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Introduction

Welcome to iCue!

iCue will help you, the teacher, efficiently maintain and view all of your attendance, grades, contact information, standardized
test scores, and MUCH more with minimal work and maximum efficiency and organization- all online!

Security Category

Teachers have access to their own classes and the students in those classes.

TSIS Web Applications- Web Browser Settings

In order for all of the TIES web applications to function correctly, it is important that the web browsers are configured to check
for a newer version of stored pages every time you visit the page. By default, browsers are set to automatically check, so we
need to change the settings as follows:

Web Browser Settings for Internet Explorer version 6.x

PC:

From the Menu:

1. Select “Tools”

Select “Internet Options”

Choose the “General” tab

Under “Temporary Internet Files”, choose “Settings”

Under “Check for newer versions of stored pages”, select "Every visit to the page”
Click “OK” to save changes

Click “OK” again to close Internet Option

NoubkwnN

Mac:

From the Menu:

1. Select “Explorer”.

2. Select “Preferences”.

3. Under “Web Browser” select “Advanced”.
4, Select “Cache”.

5. Under “Update Pages”, select “Always”.
6. Click “OK”".

Web Browser Settings for Internet Explorer version 8.x and 9.x

o
(@]

Select “Tools”

Select “Internet Options”

Click on the “Settings” button that is shown in the “Browsing history” section
Select the radio button that says "Every time | visit the page”

Click “OK” to save changes

Click “OK” again to close Internet Options

ok wnNE
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References

To assist in understanding some of the symbols you will see in listings of students, here are some references.

o= This icon is StudentLink. When you click on this icon, you have the ability to view various pieces of information about
the student—attendance.

+ This icon identifies that a student has a health concern that staff need to be aware. When you click on this icon,
the student’s health concerns will display with the ability to view More Health Info.

This icon identifies that a student is active in special education or has an active 504 plan. When you click on this icon,
Student’s case manager and disability will display.

These symbols are part of the Personalized Learning Profile. The student’s icon is dependent on school/district settings
in various domains including test scores, attendance, behavior, and grades.

There are icons that may precede a student’s name. The definition of each icon is:

Child Protection has been applied to this student

Data Privacy has been requested by the family for this student

Student Alert has been applied to this student. Student Alert is defined by your district.
DL

24 This icon is for the Messaging tool for sending email messages. Directions available further in this document.

9 This icon is available if you have questions on certain items.

This icon identifies items displayed in SchoolView. If you modify any of these items, it will affect how your classes display
in SchoolView.
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Logging In

Go to the www.tiescloud.net web site. This will bring you to the TIES Enterprise Web Menu.
Click on i-Cue.

Enterprise Web Menu

Parent and Student Access Welcome to TIES.

SchoolView

Toaachar Access

Registration
i-Cue (One Click

District Staff
TIES Student Information System

TIES Finance System
TIES HR/Payroll System
TIES Online Access System

ReportCenter (Cognos 10}

Presentation Client

Employee Self-Service
myWView

Portal
TIES Portal

iContent

iContent

iContent Scanning
Administrative

i-Cue

FeePay™ Administration

LiteLunch™ Central Office Manager

You will see a log in page like the one illustrated below.
Enter the following information:
1. District number
2. The beginning part of your email address. (Ex: email.address@school.com is your full email, your User ID is
email.address) or employee number.
3. TOAS password.
a. If you do not know your password, contact your TSIS security administrator for your district to get this
information.
4. Click Log in Button.

[ —
Log in

District #: 3999
User ID:  joe

Password: eessssssss

| forgot my password. 0

& 2012, TIES - All rights reserved - Version: vZ012.04.13A
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If your login is successful and you teach in more than one school, you will be asked to select your school. (If you teach in only
one school in the district, you will not see this screen.) Click on the school of your choice.

Please 5Select a School Humber

0120 -- Area Learning Center
0121 -- Washington Senior High
0122 -- Truman Junior High
0158 -- Sunny Slope Elementary
0161 -- Yoolander Elementary

@ i-Cue

If you hold more than one role in the school, you will be asked to select a role. (If you only have one role in the school, you will
not see this screen.) Click on the role of your choice.

Please Select a Role
Calendar Admin
Counselor
Grade Book Adm
GraphicSchedule
Group Leader
Group Manager
Physical 5T295

Teacher
Test Admin

@ i-Cue
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Navigation

Near the top of the page, there is a blue menu bar that will display the menu options available based on your school choices.
This may differ between schools. The upper right always contains access to online Documentation and the Log out button
when you want to close i-Cue.

m Mark Reporting | Grade Book | Student Info Tests & Assessments Personalized Learning m

Home
e What's New
o References:
0 User Guides, Release Notes, Frequently Asked Questions
Attendance
e Submit attendance for any school day even if all students are in attendance
0 Absences
0 Tardy
e Attendance alerts to SchoolView
e View attendance for a previous or future date (Change Attendance Date)
e Messages regarding new students added or students dropped from classes/school, unresolved absences
Mark Reporting
e Enter/Submit grades for report card
Grade Book
e Tool to track student’s work by adding and scoring assignment definitions
Report Card
e Standard-based Report Card (referred as i-Cue report card)
Tools
e Change Password
e Preferences
e Select school (navigation available for a teacher who teaches in more than one school)
e Seating Chart
Tests & Assessments
o View district and state assessments
0 Class
Reports
e Blank Roster
O Ability to set number of columns and Save as Tab Delimited file
e C(Class Summary Attendance
e Directory Report
0 Ability to Save as Tab Delimited file
0 Ability to emails all parents
Personalized Learning
e Class Profile—view personalized learning profile for each student in a class based on target scores and
domains defined by school/district. Ability to narrow display by domains and profile measure
Student Info
e View attendance information by student
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Attendance

Click on the Attendance Tab.

Tests & Assessments | Reports | Personalized Learming

Taking Attendance/ Period—attendance is taken every period of the school day.

oo atenance |k esortin i ac Bkttt Toks Vet & oot ot Pt eari i

Attendance - 52 01 AP CALCE (5256-001)

Class list

Select Class: {
5201 A CALCE [S255-00W W

3 - Today's Attendance Taken

Student Name

Documentation Lo out |

Attendance for Thursday, March 13, 2014
Prev Dy | Change Attendance Date

R

* Bell, Kristy R 5] Student I0c 000630487 Grd: 12

H Berdey, Sydney | [5Z] Student I0: 000893184 Grd: 12
[

Chalsachi, e

Benwer, June 7 2| 4§ Student ID: 000006425 Grd: 12

Ty ) 33] 4 Student ID: 000630027 Grd: 12

Canch, Pully O 4] Student Ik 000630371 Grd: 12

D Hiro, Thomas L [§5] 4 Student : 000683722 Ged: 12

Submit Attendance

Attendance date and Change
Attendance Date Link

Weleome, lne Mauer
Current role: Teacher
Thursday, March 13, 2014

Only students enrolled in the class on the Attendance for the date will be included in the roster. Today’s date appears
automatically, but the date can be changed by clicking on the Change Attendance Date link.

A few points about the use of Attendance:

e You can update attendance for today but not for a future date.

e All students automatically are marked as present (the first row of radio buttons, or P), unless the office has
marked the student absent.

e To mark a student absent, click the second radio button, under the A (absent) heading, to the left of the
student’s name.

e To mark a student tardy, click the third radio button, under the T (tardy) heading.

e To change an Absent or Tardy mark back to P (present), click the P radio button.

e Torecord the attendance, click on the submit attendance or submit & advance button at the bottom of the
roster. The submit attendance button will submit attendance for this class. The Submit and Advance button will
submit attendance for this class and display the roster for the next period. i-Cue will update TSIS attendance
records.

e To take attendance for another class, open the Select Class list box and select the class you want. The chosen
class roster will display, as of today’s date. Again, you can change the date to a prior date.

Once your attendance has been submitted to TSIS, you will see the message “The class attendance has been updated.” In
the Select Class list box you will see an X in front of the classes for which you have already submitted attendance during the
day. If you need to make corrections (a student walks in to class late), you can make modifications and submit attendance

again.

February 2015
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Taking Attendance/ Daily—attendance is taken once per school day.

| Repart Card | Student Info Tests & Asessmants [Repart Card - Admin | Behavior Documentation)
actecaunce]wark seporting Grace sook[report Caralstusent nto] o Tests & hssssrments [ peports rersonsized earring [eport cars - ] Lo out

Attendance - FY 00 HOME 3 (3HOM-D01)

Class list

Attendance for Thirsday, March 13, 2014

Abart Prow Day | Chuesge Attendance Date

Pres  Ful msf  Tardy Rewson Student Mame
* gemtered) v a Balk, David ] W Student K0: 000687247 Grds 03 &
- g nte b Raltizar, Courtney ¥ :_'J Student ID: 0006BRITY Ged: 03
. e e v u b . 5] Shodent 5 GROSESSS. Gk 3 Attendance date and Change

g E i e e Attendance Date Link

g el v o, Pegpy & 4z Student ID: 000892578 Ged: 03
< - . >
[ Submit Attendance

Only students enrolled in the class on the Attendance for the date will be included in the roster. Today’s date appears
automatically, but the date can be changed by clicking on the Change Attendance Date link.

A few points about the use of Attendance:

e You can update attendance for today but not for a future date.

e All students automatically are marked as present (the first row of radio buttons, or Pres), unless the office has
marked the student absent.

e To mark a student absent, click the second or third radio button, under the Absent (Full or Half) heading, to the left
of the student’s name.

e To mark a student tardy, click the fourth radio button, under the Tardy heading.

e To change an Absent or Tardy mark back to Present, click the Pres radio button.

e Torecord the attendance, click on the submit attendance button at the bottom of the roster. The submit
attendance button will submit attendance for this class for the day. i-Cue will update TSIS attendance records.

Once your attendance has been submitted to TSIS, you will see the message “The class’ attendance has been updated.” In the

Select Class list box you will see an X in front of the classes for which you have already submitted attendance during the day.
If you need to make corrections (a student walks in to class late), you can make modifications and submit attendance again.
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Submitting Lunch Counts through i-Cue—on Attendance page

Submitting lunch counts through i-Cue are quick and easy.

e At the bottom of your attendance rosters, you will see an area for Student Counts.

e |nthe box to the right of Room Number, you will enter your room number.

e C(Click on Inquire. A new box ‘Submit Student Counts’ will appear. (If you have already entered some lunch count
numbers for the current date, the numbers will appear; otherwise the boxes will be empty. You can submit them
multiple times within a date, if needed.)

e You will now enter your student lunch counts in the appropriate boxes.

e Once you are done, click on Submit Student Counts

OR

e If you want to Submit Student Counts anf today’s attendance in one step, you can click on Submit Attendance and Student
Counts.

ternate Lunch
Milk
Submit Student Counts
Submit Attendance and Student Counts

Submitting Lunch Counts through i-Cue—on separate page

Home Attenq:lance|Gra|:le EHkaRemrt Card | 5tudent Info | Tools | Tests & Assessments | Reports | Behavior
Lunch Counts

e Place your mouse on the menu item Attendance. You will see Lunch Counts. Click on Lunch Counts.

e Inthe box to the right of Room Number, you will enter your room number.

e Click on Inquire. A new box ‘Submit Student Counts’ will appear. (If you have already entered some lunch count
numbers for the current date, the numbers will appear; otherwise the boxes will be empty. You can submit them
multiple times within a date, if needed.)

e You will now enter your student lunch counts in the appropriate boxes.

e Once you are done, click on Submit Student Counts
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Changing the Attendance Date

If the Change Attendance Date is displayed, you have rights to view attendance from a different date. To view attendance for a
previous date, you click on Change Attendance Date.

Attendance for |03/13/2014 v Today

To change the date, you can manually enter the date desired or click on the calendar icon to choose the date desired. To
navigate within the calendar, the arrows will assist.

- ™
’:@ Calendar - Windows In[ =r |$J

- _—
2 https://www.tiescloud.net/global/f. @ 2

March 2014

|ﬂ} O Print O ﬂ}|

Mon | Tue Wed | Thu | FA | Sat

[l
c
=

=R
S [lw
= |l
po | 10
o |e
i
o [1ee 1=

16 |17 [18 [19 |20 [ 21 | 22

23 |24 |25 |20 |27 |28 | 29

30 (31| 1|2 |3 |4]5
. The arrows pointing left will navigate ‘back’ in time; the arrows pointing right will navigate ‘forward’ in time.
. The double arrows navigate the calendar year

. The single arrow navigates the month

Once you click on the actual date, click on the Change Date button. The attendance roster for that specific date will now display.
If you choose a non-school day (weekend or holiday) a roster will not display and a red message “Not an attendance day for this
class” will display near the top of the page.

You will now have additional options for display of attendance rosters.

Attendance for Monday, March 10, 2014
Prev Day | Chanpe Attendance Date | Today | Mext Dav

e Prev Day will navigate back a day

e Change Attendance Date will bring up the Change Date page illustrated above
e Today will navigate to the current day

e Next Day will navigate forward a day
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You will notice an underline under the student’s name. If you click on the student’s name, some basic demographic and the

student’s school year attendance are displayed.

February 2015

Attendance Summary
Student Info

Name: Balk, David [23] [

Grade: 03 Student ID: 687249

Birth Date: 11-30-2004

Address: 10100 Santa Monica Blvd Los Angeles, CA 30067
Home Phone: 651-345-678%

Email: DBalk@student.org

FY 00 HOME 3 (3HOM-001)

Select Course: | FY 00 HOME 3 (GHOM-001) |

Select Student: This page is printer-friendly

Attendance Summary

Total Absences: 3

Date Status

‘Wednesday, January 15, 2014 Absent Full Day - ILLNESS Full Day: 3
Tuesday, January 14, 2014 Absent Full Day - ILLNESS Half Day: 0
Monday, December 9, 2013 Absent Full Day - VACATION Days Absent: 3

Total Tardies: 0

Page 13



Mark Reporting

The Mark Reporting menu in i-Cue is for submitting grades at the end of a term. This page is most often used for a secondary
school.

Near the top of the screen is a class list box. This list box will list ALL classes for the entire school year. You will select a class
from the class list box. The term code, period, class name and course and section will display at the top of the page. The grades
to be given have been defined by your school administration. If a column is open for a grade, it will display in Red. You also
have three comment boxes available to enter comments to be printed on the report card. The three comments fields can
display as below or they can be labeled by your school administrative staff (for example, Attendance, Behavior, and
Completeness).

Home | Attendance | Mark Reporting | Grade Book | Student Info | Tools | Tests & Assessments | Reports | Personalized Learning | Behavior

Edit Grades - 51 01 AP CALCA (5255-001)

Select Class:
|51 01 AP CALCA (5255-001) W

Grade List: Comment List: Term List for Comments:

|Grade5 V| | Comments V| | 51 V|

[
=
=
=3
'y
[
=
=
=3
P
[}
=
=
=3
[¥%]

> * * Balk, George [85]| [4| Grd: 12
* Bell, Kristy R [@5] Grd: 12
Biggert, Janet M [8Z] Grd: 12
Bosley, Sydney J 85| Grd: 12
Bradley, Dennis Q [85| Grd: 12

Butler, Liz T [g5] Grd: 12

Farley, Kiefer 0 [ Grd: 12

Gates, Matt O [@=| [ Grd: 12

Griffin, Lauralee K [@Z] Grd: 12

RN R RN
JUpUuuoUuy
Juuuuuuuuy
Juuuuuuuuy

Henning, Jerry A (8] Grd: 12

After entering the grades and comments for the correct classes, the lower portion of the screen has a Submit Grade Changes
button. Once the Submit Grade Changes button has been clicked, the grades are saved and stored in TSIS. If you made a
mistake or want to make any changes, you will make the changes and click Submit Grade Changes. You are able to modify
grades as long as the ‘window’ that is set by your school administration is open.

If you are submitted grades from Grade Book, you can review the grades submitted and make any necessary changes.
Comments to print on the report card need to be entered here. The comments in Grade Book are separate of Mark Reporting
comments.

Remember—click Submit Grade Changes if you have made any changes that you want submitted for report card.

To make data entry easier, there are some viewing options that are discussed on the following page.
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Select Viewing Options

To customize data entry on the Mark Reporting page, you have various view options available. On the lower portion of the
page, you should see Select Viewing Options as in the screen shot below.

Select Viewing Options

| Hide dropped students

.
| Mo list boxes v|

The options available include:
Hide dropped students (Default)—students who have been dropped from your class will not be included in the list.

Show dropped students--students who have been dropped from your class will be included in the list. They will be identified by
a shaded background and a red asterisk next to their name. You can enter a grade.

Lee, Haward G laz]| .|. Grd: 12 * I:l I:I I:l I:I

No list boxes (Default)—you are provided fields to enter grades and comments.

51 Cmt 1 Cmt 2 Cmt 3

I O (T A AN e M

Comments only list boxes—you are provided fields to enter grades. The 3 comment fields are list boxes with the available
comments within.

51 Cmt 1 Cmt 2 Cmt 3

| vl | V]

All list boxes—The grades and 3 comment fields are list boxes with the available grades and comments within.

51 Cmt 1 Cmt 2 Cmt 3

| vl | V] | vl

If you made changes to your viewing options, you must click Change View Options for the changes to stick. These are changes
that will be saved on the computer you are using. If you go to a different computer, you will need to set these viewing options
again.

If your viewing options are No list boxes, you have the ability to mass apply comments. You need to enter the comment number
in the designated Cmt1, Cmt2, or Cmt3 box and then click Apply to All or Apply to Empty. If you made a mistake and HAVE NOT
clicked Submit Grade Changes, you can click Undo All Changes.

Cmt 1 Cmt 2 Cmt 3

rony commens: || [ [ | I
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Labeling the Comment fields

Schools do have the ability to label the three comments fields. For example, perhaps you are using the comments to report on
items such as Behavior, Attendance, Participation, and Completeness. Your school can set these up. Please see you school
administration; the administration can contact Student Support with questions.

Rather than seeing Cmt 1, Cmt 2, Cmt 3, the teachers now see that Cmt 1 if for Attendance comments, Cmt 2 is for Behavior
comments, and Cmt 3 is for comments around Completeness.

EX TG Attendance Behavior Completeness
| vl v v
. . [ A [ A [ A
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Grade Book

Grade Book is available for daily use. When you click on Grade Book, you will be brought to the Grade Book Home page. A
detailed User Guide and other pieces of documentation are available in the Documentation menu in the upper right side of the

blue menu bar.

If you get a message “The grade book has not been configured for your school”, you need to contact your school administration.

Report Card

Report Card, if set up for your school, is available for use. When you click on Report Card, you will be brought to the Home page.
A detailed User Guide and other pieces of documentation are available in the Documentation menu in the upper right side of the
blue menu bar.

Student Info—Attendance Summary

You will select a course. You will now select a student within the course. Some basic demographic information and the
student’s attendance for the particular class are displayed for period attendance schools. For daily attendance schools, basic

demographic information and the student’s attendance for the school year are displayed.

Period Attendance school

Attendance Summary
Student Info

Name: = * * Balk, George [33]

Grade: 12 Student ID: 7030

Birth Date: 05-30-19%

Address: 10100 Santa Monica Blvd Los Angeles, CA 30067
Home Phone: 651-345-678%

Email: george.balk@ties.k12.mn.us
Kl Consent: N - 03-19-2017

52 02 AP CALCB (5256-002)

Select Course:

Select Student: This page is printer-friendly
Attendance Summary for > * * Balk, George

AP CALCB-Period 02

Date Status
Wednesday, June 4, 2014 Absent - EXCUSED

DOCTOR
Tuesday, May 6, 2014 Tardy

Total Period Absences: 1
Total Tardies: 1
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Daily Attendance school

Attendance Summary
Student Info
Name: Balk, David (5] [
Grade: 03 Student ID: 687249
Birth Date: 11-30-2004
Address: 10100 Santa Monica Bivd Los Angeles, CA 90067
Home Phone: 651-345-6789
Email: DBalk@student.org

FY 00 HOME 3 (3HOM-001)

Select Course: | FY 00 HOME3 (3HOM-001) W
Select Student: | Balk, David ~|  This page is printer-friendly

Attendance Summary

Date Status Total Absences: 3
‘Wednesday, January 15, 2014 Absent Full Day - ILLNESS Full Day: 3
Tuesday, January 14, 2014 Absent Full Day - ILLNESS Half Day: 0
Monday, December 3, 2013 Absent Full Day - VACATION Days Absent: 3
Total Tardies: 0

Tools

Change Password

The i-Cue classroom management tool will require you to update your password based on your district settings. The default is
90 days, but your district can choose to shorten or lengthen that time period.

If you want to update your password, you can click on Tools, Change Password. You will enter your old or existing password and
then enter a new password with a re-enter for confirmation. Please note the Passwords Rules.

Change Password

0ld password: | |

Mew password: | |

Re-enter new password: | |

Passwords Rules:

m Must be at least 08 characters long

® Mav not contain your name

» Must use Mumeric Characters

m Must use UPPER and lower Case Characters

m Must use a Special Character:

m [}-_ .~ I@ESTEF+=[]s0,/

» May use only 04 repeating characters

m Mav match only 04 characters to previous passwords
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Update My Challenge Date

Immediately upon using i-Cue for the first time, it is recommended that you enter a Challenge Date and enter a Challenge Date
hint. This can be any date you wish, but needs to be a date you will remember. A Challenge Date hint can be entered to help

you remember your Challenge Date.

When forgetting your password, you will then be able to use this challenge date to reset your password on your own. If you
have not completed this step initially, you will need to contact your district TIES security person to update your password.

Update My Challenge Date

This date is used as the answer to the password self-help challenge guestion. You can use any date that you can easily remember (i.e., birth date, anniversary date, child’s birth date).

Enter your Challenge Date: (mmddmy]

Enter Hint for the Challenge Date (e.g. Birthday): |C'1r"5l‘3‘|3'1er Columbus arrived in America

[ Upiat y Craenge Date__|
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Preferences

The preferences available include the Display student images and PLP icons (if your district has this feature turned on), and an
default Email Signature for the Messaging tool. Please pay special notice to the preferences.

Preferences

Select User Viewing Options

These preferences are based on the logged in user and are valid for every computer that is used.
DCizplay student images

Email Signature: (size limit = 1000 characters)

Mrs, O'Nisl
Business Teacher ~
TIES High School

W

Luccess is liking yourself, liking what you do, and liking how you do it.™ --

Select Computer Viewing Options

These preferences are based on the specific machine where these preferences are set.
Cisplay PLP icons
Display PLP Up/Down Trend Arrows

Submit Preferences

Select School

If you have access to multiple schools, you will have this menu item. This item will allow you to easily navigate between schools
without logging out and then logging back in to i-Cue.

Select Role
If you have multiple roles within a school, this item will allow you to easily navigate between roles without logging out and then
logging back in to i-Cue.

Within i-Cue, you have two seating charts available for your use.

Seating Chart

This is an older version. It is recommended to use Seating Chart v.2.

Seating Chart v.2

Seating Chart v.2 is an interactive seating chart. There are various room arrangements available or you can create your own

room arrangement and then apply it to various classes. Separate instructions are available in the Documentation menu (upper
right), User Guides, Seating Chart v.2.
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Tests and Assessments

Tests and Assessments is a useful tool set which will allow you to look at standardized test scores for students in any of your
classes based on security established by your district. There are various roles that can be defined by your district/school which
will allow you access to various populations of students. Separate instructions are available in the Documentation menu (upper
right), User Guides, Tests and Assessments.

Reports

Blank Roster

If you want a listing of students within your classes, the Blank Roster report will allow you to print, save as a tab-delimited, or
save as a comma-delimited file. To view a class, you will select the class from the Class list box and then click Get Students.

The Blank Roster allows you to view all of your classes. If you are also assigned as a Group Manager for a ‘group’ of students
(academic, athletic, special watch) you can view the students on the Blank Roster.

The Blank Roster report also allows you to choose the number of columns you want included. The default is 16 columns.
If you want to include student MARSS (State ID#) on the report, you can select Show MARSS (State ID#) from the Select Viewing
Options and click Change View Options. The default is to Hide MARSS (State ID#). Your report will now display an additional

column containing state IDs. If you don’t have this option available, contact your school/district administrators. This option
needs to be activated for use.

Class Summary Attendance

Are you looking for a report that will tell you how many times students have missed your class? Or how many times a student
has missed a school day? Or a list of students in your class that have missed “X” number of days? The Class Summary
Attendance report will provide you this information for each term.

As with other i-Cue pages, you have a class list box at the top of the page which lists all classes that you are assigned in the TSIS
system. Select the class desired.

Viewing Options

The default viewing option is to Hide dropped students. If you want to Show dropped students, select the option from the list
box and click on Change View Options. The other viewing options are Show All Columns (default), Show Absent Columns or
Show Tardy Columns.
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If you don’t want to see the entire class lists, there are filter options available. You can enter the # of occurrences in a specified
column.

In the example below, these would be the columns to view for Term 1.

I
Class Period Absent 1 '

Class Period Absent 2

Class Period Absent 3 -

Class Period Absent 4

Class Period Absent Total

| Class Period Tardy 1

| class Period Tardy 2 \

| Class Period Tardy 3

Class Period Tardy 4

| Class Period Tardy Total

| School Days Absent 1 \
School Days Absent 2

School Days Absent 3

School Days Absent 4

| School Days Absent Total

| School Days Tardy 1 ~—

I| School Days Tardy 2

L1l | Lo

1 School Days Tardy 3
[
School Days Tardy 4
/| 5chool Days Tardy Total
T T T T
K)La.ss Period Abse Class F'enthdy SWM School Days Tardy
Il 1
Student HMame Student ID (Grade | 1| 2| 3| 4 Tcltali_ 2|34 Totart™1| 2| 3| 4 TDtE.l’;l 1| 3| 4| Total

In this example, we are filtering for students who have missed 2 or more occurrences in Class Period Absent 1 (Term 1) in the AP
Calca (5255-001) class:

Class Summary Attendance - 51 01 AP CALCA (5255-001)

Select Class:
51 01 AP CALCA (5255-001) V|

Select Viewing Options
| show dropped students | Reset View Options
| show Al Columns v

Filter students by minimum # of occurrences: in column | Class Period Absent 1 V| Change View Options

This page is printer-friendly Save as Tab-delimited File

Class Period Absent | Class Period Tardy | School Days Absent | School Days Tardy
Student Name StudentID |Grade | 1(2|3|4| Total|1|2|3|4| Total| 1| 2|3|4| Total|1|2|3|4| Total
> ** Balk, George 5] |4 7030 |12 2/1/0/0 ilojo|ofo ojz 1|01 4/0/0|0|1 1
“Bell,Kr‘istyll 630487 12 213|0/(0 511|000 11|01 211 |0(1|0 2
Biggert,.]a.r‘let!"l. 630411 12 2(0(0(0 2(z2(0|0|0 2|0/0(0 0 o(1(0(0|0 1
Bosley, Sydney J B3] 693164 |12 slolafo 5l0|olo|o of1/0]|0f1 AR 1
Bradle’y,DennisQ 62B709 |12 J[(1(0(0 4(Z(0|0|0 2| 2|0(0 0 Z(1(0(0|0 1

*Student dropped from class
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Directory

The Directory report will provide you basic demographic information for each student in each of your classes. The Directory
report can also be used to send an email to any or all parent and/or student email addresses.

The Directory allows you to view all of your classes. If you are also assigned as a Group Manager for a ‘group’ of students
(academic, athletic, special watch) you can view the students on the Directory.

Viewing Options

The default viewing option is to Hide dropped students. If you want to Show dropped students, select the option from the list
box and click on Change View Options. The other viewing options include:

Show All (default) You will view all columns of information for each student.

Show All Addresses You will view all addresses associated with a student. If a student has a split household
Or is attached to ‘other’ families in the SIS system, you can view all families.

Show Primary Address You will view information on the student’s ‘primary’ address. The SIS allows one primary
family per student.

Show All Home Phones You will view all phone numbers defined as the ‘home’ phone in the SIS system.

Show Primary Home Phone You will view all phone numbers defined as the ‘home’ phone in the SIS system for the
‘primary’ family as defined in the SIS system.

Show Birthday You will view the birthdays for all students in your class(es) or group.

Show Email You will view the email addresses if they have been entered in the SIS system. If you have
had an email given to you that is not in the SIS system, you will not see that email listed. Itis
recommended that you share this email with the office administrative staff.

Show Kl Consent This column is based on a district/school setting. If your district is near a nuclear plant, parents
have been requested to sign a consent for potassium iodide.

The column headings can be used to sort the report. Just click on the column heading to sort the information. Imagine, you can
have a listing of your students sorted by their birthday!

The Directory report will allow you to print or save as a tab-delimited file.

To send an email, you will select the email addresses to include in your distribution list. If you click Select all parent email
addresses or select all student email addresses, all emails available will be checked. You can then uncheck any, if needed.
Above the report, there are some options:

Send an email to selected addresses (semi-colon separated)
List selected email addresses (semi-colon separated)

Send an email to selected addresses (comma separated)
List selected email addresses (comma separated)

If your email is on your machine locally (Outlook, for instance), you can click either Send an email to selected addresses (semi-
colon separated) or Send an email to selected addresses (comma separated). You will need to know if your email will support
semi-colons or commas between email addresses.

If your email is web-based such as Hotmail, Google, you can click either List selected email addresses (semi-colon separated) or

List selected email addresses (comma separated). Once you click on either of these options, a new window will open with all
email address selected. You will ‘copy’ and then ‘paste’ into the bcc (blind carbon copy) of an email.
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Parent/Student Preferences

The Parent/Student Preferences report is activated by your district/school. Please check with your school administrative staff to
see what they have made available for you to view. For example, you may have access to view which parents/student
have/have not accepted an Acceptable Use Policy. The Parent/Student Preferences report allows you to view all of your classes.
If you are also assigned as a Group Manager for a ‘group’ of students (academic, athletic, special watch) you can view the
students on the Parent/Student Preferences report.

Viewing Options

The first viewing option is Parent Preferences or Student Preferences. Based on this choice, the Select a preference list box will
list the preferences you can view. Based on the example of the Acceptable Use Policy, the Filter by preference setting allows you
to view:

Users with positive acknowledgement which parents/students have accepted

Users with negative acknowledgement which parent/student did not accept

Users with no acknowledgement which parent/student have done neither; accepted or not accepted
Show Detail

The detail will display the student’s name, all parent names associated with the student who meet the requirement above, the
date of the acknowledgement and whether the parent has a SchoolView account.

Show Summary

The summary will work as follows:
e |f the user picks the preference setting of Users with positive acknowledgement, we will display the student if ANY
parent in any family attached to the student has acknowledged the preference.
e |[f the user picks the preference setting of Users with negative acknowledgement, we will display the student if ANY
parent in any family attached to the student has negatively acknowledged the preference.
= If the user picks the preference setting of Users with no acknowledgement, we will display the student if NO parent in
any family attached to the student has not acknowledged the preference.

The default for the report is Show Detail. You can choose Show Summary while making the choices for the report.

For items flagged “Annual Consent” on SY260, the report will look at only the current school year.

The decision to pick ‘with positive acknowledgement’ or ‘with negative acknowledgement’ is based on how your district/school
has set up the items. For example, the Acceptable Use Policy could be ‘Acceptable Use Policy’ or ‘Not Agree Acceptable Use

Policy’. Please work with your school administration and the report to determine whether positive or negative is the filter you
want to apply to get the information you need.
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Missing Definitions

The Missing Definitions report is activated by your district/school. This report pulls information from Grade Book. If your school
is using Grade Book, this report can be extremely useful.

The Missing Definitions report allows you to view any of your classes. If you are also assigned as a Group Manager for a ‘group’
of students (academic, athletic, special watch) you can view the students on the Missing Definitions report.

The information on the Missing Definitions report includes any student who has a definition status of A (Absent) or M (Missing).
You can view any students in any of your classes (or groups) and ALL of their missing definitions for all of their current classes.

You can view for the current term (default) or prior terms as well.

Viewing Options

The default viewing option is to Hide dropped students. If you want to Show dropped students, select the option from the list
box and click on Change View Options. The other viewing options include:

Show Summary (Default)

Students in class $1 02 AP CALCE (5256-002)

Mivsing Definitions report for Term 3 Date: 3/18/201
Student ID: 7030 Student: Balk. Gecrpe §5) 4 Grade Level: |

Cemrue Pewined Teac b ot

AP Calewhss 8 @ User Jbauer JiSerglitt B

Miwsing Definitions report for Term 3 Date: 3/18/201
Student ID: $30553 Student: Dlal, Lymda G 8] Grade Level: 1

Corse Pezind Tracker Lot

AP Calewtys 8 @ User JMauer JiSmerghitt B 1

Show Detail

Students in class $2 02 AP CALCH (3258.002)
T Term

Missing Definitions repert for Term 3 Date: 3/18/2014
Student 10: 7010 Student: Dalk, George 43| 4 Grade Level: 11

Key: delvient  MeMisig

Comarun B Toachmr Comint
AP Caleuls B [} User JiMauer J/Siberghitt & :

Category  Definition Start date Due date Statin Possible Comments

Homewark Problem of the Day - 1/27 1/25/20014 1ATZ04 M 10 George did s excellant jobt

Quizzes  Problem of the Day V2S04 VIS0 A 10
Missing Definitions report for Term 3 Date: 3/18/2014
Student 0 63059) Student: Dial, Lynda G 5] Grade Level: 11
Key: Adbnent  Me=Missing
Coune Period Teacher Count
AP Calcubs B @ User JiMauer J/Sberghitt B 1

Category  Definition Start date Due date Status Possible Comments

Homework Page B4:1-11, 45-48 1/25/2014 1/25/2014 M

When showing detail, other viewing options include:
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Show Final Percent

Students in class 51 02 AP CALCE (5256-002)

| Missing Definitions repart for Term 3

[ Stunsent w0 7020 Student: Bk, Grorge 321 4

Dates 1B/2014
Grade Liwnl: 17

This staters repert daes ot represent the stisdent's officlal grade. Infarmatian stated here i subject 1o enmections and revisions, Final grades will be published oo the student's afficial repoet card.
Kew: Asabsent  MaMissing

Comire Pavind

Count Percant G
AP Caleuhas B @ U 1 Mmme 3/ Sillmeglitt § H s

Category  Dedinition Start date Due date Status Powsible Comments

Mamewark Problem of the Oey - 177 1/25/20018 172702014 M mn Geerge @4 an excellent jobl

Quizres  Problem of the Day VN0 1IN0 & n

| Minsing Definitions report for Term 3
Student M A30851

Y10 Sorcers ()

Date: 3/18/2014

Studens: [, Lynda 6 43| Grade Level: 12
This status report does not represent the student’s officlal grade. Information stated here s sublect to comections and revisions. Final grades will be publivhed on the student’s official report card.
Key: dsdbzent  MeMissing
Comirse Period Teacher ot Pereent (@ ¥T0 Pereent
a0 Catevis & [ Usor JiMauer J/Uiborgatt & T L R]
Category  Definition Start date Due date Status Possible Comments
Homework Page B&1-10, 4548 1/25/2014 1/25/2014 M 5
Students In class §2 02 AP CALCE (5256002}
Term 2

Mizsing Definitians repart for Term 3 Date: 3/ 18770
Student 1: T0M0 Student: Dulk, George 53] & Grade Lewel: 12
This status report does not represent the student’s official grade. Information stated here is subject to comections and revisions. Final grades will be published on the student’s official report card,
Key: A-Absent Me-Missing
Coune Perlod Teacher Count Letter Grade ¥TD Letter Grade i
AP Calculus B [ User J/Mauer J/Silberglitt B 1 F

Category  Definition Start date Due date Status Possible Comaents

Homework Problem of the Day - 1/27 1/25/2004 1/27/2014 M 0 George did an excellent jobl

Quizes  Problem of the Day 1AS/I04 11250204 A 0
Mizsing Definitians repart for Term 3 Date: 31872014
Student B £3059) Seudent: Dial, Lynda G 33| Grade Level: 12
This status report does nat represent the student's official grade, Information stated here s subject to cormections and revisions. Final grades will be pubdished on the student’s cfficlal report card,
Key: Asdbsent MeMissing
Coure Perind leacher Coumt Letter Grade ¥ID Letter Grade @
AP Caleuers 8 @ User Jikauer JiSergiite B 1 8

Category  Definition Start date Due date Statws Possible Comments
Hemework Page Bi1-13, 4548 1/25/2014 172502014 A 5

Show Both

Students In class 52 02 AP CALCD (5254-002)

Term 17 Term 3

Missirg Definition repoet for Term 3

Date: 371872014

an ampart dhoes. qot it Uhe studeal’s alficial grade, Ifarmat

Atated bere s usdject o eorrect Final grades. will b pubdivhed on the dudest’s officisl repot e

Key: A=Abmenl  M=Mivsing

Course Perod Tescher Count Percent @)
AP Calcutus B ®

Letter Grade
User J/Maver J/Siiberglitt B 1 (28] o

¥TD Percent i

Category  Definition Start date Due date Status Possible Comments
Homework Page 84:1-13, 45-48 1/25/2014 VZS/2014 M 5

Student ID: 7030 Student: Balk, George §5] Grade Level: 12
This status report does not represent the student’s officlal grade. Information stated bere i3 sublect to comections and revislons. Minal grades will be published on the student's officlal report card.
Key: AsAbsent  MeMissing
Lourie Pariod Toachar Count Percent ) Ledtor Grade ¥T0 Porcont i) FI10 Latter Grade )
AP Caliutu 8 o Usme S/ Mamime /SilbmrgSte B 1 s ¥
Category  Delinition Start date Due date Status Pessible Comments
Homework Prablem of the Ouy - 1127 12512014 V220U M 10 Gearge did an excellent jobl
Guizzes  Problem of the Oay U0 I A 0
Missing Definitions report for Term 3 Date: 11872014
Student 10: 30551 Studentz Dial, Lmda G §1) Grade Level: 12

¥TD Letter Grade )

Once you have made your choices, click Generate Results.
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Student Grade Summary

The Student Grade Summary report is activated by your district/school. This report pulls information from Grade Book. If your
school is using Grade Book, this report can be extremely useful. The report will show students in the class(es) you choose and all
of the classes for the student that satisfy the filter including those that you don’t teach.

The Student Grade Summary report allows you to view any of your classes. If you are also assigned as a Group Manager for a
‘group’ of students (academic, athletic, special watch) you can view the students on the Grade Summary report. The grade is
the term grade for the current term.

You will find the class you want to view in the Classes list box at the top of the page. You can apply any other filters as well. You
will now grab the gray box with your mouse and drag it to the desired grade. You then decide “X” and lower; “X” and higher; or
“X” exact (radio buttons to the left). The Grade Summary report will default to the current term. There is a Term list box
available to choose previous term. The report can be generated for the current term or any past term within the current school
year. In a four grading period school, you will eventually have access to Term 1, Term 2, Term 3, Term 4. If the school is set
to Display YTD there are two options for all terms except Term 1. In a four grading period school, you will eventually have

access to Term 1, Term 2, Term 2 YTD, Term 3, Term 3 YTD, Term 4 and Term 4 YTD. This will provide multiple views of
students’ Grade Book information.

In the below example, we are looking for students with a letter grade of C- or lower in Term 1:

R —.
‘ C @ and lower

(and lower)

Click GO. You will then receive your report.

Grade Summary Report Export
Show columns with no data [“ror |

% &

FullName = Grade Student Id Gender Ethnicity S5 SpecEd  Titlel Gifted Course Section Term é?_tats; i?;:i;‘é"
|g=| Barrick, William Carl 08 768 M White Sciecne (8660) 12 1 D- ]
|&5] Beissel, Mercedes Desiree 08 693491 F White Sciecne (8660) 12 1 F (]
|&=| Benjamin, Elizabeth 08 210001034 | M Hispanic Sciecne (8660) 12 1 F 1}
|&5] Blaede, Thereesa Susan 08 696333 F White o Sciecne (8660) 12 1 D- =
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If you now want to use the Messaging tool to send a message to all or some of the parents or students on the report results,
there is a Select for Message checkbox. You will click on the students you want included in the message, and then click on Send
Message (blue box above the report column headers). This will then open the Messaging tool and you can compose and
schedule your message. More details on using the Messaging tool are available in this document.

If you want to apply a different filter, click Show Filter. If you want to filter the results by department, you can choose the
department from the Filter By Department list box. Click on Apply. Note: Your school must have departments defined in

scheduling within the SIS system to use the Filter By Department feature.

If you want to view the report for a previous date, you can use the Roster Filter/Roster Date at the top of the page. Click in the
yellow area and you can edit the roster date. This is the ROSTER DATE—which students were in my class on this specific date.

Export
Syl

You can export the results to pdf, Excel or Messaging in the upper right corner of the page.
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Personalized Learning

Personalized Learning consists of three parts, each of which can be enabled by your school:

1. Profile

The Personal Profile summarizes a student’s performance across a range of measures within key performance domains
(attendance, behavior, grades, test scores, and GRAD requirements). Schools select which measures to track, and set
benchmarks for performance on these measures. Color-coded icons are assigned, based on the student’s performance relative
to those benchmarks.

2. Plan

The Personal Plan tracks the goals that have been set for a student. Each goal statement can have activities (i.e., interventions)
and measurement plans assigned to it. These help to communicate and keep track of what individualized learning has taken
place for the student, outside of the typical curriculum.

3. Comments

The Comments enables threaded discussion about the student’s Personalized Learning. The components of Personalized
Learning that are available depend on the settings enabled in your school. Teachers, administrators, parents, and the students
themselves can all potentially read and/or participate in Personalized Learning.

Separate instructions are available in the Documentation menu (upper right), User Guides, Personalized Learning and Content
Management.

Behavior

If you have the Behavior menu item available, your school/district is giving you access to create behavior referrals which are
monitored by your administrative staff. Separate instructions are available in the Documentation menu (upper right), User
Guides, Behavior.
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Messaging

The messaging tool is turned on by your district/school. If you see a blue envelope icon in the upper right portion of your
window, you have access to Messaging.

Messaging allows you to send students and/or parents a message through email, SchoolView, or both. It's easy! The Messaging
tool is similar to a ‘wizard’ where you will be walked through the steps of creating a message.

Step 1: Who would you like to send this to?

Step 1 - Who would you like to send this to? [history]

@®Send to students or parents

Select all that apply.

[v|Send to students []Send to parents

<< back | next >>

Are you sending this message to students or parents or both? Check the appropriate box(es) and click next>>.

NOTE: The messaging tool will attempt to send your message to all families and all Heads of Household in each family who have
a SchoolView account and/or an email address connected to them.
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Step 2: Select the filter

Step 2 - Select the filter history]
‘Roster Date: 3/26/2014 |

Schoal: Washington Senior Teachers

High (

Groups Houses Counselors

Grade Ethnicities Gender

Gifted And Talented Title 1 Special Ed ELL

OFF ! OFF \ OFF \ OFF

<< back next>>

Roster date

If you click on the yellow area jimiss otz LRIl , you will be brought to a calendar that you can change the

date to view students enrolled on a particular date. This date always defaults to today.

Step 2 - Select the filter [history]

Roster Date: 3/26/2014 |

School: Washing ‘ 2 |Mar v|2014 v| 5 ‘_ Classes
High (

Su Mo Tu We Th Fr Sa
Groups Counselors

— I

Grade Gender
ﬁ 9 10 11 12| 13| 14| 15| I
16 17 18 19 20| 21 22
Gifted And Taler Special Ed ELL
OFF 23| 24 25 26 27 268 29 . OFF OFF
30 31

<< back next>>

For optimal results, you should select information in the following order: Month, Year, then choose the Day.

If you have been assigned an administrative role, you have access to all students in the school. If you do nothing more and click
next>>, you will be sending a message for all students in the school. You could also filter by one teacher (all classes), one
teacher one class or a group of students (if groups have been set up within the school).

If you are a teacher, you have access to all students in your classes. If you do nothing more and click next>> you will be sending
a message for all students in all of your classes. You can filter by one class or one group if you have been assigned as a group
leader for a particular group.

Additional filters for both staff types include a scheduling house, assigned counselor, enrolled grade, ethnicity, gender, gifted

and talented (yes--ON or no--OFF), Title 1 (yes--ON or no—OFF), Special Ed (yes--ON or no—OFF), ELL (yes--ON or no—OFF).
Select your filters and click next>>.
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Step 2: Oops. No recipients found! Please try a different filter.

Step 2 - Oops. No recipients found! Please try a different filter. history]
‘Roster Date: 03/26/2014 ‘

School: Washington Senior [x| Teachers Classes

High [Mauer, Joe [

Groups Houses Counselors

( ( (

Grade Ethnicities Gender

( [ [

Gifted And Talented Special Ed

Lo s (o o

' OFF ' OFF
® include O exclude ' ® include O exclude '
<< back next>>

If Step 2 has come back with an “Oops” message, you need to modify your filter. In the example above, we are filtering for
Gifted and Talented and Special Education. In this school, there are no students flagged as Gifted and Talented and Special
Education—the filter needs to be modified before moving to Step 3.

Step 3: Recipients were found!

Step 3 - Okay, 151 recipients were found!

Would you like to communicate to the entire group or instead select individual recipients?
® Send to entire filtered group

O Send to individuals within this filtered group

<< back next>>

Do you want to send this message to ALL 151 recipients? If yes, just click next>>.

Do you want to send to only certain individuals within this filtered group? Move the radio button to ‘Send to individuals within
this filtered group’, and click next>>.

Based on your selection, the remainder of the steps will be in a different sequence.
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Step 4: All Recipients. Yes, | want to send this message to all recipients. How would you like to communicate?

Step 4 - How would you like to communicate? [history]

@ Send SchoolView Only

©Send Email Only

O Both Email And SchoolView

O SchoolView with an email notification

<< back next>>

You have multiple options for your communication.

Send SchoolView Only—your message will be delivered to the recipients’ SchoolView Inbox.

Send Email Only—your message will be delivered to the recipients’ email address in the SIS.

Both Email and SchoolView—your message will be delivered to the recipients’ SchoolView Inbox AND the recipients’ email
address from the SIS.

SchoolView with an email notification—your message will be delivered to the recipients’ SchoolView Inbox and the recipients
will receive an email notifying them that they have a new message in SchoolView. The email will not include the message.

Step 5: All recipients. Compose your message.

Step 5 - Compose your message. | Don't copy and paste! history]
Insert Merge fields: Name Grade Questions? Click here for help.
Subject: ‘ : ‘
< >
Body:
Font Name and Size Font Style Lists Insert ltem
Mo sBlr]u]e] B2 >
~
v
< 3
<< back next >>

Editing Tools Available

You will now compose your message. There are some editing tools available.
Font Name and Size

Arial 13 2

You can define the font style and size
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Font Style
B |7 |U|ae| B

You can bold, italics, underline and strike-through

Lists

— i—

You can add a bulleted or numbered list

Insert ltem

S You can insert a hyperlink to direct the recipient to a specific website. You highlight the text you want to
function as a hyperlink and click the ‘link” icon where you will enter the URL you want to direct the reader. You can also insert a
picture graphic.

There are also two merge fields available—Name and Grade. By inserting this merge field, you can personalize the message for
each student and/or grade.

Step 6 - Compose your message. | Don't copy and paste! [history]

Insert Merge fields: Name Grade Questions? Click here for help.

Subject: ‘ Welcome ‘
< >
Body:
Font Name and Size Font Style Lists Insert ltem
[Avial Mi Bl ul]| (B2 |EE] [o]=]

I feel fortunate to have (Mame J i Grade (Grade ). we have lots of activities planned for term. You can view what's A
happening on my class webpage by clicking here.

Regards,

WJoe Mauer
High School Teacher. v

< >
<< back next>>

Let’s talk about the above example. Both merge fields have been used. The resulting message in SchoolView will read:

Welcome
Joe Mauer on Mar 26, 2014 at 10:33 am

| feel fortunate to have George Balk in Grade 12. We have lots of activities planned for term. You can view what's happening on my class webpage by clicking here.
Regards,

Joe Mauer
High 5chool Teacher.

NOTE: If you are composing a message from the Grade Summary report, you have an additional merge field called
GradeSummaryResults. When this is included in your message, the following will display in the received email:

Art History (4521-5) A- Included is the course description, course and section number and the student’s
current grade from Grade Book.
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Step 6: All recipients. When would you like to send this message?

Step 6 - When would you like to send this message? [history]

Delivery Date: 03/26/2014 03:30 pm fﬂ

‘. March 2014 o ‘

Su Mo Tu We Th Fr Sa

26 27 28 29 << back next>>

30 31

Time 03:30 pm
Hour | ]
Minute | P ]

Now Done

You control when this message will be delivered. You will need to start by clicking on the calendar icon. Today’s date and the
current time will default. If you want to send the message immediately, click Done. If you want to modify the date and/or time,
you will use the calendar incon to choose the month and day you want this message delivered. There are slide bars avaiable to
set the hour and minute. When you are done, click Done.

Step 7: All Recipients. Preview and send your message.

Step 7 - Preview and send your message. history]
Please confirm your message details below. When satisified, click the send button.

Delivery: 03/26/2014 03:30 pm ~
Recipient(s): 151

Subject: Welcome

Body:

| feel fortunate to have {name} in Grade {grade}. We have lots of activities planned for the term. You can

view what's happening on my class webpage by clicking here.

Regards, v

<< back Send Message

Step 7 allows you to preview your message prior to sending. If you need to make modifications, click <<back. If the message is
ready to go, click Send Message.
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Congratulations! Message queued for delivery.

Congratulations! Message queued for delivery.

You're all done!

Confirmation Number: 125641

School: 0121 1 Student(s)

\When your message is sent on 03/26/2014 03:30 pm, you will receive a confirmation email here: @ties.k12.mn.us.

<< back Start Over

You will receive an email similar to this:

From: noreply-schoolview@ties.ki2.mn.us [mailto: noreply-schoolview@ties.ki2.mn.us]
Sent: Wednesday, March 26, 2014 10:29 AM

To: David Kram

Subject: Your TIES i-Cue message has been sent

On Wednesday, March 26, 2014 at 10:28 AM vou sent the following message from i-Cue. Please do not reply to this notification.
Delivery Tvpe: Send to SchoolView Account

Total recipients: 7

Subject: Welcome

I feel fortunate to have {name} in grade {grade}. We have lots of activities planned for the term. You can view what's happening on my class webpage bv clicking here.
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Step 4: Filtered Recipients--1 want to send to only certain individuals within the filtered group

Step 4 - Select the individuals. history]
[ all Photo Name Grade Id
P
O Baldwin, Sam A 19 698577
O Balk, George 12 7030
W
<< back next>>

All of the filtered students are displayed with a checkbox to the left. You will now click on each student you want as part of your
recipient list. An ‘all’ checkbox is available in the header. When checked, all students will be checked; you only need to uncheck
those that should not be included in your recipients.

Step 5: Filtered Recipients. | want to send to only certain individuals within the filtered group. How would you like to
communicate?

Step 5 - How would you like to communicate? [history]

® Send SchoolView Only

O Send Email Only

O Both Email And SchoolView

O SchoolView with an email notification

<< back next>>

You have multiple options for your communication.

Send SchoolView Only—your message will be delivered to the recipients’ SchoolView Inbox.

Send Email Only—your message will be delivered to the recipients’ email address in the SIS.

Both Email and SchoolView—your message will be delivered to the recipients’ SchoolView Inbox AND the recipients’ email
address from the SIS.

SchoolView with an email notification—your message will be delivered to the recipients’ SchoolView Inbox and the recipients
will receive an email notifying them that they have a new message in SchoolView. The email will not include the message.
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Step 6: Filtered Recipients—Compose your message

Step 6 - Compose your message. | Don't copy and paste! [history]

Insert Merge fields: Name Grade Questions? Click here for help.

Subject: ‘ Welcome ‘
< >
Body:
Font Name and Size Font Style Lists Insert ltem
vl M sls]ul][B][2][E]E] [s]E]

I feel fortunate to have (Mame J i Grade (Grade ). we have lots of activities planned for term. You can view what's A
happening on my class webpage by clicking here.

Regards,

Woe Mauer
High School Teacher. v

< >
<< back next>>

Editing Tools Available

You will now compose your message. There are some editing tools available.

Font Name and Size

Aria [Mis 2

You can define the font style and size

Font Style
(B |7 U |a]||B »

You can bold, italics, underline and strike-threugh

Lists

-— i—

You can add a bulleted or numbered list

Insert ltem

® You can insert a hyperlink to direct the recipient to a specific website or you can insert a picture graphic
There are also two merge fields available—Name and Grade. By inserting this merge field, you can personalize the message for
each student and/or grade.

Let’s talk about the above example. Both merge fields have been used. The resulting message in SchoolView will read:

Welcome
Joe Mauer on Mar 26, 2014 at10:33 am

| feel fortunate to have George Balk in Grade 12. We have lots of activities planned for term. You can view what's happening on my class webpage by clicking here.
Regards,

Joe Mauer
High School Teacher.
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Step 7: Filtered Recipients--When would you like to send this message?

Step 7 - When would you like to send this message?

Delivery Date: G

| March 2014 o ‘

Su Mo Tu We Th Fr Sa

26|27 28| 29 << back next>>

30 31

Time 03:30 pm
Hour | ]
Minute | J

Now Done

You control when this message will be delivered. You will need to start by clicking on the calendar icon. Today’s date and the
current time will default. If you want to send the message immediately, click Done. If you want to modify the date and/or time,
you will use the calendar incon to choose the month and day you want this message delivered. There are slide bars avaiable to
set the hour and minute. When you are done, click Done.

Step 8: Filtered Recipients--Preview and send your message.

Step 8 - Preview and send your message. [history]

Please confirm your message details below. When satisified, click the send button.

Delivery: 03/26/2014 03:30 pm A
Recipient(s): 1

Subject: Welcome

Body:

| feel fortunate to have {name? in Grade {gradel. We have a lot of activities planned for the term. You can
view what's happening on my class webpage by clicking here.

Regrds, v

<< back Send Message

Step 8 allows you to preview your message prior to sending. If you need to make modifications, click <<back. If the message is
ready to go, click Send Message.
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Congratulations! Message queued for delivery.

Congratulations! Message queued for delivery. [history]

You're all done!

Confirmation Number: 125641

School: 0121 1 Student(s)

\When your message is sent on 03/26/2014 03:30 pm, you will receive a confirmation email here: @ties.k12.mn.us.

<< back Start Over

You will receive an email similar to this:

From: noreply-schoolview@ties.kl2.mn.us [mailto: noreply-schoolview@ties.k12.mn.us]
Sent: Wednesday, March 26, 2014 10:29 AM

To: David Kram
Subject: Your TIES i-Cue message has been sent

On Wednesday. March 26, 2014 at 10:28 AM you sent the following message from i-Cue. Please do not reply to this notification.
Delivery Tvpe: Send to SchoolView Account

Total recipients: 7

Subject: Welcome

I feel fortunate to have {name} in grade {grade} We have lots of activities planned for the term. You can view what's happening on my class webpage by clicking here.

When you click on history in the upper right corner of the Messaging tool, you can view a summary of the messages that have
been sent.

<< back to composition]

Message History
You can delete messages that haven't been sent yet.

.

Delete Link Created On Subject Recipients Sent?
4/15/2014 10:03:46 AM Message from your Administrator School: 0192 1 Student(s) yes
4/15/2014 9:52:00 AM Chrome on a Mac School: 0192 1 Student(s) yes
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