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MY STUDENT

The My Student feature provides guardians and students with the convenience of Training Tips
one central location for accessing allofast ud e nt 6 sinclhding featuzes a , & Notes
such as Student Progress, Attendance, and Behavior information. You can also
view your Calendar, Volunteer hours, Message Board, and Reminders & Notices.

My Student requires Microsoft® Silverlight® software. Microsoft Silverlight

provides an enhanced user experience by increasing interactivity and usability.
With Silverlight 6s irface, wébtpagesdehave doredikeg a g i
high-performance desktop software, which helps increase accuracy and

productivity.

DOWNLOAD MICROSOFT SILVERLIGHT

Users must have a broadband connection to use Silverlight. Additional system
requirements are as follows:

Windows Operating System:

e Windows 7, Windows Vista, or Windows XP Service Pack 2
e Intel® Pentium® Il 450 MHz or faster processor (or equivalent)
e 128 MB of RAM

Mac Operating System:

e Apple Mac OS X 10.4.8 or above
e Intel Core Duo 1.83 GHz or faster processor
e 128 MB of RAM

Upon logging on to SchoolOne SIS for the first time, Guardians and Students will
be prompted to install Microsoft® Silverlight.

1. Click anywhere in the Microsoft Silverlight prompt that displays.

QUICK DOW =

2. Follow the browser prompts to complete the installation process.
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Note: Depending on the browser you use, the steps for installing Microsoft
Silverlight may vary.

File Download - Security Warning

Training Tips
& Notes

Do you want to run or save this file?

D Mame: Sherlight ecxe
Type: Apphcation, 5.96M8

Froem:  siverbght.diservice. microsoft.com

o=

- 'habe fibes: from thee Inbermeet can be usedul, thes fils lype can
@ ially haern poux compuber. IF pow do not trust the souce, do not
fun of save this soltveaie. What's the mk?

Internet Explorer - Security Warning

Do you want te run this software?

D nﬁ:w

(] More options [ Boritfun |

@ \arhide: fles From the Inkernet can be ussful, this fils bype can potertisly harm
your computer. Onby run software from publishers you brust. What's the risk?

3.  When the Install Silverlight prompt displays, click the Install Now button.

Xl
Install Silverlight
\ Wy

| Dt e e pe:
Microsoft® Shveright updates sutomaticall |
Silverlight %

4. Another prompt displays to confirm a successful installation.

3]
Installation successful
’
¥ -
| ©
V You have to restart your browser for
] these changes to take effect.

§Wérlight'

=
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5. Re-start your browser and log in to SchoolOne SIS again. Once you
have Microsoft Silverlight installed on your computer, My Student

launches immediately each time you log in to the SchoolOne SIS. Training Tips

MY STUDENT- FEATURE DEFINITIONS o e
Note: This document lists all possible My Student features. Each school
configures My Student based on the needs of its organization and users. Access
to My Student features varies by school and user.

1. Attendance:Displaysast udent 6s attendance calendar.

2. Behavior: Displays behavior actions associated with your students.

3. Calendar: Displays school and student events as well as your own
calendar events.

4. File Sharing: Allows guardians and students to search for and
download shared files.

5. Help: Displays user guide documentation, a technical support form that
can be submitted to the school, and as a link to the searchable help file.

6. Home: Displays alerts and information from the school such as
announcements, events, recent file sharing, and volunteer opportunities.

7. Message Board: Displays message boards. From Message boards,
you can read and reply to message board topics based on your security
permissions.

8. My Account: Displays password and security profile information, which
allows you to retrieve a forgotten password.

9. Profile: Displays Student and guardian profile information, which allows
guardians to make edits.

10. Progress: Displays student progress report information.

11. Reminders & Notices: Displays all reminders and notices. Guardians
can acknowledge new reminders and notices and view previously read
reminders & notices.

12. Student Summary: Displays a printable page with student profile
information.

13. Volunteer: Displays all scheduled and completed volunteer
opportunities. You can also search for and schedule volunteer
opportunities.

14. Widget: Page attributes that display on the Home and Student
Summary tabs. Widgets can be re-arranged to display in a page
arrangement of your choosing.

ACCESS MY STUDENT

Guardian or Student users who have Microsoft Silverlight software on their
computers are taken directly to My Student upon logging in to the SchoolOne SIS.
After logging in, several icons display the many features of My Student. Click an
icon to access a feature.
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For Guardians, if you are associated with more than one student, choose the
student for which you will view My Student information by selecting a student
name from the dropdown that displays in the top right corner, as shown below.

Bl ot G st PN

MoVvE WIDGETS

Widgets that display on the Home and Student Summary pages can be configured
to display in an order of your choosing.

1. Click and hold in the header of the widget.

2. Move the cursor toward where you are going to place the widget, and a

widget icon displays.

As the widget icon displays, drag and drop the widget in its new location.

Continue to move all widgets into place.

5. After moving all widgets to your preferred display order, click the Save
Layout link to save your widget placement.

pw

CoLLAPSE AND EXPAND WIDGETS

You can also choose to show widget detail or collapse it to show the header only.

1. Click the up-facing arrow icon that displays in the header of the widget to
collapse it.

2. Click the down-facing arrow icon that displays in the header of the
widget to expand it.

==

& School Erents | a st ety l
The Acabemy of St Xaviar || The Academy of 51, Naveer
Lo WIIEE . Kawdd St M o Sulrer (afep

Foi0 AM < B:00 P Tuborng Math Lab e Riret pevansl school loge Rerr a8 el B9 school Suopie.
WG - SOIROESLE Dby Dy 743 &M 13550 P

TodS M < 3100 PM Bk Pt Mpss Loy

WLIN - W

3000 P - 00 P Gaedes Marvest Davs Sohool Garden
W - WM

3030 B - 130 e weakiy Fugh Pry S0 Kavar Duneng Rgen
WL - W

o0 b - 3 P s Contart Bann Audtines

o e & oty 5 Quick Links l
T4 IO Ramnder Tha Academy of B, Kavier

A I Reters Medaal Porme
AFI0 311 Totssn Peymasts i'e Dun

i’w'wM“ %N*r‘w‘m} ' ol
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School Jr7e

[

The Acadeny of St Kavier

5, M Sped Haet s now open!

Wy havn srveral pchool logs tema as well s wchool mpplien.
Opers ey 7045 AM -1 2100 PR

Queich Links
24/ 3010 Ramendar The Academy of 5L Nawier
;MH*._J'#____.._.‘ 14‘4-\“’&“_#%

HoME

Home is the first feature that displays upon logging in to My Student. Home

di splays widgets that communicate alert
such as announcements, events, recent file sharing, and volunteer opportunities.
Some widgets display links to outside web pages or documentation. Click the links

to view.

Note: widgets that display on the Home tab may vary by school.

E,IE n :--n mukéél,’& g.ig., e L‘“‘L

_.L._.x |

Chant va Schodk Level Attrdutes o Mo Rewuts Foune
Chast va Schook Leve! Attridotes p

SIS Soltwece Legurements ot
volurteer Mours Pavent, Student. ol
Weicome Page Sencp Sacommendeton oot

STUDENT SUMMARY

Student Summary displays summary level information such as student schedule,
attendance, assignments due, recently entered grades, missing and late
assignments, grades below threshold, and Success Plan. Clicking on the icons
located within the icon bar will navigate you to the detail information associated
with each.
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Training Tips
& Notes

Period  Time Letter G
ILJOAM 230 3
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PROGRESS

Progress stores all information pertinent to student progress, including Progress
Summary, Report Cards, Transcripts, and Success Plan. Progress Summary,
Report Card, and Transcripts are all printable.

VIEW PROGRESS SUMMARY

1. From My Student, click the Progress icon.

2. When the progress submenu displays, select Progress Summary.

3. Progress Summary for the current or most recent school year and
grading period displays.

L@z EnR 2L 0 0 f

Summary

rds
Progress Sui .
School Year: | Success Plan

Grading Period: | Semester-2 ~
1=} Print Preview &3 View Progress Detsd
Student: Ackert, Justin

As OF: 3/16/2011

School Year: 2010-2011

Grading Period: Semester-2 (December 28, 2010 to June 20, 2011)
Grade: 6
m‘l’onﬂ'

Gndlng Ponod Absent  Tardy
Semaster-1 14 4
Semester-2 o 0

Class Average Letter Grade Teacher

L SR
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TIP: The following describes the actions you can take from Progress Summary:

e Click the Print Preview Link to view a printable version of Progress
Summary for the selected student.

e Click the View Progress Detail link to navigate directly to Progress Detail
for the selected student.

e Click a Class link to navigate to Progress Class Detail.

e Click the Average (number) link to navigate to Progress Average Detail.

VIEW REPORT CARD

1. From My Student Progress, select Report Cards.
2. The current or most recent grading period is selected.

£=| 1 %.m@...

Volunteer

L

nasmm mluym

Progress Summary

1
w Report cmuL\6
ROPO a 1 Transcnpts

) """ Success Plan
& Grades are not yer civmms

Grading Period: | Semester-1 = |
4 Buls

3. If necessary, select a different grading period.
4. Click the Build link to view report card.
5. Report Card displays in a separate window.

Note: As shown below, you will be notified of unofficial grades. Unofficial report
cardsalsodi spl ay with an AUnofficial o water

Report Cards
Select Grading Period. Click the Build link to display the Report Card.
&) Grades are not yet official.

g Period: |' Semester-1 ‘|

VIEW TRANSCRIPT

1. From My Student Progress, select Transcripts.
The Transcripts page displays.

Click the Build link to view transcript.
Transcript displays in a separate window.

Pwon
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n Reminders & =g
Erchie 1 Notices Training Tips

Progress Summary & Notes
Report Cards

p“ Transcripts
Success Piak

“i% @“”Fs

ATTENDANCE

Attendance displays student attendance records for the current or most recent
school year. You can also use the attendance feature to communicate directly to
the school if your student is going to be absent or tardy on a given day.

VIEW ATTENDANCE RECORDS

1. From My Student, click the Attendance icon.

2. The Attendance page displays the current or most recent attendance
month for the student.

3. Use the arrow links to scroll to previous or future attendance months.

0% o gm%amﬁw,

| Report Absent/‘i’ ardy |
vember 20
Sunday Monday Tuesdw'.' Wednesday ursday Friday | Saturday
2 3 4 5 le
P P TE TE P
1o 10 11 12 13
° P P P
14 15 16 17 18 19 20
? AU AE = ]

4. Use the Attendance Totals table to view student attendance for the
current or most recent school year.
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WNovember 20107 ;
y | Wednesday | Thursday Friday | Saturday Description Cou
> * > s Present 95
TE TE P 1
Absent Excused  Absent Excused 16
Iio i 12 i3 AU Absent Unexcused Absent Unexcused 3
P p TE Tardy Excused Tardy Excused s
Tardy Unexcused Tardy Unexcused 3
[*7 |'8 19 P | "\\_ Year to Date Attendance - 60%
» ? g v
24 25 26 27
»

REPORT STUDENT ABSENT OR TARDY

1. From My Student Attendance, click the Report Absent/Tardy button at
the top of the page.

WNovember 20107
Sunday Monday Tuesday | Wednesday | Thursday
1 2 3 4
P P TE TE
9 10 11
P P P
2. The Absentee Reporting window displays.
3. Enter Start Date and End Date for
4. Select reason for absence/tardy.
5. Enter a Note to explain absence or tardy to the school (optional).
6.

Click the Upload button to send an attachment along with the
absence/tardy message.

7. Click the Submit button to send the message to the school.

SchoolOne.com, LLC., Copyright 2011 Confidential Page| 11
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Note: The availability of the Absentee Reporting feature varies by school and
therefore may not be available. This feature serves as a school notification system
onl y. Yo u attermlanoedezard isinst updated instantaneously.

Training Tips
& Notes

Absentee Reporting

Ackert, Justin

|3.I'23,-"2l311

l-'3|I'23.|"2l:I11

[Illneu

Due to a severs sinus infection, Coy will be out toda',l.l

PROFILE

Profile displays guardian and student address, email, and phone information.
Guardians can make updates to profile information directly from this page.

EDIT PROFILE INFORMATION

TIP: If only one address, email, or phone number displays, you cannot delete it
since primary information is required. In this case, you can make edits to the
primary information, or add additional information, mark it as primary, and then
delete the incorrect information.

You cannot make changes to names from this page. Contact the school for name
changes.

1. From My Student, click the Profile icon.

2. The Profile page displays.

3. Click directly in the Address, Email, or Phone fields and enter updated
information.

4. Click the File link to upload a file to send to the school regarding the
profile update.

5. Click the Save link to update profile changes.

SchoolOne.com, LLC., Copyright 2011 Confidential Page| 12
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School e

i ¢ .
o & & & B2 0
' Studert | B } B n Mossage | Raminders & t '4 | ,. -kma.w
Home  Progress  Attendance . Fie Shacng  Behavier ww
[Sommery | : e | Sowd  Metow | d |
Student Profile
Carcel
2 S8 S— ; —— N— SR
FI52 Burihaker R
Tomas, Sharls : {rome - | {avwete [Cho = J| 44000 lmw-‘uw“)b =
i
1373 Cuchd Averue Sote 500 |
Pernes, Shayls [ | Buscress ~ '—-" Cleveland | Oho v | (44143 | Ursted S2ates Of Amerca v | *
2270 Tu Bavlevaee | @
Ackert, st (Student) ¢ |Heme o | Amesen [Oho v | 142000 | Ursted States Of Amerxe o | ~
L .
9352 Burknaker Road \ B
Fames, Coy (Studem) ¢ |Mome  * | { Avyedie | Oho v | 4008 | Unted States Of Amerce v | b
|
o Dmatts ; -
Name Primary  Type File Delete
Fernes, Shayls |Mome = | ﬂmcuum\\w&oﬂ\ ‘ X
A \o.lﬂosw_nom-\....’u OSSPV N AN o N

VOLUNTEER OPPORTUNITIES

The Volunteer Opportunities feature allows you to view your assigned and
scheduled volunteer opportunities, as well as search for available volunteer
opportunities. Should you volunteer for an opportunity that has not yet been entered
in the system for the school, you can enter the opportunity and record time for it so
that the school can be notified and officially enter the opportunity.

VIEW SCHEDULED VOLUNTEER OPPORTUNITIES

1. From My Student, click the Volunteer icon.

2. The Volunteer Opportunities page displays, showing your scheduled and

completed volunteer opportunities.

Click in the column headers to change the sort order of opportunities that

display (for example, click the Start Date/Time column to sort

opportunities from newest to oldest or vice versa).

4. Click the School Year header to filter your volunteer opportunities by
school year.

w

Volunteer Opportunities

Chick the Search cr School Year header link to further filter opportunities. Update Hours and Notes by diciking = the grid cell, Check the
View Detads, Upload Attachments cor Delete an opportunity, chck the Information icon (i) mext to the Opportunity name,

i

er wr BSM ooanul qm
Start End Date/ Wait
MM&MV& Date/Time T List Hours  Notes
'o' Weed ficwer beds 5/8/2010 9:00 5/8/2010 No )
A J) AM 12100 M
ovCNae!onz Schoot Dance 8/28/2010 8/28/2010 No 5.00 Chapercoe
] 5:30 PM 10:30 oM
|°,sooc Bark A 11/20/2010  11/23/2010 o 500
9:00 AM 330 M
J\o New Oppertunty 20:0-2011 Macellanecus S Xaver 7/2011 9:00 325/2018 Yes 4.00 1 would tke
. el \| PP g Anstt=l g et N M M \
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5. Click the Information icon and select View Details to view information
about a volunteer opportunity.

6. Select Upload Attachment to send the school an attachment pertaining to
a scheduled volunteer opportunity.

Volunteer Opportunities

the Search or School Year header link to further filter opportunities. Update Hours a
Details, Upload Attachments or Delete an opportunity, click the Information icon (i)

Search Opportunities ) Report Opportunty [JSave (@) Concel = Print

Opportunity School Year Category Organization :?t: /
m Weed flower beds 2009 - 2010 Yard Work St Xavier 5/8/20
AM
Vi 9 e 2010-2011 Outside St. Xavier 8728/
o %" -~ Organizaitons 5:30
Delete 2010-2011 Outside Amencan Red 11/20/20

Organizaitons Cross 9:00

Upload Attachment | J5410.2011 Miscellaneous St. Xavier 1/7/2011

Delete Attachment

2010-2011 Miscellanecus St. Xavier 3/10/2

. 201 }V% ’tgseofﬁ

EDIT SCHEDULED VOLUNTEER OPPORTUNITIES

1. From My Student Volunteer, click directly in the Hours column for an
opportunity.

2. Enter the updated number of hours.

3. If necessary, you can also select the Completed check box to indicate
you have completed the opportunity.

4. Click the Save link to update.

#£nd Date/  Wait

List Hours  Notes Completed
zzafzum Ne 0 ]
o o —
<8201 Yes ( Woluntesr signed up for this event through the cahnd
30 PM . *
2/2010 No 5.00 Chaperone needed [w] i
,\.;-'.'30 PM
2372010 | Ne 5.00 il
30 FM
_,ﬁE}'Mll Yas 4.00 I would like to veluntesr, but need to lsave by 10 AM | | [
“ogs oM *
A30/2011 Ne O O
{‘j{:af:nu Ne 0 =
th | \
.00 Total Wait List: 7.00  Total Completed : 5.0 @cancet S Prnt
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SEARCH VOLUNTEER OPPORTUNITIES

1. From My Student Volunteer, click the Search Opportunities link.

Training Tips
& Notes

’ Student s Attend Profi

Volunteer Opportunltlos
a&mm«wvwmu*wmmwmumnmwmwmnmgwd
223 Attachments or Delete an opp y, chick the Infe jon icon (i) next to the Opportunity name.
' — Start End Date/  Wait Ry
Cat o
tunity School Year gory 9 S : Lt Mours Nowl
lower beds 12009 - 2010 Yard Work St Xavier $/8/2010 9:00 5/8/2010 No 0
| am 12:00 PM
ione School Dance 2010-2011 Outside St. Xavier 8/28/2010 8/28/2010 No 5.00 Cha|
Organzatons 5:30 PM 10:30 PM
Assistance  2010-2011 Outside Amenican Red 11/20/2010  11/23/2010 No 5.00
Organizaitons Cross $9:00 AM 3:30 PM
portundty 2010-2011 Miscellanecus St. Xavier 1/7/2011 9:00 3/25/2011 Yes £.00 1
AM 2:45 PM
Helpers 2010-2011 Miscellanecus St. Xavier 3/10/2011 4/30/2011 Ne

_%2\ 2010-2?.11,‘\1‘?6}& “Wl 4!23!20’ J\M

2. The Search Opportunities window displays opportunities for your
selected studentodés school and current school yea

3. To enter additional filters for a search, select School (if you are
associated to more than one school), School Year, and Date.

4. Click the View Details icon to view details for an opportunity.

) epon Cpponanty
Ohck tha Opportenty bnk £ select an coportundy. Click the View Detads on 80 view the detads of the cpportunty,

Start €nd Date/ 9 View  Scheduh
Date/Thme  Time Ruac. | Schadulad |}y 1o Details  Opportunity
Drocese Gacden Diccese Office Vi1 42w 0 2 ° & v ~ |
| Daycare Melpers M S Xever ¥16/2018 4/30/201% L] i 0 | &8 ‘
Party Parerts S0 Xaver ¥y 4/30/2018 7 (-] 0 { =
RS, . Seder v wmans 10 ' ° @ 9
I wasiaon ~
| ~ y P39 Xaver 5:00 AM 2:45 Pu : > 2 s
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SCHEDULE VOLUNTEER OPPORTUNITY

TIP: All volunteers are added to the schedule or wait list in the order of sign up. Training Tips
If a volunteer opportunity has reached the maximum number of volunteers, you will & Notes

be placed on the waiting list. You can move to the list of scheduled volunteers if the
maximum number of volunteers is increased or if a volunteer is removed from the
scheduled volunteer list.

If you are on the list of scheduled volunteers and the maximum number of
volunteers is decreased to a number less than your sign up number, you will be
moved to the waiting list in the order in which you signed up for the event.

There are two places where you can schedule a volunteer opportunity.

Schedule an Opportunity from the Search Opportunities window (after clicking
the Search opportunity link):

1. Click the Schedule Opportunity check box to schedule an opportunity for
the maximum hours listed.
a. Click the Save link to update.

Search Opporteonties

Purther fiter 0000MuADed by seladtng Sohodl, SOnoel Year, and Date, To regant howrs for an So0aruntty Aot found »
e saarch, chik tha Regort Opportundty bk
<t | The Acatemwy of St Xaver
Schook Year © 2015-2011

Dwte 1

Totsd g
) opon Ogeomanny
Chck e Oppartunty bk 85 select an opportunty. Clak the View Detals <on 20 view the detals of the cpportunty.

Start tnd Date/
Date/Time  Time ot

Vi1 2801 w0

vivaan A L]
Mwaon 4 n
yvaon Swan 10

e vavan

3
B0 Am 343 Pu

2. Click the Opportunity name link (as shown above) to enter a specific
number of hours for the opportunity.

a. The Hours Opportunity window displays.

b. Enter the number of hours for the opportunity and, if necessary,
Notes.

c. Click the Upload link to attach a document to your volunteer
information.

d. Select the Completed check box if you have completed the
volunteer opportunity.

e. Click the Save link to update.
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Hours Opportunity

Enter volunteer informaticn. Click the Save link to update.
Note: By clicking Save you are either agreeing to be scheduled for this
opportunity or updating this previously scheduled opportunity.

Opportunity: Pancake Breakfast Cleanup
+ Hours: 2

Notes: 1 am signing up for 2 hours, but I can stay
later if needed.

REPORT VOLUNTEER OPPORTUNITY

This feature allows you to record hours for a Volunteer Opportunity you have
completed but are unable to locate in the system using the Search Opportunities
feature. You will have the ability to record hours, add notes, and attach files as
necessary.

TIP: This feature should be used only when your volunteer event is not found when
using the Search Opportunities feature.

Volunteer opportunities entered into the system using this feature can be seen only
by school staff members and will not be available to other users to search. The
school must create the opportunity for it to be available to other users.

1. From My Student Volunteer, click the Report Opportunity link.
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2L 2.2

Volunteer Opportunities {

Click the Search or School Year header link to further filter opportunities. Update Hours and Notes

View Details, Upload Attach ete an opportunity, click the Information icon (1) next
Q Search Opportunities Save O Cancel =) Print
\ Start End Date /¢
nity School Year Category Organization Date/Time | Time ‘
er beds 2009 - 2010 Yard Work St. Xavier 5/8/2010 9:00 5/8/2010
AM 12:00 PM
ne Scheol Dance 2010-2011 OQutside St Xavier 8/28/2010 8/28/2010
Organizaitons 5:30 PM 10:30 PM
nk Assistance 2010-2011 Outside American Red  11/20/2010 11/23/201

NP SN A Lo LY Sl

2. The Report Opportunity window displays.

Enter information for the opportunity.

4. If necessary, click the Upload link to upload a document for the volunteer
opportunity.

5. Click the Save link to update.

w

Report Dpportunity

Complate the informatson to report and record hours for 8 veluntesr spportunity that
was not found in Search Opportunities. Chck the Save link to update.

| The Acatermy of St Xaner * |

| Spring Flower Sale |
| 2010-2011 M |

| 5%, Xawvier =]
(e, Whoek ol
Help with selling the spring fower bulbs. |
4/15/2011 -

snsizon |5

7:00 AM 2| (3)
e
|(lmpu‘l
i | Mrs. Beagle
o T[T EE N
o
L |
Halped Mrs. Beegle with selling spring
fiowers for our pre-Easter sale.

I
¥
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MESSAGE BOARDS

Message Boards offer a platform for discussion. Based on permissions granted by ‘ Training Tips
the school, users may post message board topics and read and reply to message £ Notes
board topics posted by other users. Users may quote other message board posts
in their own posts and report any inappropriate postings to an administrator. If your
school has set up the Home page to display Message Boards, recent message
board topics display on the Home page.

POST MESSAGE BOARD TOPICS

1. From My Student, click the Message Board icon.

2. The Message Board page displays for the school of the selected
student.

3. If you are associated with more than one school, select school.

4. Click the Message Board Title to view a message board.

e\ﬁ\@\@ n@a)m@; O %

Message Board

m:;mmdwofihumr 'j
HMessage Boards
Can you Dig #?
School Service Club

Fall Fansdraisi

5. The Message Board displays with all of its active topics.
6. Click the Add Topic link to enter a new topic
7. The Message Board Topic - Add window displays.

Message Board
The Academy of St. Xavier

Topic Author Replies  Last Post
Fornea, Shayla Garay, Chris :
Gift Card 1 RO
1 Lards | 2/3/2011 5:03 PM 3/10/2011 3:11 pM
Back|
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8. Enter the Message Board Topic and Message.
9. Enter the Expiration for the Topic. The Expiration date indicates the last

date the topic displays. Training Tips
& Notes

10. Select the Priority Topic check box for the topic to display as the first
topic for the message board.
11. Click the Post link to update.

Message Board Topic

The Academy of St. Xavier
Spring Fundraising
*Title: | Spring Concert Fundraiser

“Message: At this year's spring concert, we want to do a bake sale to raise
money for the school service club.

Expaion ot B0 3

Priority Topic: |

TIP: For message board topics you have created, you can:

e Delete a topic using the Delete icon.

e Close the topic using the Cancel icon. Users cannot post replies to a
closed topic. A closed topic can be re-opened by clicking the Plus icon
that replaces the Cancel icon.

e Report an inappropriate message to an administrator using the Report
(Exclamation) icon. Reported messages are immediately removed from
Message Board to be reviewed by an administrator.
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Message Board

The Academy of St. Xavier Training Tips
Spring Fundraising & Notes

Add Topic
=

Topic Author Replies Last Post

’ Fornea, Shayla Garay, Chris :
1
GiftCards | /212011 5:03 pM 1 3/10/2011 3:21 | B % @

[Back

REPLY TO A MESSAGE BOARD TOPIC

1. From My Student Message Board, click the name of the Topic.

JE=RNCa Y B
i.'mlml\lly Pmﬁh v Msuoo Ramu@& o
Message Board
The Academy of St. Xavier
Spring Fundraising
) Add Topic

Author Replies  Last Post

 Fornea, Shayla Garay, Chris \
42) 5/3/2011 5:03 PM ar10/2011 311 om 1 8 @

2. The topic and all its replies display.

TIP: For a given message board topic, you may do the following, using the icons
shown below:

e Delete or Edit message boards you have created using the Delete or Edit
icons.

e Quote a message board topic in a reply using the Quote icon.

e Report an inappropriate message to an administrator using the Report
(Exclamation) icon. Reported messages are immediately removed from
Message Board to be reviewed by an administrator.

TIP: Privileges for a given message board may vary by message board and by
school.
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Message Board
[Buacke]
| Fornea, Shayia 2/3/3011 503111 PH Tl‘llillillg TII)S
1 think we should move towards selling gift cards im plage of all ather fundraining opticns. & 17\70"’)5
;'G“'l'.. Chris 31073011 3:11:58 PM 1] (=]

I agree with Shayla, Gift Cards are a great idest 1 think they will move misch more qusckiy.

Click the Reply link to enter a topic reply.
The Message Board Reply window displays.
Enter your topic reply.

Click the Post link to update.

o g w

Message Board Reply

The Academy of 5t. Xavier
Spring Fundraising
Gift Cards

*Message:

Sounds great. I will start making some calls to see if we can get some
donations! Can we please enter a volunteer opportunity 50 people can sign up
to help me out?

REPORT A VIOLATION FOR A TOPIC OR REPLY

For any Message Board topic or reply, you can always report a violation to indicate
to a school administrator that a message is inappropriate or offensive.

1. From either a topic or reply, click the Report (Exclamation) icon.

SchoolOne.com, LLC., Copyright 2011 Confidential Page| 22



SIS Guardian and Student Guide

Message Board

The Academy of St. Xavier T"‘:é "’N’,’g TIPS'
Spring Fundraising INotes

) Add Topic
=z
' Topic Author Replies Last Post
: Fornea, Shayla Garay, Chris
Gift Cards | /32011 5:03 PM 37102011 3:11 L) K @

- ]Report Violation |

The Message Board Violation window displays.
Enter the reason for the violation.

Enter Additional Comments, if necessary.

5. Click the Send link to send the violation to the school.

PonN

Note: All violations are immediately removed from message board to be reviewed

by school administrators. A message may be re-posted at the discretion of school
personnel.

Message Board Violation

The Academy of St. Xavier
Spring Fundraising
Gift Cards

Fornea, Shayla 2/3/2011 5:03:11 PM

1 think we should move towards selling gift cards in place of all ather
fundraining options.

*Reason: [ Other * |
Additional Comments
This offends me.
—
SchoolOne.com, LLC., Copyright 2011 Confidential
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REMINDERS & NOTICES

Reminders & Notices allow schools to alert you to important messages. You can Training Tips
view and acknowledge Reminders & Notices right in the system. Once & Notes
administrators add a reminder or notice, the system can send an email message to
all users who must acknowledge the Reminder or Notice. If your school has set up
the Home tab to display Reminders & Notices, you can also see a summary of
new reminders & notices from the Home tab.

ACCESS REMINDERS & NOTICES

1. From My Student, click the Reminders & Notices icon.

2. The Reminders & Notices page displays.

3. By default, all Active Reminders & Notices display. As shown below, you
can filter to a different Reminder & Notice Status: All, Expired or Future.

4. Click in the column headers to change the sort order of files that display.
(For example, click the End Date column to sort reminders/notices from
newest to oldest or vice versa.)

5. Click the View icon to review a Reminder or Notice you have already
acknowledged or click the Edit icon to acknowledge a Reminder or
Notice.

Jn Behalf Of  Reminder/Notice Category End Date  Marked as Read Detal

|fc4v'u cﬁa \ias, Jamce Reminder Heads wp! W2s/2010 @
Feenea, jaray, Cvns Field Tnp Permussion Sip Stucent Records 4/23/2011 11/13/2010 4:35:13 PM ]
,Foﬂ'.u - mw Onns Field Tnp Permussion Shp Student Records 4/23/2011 11/18/2010 4:35:32 PM ]
Fo«rqa Shayls Ledwell, Douglas Return Medical Forms Student Records 4/30/2011 !
EFM“, Shayls Bascom, Dale New Student forms for 2010-2011 Student Records 4/30/2011 11/18/2010 4:35:02 PM é
lrc«v-ea, Shayla Lecwell, Douglas Tution Payments are Due Office Support  4/30/2011 L
%Fem«. Shayla Garay, Chns Parent Participation Heads up! 5/20/2011 2

6. The Reminders and Notices i Read window displays.

7. Click the Attachment and/or Links information to review a
reminder/notice, if applicable.

8. Enter a Note to send along with your acknowledgement, if applicable.

9. After you have reviewed and acknowledged the reminder/notice, select
the Marked as Read check box.

10. Click the Save link to update.
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Reminders and Motices

Training Tips
& Notes

School: The Academy of St. Xavier
School Year: 2010-2011

On Behalf Of: Ledwell, Douglas
Category: Student Records

End Date: 4/30/2011
Reminder/Notice: Return Medical Forms

Description: Please return all Medical Forms, The class that
returns all forms first will receive a pizza party

Attachment: | Behavicr Management pdf |

W.SCNoDIoNEe . COormi

11. Click the View icon from the Reminders & Notices page to review the
reminder/notice after you have acknowledged it.

FILE SHARING

File sharing offers a repository of shared files. This feature stores files of all types,
including images and video. You can search for files using a keyword search, and
your school can elect to display recently shared files from the Home page. Users
who upload files indicate who is allowed to view and download them.

Note: File Sharing user privileges vary by school. Guardians and Students typically
have File Sharing download privileges, and upload privileges are typically reserved
for teachers and school staff.

VIEW SHARED FILES

1. From My Student, click the File Sharing icon.

2. The Download Files page displays.

3. Click in the column headers to change the sort order of files that display.
(For example, click the Start Date column to sort files from newest to
oldest or vice versa.)

4. Enter a keyword and click the Search link to search for a file.

5. Click the File Name to open a file.
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School r7e

28380 9N
Q 4 880 QE“‘““"
| Bumamary | = | B | o R [ | =
ey
Download Files
Hppeadsl  uo @
Fig Mpva iy T Gt Epeidid Sheengd S (Pl e Dete
I“""“-"-"‘-"'""F"'-'""':"""""""':"3'c 5 Word Documees AT TR ROOTOR B Toasum Tald g i Mussom, Waeid Trg Gy, O 3053 I

Raioks dorobst Docomant Vokanbesr ouns QRC for Perecs snd Soadents QAL Violunber Mowns Tioan, Anthorry .56 WL

Bokss horobist Docomant Softesrs Asgursmants Inptop, po, eGuremants, . Gawy, O 2065 ¥yl

BEHAVIOR

Viewyourst udent 6s behavior actions as they
SIS. Your school can also elect to display a summary of recent student Behavior
actions on the Home page.

VIEW BEHAVIOR ACTIONS

1. From My Student, click the Behavior icon.

2. The Behavior page displays with Behavior actions from the current or

most recent school year displayed.

If necessary, select a different school year to view behavior actions.

4. Click in the column headers to change the sort order of actions that
display (for example, click the Start Date column to sort behavior actions
from newest to oldest or vice versa).

5. Click the View icon to view a behavior action.

L2o2ans. 0

e | e[ 2 @ ‘“""“D"l”"l.w

w

th ki 1o varw Debavice.

d Name » 1 Action  Start Date  End Date  Duraties (In Days)  Incdent Date
f 20100738y LNOM Lunch Dargticn  OMender Referral  7/30/2010  7/30/2010 © TR0
1 201100104 Talx Taliorg Oender Dement  3/10/2011 Vio201t 0 Nivaon

My ACCOUNT

My Account allows you to change your SIS password as well as establish your
Security Profile so that you can reset your password should you forget it.

You can also sign up for SIS Event Notifications from My Account.SIS Event
Notifications send email alerts to guardians and students about school and student
events such as announcements, volunteer opportunities, and student grade
information.
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CHANGE PASSWORD

1. From My Student, click the My Account icon.
2. When the My Account menu displays, select Change Password.
3. The Change Password page displays.
4. Enter your Current Password, New Password, and Confirm your new
password.
5. Click the Save link to update.
|

& TN 5 AR Y
efg2En 2. 0 o(B)

Change Password ‘ j
Enter the current and new password, Click the Save link to update,
* Conrent Password! suseneee ]
* New Pasyword: CCTTT TR ]

@:‘m‘![ccoouuu |
Cancel

Training Tips
& Notes

Password

SECURITY PROFILE

Add your security profile question so that you can reset your password should you
forget it.

1. From My Student My Account, select Security Profile.

2. The Security Profile page displays.

3. Select Security Question of your choice and enter an Answer.
4. Click the Save link to update.

Qf &z nn 2.0, 0

|a—u| eihe nl""""""'||!--||||'u|i|--
Security Profile
Chosde 8 SeCunly Gueston fram the dopdoan, Type The Snsser i The Text boa. Tre atdwer Al Be & Maremum of S chars ey Ik 1o el

- mml'w-.mmmm nama?

- C | Zecar atgn
6y~
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EVENT NOTIFICATIONS

Event Notifications apply to every school with which you are associated. To sign Training Tips
up for event natifications, you must confirm your email address and select the & Notes
events for which you want to receive notifications and how often you want to

receive them.

For each notification you add, you can select a Twice Daily Summary, Daily
Summary, or Weekly Summary of notifications. All summary notification items are
delivered in one email message per Day or Week, based on your specifications.

Note: All notifications sent to users based on the last information saved. Should a
user enter data erroneously, but correct the error after the message has already
sent, the updated data will be delivered with the next notification message.

The Following Event Notification types are available:

e Announcements: New school announcements.

e Attendance: Absent: Notification that a student has a school absence for
Daily or Class Attendance.

e Attendance: Tardy: Notification that a student is marked as tardy for
Daily or Class attendance.

e Behavior: Notification that a student is involved in a behavior action.

e Calendar: New & Updates: Notification that an event has been added to
one of your associated calendars.

e Emergency Alert: Notification that the school has issued an emergency
alert. All users who sign up for Event Notifications receive Emergency
Alerts. The system sends Emergency Alerts in individual email messages
that are sent immediately, as needed.

e File Sharing: Notification that a file has been shared.

e Grades Below Threshold: Notificaton t hat a studentdés class averag
equal to or less than the grade threshold set by the school.

e Grades: Newly Posted: Notification that a new assignment grade has
posted for a student.

e Message Board Posts: Notification that a new message board topic or
reply has posted for an associated message board.

e Missing Assignments: Notification that a student has a missing

assignment.

e Reminders & Notices: Notification that you have been sent a reminder or
notice.

e Report Card: Notificationthatastud e nt 6 s rdégs beert marked
official.

e Volunteer Opportunities: Notification of the availability of a new
volunteer opportunity.
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SIGN UP FOR EVENT NOTIFICATIONS

1. From My Student, My Account, select Event Notifications. Training Tips
2. The Event Notifications page displays. £ Notes
3. Enter your preferred email address and select Message Format. i

Note: Email Notifications cannot be received until your email address is verified by
clicking the link included in the Event Notification introductory email.

4. Select the Receive Notification check box to receive a Natification.
5. Select Delivery Frequency for each Natification you select.
6. Click the Save link to update.

o|m\gx@ @J’I X

l Board
Event Notifications g
Ertter an Email Address. Select Nobfications and Deivery Frequency. Click the Save bak to update. : @
* Emal Address: | yfornes Bachoolone, test J
* Message Format: | HTML M|
Vetified: No

Event Receive Notification  Delivery Frequency
Arnouncements v Daily Summary >
Arendance: Absent < | Weeldy Summacy . v |
Attendance: Tardy v Daily Summary =)
Bahpvice v Twse Duily Summary. = |
Calendar: New & Updates |/ | Twice Daily Summary ~ |
Emargency Alert
Fle Shanng 4 | Weekdy SUmmBey %)
Grades Below Theeshold /] (Twice Daily Sumamary_~ |
Grades: Newly Posted | (Dol Sumeaary,,x.)
Message Board Posts < | Daily Summary =)
Missing Assignments 4] (Weekdy Summary .~
Reminders & Notces v | Weekdy Summary >J
Regort Card &4 Redly.Sumeery.....v. }

7 [ Weekdy Summary |

7. Upon clicking Save, a dialogue box displays reminding you to verify your
email address. Click the OK button.

Plesse robs that an emal wll be sant b the address you enberad, You must cick the ink. contsined veithin Ehat amal to verlfy your amal sddness, Fou vl ok
werified.

recetve event notificstions untl your emal sddress has bean

D

8. The Event Notifications page displays once again. If notifications have
been successfully updated, an fAEven Notificatio
displays.

Note: Should you change your Event Notifications email address, you must verify
each updated email address.
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Event Notifications

Enter an Email Address. Select Notifications and Delivery Frequency. Click the Save link to,

+ Email Address: |sfornea@schoolone.test

o

* Message Format: iHTML

Announcements
Attendance: Absent
‘Attendance: Tardy
Behavior

OO00&

Event Receive Motification

Delivery Freguency
[Dnily Summary b

J
J

[.Selncx

[ Select -
[ Select b

s ¥ Y

J
o I - N - P

9. Moments later, you will receive an email message from
verification@schoolone.net.
10. Click the link contained within the email to verify your email address.

TIP: To ensure you will receive all notifications, add verification@schoolone.net
to your email address book.

11. Upon clicking the link within your verification email, you will go directly to
the SchoolOne SIS.

12. Log into the system and navigate to Event Notifications to confirm that
your email address has been verified.

Event Notifications
Enter an Email Address. Select Motifications and Delivery Frequency. Click the Save link I:o‘

+ Email Address: |sfornea@schoolone.test

r

* Message Format: HTML
¥ ﬁ

Verified: es
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CALENDAR
Calendar allows you to view school and personal events. The system supports Training Tips
multiple calendar types, which support both system and user-generated events. & Notes

e Class Calendar: displays all class events including assignments and
other events created by the teacher.

e Groups Calendar: displays all group events created by group members.

e Personal: displays all events associated with the user, plus any personal
events created by the user.

e School Calendar: displays all school events, holidays, non-attendance
days, school start/end dates, etc.

e Test Calendar: displays all school and relevant state testing.

e Volunteer Calendar: displays all volunteer opportunities.

Filter your calendar to display only the types you prefer to view. Calendars support
multiple views: by Day, Week, or Month.

You can also add events to your calendar based on security permissions granted
by your school. Set up alerts so that the system sends you an event reminder
email. You can also export your SIS calendar to outside calendars such as iCal
and Microsoft Outlook.

VIEW CALENDAR

1. From My Student, click the Calendar icon.

2. In a separate window, your calendar displays with the current month
view displayed.

3. If you are associated to more than one school, select a school to view
the calendar for that school.

Schaol 1 Thes Ak of 5. Ko ﬁ 1

Catensg: [ il ] Tesi E Grops T Pl
Diy Wtk | Meatih

[l class  [F] Perssnad [ Wolmtess

= NOVEMEBER 2010 = 1
AUHDAY MOMORY TUERDAY WEDHE DAY THREADAY ‘IIDI

£ I ) 1 ] [

AV Help Taadribads iV sl Diatiibins . Wi Help Diatibas AVl Help Ty Baata . 193 Wl Dinteibane .. U} Ml Dias
A WE Pl Py sdairng... V¥ Fall Fumic sis .. AW} Tl Pl s i) AV Fall Pl sl 1 Fall Fuimydhe s ... VW) Fall Fumnchi

w. rx-r-x#-—u.r“-.,fn_*\ b B P

4. Click the Day, Week, or Month icons to select your preferred calendar
view.

Month View

5. By default, month view displays when you first access calendar. Events
for all calendar types display.
6. Click the arrow links to scroll through past or future months.
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y .\M.,\.vq
—

>
v ~ > mesmees 5 -
¢ i | Matnm Gy
‘)) Day  Wesk | Month Export 4
Lx
< MARCH2011 /7 5
{ WEONESDAY FRIDAY SATURDATE
.é) 2 3 4 5 L 1
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Day View

1. When viewing the day view of a calendar, click the arrows for the
calendar thumbnails to scroll through previous or future months.
2. For any month, click on the date to view the calendar events for that

date.
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Week View

1. When viewing the week view of a calendar, click the arrows for the
weeks to scroll through future or past weeks.

2. Click the arrows for the calendar thumbnails to scroll through past or
future months.
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3. For any month, click on the date to view the calendar events for that
date.
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4. From any calendar view, click directly on a volunteer opportunity link to
view details of the opportunity.
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(V) Hew Opportunity
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¥
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>
Qg;, 9 10 "
o
‘SPE As.. (C) at: test? Due (S) Another Test Sch... (C) at: test 3 Due
N PE Ass... (C) Classwork: At A, (C) at: test 1 Due (C) Classwork: Relig...
ieakfas... (C) Classwork: Art A, (C) Classwork: PE As... (V) Daycare Helpers
/ﬁl Ass.. (V) Pancake Breakfas... (V) Daycare Helpers (V) Diocese Garden
#Auim... (V) Pty Parents (V) Diocese Garden (C) Homework: Art As...
More... More... More..,

5. When viewing a Volunteer Calendar item, you can sign up for the
opportunity directly from the Calendar, by clicking the Sign Up link, as
shown below.
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Tuesday. August 31, 2010

& m':ﬁ Edit jf) Delete

Event: Help Distribute mumunm

Calendar: Voluntesr
Description: Help with lunch distribation and after lunch cleanup
Start Time: 1108 AM

W = o

CALENDAR FILTERS

1. From any calendar view, select or unselect the check boxes next to the
calendar types to view or hide any type.

* Sehool: Imwus&.m ~ ‘

V] School  [7] Test ] Groups
¥l cass  [4] Personal Volunteer

PRIL 2

SUNDAY MONDAY TUESDAY WEDNESDAY

2. Click the Filter link to set up filters that allow you to see events only for
students and groups that you select. You can save these selections to
filter each time you view your calendar.

* Sehool: |mm«s.m ~ ‘

] Schoot  [7] Test ] Groups
Wl cass  [¥] Personal Volunteer

e
il

SUNDAY MONDAY TUESDAY
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The Calendar Filters page opens in a separate window.

4. From the Student header, select the students for whom your calendar will
display. Training Tips

5. From the Class header, using the Add/Remove buttons, select the £ Notes

classes for which your calendar will display events

w

TIP: You can filter Classes by selecting a Course from the dropdown.

Calendar Filters T Save Fiter Selections As Defaus
Student:

F an

W Ackert Jusin ¥ Fomea, Coy

Class:

Avaladio Classes: Selecied Classes:
AR08 Am B Orate 32

SPELLOE Soaing G Grase 182

o \*d%_'\\-’, J‘- R NP o R ¥ W D

6. From the Groups header, select the check box next to the user group
name to search for user groups.

7. Click the Search link.

8. When user groups display in the Available Groups box, using the
Add/Remove buttons, select the user groups for which your calendar will
display events.

E il B O i i P e e - A N g P e s
o o NP o e— L T W ! -
Graups: g o =

B System ¥ Pubdie
= Privaie [ Creased By Bl

Aw il Gl

B Gende Safvaoh Cb Ueben -~
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&1 S

A §5h Grade ART-00_08_3010-3011_Goardens

& B Grase_SATS8 0820102011 Steserm

Saniezal Taam

Tl & G T

Oriese § Sudests

migpmgrngem ME_ R I 102011 sy

smarem_HE_ R _3EA0-2011_Owardass

T HE_ R JT10-301 1 sty -

B sece B Corees

9. Atthe top of the page, select the Save Selections as Default check box
to save your filter selections to display each time you access calendar.
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Calendar Filters
Student:

W an

W Acken, Justin

Clazs:

School ; The scademy of 51 Kavier
Course: | Seest >
Avalabie Classes;

ﬂ ¥ Save Filter Selections As Detsult -

¥ Formea, Coy

Selected Classes:

ART-0E Am Eth Girade 08

st ﬂ*‘**iﬂ'rw“‘

10. Click the Save link at the bottom of the page to update your filter

selections.
- - oam il T o B Fi
P A LU e i I s 1\ i
Link : Immm
Link Display Text : ]a:rudcm
Attachment ; | Browze, HB upload

oo

ADD CALENDAR EVENT AND REMINDER

1. From My Student i Calendar, click the Add Event link.

-{f- - Ve
5 : I I
= o
=] Month g H
k-
2
ETHURSDAY FRIDAY SATURDAY
/,.-‘
H";v 3 5
}:ake Breakfas... Vi Pancake Breakfas... (V) Pancake Breakfas...
‘w Opportunity {S)testTest (V) New Opportunity
(V) Hew Opportunity (V) Help Distribute ...

b Distribute ...
p

(V) Help istribute ...
",

.;\

o e b s P

2. The Calendar Event window displays.
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3. Enter information for your event.
4. You can also click the Reminder link to set up a reminder for the event.

Calendar Event
Erter calsndar avant indormation, Chok the Sane lnk o updabe
* Calendar Type : | Persana v
* Event Title @ Cony's doctor apporiment
* Event Date: I - @
Description : Take cory for her annusl check up

5. The Event Reminder page displays in a separate window.

6. Select the Private check box to send an email reminder to yourself. If you
remove the Private check mark, a reminder will be sent to all users
associated with the event.

7. From the dropdown field, select how much time in advance of the event
the notification must be sent.

8. Click the Save link to update.

9. You can also enter a link to an outside webpage. Enter Link and Link
display text.

TIP: Link Display Text is the text that displays in place of the web URL entered.
This text is a hyperlink to the URL.

10. Click the Browse button to search for a document to attach to the event.
11. Click the Upload button to attach the selected document.

TIP: You can also access your attachment directly from the calendar event.

12. Click the Save link to update.
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