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Introduction

Since 1986, Administrative Assistants Ltd. (aal) has dedicated itself to the provision of quality administrative software solutions for education agencies. AAL offers a Student Information System (SIS) that increases the efficiency of schools and school districts. eSIS™, the next generation of student information systems, was developed by AAL to be the leading internet-based enterprise management solution.
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AAL provides school districts with an administrative software package that is broad-based in functionality and comprehensive in content, within a user-friendly, web-based atmosphere.

AAL, the developer of eSIS, is an active participant and member of the "Schools Interoperability Framework" (SIF). 

Product Description

eSIS is designed as a complete, web-based, user-friendly, real-time information system for the tracking and management of student data from pre-kindergarten through grade twelve and into adult/continuing education. This enterprise-wide system is engineered for optimal performance and ease of use for utilization by schools, school districts, regional education agencies, ASPs (Application Service Providers) and [image: image56.jpg]


State Departments Of Education.

eSIS was developed utilizing Oracle's leading edge technology which established a robust and dynamic tracking system for our Clientele.

eSIS is designed to be flexible in meeting current and future educational and reporting requirements. Real-time data, using an enterprise-wide web solution eliminates redundant data entry while allowing access to authorized users throughout the area-wide network. eSIS software consists of a basic system with optional modules that can be purchased to provide a District with the ultimate flexibility in student management.
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The Scope of this Product

eSIS is one of the most advanced and expandable web-based enterprise Student Information Systems. This product represents the most comprehensive approach in addressing the administrative needs of school systems.

Standard Features 
	· Student Registration 
	· Student Demographics 

	· Student Courses 
	· Diploma Management 

	· Master Timetable & Student Timetable
	· [image: image58.jpg]SIS



Grade Reporting 

	· Reporting 
	· Official District Transfers 

	· Incident & Student Disciplinary Processing 
	· Attendance 

	· School Set-up
	· Sports Eligibility 

	· District System Set-up 
	· Logs 

	· Historical Data 
	· Year-Round Schools 

	· Special Education Lite & F.A.R.M.S Lite
	· State Reporting 

	· Attendance Intervention
	· ADHOC/User Defined Fields


Additional Modules:

	· *Teacher Assistant 
	· [image: image59.png]il



*Special Education Advanced 

	· *F.A.R.M.S. (Free & Reduced Meals) Advanced
	· *Co-op Education 

	· Continuing and Adult Education 
	· Nursing and Immunization

	· *Parent Assistant
	· New Curriculum Standards Models

	· Standardized Testing 
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*Student Enrolment Lottery / Preferred Choice 

	· *Mobile Assistant
	· [image: image61.bmp]*Executive Assistant 


* Modules to be purchased.

Conventions and Procedures

This guide will take you on a generic walk-through of a select few screens within the Student related menus and buttons. The intent is to help you become familiar with some of the features XE "features"  of eSIS and prepare you for further exploration.

The objectives XE "objectives"  of each of the six sections of this guide are outlined below.

	Introduction
	Background information and Procedures

	Getting Started
	Getting familiar with tools and menus.

	Student Demographic Information
	Exploring the expanse of information kept on a student and becoming familiar with the mechanics of navigation through eSIS

	Admitting a Student
	Exploring the specific procedure for Admitting a student to your school.

	Withdrawing a Student
	Looking at the specific procedure for withdrawing a student from your school.

	Appendices
	Details and additional information on issues that was impractical to discuss in the main body of the guide.


Although the nature of this guide is informational rather than instructional, you should still be able to follow along quite easily using your own database and students, so be ready with a couple of names/pupil numbers with which you can experiment.

Ample space is provided on the right margin for note taking.

[image: image62.bmp]Directions for accessing screens displayed in this guide will be provided in this graphic: [image: image63.png]


 

The moose is loose!  AAL’s mascot, shown below, will be used to provide hints or to direct you to additional information.

[image: image64.bmp]
[image: image65.bmp]Getting Started

[image: image66.bmp]
Your computer should be running and you should be logged on to your network.

Access to eSIS

You may have an Icon on your Desktop that gives you access to eSIS or you may need to open your Internet browser and navigate XE "navigate"  to eSIS. 

The START Screen
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[image: image68.png]


This is the pulse of eSIS. From here, all functions and processes can be accessed.  Access is controlled by very strict security XE "security"  however, so you may find that your screen is missing a few buttons or that some of the functions do not work for you. This is the security feature at work and it ranges from full access to all things (Super User), to access to one class of students (Teacher). [image: image69.png]
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Notice the familiar Windows GUI environment of Menus and Toolbars. Let us now explore some of these features XE "features"  that have unique significance to eSIS.
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The Title and Menu Bars
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· [image: image72.png]


The Main Menu and Common View menus above contain menu items that generally relate to the student. The Common View menu is available on all student information windows.

· The School menu, of course, contains functions that relate to the setup and maintenance of school information.

· The Administration menu contains functions that relate to [image: image73.png]ORACLE



the setup and maintenance of school boards / districts.

· The Lock menu is a security selection available on all student information windows to allow a user to lock eSIS without actually exiting. A user password is required to return. 

· The Mail menu opens the Parent/Emergency Contacts E-Mail canvas that displays the phone number contact and e-mail address for the student’s parent or emergency contact. You can double click on the e-mail address to access your the e-mail program set up on the your machine (e.g. Microsoft Outlook) for composing a message. The "To" field of the e-mail will populate with the address.

· The Query menu is an alternative way of entering and executing queries in eSIS. A query XE "query"  is simply a way to populate the displayed screen by quickly extracting the desired information from the database. Querying will be discussed in complete detail later on in this document.

· [image: image74.jpg]*
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The Help menu is used to access varying degrees of help. Very important also, is the About menu item which provides Program Name and Program Version.  This information is critical when accessing help from AAL client support.
The Toolbar
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· The majority of buttons on the above toolbar relate to student and school functions. Pointing to each will reveal the familiar Windows Tool Tip.
· [image: image5.png]


 The System Codes button takes us to an area of eSIS where numerous lists and defaults can be set up by Enterprise or District level application administrators.
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 These three buttons facilitate access to the Special Ed, CO-OP, and Attendance Modules.
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The Find Student button will locate the currently selected Student.
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The Navigate button will allow a user to navigate XE "navigate"  to any screen for which s/he has security XE "security" .

[image: image10.png]



The Exit button will allow a user to exit XE "exit"  eSIS. This is the recommended exit procedure.

Accessing Student Information  
Student information can be accessed by using the Main screen to query XE "query"  the student in question and by using the appropriate button or menu, to navigate XE "navigate"  to the required piece of information. We will therefore need to become adept at querying.


Querying Procedures

There are 2 ways to perform a query XE "query"  in eSIS.

1. Using the Query menu 

· From the Query menu select Enter to put eSIS in query XE "query"  mode.

· Then enter the criteria in any of the fields you want to query XE "query"  on.

· Then select Execute from the Query menu to execute the query XE "query" .

Or

2. Using the F7 and F8 function keys

· Click on the F7 key to put eSIS into the query XE "query"  mode.

· Enter the query XE "query"  criteria in the relevant fields.

· Click on the F8 function key to execute the query XE "query" 
The Wildcard (%) function can be used anywhere in a query XE "query" . 

Using the wildcard XE "wildcard"  you can query XE "query"  using partial information to obtain the entire piece of information.

For example:

· You may type in only part of the last name of a student to get all the information about that student.  So Johnson can be queried as Jo%son if you are unsure of the spelling. This will retrieve both Jonson AND Johnson
· The question is: How will you query XE "query"  for Jonson, Johnson, Jonstone, or Johnstone all at the same time??

Sample Queries

Okay…so let try a query XE "query" .

1. Press F7 to put us in query XE "query"  mode and enter Fe% in the Legal Last Name field.
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2. Press F8 to execute the query XE "query" .
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3. Try one of your own. What do you think you will get if you tried Sm%?
4. What happens if you press F7 and then F8 without entering any search criteria?

5. Queries can be performed on numerous screens so if in doubt and in need, give it a try.

Exiting an eSIS screen or exiting eSIS.

It is advised that you use the Exit button [image: image13.png]


 to exit screens and / or XE "exit"  eSIS. The traditional Windows close button [image: image14.png]Main Menu Common View School Administration Break Query Help
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 may result in the database not closing safely.  
Student Demographic Information


The eSIS application makes the entry and retrieval of all kinds of student data like addresses, parents and siblings, medical information, etc. quick and easy.  eSIS manages and organizes this ‘demographic’ data in student and other tables.  Let’s take a look at some of the demographic information stored for Clint Eastwood, a student currently on our database. You may explore a student of your choice.

Start Screen

To retrieve information on a student, we may query XE "query"  on any one of the fields available on this screen. The two most appropriate fields are Pupil No. or Last Name.  Remember to use the wildcard XE "wildcard"  if you are uncertain about spelling.
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Notice there is quite a lot of information readily available on this screen, including phone number (if not unlisted) and current homeroom. Remember that we can use [image: image16.png]


 to pinpoint the current location of this student (Course, Room and Teacher).

Clicking on the [image: image17.bmp] button produces a window of additional ‘ALERT’ information on the selected student. 
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There may be concerns about the type of information available here. Remember that eSIS is subject to strict security XE "security"  and that the information that displays on the ALERT is determined at the Enterprise and / or District level.

NOTE:  Life Threatening Health Conditions set up in the student’s Medical Information screen will display by default and cannot be turned off.
Basic Demographics

This screen is the first of 12 possible screens in the ‘Student Demographic Loop’. We will move from one to the next by using [image: image19.png]


 or [image: image20.png]


. The sequential order of these screens can be customized to suit a district’s preference and unnecessary screens can be removed from the loop.

The order in which screens are presented in this guide, therefore, is one possibility.
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This screen contains a tremendous amount of information. Some fields have a list item XE "dropdown list"  button [image: image22.bmp] or a list of values XE "list of values"  (LOV) button [image: image23.bmp]. These buttons are used to access District defined values. These lists are setup in the administrative area of eSIS called System Codes. Using these lists ensures data integrity.

Other fields, such as the Lot and Concession fields can be turned on/off in another administrative area called the Company File.

Now we’ll examine some of the information presented on this screen. For convenience, we have identified five blocks on the screen.

(This block displays:

· RG : This is the date of registration (which can be different from the enroll XE "enroll"  / admit XE "admit"  date). Actual registration occurs when we are certain a student is attending our school.

· Full Time / Part Time: This status is determined by the number of course minutes for which a student is scheduled compared to a threshold established in the Company File. For Elementary schools, the Grades Table determines status.
· Memo: An inter-school memo XE "memo"  that will follow the student to other schools. Click to enter or to view contents. The button is blue if it contains information and grey if not.
· Alerts: As previously discussed, this button may contain a controllable variety of information for a student.
· Alternate Address: Is displayed only if there are alternate address XE "alternate address" es on file for the student. This information is entered in the ‘Demo Loop’.

(This block is self-explanatory for the most part. Basic details for the student are available here. Some items of note include:

· Birth Date: Is used to calculate age. This age is used in Block 3, to advise on the appropriateness of the grade selected.

· Home Phone: Can be designated as Unlisted.

(Admissions information, note the following:  

· Date: Enroll / admit XE "admit"  date. This is the date the student’s information was entered into eSIS. Enrollment can be backdated or post dated.

· Status can be made mandatory if so enabled in the Company File.

(This block displays the address particulars of a student. Some areas of note include:

· Above the street field an address modification note may be displayed.

· Street: The street name can be chosen from a Valid Address table. This table is useful in ensuring data integrity. Tables can be imported from the Planning or Transportation Departments / Companies in your district XE "district"  / state. e.g. Edulog.

· Invalid Address Reason: If an ‘Out of District’ address is entered, an acceptance reason must be selected.
· X-Boundary:  When checked, this indicates that the current school of enrollment is outside the school boundary / catchment for the property address. The school associated with the property address is listed to the right.

· Lot, Concession, Dwelling Type, Proof of Address and the address change log can all be turned off in the Company File / Options area, an administrative function.

(As suggested by the title, this block displays information about the student’s Previous School District.  

Other Items on this screen:
· CHR, NHR: Current and next homerooms for the selected student.

· Next School, Next Grade: The next school and next grade the student  is scheduled for.

· Demo Log: Click this button to view a log of changes to demographic information

· [image: image24.png]


 This button is only available if the school district XE "district"  / board type is Parochial as opposed to Public. Clicking this button generates the Sacramental Certification window that is used for tracking a student's sacramental XE "sacramental"  information.
· [image: image25.png]


 The Hot print button gives access to a list of items that can be printed. This button is available on many screens and produces the same list.

· [image: image26.png]


 The Save appears on many screens and is a good indicator that information on the screen is ‘editable’.

· Alerts: The four boxes allow the entry of one character; school defined alerts XE "alerts" .

Student Immigration Related Information

Information about a student’s citizenship, language, and ethnicity XE "ethnicity"  is recorded on this screen.
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Some items of note in the various tabs include:

· Citizen Of: If other than United States, then Date of Entry and Expiration Date may be required if so set in System Codes.

· Ethnicity: Can track multiple ethnicities, as determined in Company File.

· Interpreter Required and Requested Materials… check boxes are displayed only if the Language at home is different from the default language set up in the Company File.

· Tuition: Tuition Paid by and Tuition Type information from STU105 Basic Student Demographics displays for informational purposes. 

· Limited English Proficiency Testing Information (LEP):  Indicates LEP reclassification, LEP date of testing, LEP Type and Method.

Student Miscellaneous Information

Miscellaneous information is recorded in the various tab sections of this screen.
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Some items of note within the tabs include:

· Internet Access Information:  Indicates what permissions/restrictions a student might have for Internet access.

· PR on File & Date Received:  Indicates whether the School has the Student’s Permanent Record on file and the date it was received.

· Lockers: Locker # should be chosen from the Lockers button. Locker selection may be subject to soft warning XE "soft warning"  based on gender and/or grade. 

· External Reference:  Used to collect other school reference information.

· Permission Form Information:  Indicates what permission forms have been received for this student.

Home Room and Staff Assignments

This screen records Counselor, Mentor, Case Manager and Home Room assignments for a student. Significantly, it also displays current and next year courses. Special Education data may also be included if the Company File > SPED setting has been checked.
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Some items of note include:

· Home Rooms: The letters S and T refer to Semester and Term respectively.

· Special Education Requirements: Read Only; the information displayed on this screen is populated from information that is entered for this student in the Special Education module. Display can be turned on/off in the Company File / Defaults area.

· Courses:  Read Only; this information populates from the Student’s Course Selection Screen. 

· Counselor, Mentor, Case Manager and Homerooms are added from associated List of Values.

Parent Information

The Parent screen is where all pertinent parental/guardian information is input and stored. The information can include legal parents and also step-parents, legal guardians and those who may have court access to the student.  
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Some items of note include:

· Student Demographic Bar: The top two lines of fields are populated based on prior screen and can also be queried. This is the case for the other screens in the ‘Demo Loop’.
· Family Alert: This indicates that there is a family alert XE "alert"  on file. (e.g. Custody issues) The Alert actually pops open when entering this screen. If there were no alerts then the button would read Enter Memo.

· Custody:  The red Guardianship Detail button may display if the custody selected has been set up in the system code table to automatically generate this button in the Parent screen.
· Use [image: image31.png]Enter Notes



 to make notes on the active parent.
· Living With:  Any choice other than BOTH generates a Custody / Living With Exception which can populate the yellow Alerts button.
· Emergency Contact:  Indicates this parent is the parent to contact in the event of an emergency.
· Migrant Worker: Checking this box generates a Migrant Info button. 

· Photo: This button can be used to view a photo of the parent if one is on file.
· All other information on this screen is self-explanatory and relates to ONE parent. An active scrollbar indicates that information for another parent is available…scroll to view.
· You MUST select the ADD button to add information for another parent. This produces a screen with blank parent fields.
· On this and other screens you may use the TAB key to move from field to field. This is with the exception of fields which allow the entry of multiple lines of text, like comment fields.
Emergency Contacts

This screen stores information about emergency contacts including parents or guardians if so enabled in the Company file and activated on the Parent Information screen. The system will automatically put the information in alphabetical order unless told to do otherwise.  
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Some items of note include: 

· Call Sequence: Associating a number (choice of 1 to 9) from this field with a contact designates the order in which a contact should be called. So a contact with Call Sequence 1 will be contacted first and a contact with Call Sequence 3 will be called if 1 and 2 are not available.
· You MUST select the ADD button to add information for another contact. This produces a screen with blank contact fields.
· An active scrollbar indicates that information for another contact is available…scroll to view.
Medical / Health Information

The Medical Information screen is used to record Student Medical information. As you can see, you may include doctors, dentists, and other health professionals. You can view or enter general health information for each student. The Medical section of the window stores general health care information. This includes serious allergies XE "allergies"  or conditions, and any special requirements concerning them.  
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Some items of note include:

· Life Threatening: If the Allergies and Health Conditions field includes a Life Threatening condition, setting this field to YES will automatically generate an entry with this information in the yellow ALERTS window.

· Notice the Other Health Factors and Childhood Diseases buttons that will facilitate the tracking of such items.

· Immunization Fast Entry: This button facilitates very extensive and detailed monitoring of compliance.

Student Siblings

This screen stores all identified siblings XE "siblings"  of the currently selected student. These siblings can be selected from all students in your District (Board).
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Some items of note include:

· Making a sibling association will cause any change in parent information to prompt for update to the relevant parts of the sibling’s record. Although siblings who attend different schools can be identified, changes to their records are not permitted.

· Based on Phone Number or Address, we can mass assign siblings XE "siblings" .

· We can ADD or DEL a sibling. The ADD button calls the Select Pupil window allowing you to query XE "query"  on name, phone number plus a few other fields.  

Alternate Addresses

In this window, you can view or enter alternate address XE "alternate address" es for a student. Each alternate address may be matched with a contact person and a phone number, if available. This screen is usually used to identify different pickup and drop off addresses.  
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Some items of note include: 

· You can add as many alternate address XE "alternate address" es as you require. Click on the active scroll bar if there are more than three entries.

· Use the Add button to add the second and subsequent addresses.

· You may select the Street Name from the available list or input another street.

Student Transportation

The Student Transportation Window is divided into two sections, which function independently. The Transportation section is used to view and add information about bus transportation required for the student. The Vehicles section is used to record student parking and vehicle information.
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Some items of note include:
· Route #:  A List is available for this field and can be activated by pressing F9. A setting in the Company File / Options will ensure that only valid route numbers are used.

· Notice the active horizontal scroll bar in the Transportation information block.  It indicates that there are a number of additional fields to the right.

· Student Vehicle information can be entered here and this entry will populate the Student Vehicle List or vice versa. 

Student Fees and Assistance

Whereas a complete discussion of the functions available on this screen is beyond the scope XE "scope"  of this guide (see the Fees and Assistance Learner Guide for more details), suffice it to say that this window facilitates the comprehensive administration of all Fees and Assistance for a Student. Assignments can be made directly on this screen or through other functions such as Teams, Courses or Mass Assignment. 
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Some items of note include: 

· Notice the radio buttons allowing you to toggle between Fees and Assistance. Fees are items charged by the school/district XE "district"  and Assistance refers to items provided to the student through some type of funding.

· The School Year radio buttons are relevant to Fees only.

· Notice the various totals Paid, Owing…
· The Account# is automatically generated after the first payment is made and includes the School Number with the student’s unique account number.
· Memo:  Text entered here appears on the receipt.

· Payments and Transfer: Facilitates the management of existing fees XE "fees" .

· Quick Fee: Allows you to assign multiple fees XE "fees"  from a list of fees.

· History:  Displays student fee history.

Admitting a Student


In eSIS, the Words Admit and Enroll are used synonymously. The word Registered means that a student is verified as attending your school.

You may Admit a student before or after the beginning of a school year. 

( Students who are admitted before the start of school are marked as “Not Registered” until attendance is verified at the beginning of the school year.

( Students who are admitted during the school year can be registered XE "registered"  during the admit XE "admit"  process.

The Admissions Process

Students being admitted to your school may be from another school within your district. XE "district"  This means that a record already exists on your database. If a student from outside of your (multi)district is being admitted, they must be added to the database. 

Exhaustive Query

We initiate the Admit process by performing ‘exhaustive’ queries in the Admit Student screen. This will ensure that we do not create multiple records for the same student.   
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Querying by Legal (last) Name, Legal Name with wildcards (%), SSN, and by Birth Date should be sufficiently exhaustive to produce results in which we can have confidence.

Admit Example

· I have a student who would like to be enrolled in my school. His name is James Singh.  Now Singh is a fairly common name…somewhat like Smith… and can have some variation in spelling so we want to be careful.

1. I will query XE "query"  as discussed above. I have tried SSN, Birth Date, Si% and finally Sin% which produces…
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2. Is the student to be admitted listed in the query XE "query"  results?

2.1. If s/he is, then check for a Withdraw date. A student cannot be admitted / enrolled into a new school before being withdrawn from their previous school.

2.2. Assuming all is well, highlight the student and click on the  Select button. Your session will be placed into the ADMIT MODE where the student demographic information can be updated and saved.

2.3.  If s/he is not found through querying the Admit Student screen, then select the Enroll New button to be taken to a blank Student Basic Demographics screen in ADMIT MODE. Student demographic information will have to be entered from scratch.  Let’s proceed on this premise.

The ADMIT Screen

Notice the blue bar clearly indicating that we are in Admit Mode.  There are very few fields with information except for those with default values.

As we have seen when we explored the demographic loop, there is a tremendous amount of information collected on a student. Whereas it is important to complete the record, expedience or an immediate lack of information may make it impossible to do so immediately.

Some Required Fields (indicated with bolded labels) must be completed in order to create a student record. This is the only mandatory screen. Other information can be entered at a later date.
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Required Fields

	1. Legal First Name 

	2. Legal Last Name 

	3. Gender

	4. Birth Date

	5. Proof of Age

	6. Ethnicity/Race

	7. Admission Reason

	8. Admission Date (defaults to today’s date but can be changed)

	9. Grade (Grade student is currently being admitted into)

	10. Property Street Number

	11. Property Street Name

	12. State/Province

	13. Mailing Address.


Some fields can be made mandatory based on switches activated in System Codes or choices made in Company File.

· Admission System Codes: Can be used to make Previous District and School mandatory.

· Admission Status Codes can be used to make the Previous School ADDRESS mandatory.

Saving a Student’s Basic Demographic Information

Click the [image: image41.png]


 button when you are ready to save the record. If you have omitted any required item you will be prompted by the system to go back and enter it…you cannot escape!

One Warning, Three Questions

When all of the required fields XE "required fields"  are completed and you select Save you will be prompted with the following:

This soft warning XE "soft warning"  may show up advising you that the address is not on the Valid Address table or that it is out of the School District / Board. Click OK to move past or Cancel to correct.
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This prompt is advising you that there is a Transfer Process to be used in this district and that there is no transfer approval for this student.
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This information is actually stored elsewhere in the demographic loop but since it is critical, the question is asked now.
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And finally, answering YES to this question will cause eSIS to prompt you for a Registration Date and the student will be registered XE "registered" . Answering NO will save the enrollment information but will not register the Student at this time.
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Withdrawing a student

You may need to withdraw a student for a variety of reasons including dropout, moving, transferring, or no show XE "no show" . No Show is, in fact, a special situation and will be discussed separately.

The Withdrawal Process

You should ALWAYS print any reports related to this student before completing the withdrawal process. Once a student has been withdrawn from your school and enrolled in another school, you lose ownership of the record. If information is required after withdrawal and subsequent enrollment, you must contact the new school.

In addition, be certain to review all information pertinent to the student.
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Some items of note include: 

· In the Withdrawal Parameters area, the Reason list (which is a System Codes table) is subject to some restrictions and conditions. Some reasons, for instance, can result in an automatic Admit reason being generated when this student is re-admitted.

· Expulsion: Checking this box will produce a hard stop if an attempt is made to re-admit the student.

· Memo:  Information entered here will populate the interoffice MEMO button and will be available to the student’s new school.

· Review Items: Active buttons indicate that information is available for review. Inactive or grayed buttons indicate there is no information.

· Click on any active button to access pertinent information.

· After the necessary consideration, you will click the Withdraw button. This will produce a Final Check screen.

· The Final Check! screen is the last step in the withdrawal process.  It will let you know if the student is Cross Enrolled or has courses for next year and will have you select the options you want (transfer to cross-enrolled school, keep courses etc.)

· Your final step is to click on the Continue Withdraw button.

· You may be prompted to enter Final Marks. A mark entry screen will pop up.

· The system will then withdraw the student, letting you know when the student has been successfully withdrawn.

No Show

· No Show means the student enrolled in your school, but never appeared in the class (was not registered). 

· Selecting the No Show button will prompt a message to appear asking if you really want to withdraw this student.  If you OK this, the system will withdraw the student.

Some items of note include when ‘no showing’ a student: 

· If the student previously attended a school within the district, the record will revert back to that school if No Show is the withdrawal process selected.

· If the student was newly-enrolled to the district, the student’s record will be deleted from the database when No Show is selected.

Notes


The Notes function has 2 basic screens.  The first one gives a list of all the notes that pertain to a particular student.  The second screen or ‘Details’ screen holds all the detailed information for each note.
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Some items of note include: 

· Follow Up: If a follow up date is entered, a flag will pop up on entering eSIS on that day.

· Completed: The note flag will continue to prompt you on entering eSIS until a Completed date is entered.

· Notes can cause an entry to populate the yellow Alerts button.

Note Detail

Selecting a note and clicking the Detail button calls up the following screen. 
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Some items of note include:
· Security Level: Security for notes is hierarchical starting with Admin. followed by Supervisory and finally Personal. Admin. is at the top and can therefore access all other notes.
· Delete on Transfer: These notes will not follow the student to another school.

· Call to Office: Will cause the note to populate the Call to Office [image: image49.png]


 button on the follow up date.

Programs


Special programs can be setup at the district level and adopted for delivery by the school. Programs are assigned to the student at the school level. The Student Program Assignment Window records any special programs that a student was assigned to, for any school year.
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Appendices

Appendix A – Overview of eSIS information areas
	Student Demographics 

· Basic information (legal & preferred names, age, grade level, home rooms, previous attended school, etc.) 

· Multiple addresses (Student, Parents, Guardians, Emergency Contacts) 

· Multiple student numbers (student ID, SSN, State number, etc.) 

· Multiple ethnicities 

· Multiple language & immigration information 

· Release of information tracking 

· Student Transportation & Alternate Addresses 

· Extensive Parent/Guardian & custody XE "custody"  information 

· Siblings 

· Medical/Health & Immunization 

· Program Assignments (504, Title 1, ESL, Magnet, etc.) 

· Awards 

· Teams & Groups (Academic & Athletic) 

· Standardized Testing 

· Home Rooms 

· Locker Assignments 

· Student & Parent/Guardian Photos (for identification & school safety issues) 

· Alerts (Student, Parent/Guardian, Counselor) 

· Sacramental Information (For Parochial Schools only) 


	Student Course Management
· Adding new courses 

· Dropping courses 

· Transferring courses 

· Simulation of a student schedule 

· Career Planning 

· Course Selections for Next Year's schedule 

	Diploma Management 

· Student Credit History (complete credits & incomplete credits) 

· Transcripts (on-line & printed) 

· Diploma Status (current & potential) 

· Career Development 

	Master Timetable Building & Student Scheduling 

· Course Management 

· Course Grouping (Exploding Courses, Wheel Courses) 

· Course Selections (Individual & Mass Entry) 

· School Master Timetable Creation with Conflict Matrix & Multiple Environments (Block, Semi-Block, etc.) 

· Students Schedule Simulation 

· Course Section Maintenance 


	Grade Reporting 

· Mark Entry (direct entry, scanning, teacher gradebook) 

· Report Card & Promotion Comments 

· Report Cards (Elementary & Secondary) 

· Interim Progress Reporting 

· Multiple GPA's & Ranking 

· Mark Medians 

· Exam Timetable Building 

	Reporting 

· Standard Reports & Templates 

· Ad Hoc Reporting 

· Specific User Extractions & Queries (Saving & Restoring) 

· Printing to Paper, File or email Attachment 

· Mail Merge Letter Creation & Printing 

	Official District Transfers 

· Transfer Requests 

· Transfer Approvals/Denials 

· Transfer Appeals 

· Transfer Verification on Admission 

	Incident & Student Disciplinary Processing 

· School Safety Incident tracking & reporting (single & multiple) 

· Police/Court Investigation Information 

· Perpetrators and Victims (students, staff & others) 

· Single & Multiple Weapon tracking 

· Disciplinary Dispositions (detentions, suspensions, expulsions) 

· Administrative Notes (automatic user & call to the office reminders) 


	Attendance 

· Daily & Period Attendance 

· Attendance Entry by: Mass Assignment, Class, Home Rooms, Buses, Field Trips, Teams/Groups, School Closings, Sign In/Out, Bar Coding & Scanning 

· Student Absences 

· Auto-Dialer Interfaces 

· ADM/ADA tracking & reporting 

· Attendance Interventions & tracking 

	School Set-up 

· Current & Next Year Details 

· School schedule & reporting periods 

· Staff Details, Duties, Workloads & Attendance 

· Rooms, Home Rooms, Departments & Locker Management 

· Non-School Days Calendar 

· Accident & Injury tracking & reporting for Students and Staff 

· Pre-transition maintenance 

	Sports Eligibility 

· Teams & Groups creation & management 

· Mass Assignment of Students to Team/Group 

· Sports Eligibility criteria & automatic tracking 


	District System Set-up 

· Functions & Alerts selections 

· User Security Set-up & Maintenance 

· Single or Multi-District Set-up 

· Multiple Diploma & Career Development Set-up 

· External Data Exchanges (Transportation, State Transfer Files, College Application Transfer Files, Standardized Testing Import & Export files, Auto-dialer Interfaces) 

· Attendance Intervention Set-up 

· User Messages (Multi-District, District & School) 

· System Code Set-up 

· Curriculum Standards Model 

· Standardized Testing Set-up 

· Year-End Transition Process 

	Logs 

· Community Service Hours 

· Address Changes 

· Registration Changes 

· Attendance Changes 

· Teacher Completion Logs (Attendance Taken, Grades Taken) 

· Student Course Changes 

· Note Changes 

· Correspondence File Tracking 


	Historical Data 

· Admission/Withdrawal History 

· Program Assignments 

· Awards 

· Extra-curricular Activities 

· Home Rooms & Grade Levels 

· Credit Detail & Transcript History 

· Student Final Grades 

· Special Education 

· Immunization & Childhood Diseases 

· Student Attendance 

· Student Disciplinary Incidents 

· School Disciplinary Incidents 

· Standardized Testing 

	Year-Round Schools 

· Scheduling 

· Attendance 

· Calendars 

· Multi-tracking 

· Staff & Room Sharing 

· Reporting 

	Special Ed Lite & F.A.R.M.S. Lite 

· Special Ed limited version (all data required for State Reporting) 

· Free & Reduced Meals limited version (all data required for State Reporting) 


	State Reporting 

· Pre-submission Freeze File (Viewing & Editing) 

· Electronic Submissions of all State Reporting (ADA/ADM, Enrolment, Special Ed, Migrant, At Risk, etc.) 

	Attendance Intervention

· Create letters that will be used to report excessive student absences.

· Create strategies (for the attendance records to be extracted).

· Create parameters for letters that can generate reports for the school or district.

· Track/process letters for a particular student.

· Track a school’s history of absence intervention letters sent.

	Student Improvement/504 Plans

· Provides a comprehensive set of integrated tools to help schools and districts develop, implement, and monitor detailed education plans for individual students. 

· Provides a uniform structure to customize the design of your student improvement plan 

· The Plans allow for: 

· Student Referral 

· Evaluation 

· Accommodation planning 

· Letters to Parents for meetings, suspensions, and re-evaluations. 

	Course Fragmentation

· Provides the ability to split full year courses into two single semester courses in non-contiguous periods.  

	ADHOC/User Defined Fields

· Allows you to create user-defined, or custom fields to define a field that is not already in eSIS and store additional information.


Additional Modules:
	Teacher Assistant 

· Security (Only Students Assigned and/or Teacher Teaches) 

· Real Time Class Lists 

· Teacher Workbook 

· Grading (Alpha, Letter, Outcome Based) 

· Attendance (Class & Home Room) 

· Teacher Observations 

· Direct view of Student Demographics, Parent Information, Health, all Grades, all Attendance, Notes, Standardized Tests, Alerts, Programs, etc. 

	Special Education 

· Full Due Process 

· IEP Generation 

· Service Referrals & Records 

· Staff Deployment 

· Process Management 

· Meetings Management & Tracking 

· Correspondence Tracking 

· State & Federal Reporting (reports & electronic files) 


	F.A.R.M.S. (Free & Reduced Meals) 

· Full Federal Application Process 

· Family Eligibility based on Federal Regulations 

· Family Member Information 

· Approval/Denial and Wait Lists with Date Tracking 

· Application History 

· Reporting & Mailing Labels for Food Services 

· Applicant/Non-Applicant SRS Receipts 

· State & Federal Reporting 

	Co-op Education 

· Student Placement and Tracking 

· Participating Business & Job Opportunities 

· Scheduling of Student Placements 

· Inventory of Available Positions across the District 

· Automation of Workers Compensation Reporting 

	Continuing and Adult Education 

· Streamlined Registration Process for Adult & New Students 

· Positive Attendance Reporting 

· Course Transcript Maintenance tied directly to Student System 

· Course Scheduling 

	Nurses 

· Student Visitation Log Tracking 

· Student Medication Set-up & Daily Log Tracking 

· Student Screenings/Assessments Set-up & Log Tracking 

· Nurses Medical Diagnosis Table 

· Medication & Screenings History 

	Parent Assistant 

· Allows parents and students to access student information via any Internet access at work or at home. 
· Uses web access to serve the family and improve the effectiveness of the parents.

	New Curriculum Standards
· Curriculum Standards Set-up 

· Levels of Tracking i.e. Areas of Study, Subjects, Objectives, Strands, etc. 

· Content, Activities and Examples attachment to levels 

· Subject Evaluation and Grading 

· Performance Level Tracking 

	Standardized Testing 

· Standardized Tests Set-up (State, Federal, Outside Organization, District and School level) 

· Mandatory & Graduation Requirement Testing Tracking 

· Test Scoring & Question Level Tracking 

· Scanning & Pre-slugging of Testing Scan Sheets 

· Seamless Importing & Exporting of Test Data to Students 

	Student Enrolment Lottery/Preferred Choice

· Selection and Preference of Student School Choices 

· Allocation Matrix Set-up by School and Ethnicity Categories 

· Simulation of Student Loading Based on Selection Criteria 

· Generation of all Reports and Letters re: Selection 

· Waiting Lists 

· Automatic Verification on Enrolment of Student in Next Year's School 

	Mobile Assistant

Mobile Assistant allows you to use a PDA to access the following areas of eSIS.

Attendance – allows users with attendance permissions to view and modify attendance for classes that they are responsible for.

Students – allows users to view Student Demographic information.

Discipline – allows users to create incident reports on the PDA as well as allow them to view incident reports that they have recently created on the same PDA.

Staff – allows users (with permission to view Staff Demographics) to access staff information..


Appendix B

Windows Password

1. Right click on the Windows Desktop.
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2. Select Properties and activate the Screen Saver tab.
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3. Select a Screen Saver, select the desired amount of Wait Minutes, check mark the Password protected box, and click the Change button.
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4. Enter a password, the same in each box, and click OK. Your screen saver and consequently eSIS, is now attached to a password. WRITE your password down NOW!

Appendix C

Re-admitting Students - Some considerations
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· Notice the Yellow Alerts button. We can look at these alerts for every student retrieved by our query.

· Students that match the search criteria are retrieved from any school in our district.

· A RED student number indicates that the student has been pre-enrolled.

· Selecting a student to re-admit may result in the following messages:

· Student has not been withdrawn from previous school – admission cannot take place until the student has been withdrawn from the previous school – call the previous school and have them complete the withdrawal.

· Call Previous School – this student may have Special Education, suspension or discipline information on file that the previous school would like you to be aware of.

· Student has been Expelled – override of an expulsion may only be done at the administration level – when this warning appears, the student must see someone at the administration level for registration.
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A cross-enrolled student is taking courses at a school other than his / her home school.
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Main Menu >


Withdraw Student








A Reason associated with “Drop Out” will prompt a soft-warning indicating that this is a drop out.





User Name





We call it the Demo Loop!





For most of you, using F7 / F8 will be the quickest and easiest way to query for information from the database.  





Additional details of each feature are listed in Appendix A at the back








See Appendix B for a Step-by-Step guide to setup the Windows screensaver and password as local security.





( 	Demographics Toolbar.





(	Provides access to various screens of Student Demographic information.





(	Many of these screens can also be accessed via the Common View or Main > Change Student menus.





 This is interesting . . .





In the case of multi-district databases, a setting can be enabled in the Company File to return only students who were in the current district at the time of last withdrawal.  In addition, the ability to admit students can be limited to Super and Central Office Users only.  See Company File > Admissions tab example below.
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Notice the message in the Message bar indicating that we are in Query mode.





See Appendix C for a full discussion of issues surrounding the re-admittance of a student.
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An active scrollbar looks like this. Notice there is ‘room’ to scroll.
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Common View >


Parents
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Common View >


Contacts











A soft warning is a message that advises of a condition but allows you to continue.
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   Homeroom / Staff
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Common View >


Medical / Health
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Main Menu >


Change Student >


Demographics





    





   Common View  >


   Transportation











       Common View >


      


   Fees and Assistance
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Main Menu >


Admit Student





I know!  Doing an ‘F7/F8’ here will call up all students in your school or district depending on User Security. Remember, if your security level gives you access to more than one school this could take a while!











ENROLL NEW





From





   Admit Student Screen
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If the Status or Grade is modified, an “Effective Date” canvas pops up and a date must be entered. The date default is the system date. 


For a Grade change, the date must be less than or equal to the system date and greater than or equal to the last grade change.





�





If the Parent Emergency Contact feature is enabled in the Company File then:


An Emergency Contact who is a Parent then is assigned a “Call Sequence” of 1 and a blue “This is a Parent” flag is activated.(record cannot be modified)


An existing parent emergency contact is deleted if the feature is disabled from the Parent Information screen.


An existing parent emergency contact becomes read only on the Parent / Emergency Contacts and the Query Emergency Contacts screens.
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Notes
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Miscellaneous
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A soft warning is a message that advises of a condition but allows you to continue.
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