selection.

3. Select the test from the results returned. Test results for the current focus class display in

View Mode.

Only User Groups with View or Update rights defined on the Test

Definition User Group Security screen for a given test can view tests and

test results in TeacherVUE.

Synergy TeacherVUE 20 & s

Lock Sign

2 (S2) Jackson, K Am Govi(0) SEC:1077 / Progress Period 3 ~

Search for a Test

AP US HIST - View Mode
x e

Q

Abbott, Billy
Crane, Kellie
Curry, Arthur
Dinah, Lance
Duncan, Wayne
Fish, Howard
Gordon, Barbara

Grayson, Dick

Q Q =
905483

922758
877344
73951
165996

138067

wooE W B e B

121590 1/2/2020

867200 1/2/2020 3

871686 1/2/2020

Grade Book Test Score Entry Screen— View Mode

Creating a New Test Instance in TeacherVUE

Navigate to Grade Book > Test Score Entry.
Select the test for score entry.
Click the Add/Edit button.

AN~

Select a Date. Students from the current focus class display for the selected test/date. Scores

can be entered for any parts/score types configured for score entry within TeacherVUE.
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5. Enter the test scores.

( N\
To use the Fill Down arrow:

0 « Click once to fill blank rows below with the selected score.

&

« Clicktwice to overwrite existing scores below with the

selected score.
. J

6. Click Save.

Only User Groups with Update and Add rights defined on the Test
Definition User Group Security screen for a given test can create and
score new testinstances in TeacherVUE.

AP BIOLOGY - Full Edit Mode ——— m

Grade Book Test Score Entry Screen — Full Edit Mode

Entering/Updating Scores on Existing Test Instances

1. Navigate to Grade Book > Test Score Entry.

2. Select the test for score entry.

3. Add/update test scores from the Test Data grid in one of the following ways:
« Click the Add/Edit button and select the Date
« Click the date hyperlink on one of the student test data rows displayed

( )
Students with existing scores from the current focus class display
for the selected test/date. User Groups with Add rights defined on

E the Test Definition User Group Security screen for the selected test
see all students on the data grid, regardless of whether they have
existing scores or not.

To use the Fill Down arrow:

0 « Click once to fill blank rows below with the selected score.

« Clicktwice to overwrite existing scores below with the
selected score.
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4. Click Save.

Only User Groups with Update and Add rights defined on the Test
Definition User Group Security screen for a given test can create and
score new test instances in TeacherVUE.

Synergy TeacherVUE ﬁ's'{-j i) Lok S Oul Sapdd Hep

AP BIOLOGY - Full Edit Mode Do m

&+ & 4

Grade Book Test Score Entry Screen — Full Edit Mode

Viewing Grades

The grades display in TeacherVUE if your district uses Grade Book. Use
O Grade Book to make changes to grades. See the Synergy SIS — Grade
= Book Elementary User Guide and the Synergy SIS — Grade Book
Secondary User Guide.

1. Select View Grades from the Home menu. The screen displays the grades for the current

. Term: Spring
Grades for: Fourth Quarter Retumo Seatng Chart 4, o v "
, Reo
0007 SC492 Biology Course  SectionStuderts
Biology 0007 23
Marks Options Comments
Student Name Alerts 4th Qfr # Sem2Final 4 Credit Override ABS TDY Conduct Work Habits Cmt1 Cmt2 Cmt3 Free—Form Ly @i
Alcazar, Eugene B B
e Progress
Batchelder, Jesse c c First Quarter
Bogar, Brenda ® c c First Six Wesks
Second Quarter
enneman, Janice c c
Brennermean, Jank Progress Period 3
Coleman, Gloria D D Third Quarter
Danielson, Kenneth ® c c Progress Period 4
# Fourth Quarter
Frutos, Rachel = =
Fultz, Leura ® c G
Mark Categories
Guihrie, Robert ® c c
Harris, Ann - c- c A A AA
Hebel, Anthany B B
View Grades Screen

2. Use thefilters such as Display Options, Mark Categories, and Valid Marks to control the
information displayed.

3. Use o % to view the data compiled as charts.
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Updating Grades

Your district may allow you to edit grades and/or add comments using TeacherVUE. An Edit button
displays at the top of the Grades For: screen if this functionality is enabled.

4 N\
Update grades in Grade Book if your district uses Grade Book because:
A o Grades updated in TeacherVUE will not match Grade Book.
« Anychanges made to grades in TeacherVUE are lost if grades are
reposted in Grade Book.
\. J

1. Select View Grades from the Home menu. The screen displays the grades for the current

class.
. Term: S04
Grades for: Fourth Quarter Returnfo Seating Crart (00 L
3
1269 5551 Am Gout Course  Section Students
A Gowt 1269 29
Marks Options Comments
Display Options
Student Hame Alerts  #hQtr $ Sem2Final $ Credit Override Att1 Cit Cmt1 Cmt2 Cmt3
Aguirre, Jazon B At At Progress Period 4
First Quartar
Arnald, Jazon 12 A A
Frogress Period 2
Bailey, Evelyn 12 C- C- Second Quarter
E—— ™ g g Progress Periad 3
ieck, Eric
Third Quarter
Bernal, &manda 12 EB- EB- Pragress Pariod &
Brooks, Amy u o o * Fourth Guarter
Chavira, Linda 12 C [
Mark Categories
Coffey, Mary & C [
Dravis, Glari b A
aviz, Gloria B PO .
Cillon, Lari 12 A A
Z] A A A

Grades For Screen

2. Click Edit. The Updating Grades screen displays.

Updating Fourth Quarter Grades [Ei oot revmoscamscrat |1 ] @
1269 5551 Am Govt Students
Fil
Marks Options Comments
Mark Categories
Student Name Alers 4thQh % Sem2Final $ CreditOverride Ati1 cit Cmt 1 Cmt2 Cmt3
Aguime, Jason 1™} A+ |- P | | - - - - A Av A A .
Amold, Jason Al Al | | - - - - 5 B-8B
Bailey, Evelyn B e |- c |~ | | - - - - c crceC
Beck, Eric B B |- B |~ | | - - - - D 0400
Bemal, 4manda B B- | - B- | - | | - - - - F F .
Brooks, Amy ¥ D~ o~ | | - - - - |
Chavira, Linda B c |~ c | - | | - - - -
Updating Grades Screen
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3. Editthe grades as needed.

K

Use the green arrow to use the same grade in any empty cells
below the current cell in a column.

J

4. Enter comments:

« Select the comment from Comment, if available.

o Enter a commentin the Free Form Comment field.

s

\.

Scroll to the bottom of the screen to view the available comments
and their codes.

Comments might be split into categories such as Conduct or
Citizenship.

Click the green arrow to fill the comment down to all the other
students.

5. Click Save.
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Adding a Course Recommendation

Loginto TeacherVUE.
Selectaclass.

Select Course Recommendations from the Home menu to open the Course
Recommendations screen that lists all students in the class and their current grades.

'y ) Syn

TeacherVUE

ergy’

TeacherVUE

Home ~ Streams

Seating Chart

Alpha - Last, Fir

Analytics  Grade Book ~

Go to Current Class

L Period 0 Am Govt (S2) «

Announcements
Change Password

Communication

$H charts

| Course Recommendations I

Incident Referral
FR Parent Conference
Student Nicknames
Substitute Instructions j
Test Group Analysis i
Test Group Analysis 2
Universal Breakfast Dick

View Grades

Work Samples

TeacherVUE Home Screen

4. Click Add Course Recommendations to open the Course Selection window.

TeacherVUE

AVE@ s

Lock Sign Out Support Help

A Period 0 Am Govt (S2) ~

Course Recommendations

Return to Seating Chart

¥ How to use

Students

Abbott, Billy @ » @A s0sssz B+
Abnemethy, Anne @ 902870 N/A
Crane, Kellie 922759 A-
Curry, Arthur Y 877344 A+

Add Course Recommendations

TeacherVUE Course Recommendations Screen
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5. Selecta course.

6. Click Select. The course displays on the Course Recommendations screen.

Course Selection

Q Q Q Q

Social Studies 8851 Am Govt 09 12 s2
Elementary School SS51B Am Government/b 12 12 s2
Elementary Schoal $851C Cc-Government 10 12 YR
Elementary School SS51W Ap Govt (wtp) 12 12 YR
Elementary Schoal $851Z Am Govt (wtp) 10 12 YR
Elementary School SS52W Ap Gov&econ Wtp 12 12 YR
Social Studies SS52wW2 Ap Amer Govt n 12 s2
Elementary School SS56W Ap Comp Gov't n 12 52
IO} Social Studies S857 Prin&tprac Econ 12 12 s2
Social Studies $857C Economics 10 12 s2

5 10 20

1 ... 157 [158 159 160 ... 180

Caneel

Course Selection Window

7. Select the students for the course.

é )
To select students:
. Select [ to select students individually.
a o Click Select All Students or Deselect All Students.

« Select student grades in Quick Add by Student's Current
Grade.

\. J

TeacherVUE AVE@ s

2 Period 0 Am Govt (S2) w

Course Recommendations E Retum to Seating Chart

¥ How to use

< Selected Course: Prin&prac Econ

Students Select All Students
Deselect All Students
Abbott, Billy @ B! 905483 B+
’ = o& Quick Add by Student's Current Grade
Abnernethy, Anne ® 902870 NI/A A A Ar
Crane, Kellie 922759 A- B B- B+
Curry, Arthur s 877344 A+ c G o
D
Dinah, Esther 873951 C+
E
Gordon, Barbara » 121590 C [v] WA
Grayson, Dick ¢ Y 867200 B-

TeacherVUE Course Recommendations Screen
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8. Click Save. The recommended course is highlighted in blue.

TeacherVUE A)E @ sen Lock SignOut Support Hel
2 Period 0 Am Govt (S2) ~
Course Recommendations Retum to Seating Chart
~ How to use
Students Add Course Recommendations

Pringprac Econ v

Abbott, Billy @ @A\ 905483 B+ | Pringprac Econ

Abnernethy, Anne @ 902870 N/A

Crane, Kellie 922759 A-
Ccurry, Arthur » 877344 A+

Dinah, Esther 873951 C+

Gordon, Barbara b 121590 C Prin&prac Econ
Grayson, Dick Y 867200 B- Prin&prac Econ

TeacherVUE Course Recommendations Screen

You can add additional courses if needed by repeating steps 4-8.

You can use the course drop-down menu to add or remove

recommendations.

The recommendations display on the Teacher Course
Recommendations tab of the Schedule Request screen once the

teacher saves them.

TeacherVUE

2 Period 0 Am Govi (52) =

Course Recommendations

V¥ How to use

Students

| Prin&prac Econ ~ | Economics -

Department: Social Studies Select All Students
Course ID:  §857

Course Title: Prin&prac Econ
Duration: 52 Quick Add by Student's Current Grade

Deselect All Students

Low Grade: 12
High Grade: 12

A A A+
B B- B+
c C- C+
D
F

n
NIA |

Grayson, Dick o 867200 B- | Prin&prac Econ

Economics

TeacherVUE Course Recommendations Screen
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Viewing Student Notifications

Student Notifications

Student notifications display under a student’s photo in the Seating Chart and next to their photo in
other screens.

1. Click Edit on the Seating Chart.
2. Verify Show Notifications is selected.

Seating Chart Configuration

Student Mame Format
Last, First (e.g Smith, Mary} r

Ahways Alpha Sorted

¥ Show Student Photos
Show Student (D

¥ Show All Day Attendance
Show Gender and Grade
Show Cument Mark
Show Course

Show Section

*  Show Notifications
show Birthdays
Number of days:

Editing Seating Chart Screen
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The student notifications display under a student on the Seating Chart.

« A blue indicator displays if a student has more notifications than can display in the bar.

Bahena, Joshua
)
@@ |

Seating Chart Screen

Hover over the notifications bar to view all notifications.

Bahena, Joshua
® 835
B A

Seating Chart Screen

« Click a notification icon to view the details.

1. English Language Leamer

L A N
Seating Chart Screen
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Student's Birthdays

Student birthdays display on the student’s photo in the Seating Chart.
1. Click Edit on the Seating Chart.
2. Verify Show Birthdays is selected.
3. Indicate the Number of days in the future to view upcoming birthdays.

Editing Seating Chart

Chart ﬂ Copy | Cancel Delete Chart -

Term:  Spring
Period: 4

om: 216

Course  SectionStudents

# Am Govi 1269 28

Seating Chart Configuration

Student Name Format

Nickname

Always Alpha Sorted

&

Show Student Photos
Show Student ID

Show All Day Attendance
Show Gender and Grade
Show Current Mark
Show Course

Show Section

®

Show Notifications

Y

Show Birthdays
50 Number of days notice

Front Of Classroom:

2 ™

Editing Seating Chart Screen

On the Seating Chart

« =7 indicates the student has a birthday in the near future.

« == indicates the student has a birthday today.
« Click the icon to view when the student's birthday is and how old the student will be.

[ A
Lors 18th Birthday will be on
Sunday, February 12

Seating Chart Screen

Edupoint Proprietary and Confidential



TeacherVUE User Guide
Chapter 9: Student Records

Viewing Student's Demographics, Family, and Emergency
Contact Information

1.

Select a student in the Seating Chart to see the Student Options.

gl:lisniplin& Incident
_‘ [#Heatth

W& Student/UE
Jaﬂaquest for Assistance
%Stud ent Course History
%Innid&nt Refemal

%ATFMM - Per Class Attend List
S]STU201 - Student Profile

5]5TU204 - Student Transcript
'-%Cnmmunin ation

E] Grade Book

ﬁLDg Student Contact

LT

Seating Chart Screen

2. Select Student to open the Student screen. This information is read-only.

« The Demographics tab displays the student’s personal and contact information.

Student | [z]L
Packer, Janice S.
®
]
Demographic s Parent/Guardian Emergency Classes Documents Access Contact Log

@ Student Information

Student Name Perm I Grade Resclved Race/Ethnicity
Janice 5. Packer | | 888221 | |11 White

Last Mame Goes By Preferred First Name Birth Date Email
02/08/2000 | perscn@mail.gasynergyloc alkgalSvm.com

Home Language Homercom Teather Home Reom Counselor Mame  Administrator Name
English Rel T Per Evit Teacher | | SEM Marcia Kneisley | | Cindy Bemiz
Home Address v T Mail Address v T

1453 E Kramer St| oo 10 200 -

© Phene Numbers

| Relationship | Name | Phone Number ____PhoneType | Comment |

Self Packer, Janice 5. 480-555-5834 Home

Father Packer, Ralph 480-555-7710 Cell Has Custody, Lives With
480-555-5824 Home Has Custedy, Lives With
480-555-7228 Work Has Custedy, Lives With
Mother Packer, Susan 480-555-4217 Cell Has Custody, Lives With
480-555-5824 Home Has Custedy, Lives With
Friend Don Home 480-627-7835 Home
Relative Lori Polkus 480-519-7834 Home
Doctor Kent Hatfield, Md 949-555-0964 Office
Student Screen

101
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« The Parent/Guardian tab displays the student’s parents and guardians, their contact
rights, and any siblings in the district.

Student

FEAC
!Bema\, Amanda N
Demographics Parent/Guardian Ememgency Classes Documents Access Contact Log
B Parent / Guardians B Show Detail
[ | e Rt < Pt | e < e i+ Cormct o 3 s s Covcy < Mo Mo < gt e o %
BER ictrer  Bema hicole 205550526 @ @ v w ®
RN e sermal st ssnssseais . w @ @ ®
O Siblings
[ Lne | SwdentMame | Gender | SeetAddress | Ciy ____ Gmde | Schod |

Student Screen, Parent/Guardian Tab

o Click Show Detail to display the demographic and access information for that

Student clE
!Bemal‘ Amanda N.
Demographics Parent/Guardian Emerngency Classes Documents Arcess Contact Log

@ Parent / Guardians
Em Demographics Access
Elotner

© Parent Information
nFathar

Parent Name  Title Email

Bemal, Nicole perseni@mail gasynergylocalgalSvm.com
Employer Job Title s Gitizen

Mps kino Jr High

Resched Race/Ethnicity  pepeased

Home Address Nail Address Work Address
3047 E Culumber| PhoSNt AZ 85654

Student Screen, Parent/Guardian Tab, Parent/Guardian Detail

Additional tabs display depending on your security settings when viewing a
parent’s detail:

« Demographics
« Children
ParentVUE

o Parent Contact

Survey

Edupoint Proprietary and Confidential
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« The Emergency tab lists the student’s emergency contact information including
physician’s information.

Student

Bemal, Amanda N
!B

Demographics Parent/Guardian Classes Documents  Access Contact Log

® Emengency Contacts

_E--E-_EI_
Release To Relationship

]
o
-]

Curieileen Pendleton Relative 480-135.5855 4303855229 CELL
nn Heidifustin Humphries 8 Relative 480137 8387 4301551280 CELL
B Physician Information

Doc Phone

Dr Strong Casa Blanca Clinic | | 948-555-0615

Comment
04 TYL

Student Screen, Emergency Tab

« The Classes tab lists the student’s current classes.

Student c 20
Bemal, Amanda N
!9
Demographics Parent/Guardian Emengency Documents Access Contact Log
@ Student's Cument Classes
ﬂﬂ—_-m- = [ == g == = ==
o s2 1870 Rel Time A Hr Rel Time, Rel Time Mo Room 07142015
n1 1 s2 116 Prin Eng IIl Gordon, Kim 231 0711412015
EREN: 2 52 1269 Am Govt Jackson, Kathy 218 0711412015
EEN: 3 52 1013 Env Science 2nd Blasdell V., Wendy 124 07412015
na 4 s2 1934 \Weight Tm Boys Swartz, Mark ANNX 0711412015
nns 5 s2 1875 Rt th Per Rel Time, Rel Time No Room 0711412015
ERER: e 52 1876 Rt &th Per Rel Time, Rel Time NoRoom  O7A4/2015
Student Screen, Classes Tab
« The Documents tab displays any documents available for the student. Select a
document to display it.
Student EEAC
Bemal, Amanda N
!“
Demographics Parent/Guardian Ememency Classes Access Contact Log
@ Documents
(e . Cagoy & Commem 3  Documem &
-Persunal Document GRD203 j
Student Screen, Documents Tab
« The Access tab lists all the times the student accessed StudentVUE.
Student = L0
Bemal, Amanda N
!i
Demographics Parent/Guardian Emergency Classes Documents Contact Log
@ Account Access History
IEE__

Student Screen, Access Tab
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« The Contact Log tab lists all contact made regarding or on behalf of the student.

Student | lcle
!Bemal, Amanda N
Demographics Parent/Guardian Emengency Classes Documents Access Contact Log
@ Student Contact Log
[ Lne | Dae &  Tme 3 PesonComackd & Ouwcome & Comment |
© Group for Contact By

o

Student Screen, Contact Log Tab

Viewing a Student's Health Record

1. Select a student in the Seating Chart to see the Student Options.
2. Select Health to open the student’s Health screen. This information is read-only.

Renoso, John

®

Click line to open student detail
&"‘, Student

Period Attendance

Discipline Incident

G]Heam

StudentVUE
dﬂRequest for Assistance
%Studenl Course History
ATP40-1 - Period Class Attendance List
[5|sTU201 - Student Profile
STU?.CM - Student Transcript
@@ communication

Grade Book

aLog Student Contact

Seating Chart Screen

Health

Reinaso, John
=y
o

Mursa Visits Conditions

@ Nurse Visits

e CEe

Health Screen

Edupoint Proprietary and Confidential
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o The Nurse Visits tab lists information about each time this student visited the school
nurse, including:

« The date and time of the visit
» The code assigned to the type of visit
« Who referred the student to the nurse

Select a nurse visit and click Show Details to view the details.

Health LSO

Reinoso, John
wy
-

Murse Visits Conditions.
@ Nurse Visits Hide: Dietad

Line| Nurse Visit Detas
Bl 0¥172015  heain code TimeIn  Time Out
Medication # Doses given 10022 AM | 10026 AM

Staff Name Refired By Follow Up
Cooper, Kathy
Paremt Contact Attempted Parent Contact Made

Subjectrve/Dbjective

AsserssmendPlan

@ Incident Codes

Clinical Code *
015 00 Medscation I Decsirs. grbn

Health Screen, Nurse Visits Detail

« The Conditions tab lists all medical alerts and health conditions for the student,
including:

« The start and end date for the condition
« The code assigned to the condition
« A description of the condition is usually included in the Comments field

Health &« CEeo

sl Reinosa, John
-

-

& Health Conditions

| SantDae____ & | End Date ¢ | Condition Code ¢ | Comment & |
08172015

101772015 Peanut Mergy Mo nuts allowed

Health Screen, Conditions Tab

Copyright 2015-2021 Edupoint Educational Systems, LLC



TeacherVUE User Guide

106 Chapter 9: Student Records

Viewing a Student's Course History
Secondary teachers can view a student’s course history, including all the previous courses that the
student has taken, when they student took the course, and the grade they received.

1. Select a student in the Seating Chart. The student detail options display.

2. Select Student Course History to open the Student Course History screen. This information is
read-only.

Click line to open student detail
é‘, Student

«% Period Attendance

&Dasciplme Incident

EHeann
QStudenqu

_Péﬂequest for Assistance

Rosales, Deborah

%Stucent Course History
@ATPJDM - Period Class Aftenidance List
[5)|sTU201 - Student Profile

j.,_~;*f|sw204 - Student Transcript

‘;a Communication
E]Grade Book
@& L0g Student Contact

Seating Chart Screen
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3. Click Show Detail to view details about the course.
Student Course History

TeacherVUE User Guide
Chapter 9: Student Records

Course History

1 2014 12 Anirnal Sei AGH 10 As Jr. High Sehaal 1.000 1.000
A 2003 1 HE Conversion HIFIHS 1] A High School 0500 0500
R 200 1 SC Conversion CHRHE 09 ¢ High School 0500 0500
Student Course History Screen
Student Course History &% CHo
.- Rosales, Debaorah
Course History
@ Courses Hice Bietal
Student Course Infonmation
@ District Course Information @ Year Information
Course ID Course Tille

AGH Arral Sc

@ School Informaion

District School
Hopa High School

Mon-District School

© Course Informaticn

Couwrze 1D Course Tithe

AGH Arimal Sci

Calendar Month Calendar Year School Year

12 4 014

Tesrn Code Year Title (Regular, Might ) Grade
51 Regular 0

@ Last Change Inforrmation

Last Change User Last Change Date

Student Course History, Courses Detail

Copyright 2015-2021 Edupoint Educational Systems, LLC
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Creating an Incident Referral

Teachers enter discipline incidents in the Incident Referral screen. TeacherVUE forwards the
referral to the appropriate staff member to handle and resolve with the student.

1. Select Incident Referral from the Home menu.

2. Enterthe Discipline Incident Data. The Date and Time fields default to the current date
and time.

Incident Referral Retumn to Seating Chart

Incident Details
Discipline Incident Data
Viclation: Date 04/217/2014
Time: 4:48 PM
Refer To b

Incigent Cther Outside School Hours =l
Incident History Context
Code

Incident Classroom =
Location

Description

Incident Referral Screen

3. Click Violations.

Incident Referral [EEIRI = o seatea cra

Violations

Incident Details

[~ select violation(s)

Lying, Cheating, Forgery o Plagiansm Technology, Improper use of-Computer

Lying, Cheating, Forgery or Plagiarism- Technolegy. Improper use of-Telecommunication
Plagiarism device

Lying, Cheating, Forgery o Plagiansm-Lying  Technology, Improper use of-Other Technology
Lying, Cheating, Forgery or Plagianism- Technology. Improper use of-Network Infraction
Forgery

Lying, Cheating, Forgery or Plagiansm- test-testing

Cheating

Technology. improper use of
Incident History Slnpes

Incident Referral Screen
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4. Click Students Involved.

a. Select the student’s Role in the incident and comments related to the Role.
b. Selecta Motivation/Description and enter any additional details.

The students currently in your class display. Use the search option
if the students involved are not in your class.

Students Involved

(% student Role | Comment Motivation | Description
Bailey, Terry W Offender v Adult Attention - To gain teacher or other aduk attention. v
Enter comments about the student and P Enter details about the motivation / desc ription P
Find A Student Q
[ select
Araujo, Daniel J Johnson, Abert T Nava-Rodriguez, Douglas A Rodriguez, Wilie R
Bailey, Terry W Kirby, Anthony O Oliver, Angela L.
Barnette, Richard N Larios, Jefirey F. Packer, Janice S
Chavez, Wanda Leto, Charles A Patino, Amy b
Chids, Lawrence Martinez, Heather M Rhoton, Lawrence A
Gale. Heal Meadows. min J Rivas, Clarence £
Green, Kimberly Mies, Michelle M Rivera-Quintana, Aaron M

Incident Referral Screen

5. Click Interventions to select the interventions performed for the incident and add any
necessary comments.

[\
You must select an intervention to save the incident referral.

Interventions

Incident Details

(% Intervention Comment )

A Select Interventions(s) |
CorrectedWamed Lunch Detention
Changed Seating After Sthool Detention

Hients Invoived Conference with Student Guidance Referral

m S — =

Incident History

Incident Referral Screen

6. Click Save & Return. TeacherVUE refers the incident to the designated staff member and
adds it to the incident referral history.

Administrative staff can access the incident record by navigating to
0 either the Incidents screen or Student Incident screen in
Synergy SIS .

Edupoint Proprietary and Confidential
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Viewing Previous Incident Referrals

You can also view previous incident referrals.

1. Select Incident Referral from the Home menu.
2. ClickIncident History on the Incident Referral screen.

Incident Referral | 0 000
D
D
.
Incident Details

Discipline Incident Data

Violations
Int
Students Involved
G
4
Ci
Incident History
Ci

Incident Referral Screen

The Incident Referral History screen displays.

Incident Referral History Retum (o Seatng Cnan

Date ID Description

031072014 91 this student was disruptive in Class hd

02/2172014 80 Stedent was caught copying from another student's test. v

Incident Referral History Screen

Copyright 2015-2021 Edupoint Educational Systems, LLC
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3. Expand an incident to see the full record. The record is read-only.

Date 1D Description

03102014 91 this student was disruplive in class. ~

Incigent ID: 9
Incident Date:  03/10/2014
Incident Time: 10 53 AM

Reterred To Wilson, Rob

Incident Details

Context:  Other During School Hours
Location: Classroom
Violations:  Technology. Improper use of > Computer

Descripion: ihis student was disruptive in class

Students Involved

Student Role Comment
Bragiey, Linga R Onenager
Flores Nunez, Kathy V. Byslander or witness
Vela. Bonnie M Bystander or witness
Interventions
Changed Seating
Cameq Parent

0221/2014 80 Student was caught copying from another studentstest v

Incident Referral History Rewm 1o Seatig Cran

Incident Referral History Screen

4. Click Return to Incident Referral or Return to Seating Chart.
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Viewing a Student's Discipline Record

The Discipline screen lists the student’s discipline records including the time and date of the incident,
a description of the incident, and person who referred the student for discipline issues.

1.

Select a student in the Seating Chart to see the Student Options screen.

2. Select Discipline Incident to open the student's Discipline Incident screen. This information is

read-only.

Click line to open student detail
g Student

[72 Period Attendance
&Discipline Incident
l_-g_-|HeaIth

@ studentvUE
ﬁReQUem for Assistance
%Studem Course History

{my

Figuerca, Patricia

F3|ATP404 - Period Class Attendance List
[S)]sTU201 - Student Profile

@STU?OJ - Student Transcript
(%Comrnunicalion

Grade Book

@& L0g Student Contact

TeacherVUE Home Screen, Student Options

3. Select anincident and click Show Detail to view the details.

Discipline Incident

ﬁ Figueroa, Patricia

Atidents

& Disciphne Incidents

ncident Dotail

n 082172015

Offendes

Sraff Name
Bamaed, Leland

0212015 230 AM Otfesnter Dhngle, Jasan Bamard, Leland
Discipline Incident Screen
Discipline Incident ® T ShGe
ﬁ Figueroa, Patricia
it
@ Discipiing Incidents wicse Dt

Incident Rele Incadent Date Incident Time Refermed By
0E1ANS | | 230 AM

Description Dispesition Date Hours Days  Demerits

Rederral Date
Dingle, Jason | 08212015

Incident Context Code Incident Content Comment
After Classes

Discipline Incident Screen, Discipline Incidents Detail
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Referring a Student for Special Education

You can use the Request for Assistance screen to refer a student for a Special Education evaluation
and determination of eligibility directly from TeacherVUE if your district uses Synergy SE. Once you
save the request, the data transfers to the GENAZ 01 — Referral Document in Synergy SE. The
special education team can then edit the information as necessary.

[ E Synergy SE is a separate product that requires an additional license. J

1. Select a student in the Seating Chart to see the Student Options.

2. Select Request for Assistance.

Click line to open student detail
& Student
@Per;od Altendance
&Drscipline Incident

E—————— EHealtn

StudentVUE

d__mRequesl for Assistance {b

student Course History
F|ATP404 - Period Class Attendance List
FSTU201 - Student Profile
[]sTU204 - Student Transcript
T. Communication
E] Grade Book
@@ L0g Student Contact

Seating Chart Screen
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3. Complete the fields:
o Select Submitin Submit completed document for review.
« Enter your comments regarding the referralin Comment Teacher.
« Enter your Reason for Referral.
« Enter any issues the student may be experiencing in the appropriate section.
« Enter any Interventions performed for this student.

Request for Assistance

@ Figueroa, Patricia
i

+ Save * Undo Close

Refemal
Submit completed document for review Status
*| |Open

Comment Reviewer
Comment Teacher
Reason For Referral

Reading

Request For Assistance Screen

4. Click Save. The form becomes read-only.
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Viewing a Student's Special Education Documents

If your district uses Synergy SE and you have students receiving special education services in your
class, you can view the special education documents in TeacherVUE when they are finalized in
Synergy SE:

« Student IEP — This document provides a detailed version of the student's Individualized
Education Program.

« IEP-At-A-Glance — This document provides an abbreviated version of the student’s
Individualized Education Program (IEP). It contains critical elements from the IEP that may be
useful in planning instruction in the classroom.

« BIP —This document describes the Behavior Intervention Plan for the student.
o FBA —This document describes the Functional Behavioral Assessment for the student.

« 504 Plan - This document defines the modifications and accommodations needed for
students with disabilities to have an opportunity perform at the same level as their peers. It
may include such things as wheelchair ramps and blood sugar monitoring.

Viewing Documents

1. Select a student in the Seating Chart to see the Student Options.

2. Selectadocument. The student’s document displays in PDF format.

Click line to open student detail
&;S:udent

@Dally Attendance
EDiscipline Incident

EHealth

.j_’.'-.bRequesz for Assistance
@ StudentvUE
|Ei|STU201 - Student Profile

Aaron, lan

m

"-_nf:ommumcalion
@smdent IEP

Rl
E|Grade Book = C

g;lnog Student Contact

Seating Chart Screen
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Edupoint School District
Spocial Education Departmant Eﬁ‘
345 Market St Py N N
Fountain Valloy, AZ 85101 Individualized Education Program o]
Phone: 987-855-1234 —_—
Fax: 9875554321
Student Name:  Aaron, lan Home Phone:  480-555-1214 Date: 1110912011
Date OfBinh: 0411212002 Home Address: 1959 S Val Vista Dr
Student No.: 128442 Mesa, AZ 85234
Ane Gendar Grada Home School Atending School
9 Male 04 Adams Elementary ‘Adams Elementary
iy Primary Lanausds - Date Detormined Home Lanauad - Date Deterrrined
Hispanic English English
Parent/Guardian
Nams Hame Prone Name Hame Prone
Kathloen Aaron e Phillip Aaron 480-555-1214
Address. Work Phone: Address. Work Phone
1959 S Val Vista Dr 1959 S Val Vista Dr 6023334874
Emeraency Phons ‘Emeroency Prone
Mosa, AZ 85234 e Mesa, AZ 85234 4B0-555-6767
IEP Review Due Date : 11/08/2012 Re-evaluation Due Date: 11102014
Interpreter Needed: [JY  [ZIN
Eligible: SPECIFIC LEARNING DISABILITY

Program Recommended : x
The student and parents have been informed of hisier rights under IDEA. These rights will ransfer from the parents to the student at age 18

V B. IEP Team Members
The following were in attendance:
Names Position Signature/Date
Aaron, lan Consulted Student
x Present District
Individual to Interpret
Instructional Implications of
X Present Evaluation Results.
Student IEP Output
-
You can view special education documents if you are a staff member
assigned to a group of special education eligible students if you are
focused to the group.
Class Focus v
Terms
4th Qtr v
a Period Course Section|D Students Term Room Meeting Days Att Taken
4th Qtr (01/29/2018 - D7/06/2018)
3i4 Grade 0102 29 YR 0002
Group Focus ~
Group Name Students Start Date End Date
Groups:
| ‘After School Program 14 |
TeacherVUE Home Screen
\.

Edupoint Proprietary and Confidential



Chapter 12:
Accessing StudentVUE and

Grade Book

Accessing StudentVUE .. .. . 120
Accessing Grade Book Student Summary ... 121



120 TeacherVUE User Guide
Chapter 12: Accessing StudentVUE and Grade Book

Accessing StudentVUE

Accessing StudentVUE through TeacherVUE enables you to view what the student sees when they
log in to their StudentVUE account.

See the Synergy SIS — ParentVUE and StudentVUE 1.0 User Guide or
Synergy SIS — ParentVUE and StudentVUE 2.0 User Guide for more
information about the StudentVUE software.

1. Select a student from the Seating Chart to see the Student Options.
2. Select StudentVUE.

Click line to open student detail
£ Student

5l Daily Attendance

=g,

nDiscipline Incident

G]Heartn
iéRequest for Assistance
QStudentWE

N

QCommunicatiOn

Grade Book

@& L0g Student Contact C

Seating Chart Screen

Good moming, Willie Alejandrez, 472972014

Eveats for Wilke:

Amgndancs nobed Tof GLR02074, (4ML2014, 040472014,
Schacd Events oo 05232014

Home School. Adams Elermentary

StudentVUE 1.0 Screen
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Accessing Grade Book Student Summary

Accessing the Grade Book Student Summary through TeacherVUE presents a detailed overview of
both student performance in your class and student performance in other classes (if scheduled to
other sections).

See the Synergy SIS — Grade Book Elementary User Guide and the
Synergy SIS — Grade Book Secondary User Guide for more information
about working with the Grade Book.

1. Select a student on the Seating Chart to see the Student Options.
2. Select Grade Book. The Student Summary for the student displays.

Click line to open student detail
& Student
@Penna Attendance
&Discipline Incident
[FHeamn
@& studentvue

*&erquest for Assistance

%Studem Course History
ﬂmmm - Period Class Attendance List
ﬂsruzm - Student Profile

%STUQCM - Student Transcript
-

Communication

ElGraﬂe Book ‘\[:"

Seating Chart Screen

— Class Summary

Deborah's Mark Class Average

Deborah Rosales v
F Psychology Il (SS77)
= 3rd Qtr

Phone: (480)

Display Panels
Smgh

Homework:»

20,00 f 100 . m
Class 4 0%

Average: 3 _

53.60

Grade Book Student Summary Screen
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Using Work Samples

Work samples are representative samples of individual student work, such as a research paper,
statistical experiment, or speaking presentation.

Adding Work Samples

1. Select Work Samples from the Home menu.

Class Work samples m Retum 1o Seatng char

Semester 2

Class Work Sample Histary List o 1

HS Math Problem Solving Measurement (not state) 02056401-02 - Algebra Il Algebra working samphe Course  Sect Sudents

Algebrall 0205640102 20
‘ Level3  Matn Probiem Sowing CaKulations & Estimation 0205640102 - Aigebra I Stuoent testing

HS Math Froblem Soiving Measurement (not state) 02056401-02 - Algebra Il test - PL Display Options
Fuchent Work. Smples: Edit Tralt Scores Only
o |Lime | Snadent Name Perm ID Grade  |Assigned Due | Completed Level Type Level Saniff Rater Admin Code

Hide Withdrawn Students

Performance Level

Il cetinition Emor

Class Work Samples Screen

2. Click Add to open the Add Class Work Sample screen.

(=¢ Add Class Woerk Sample

Tithe

[

Section

02056401-02 - Algebra Il v

[ d)
e et e e e P

05192015

Completed Date

05/192015

Staff Rater

Vahway, Scott "

Performance Level Type

Trait Scores '

Chose

Add Class Work Sample Screen
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3. Complete the fields:
« Title — Enter a title for the work sample.
« Section
« Level —Select from list
« Subject — Select from list
« Strand - If your district uses standards, select from list.
« Select the dates from the calendar.
» Staff Rater — Select a member of staff to rate the work samples.
« Performance Level Type.

4. Click Save.

Editing Student Work Samples

To enter performance levels or trait scores to Student Work Samples:

1. Select Work Samples from the Home menu.

Class Work Samples m Retum fo Seating Chart

Tern Semester 2
Class Work Sample History List s
HS Math Problem Soiving Measurement (not siate) 02056401-02 - Aigebra Il Algebra working samphe Course  Section Swoents
Algebrall 0205640102 20
n Level3  Math Problem Soiving Calculations & Estimation 02056401-02 - Algebra I Stugent testing
HS Math Froblem Sobving Measurement (not state) 0205640102 - Algebra Il lest-PL Display Options
Skt Wk Suieies Edit Trait Scores Only
i |Lime | Student Hame Perm ID Grade | Assigned Due | Completed Level Type Level | Stafl Rater Admin Code

Hide Withdrawn Students

Performance Level

[]- Exceeds

[]- meets

[]- Does not meer
B oetinition Eror

Class Work Samples Screen

2. SelectaWork Sample from the Class Work Sample History List. The student work

Class Work Samples DI
Class Work Sample History List
‘ HS Math Problem Sahving Measurement (not state) 0205640102 - Algebra Il Algebra working sample Course Seston  Studens
Al
‘ HS M3t Problem Sowing Measurement (not state) 02055401-02 - AIGEDea I Maih Principles st Wl el
Level3  Math Problem Solving Cakulations & Estimation 02056401-02 - Algebra Il Student testing Display Options
Student Work Samples Edr Train Scores Only
Sl | Admin
S ot e o
{Abney Walker, Pertormance Vahway,
ey dra ) 642802 11 017142015 D1/14/2015 0111472015 Exteeds ooy ADsent
Performance Level
. . Pertormance vamay,
e = T e Hanpts
l}\ppel Erin L 226041 11 01142015 01142015 D101 S o -
- Exceeds
'Mmenta. Mara G 200356 11 011412015 01142015 0142015 TraltScores | Sy o V;oh“vay [ Meers
[[]- Does ot meet
Amold. Alexandria S, 228180 11 01142015 01142015 01id2015 oo one Vi, - oetintion Eror

Student Work Samples Screen
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3. Click the arrow to close Class and Display Options to display all the column headers, if

needed.

sample

iples |

Term| Semester 2

Perigg: 1

» | Roor

@Cn.:r 2  Section Students
Algebra |l 02056401-02 20

Display Options

Edit Trait Scores Only

ﬂﬂ Hide Withdrawn Students

Performance Level

D - Exceeds

[ ]- Meets

[_]- poes Not meet
- pefinition Error

4. Selectarow to open for editing.

Student Work Samples Screen

Class Work Samples LSS <eun o seaingcnan

Class Work Sample History List
Lot [
HS Math Problem Solving Measurement (not state) 02056401-02 - Algebra Il Algebra working sample
Level3 Math Problem Salving Calculations & Estimation 0205640102 - Algebra Il Student testing
HS Math Problem Solving Measurement (not state) 02056401-02 - Aigebra Il IMeasuring Principles
Student Work Samples
e e e e
Smith,
1 m £ 642802 11 01142015 01142015 01/14/2015 Performance Level  Exceeds Jones, Kathy Absen
Moody, 228001 11 [or1ano1s 011412015 0111472015 [Performance Level + | | ] [Jones_Kathy v ]
Doug s
m‘:““- 200356 11 01/14/2015 01/14/2015 D01/14/2015 Trait Scores Does Not Meet Jones, Kathy
Cruise,
Jon 228180 11 01/14/2015 01/14/2015 01/14/2015 Performance Level Jones, Kathy

5. Complete the fields.
6. Save the changes.

Class Work Samples Screen

« Click Save to save the changes and remain on the Class Work Samples screen.
o Click Save & Return to return to the Seating Chart

0 The edited Student Work Sample record also displays on the
=  Student Work Sample History screen in Synergy SIS .

125
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