Table of Contents

INEFOAUCTION ... 1
EdliN€ QUICKSYNC ....coiiiiiiiiiiiiiiieieeeeee ettt eeeeeeees 3
BefOre YOU BEOIN .. ..o e e e e e e e e aaaraaa 3
Activate your School’'s EdIINe ACCOUNT ........ccooeeiiiiieeee 3

S (0L =T o1 [0 [T a1 1= £ PP PPPPPPPPPPPP 3
Changing the GradeQuick Student ID...........ccooviiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeee e 4
Alternate Grade Level Field.........ooooi e, 5
Alternate Staff DeSIGNAtION.........coooiiieeeeee e 5
The Edline QUICKSYNC SCrEEN ......ccoiiiieiie e e e 5
Selected SChOOI ANA YEAI........civiiiiiiei et e e et e e e e e e eeeaenes 6

S (0L [T o £ PR 6

S = 1 PR 7

(@ oS L PR 7
SCREAUIES ... et e e e e e e e et e e e e e e e eeaannnn 7

(@ 0] 10T 0 FS3H 1Y/ [T o T SO 8
SeleCt Grade FIeld ..........i i 8
Select Staff Code FIeld ......oooiiiiiiiiiiiiiiiiieeeeee e 9
VIEW LOG FIle .. 9
The INItial UPIOAd ......cooeeeeeeeeee e e e e e e e e e e e 11
Updating Information for the Current School Year .........ccccccovviiiiiiiiiiiiiieeee 13
Updating Information for the New School Year ..........cccooovviiiiiiiiii i 15
oI TC I =T oTo] 4 (=T PR RURPPPRPPPP 19
BefOre YOU BEOIN ... oot e e e e e e e aanan 19

Y 01T 0F= 1[0 o - PSSP 20
Setting Permissions (Enabling REPOIS)..........uuuiiiiiiiiiiiiiiiiie e eeeeeeeiee e e e e eeeenns 20
REPOI ParamMeEterS ... ..ot e e 21
Y= o [T T =] oo 1 £ 33
SEIECE STUAEBNTS ...ttt e e e e e e et e e e e e e eeeenees 33
Select the Report(S) t0 SENA .........uuuiiii e e e e e e eaeees 33
Send ReportsS 10 EAIING ... 34
Edline Course ReqUEST FEALUIE ...........uuiiiii e e e e e e e e e eeennes 35
BefOre YOU BEOIN ...ttt e e e e e e e et e e e e e eeaeee 37
Step 1) Upload the Course Catalog............uuuiiiiiieeiiiiiiiiiie e e 37
Step 2) View the Course Catalog .........ooeveuiiiiiiiiieeeeeeeeiii e 39
Step 3) Enable Course Request Submission for Students ..............covvcieiieeieeieeeeennnns 40
Step 4) Students Submit CoUrse REQUESES .......cooeiiiiiiiiiiiiiie e 41
Step 5) Disable the Course Request Feature............oouuvviiiie i 43
Step 6) Download Course REQUESTS .......ccuuuuiiiiiiieeiieiiiiiie et 43
Step 7) IMpPort CoUrSE REQUESTS .....cccceieieeeeiiiiie et e e e e e e e e e e eennaan s 45
Step 8) Clear the Course Catalog........oovvveiiiiiiiieeee e 46

Printed: March 2004






Introduction

The Administrator's Plus/Edline Interface allows you to create and maintain your Edline site from
student, staff and class information stored in Administrator's Plus. Edline QuickSync populates your
school’s Edline site with new users and their classes. Throughout the school year, use Edline Reporter
to send student reports based on the most recent information stored in Administrator's Plus. The new
Edline Course Request feature allows students to submit course requests to Administrator's Plus while
logged on to their Edline accounts. For schools using GradeQuick, the Administrator's Plus/Edline
Interface always uses the GradeQuick student identifier so that teachers can send reports from their
grade books to Edline throughout the school year. Please refer to the Site License Notebook for

information about activating and using the GradeQuick/Edline Interface.

Edline QuickSync sends student and staff names to Edline, so that student, parent and staff accounts
can be created and updated throughout the school year. QuickSync also sends your school’s course
section information, and student schedules, so that teachers and students can view their schedules

online.

Edline Reporter allows you to send numerous reports to Edline throughout the school year. Student
demographic information, schedules, transcripts, attendance, billing and discipline reports can all be
sent via Edline Reporter. These reports can be accessed by students, parents & teachers while logged

on to their Edline accounts.

The Administrator's Plus/Edline Course Request feature allows you to upload your school’s course
catalog so that students can submit course requests via Edline. Course requests submitted at Edline can
then be downloaded into Administrator’s Plus and used to build your school’s master schedule. After
importing students’ course requests, building the master schedule, and scheduling all students into
course sections, use QuickSync to send the class and schedule information for the new school year to
Edline.






Edline QuickSync

Edline QuickSync allows you to create initial Edline accounts for students, parents and teachers
as well as upload class and schedule information stored in Administrator's Plus. The Edline
QuickSync Screen provides you with the flexibility to update all the information at once, or only
the information that has changed since the previous upload. For example, you can send the
names of all of your students, just those students in selected grades, or individual students who
have just enrolled at your school. When updating information throughout the school year, Edline
will compare the current information to the new information and give you the option to preview
and delete old users, classes and/or schedules. This feature makes it easy to keep your Edline

site up-to-date.
Before you Begin

The person in charge of setting up and maintaining the Administrator's Plus/GradeQuick/Edline
interface should review this section before sending information to Edline. It includes information on
setting up your Edline site, using the correct student identifier for compatibility with both GradeQuick

and Edline and customizing staff and student grade level information you send to Edline.
Activate your School’s Edline Account

You should have received a “Welcome to Edline” e-mail containing your school’s activation code and
initial setup instructions. You must activate your Edline school and set a Super User screen name and

password before using Edline QuickSync.
Student Identifiers

Before sending rosters to GradeQuick for the new school year, it is imperative that you change your
GradeQuick student identifier to the Unique ID. Edline QuickSync will always use the same student
identifier for both GradeQuick and Edline so that information can be sent to Edline from both
Administrator's Plus and GradeQuick. Early versions of Administrator's Plus always used the
Administrator's Plus ID number as the key field for GradeQuick and Edline. You now have the option
of using either the Administrator's Plus ID number or Unique ID. An advantage of using the Unique
ID number is that it stays with students for their entire career, allowing users to maintain one Edline
account for as long as they attend your school. Therefore, it is recommended that the Unique ID is

used as the key field for both programs.



Changing the GradeQuick Student ID

IMPORTANT: If your school has not assigned a school prefix for Unique ID numbers you
must do so before sending GradeQuick rosters or the initial upload to Edline. To verify that
your school is using a unique ID prefix, click File 2Customize 5Unique 1D Numbering
Options and check Specification #1. If this specification is set to “NO”, please call Rediker
Software technical support at 1-800-882-2994 before sending information to GradeQuick or
Edline.

The GradeQuick Student Identifier can be changed inside the GradeQuick Specifications page of the
SOS Interface Options. To access the SOS Interface Options screen, click File = Customize =SOS

I nte rface O pti 0 nS . ?_: Specifications: Grade Quick Options 5‘

SPECIFICATIONS: GRADE QUICK OPTIONS

[0 Locstenorne cawmoows roiser | R

[2) Location of GaMaciGasystem folderr | _u

[3) Location of the SKILLS to GQ folder? !
PageT (& Use viich Stugentioz |

ADMIN PLUS 1D

Set GQ Fields | Create ITP File | Defaulls |

ENTER SPECIFICATION # TO CHANGE

| GRADE QUICK (GRADE BOOK SOF TWARE):
| 6) UPDATE HOMEROOMS/ROSTERS ON EXIT?

ﬁ' Specifications: Interface Specifications

1) ACTIVE INTERFACE YEAR?

CAFE TERMINAL (CAFETERIA SOFTWARE):

2) AUTO UPDATE TO CAFE TERMINAL?
3} AUTO UPDATE FOLDER?

SNAP (SCHOOL NURSE SOFTWARE):

4) AUTO UPDATE TO SNAP?
Done |

5} AUTO UPDATE FOLDER?

T} AUTO UPDATE FOLDER? RARSHARTOGO

Next to “GradeQuick (Grade Book Software), click the Specifications button. The Specifications
GradeQuick Options screen will appear. The Student Identifier for GradeQuick and Edline is
controlled by Specification 4) “Use Which Student ID?”.

WARNING: You should only change this setting in between school years while the interfaces are
not active. If you previously sent students to Edline using the Administrator's Plus ID number, (2-
digit grade level + 3-digit Record Number), you must perform a one-time conversion of Edline
student account numbers from the Administrator's Plus ID to the Unique number. For assistance
with the conversion of Edline student IDs, please call Rediker Software Technical Support at 1-800-
882-2994.



Alternate Grade Level Field

Normally, the information sent with each student includes their Administrator's Plus grade level
(e.g. Grade 12). Some schools create alternate grade levels (e.g., Grade 22) for the purpose of
grouping students from various grade levels, such as Special Education students. If your school
has one or more alternate grade levels, and you wish to display the true grade level for these
students at Edline, you must store the actual grade level in a database field and select that field in

the Edline QuickSync Options (see Select Grade Field on page 8).

Alternate Staff Designation

Normally, all staff members are sent to Edline as Teacher users. To send specific staff members
as Non-Teaching Staff or Administrators, you must first set up a field in the Data Base in which
to store the appropriate code for these staff members. Enter a code of “A” for Administrator, or
“E” for Non-teaching staff. For all other staff, this field should be left blank. Before uploading
staff members to Edline, select this field in the Edline QuickSync Options (see Select Staff Code
Field on page 9.

The Edline QuickSync Screen

¥ Edline QuickSync =10 x|
Options
] ] e . werzion 1.2.3
To access the Edline QuickSync screen, from | Redikar Sofiware
Select the items to send to Edline
the Administrator's Plus menu bar, click Tools REDIKER ACADEMY 2004-05 on Drive C
E>Ed||ne E> QUICkSynC The Ed“ne p STUDENTS I,&lIStuden[s j Start Grade IS VI
QuickSync Screen will appear. I with Schedules gniracany12 N
[V STAFF f &l Staff =l

¥ CLASSES - All courses and sections.

[¥ SCHEDULES I.&II Students j Start Grade IS VI

End Grade |12

Change School | { Update How | Exit |




Selected School and Year

The currently selected school and school year is
displayed at the top of the Edline QuickSync
screen. To change the school or year, click the
Change School button. The following screen will

appear:

This screen will be most useful for district
administrators who are responsible for updating the
Edline sites for all the schools in the district. It
allows you to select any school and school-year on

any accessible mapped drive.

Students

To send student names to Edline, click the checkbox beside Students. The dropdown list to the

right allows you to select whether to send All Students or just Selected Students. When you

choose All Students, the program will send all active students in the grades selected in the Start

Grade and End Grade dropdown lists.

When you choose Selected Students, as shown below, the Start Grade and End Grade dropdowns

are replaced by a Select button and an empty list box.

Selected Students

[ STUDENTS

[ with Schedules Select |

Rediker Software
Student I.ookup

1D _Name
ABEOQOTT; JEREMIAH

Clicking the Select button will display the Student Lookup
(shown right). When the lookup first opens, the students are

11059 ADAMSI; KEITH

09034 ALBRECHT; CREED
12002 ALBRECHT; KATHE
12069 ALLEN; CHRISTINE
12040 ALLEN; JE3SIE
10099 ALMLCWV; ERIE
10100 AMEIEA; ANN

sorted by name. To sort the list by grade and ID number, click 12030  BAIRD; CATHRINE

the ID button at the top of the lookup screen.

To Select an individual student, type the first few letters of the

student's last name. When the blue selection bar is
highlighting the desired student, press Enter or click OK.

11055 BAITLER; RACHAEL
0o0a3 BAKER; ANDT
11021 BAKER; EDWAERD
12086 BALDWIN; MISSE

To search, hegin typing a Name

'ﬁl’ Edline QuickSync 1 ﬂ
Rediker Solftware
Select School and Year
Select Odyssey Data Drive I[;; vI
[uzually a network drivel
Select School
|REDIKER ACADEMY |
Select Current Year 2004-05 g
Ok | Cancel |
“® Edline QuickSync =




To select multiple students, you can use the mouse together with the SHIFT key to select a block
of consecutive names. To select non-consecutive names, use the mouse with the CTRL key.

The student(s) you select will be displayed in the list box.

When sending selected students, you have the option to include the student’s schedule by placing
a check in the box labeled “with Schedules”. When sending all students, choosing to send the
students “with Schedules” is the same as sending all students and all schedules separately (see
Schedules on page 7).

CAMPBELL; SAMANTHA
CASAVOLA: JASON
COLLING: HEATHER =)

¥ STUDENTS Selected Students  ¥|  [ADAMS: ERICA -

[ with 5chedules

Staff

To send active staff names to Edline, click the checkbox beside Staff. The dropdown list beside
the checkbox allows you to select whether to send All Staff or Selected Staff. If you wish to send
Non-Teaching Staff or Administrators, see page 5.

Classes

To send all of your classes to Edline, click the checkbox beside Classes. This option will send

all sections of all courses that have a teacher assigned to them.
Schedules

To send the student schedules to Edline, click the checkbox beside Schedules. The dropdown
list beside the checkbox allows you to choose whether to send the schedules of All Students or
just Selected Students. When you choose All Students, the program will send the schedules of all
active students within the grades selected in the Start Grade and End Grade dropdown lists.
When you choose Selected Students, the Student Lookup will appear. All classes in the selected
students' schedules will be sent, except studies and sections to which no staff member has been

assigned.



Options Menu

The Options menu allows you to select an alternate grade level field for special categories of
students not stored in their actual Administrator's Plus grade level. You can also identify a
database field used to store staff designations, change your “Check for Internet Connection”

setting and view the Edline QuickSync log.
Select Grade Field

Normally, the information sent with each student includes their Administrator's Plus grade level
(e.g. Grade 12). Some schools, however, create extra grade levels (e.g. Grade 22) for the
purpose of grouping students of diverse grade levels, such as Special Education students. If your
school has one or more extra grades, you can store these students’ true grade levels in a Data
Base field (e.g. SPEC ED GRADE) and select that field in the Lookup displayed below. (For all
other students, this field should be left blank.)

“¥ Edline Quick Sync

|:2_e::ii-‘.,:.=r Sofeware

Select Data Base Field For Grade

'ﬂ' Edline QuickSync

Normally, the information exported with each student includes

Opkions their Administrator's Plus grade. [eg. Grade 12)

Seleck Grade Field k I: If. however, you have some szpecial grades which include
. &l students at a variety of grade levels. you can store their true
Select Staff Code Field g grade levels in a Data Baze field and select that field here.

Check Faor Internet Connection Before Update For all other students, this field should be left blank.

Wiew Log File

N- RUBELLA -
W STUDENTS All Studerits =] sk N: T D VACC
N: TETANUS L
: N-OPV
I_ with Schedules Er SPEC ED STATUS
SPORTS TEAMS
CLUBS
AWARDS
PSAT SCORES -

coeat_|




Select Staff Code Field

Normally, all staff members are sent to Edline with a 'T' code for Teacher. To send specific staff
members as Non-teaching Staff or Administrators you must first set up a field in the Data Base
in which to store the appropriate code for these staff members. Enter a code of “A” for
Administrator, or “E” for Non-teaching staff. For all other staff, this field should be left blank.

Select the field in which these codes have been entered using the Lookup displayed here.

“® Edline QuickSync o ]

Options

Select Grade Field

'ﬁ' Edline QuickSync

Rediker Sofiware
Select Data Base Field For Staff Code

Select Staff Code Field

M
Check For Internet Connection Before Update

: . Normally. all staff members are exported with a 'T" code for
Yiew Log File e s

|- STUDENTS ISElEEtEE| Students ﬂ For any staff who you wish exported with the "A’ code for

Admimstator, enter an "A' in a Data Base held and select that
[T with Schedules Select | field here.

For all other staff, this field should be left blank.

K57A -
K6/A

K7/A

K8/A

K9/A

K10/4

FIELD #19

FIELD #20

FIELD # 21 b

coat_|

View Log File

With each use of the program, the selections made and actions taken are appended to a log file.
Clicking on View Log File allows you to open the Edline QuickSync log in Notepad. If the log
file becomes lengthy, you can delete old entries directly from the Notepad file.
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The Initial Upload

The initial upload to Edline will populate your Edline site with the students and staff members
you select from the Edline QuickSync screen. Parent accounts will be automatically created for
each student. Once these user names have been written to Edline, the Super User can print and

distribute activation codes so that users can activate and log into their accounts.

Most schools will choose to send all students, staff, classes and schedules to Edline during the
initial upload. However, you may use the options on the Edline QuickSync screen to limit the
upload to selected items of information (see The Edline QuickSync Screen on page 3).

STEP 1) Select the information you wish to send from the Edline QuickSync screen.

STEP 2) Click the Update Now button. A File Summary listing the number of user names,
classes and schedule items included in the upload is displayed.

STEP 3) Click the Continue button to make the Internet connection to Edline.

~i55(
File Summary

REDIKER ACADEMY 2004-05 on Drive C

After you log in to Edline and Edline receives the update
information. it will dizplay a summary of the update and
list detailz of any errors it encountered.

Click COMTINUE to connect to Edline.

463 uzer names will be written to Edline.
386 section names will be written to Edline.

3064 zchedule items will be written to Edline.

Cancel Export

11



STEP 4) Once you are connected to Edline, log in using your screen Member Log In
name and password. You must log in as the Super User, an
Screen Mame

Administrator, Teacher or Staff in order to save information [

to Edline. Password

|
Lag In |

| forgot my screen
name or HESSWDFEI

Student Upload Preview

This is a summary of the student data which will be processed if you click the
'Process' button. Mone of this data has been saved yet.

384 students would be added by this upload.
Click Here To See The List Of 384 Students That Would Be Added By This Upload

If this information appears correct, press 'Process’. Otherwise
press 'Cancel’ to stop without processing anything.

Process | Cancel |

STEP 5) Edline will display a Student Upload Preview similar to the one shown below:

STEP 6) Verify the number of students to be added and click the Process button. Edline will
automatically process the classes and schedules you chose to send. After all

information has been saved, you will see a summary similar to the one shown below.

Summary:
387 Class Recordis) were added successfully.
3075 Schedule Record(s) were added successfully.
384 Srtudentis) were added successfully.
78 Teacher(s) were added successfully.

STEP 7) The Edline QuickSync screen will be minimized on your task bar. To close Edline

QuickSync, click the Edline QuickSync icon on your taskbar and click the Exit.

12



Updating Information for the Current School Year

Throughout the school year, you can use Edline QuickSync to add new users, updates to the
course/section list and schedule changes. You may choose to send all students, staff, classes and
schedules when updating information during the school year. Follow steps 1-4 of the Initial
Upload instructions to update information throughout the school year. Edline will read the update
files to determine whether or not to change existing information, or add new information. If any
information that previously existed on your Edline site prior to the update is not included in the
current upload, Edline will prompt you to delete the old information. For example, if a student is

inactivated in Administrator's Plus, he or she will not be included in the next update.

Student Upload Preview

This is a summary of the student data which will be processed if you click the
'Process' button. None of this data has been saved yet.

1 students already existing on Edline are not included in this upload. Typically this
indicates those students have left the school.

Click Here To See The List Of 1 Existing Students That Are Mot Included In This Upload

Do you want to delete the previously existing Edline students (and their parents) that are not
included in this upload? (Choose 'Mo' if this upload is a partial list of students in the schoaol )

© Yes © No

Existing Edline Students

384 Students already existed on Edline before this upload.
Click Here To See The List Of 384 Existing Students Before This Upload

If this information appears correct, press 'Process’. Otherwise
press 'Cancel' to stop without processing anything.

Process | Cancel |

Before processing the update file, the Student Upload Preview (above) allows you view the
name(s) of any students not included in the update and choose whether or not to delete them. If
you choose not to delete these previously existing students during the upload, you may do so

manually while logged in to Edline.

NOTE: If you chose to update selected elements of information, such as individual students
or classes only, you should NOT choose to delete the information that is not included in this
update.

13



A similar screen will appear if there have been changes in classes or schedules:

Delete Old Schedules Entries?

3067 schedule entries included in this upload have been saved on Edliine. Do you want to delete the
8 previously existing schedule entries which were not included in this upload because the students
are no longer scheduled inthose classes?

Click Here To See The List Of § Old Schedules Entries Mot Included In This Upload

Delete Old Schedules | | Keep Old Schedules |

You may choose to view and delete the old class and/or schedule items during the upload. If you

choose not to delete the old items you may do so manually while logged in to Edline.

IMPORTANT: If any errors are listed on the Student Upload Preview page, you should view
the errors and choose NOT to delete any old information or cancel the upload. If you are
unsure how to resolve the error(s) please contact Rediker Software Technical Support at 1-
800-882-2994.

14



Updating Information for the New School Year

After creating the new school year, promoting students and adding new students to the database, you

can update student information for the new school year. If the master course list and student schedules

have not been finalized in the new school year, you can still send student and staff names so that new

users can activate their accounts.

IMPORTANT: If you have not changed your GradeQuick Student Identifier to the Unique ID, you
should do so before sending information to GradeQuick or Edline for the new school year. When
changing from the Administrator’s Plus ID to the Unique ID, you will need to perform a one-time
conversion of Edline student account numbers (SYSID’s). Please call our technical support

department at 800-882-2994 for help with this conversion.

STEP 1) Using the Year drop-down menu on the Administrator's Plus menu bar, change into

the new school year.
STEP 2) Follow steps 1-4 of the Initial Upload instructions (see page 11).

STEP 3) The Student Upload Preview will display a Warning message indicating the

percentage of students already existing on Edline that are not included in this upload.
Verify that this percentage accurately reflects the turnover in your student population
since the previous school year. For example, for a typical 9-12 high school, you

should expect the percentage to be close 25%.

Student Upload Preview

This is a summary of the student data which will be processed if you click the
'Process’ button. None of this data has been saved yet.

WARNING: 24% of the students already existing on Edline are not included in this
upload.

Click Here To See The List Of 95 Existing Students That Are Mot Included In This Ugpload

Do you want to delete the previously existing Edline students {and their parents) that are neot
included in this upload? (Chaoose 'No' if this upload is a partial list of students in the schoal )

T Yes & No

99 students would be added by this upload.
Click Here To See The List Of99 Students That WWould Be Added By This Upload

Existing Edline Students

385 Students already existed on Edline before this upload.
Click Here To See The List Of 385 Existing Students Before This Upload

If this information appears correct, press 'Process’. Otherwise
press 'Cancel' to stop without processing anything.

Process Cancel |




STEP 4) Click the hyperlink to view or print the list of students not included in this upload.
Frint Sawe Close
94 Existing Students That Are ot Inclnded In This Upload
{Grade TUpload

Last Name First Name | User ID | Level Action Current Status
Albrecht E athy 29900002 12 (Mot Included | Activated

Allen Christine 99000565 12 |Mot Included | Actrvated

Allen Jessie 29300040 12 Mot Included | Actrvated

Baird Cathrine S9500030 12 |Mot Included | Activated
Baldwin Mlizzy SOL00034 12 |Mot Included | Activated
Bardsley maul 9900004 12 [Mot Included |TThactivated
Bartlett Erin 29900003 12 (Mot Included | Activated

Bean Eachael Q9LO00E7 12 |Mot Included | Activated

Berry Tulie 29900051 12 [Mot Included |Thactirated
Berube Euss Q9900058 12 Mot Included | Activated
Biondi Zion 29200070 12 Mot Included | Activated

A screen similar to the one shown above will appear in a new browser. The list should
include students in your school’s highest grade level for the previous school year as well as

any other students who have been inactivated in Administrator's Plus.

You may choose to delete all students not included in the current upload. If you do not
delete these students during the upload, you can print the list and delete them manually while
logged into Edline. If the old students have not already been deleted, the next time you use

Edline QuickSync you will again have the option to delete these students during the upload.

STEP 5) Click the Process button to save the new list of students to Edline.

16



STEP 6) Edline will prompt you to delete old classes. Click the hyperlink to view or print the
list of previously existing classes. Choose to Delete Old Classes or Keep Old

Classes. Any classes not deleted during the upload can also be deleted manually at

any time.

Delete Old Classes™?

3886 classes included in this upload have been saved on Edline. Do you want to delete the 50
previously existing classes on Edline which were not included in this upload?

Click Here To See The List Of 50 Old Classes Mot Included [n This Upload

Delete Old Classes Keep Old Classes

STEP 7) Edline will prompt you to Delete Old Schedules Entries. Click the hyperlink to view
or print the list of existing schedule entries not included in the upload. Choose to
Delete Old Schedules or Keep Old Schedules. Any schedule items not deleted during

the Upload can be deleted manually at any time.

Delete Old Schedules Entries?

3102 schedule entries included in this upload have been saved on Edline. Do you want to delete the
3020 previously existing schedule entries which were not included in this upload becauses the
students are no longer scheduled in those classes?

Click Here To See The List Of 3020 Old Schedules Entries Mot Included In This Upload

Delete Old Schedules Keep Old Schedules

17
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Edline Reporter

Edline Reporter allows you to send attractive Administrator's Plus student reports to Edline, including
student demographic information, attendance, transcripts, schedules, discipline and billing
information. Students, parents and teachers can view and print these reports by clicking the Reports

link while logged into their Edline accounts.
Before you Begin

The Administrator's Plus Supervisor must select which reports users will be allowed to send to Edline.
Each type of report has a set of specifications which must be defined by the Supervisor inside the

Edline Reporter Specifications.

Navigate to Edline Reporter from the Administrator's Plus menu bar by clicking

Tools= Edline=Reporter. The Edline Reporter screen will appear:

» Edline Reporter .

Gisc NSRS MG A AR
'® SELECT THE ITEMS TO BE SENT TO EDLINE =

Reports Last Sent On ; 02-22-2004

e M REDIKER ACADEWMY Ld| Year hilik:Nil -
Select Students [T, o = Start Grade E

End Grade

Select Reports Specifications K

| Select All |
: o Step 1: Select the students for whom
Bl Data Base Fields you wish to create reports that

B Attendance : Calendar View will be sent to Edline.

W Attendance : Att Code View Step 2 : Select the reports you
Wl Attendance : Reg Code View wish to create.

Wl Period Attendance Step 3 : Click "SEND NOW™,

(Wl Transcripts
i MOTE : After the Edline Reporter
M Line Schedules creates the reports that will be
|| Grid Schedules sent, your browser will
il Discipline automatically open and take
you to the Edline Login screen.
| Billing

Course Requests

19



Specifications

The Edline Reporter Specifications screen allows you to enable certain types of reports to be sent to
Edline as well as set the parameters for each report. Only the Supervisor can change the Edline

Reporter Specifications.
Setting Permissions (Enabling Reports)

1. Click the Specifications button on the Edline Reporter screen.
2. Click the Permissions tab.

REDIKER ACADEMY 200405

SPECIFICATIONS
Transcripts Discipline Billing
Permissions 1 DB Fields i Attendance

(SET BY SUPERVISOR ONLY)

Please check those modules for which you will allow reports to be
sent to Edline.

(Odyssey users may select to send some or all of the reports you are
allowing to be sent. They will never he able to send those reports you
have not checked.)

[+ Data Base Fields

[ Attendance : Calendar View ] ]
[~ Attendance : Att Code View v Grid Schedules
v Attendance : Reg Code View Liscipline

v Period Attendance [ Billing

3. Enable the types of reports you want to allow users to send to Edline by placing a check

in the box to the left of the report name.
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Report Parameters

To define the parameters of a report, click the tab corresponding to the type of report you wish to send.

On the following pages, the available specifications for each type of report are explained.

DB Fields

Select the fields of student demographic
information to include in the Demographics
report under the DB Fields tab. To select a
field, click the field name in the left pane, and
click the right arrow to move that field to the
right pane. Select multiple fields by holding
down the CTRL key on your keyboard while
clicking the desired fields. To adjust the order
of a selected field, highlight it and use the
arrows on the right to move it up or down in
the list. To deselect a field highlight it in the
left pane and click the left arrow to move it to
the left pane. All fields included in the right
pane will be included in the Demographics

report.

Sample Demographics Report

REDIKER ACADEMY

SPECIFICATIONS
Discipline

Transcripts

200405

Billing

Permissions T

DB Fields

T Attendance

(SET BY SUPERVISOR ONLY)

appear in Edline.

Please select the data base fields that will be sent to Edline if an
Odyssey user chooses to send the DATA BASE FIELDS report.

Use the arrows on the right to adjust the order in which these fields will

|SPEC. CDr A|

LOCE CHME
NATIONALITY
ENTEY

PHYSICAL
PAREING
COUNSELOR
ADWISOR

ENTEY CODE
ENTRY DATE
WITHLPAWAL CODE
WITHLPATAL DATE
N: MED INFO

2

PARENT /GUARDIAN
STREET

CITY

STATE

ZIF

PHONE
HOMEROOM

SEX

EIRTH DATE
EMER PH

EUS

DARENT /GUAR 2
DAL Z ETREET
DAL & CITY

FY

DEMOGRAPHICS

ALMLOV; ERIK GRADE: 10 1D: 99

PARENT/GUARDIAN Mr & Mrs Bernie Almlov

STREET RR 2 Box 686

CITY Springfield

STATE MA

ZIP 01009

PHONE 6475740

HOMERQOM 200

SEX M

BIRTH DATE 04 011987

EMER PH
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Daily and Period Attendance

You can send three types of daily attendance reports to Edline. The Register Code View report
is similar to the Register Code View in the Attendance Plus: Correct screen. It includes student
register codes along with dates for the specified date interval. The Attendance Code View report
is similar to the Attendance Code View in the Attendance Plus: Correct screen. It includes the
student’s attendance codes along with dates for the specified date interval. The Calendar View
report lists each school day with any attendance recorded for the student. This report is similar

to the Calendar View screen of the Attendance Plus: Correct screen.

Edline Reporter can also send

period attendance reports. From EED IR MY s

SPECIFICATIONS

Edline, these reports can be Transcripts Ll ol BlEN
Permissions i DB Fields | Attendance

displayed by period or by class.

{SET BY SUPERWISOR ONLY)

You may choose the option to
1) INCLUDE PERIOD ATT DETAILS " Mo

Include Period Attendance Details 2) START DATE FOR ATTENDANCE [09-01-2004 ]
which allows Edline users to view 3) SET EHD DATE AS ™ Sending Date & Selected Date

4y EHD DATE FOR ATTENDAHCE IUE-EE-EUUS _I
the dates for each attendance entry T BT R TR

for any class. Use the Attendance o A <iuelEis
= Students who have ANY attendance entries in the date interval:

tab in the Edline Reporter

Specifications to choose whether

or not to include the period

attendance details. Click the

Attendance  tab  in  the B

Specifications screen to view or

change the attendance report specifications. Each option is described below:

1) Include Period Attendance Details: Choose Yes if you wish to allow users to view the
details for period attendance reports (see page 23).

2) Start Date for Attendance: Select the start date for all attendance reports. Attendance
recorded between this date and the sending date will be included. If an alternate end date

is specified, attendance recorded between the start and end dates will be included.
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3) Set End Date As: When this specification is set to Sending Date, Edline Reporter will
use the sending date as the end date. Set this specification to Yes if you wish to enter a
different end date.

4) End Date for Attendance: When specification 3 is set to Selected Date, specification 4

will appear. Use it to select an end date for all attendance reports.

5) Include Which Students?: Use this specification to choose whether to send All
Students (regardless of whether or not attendance entries were recorded) or only those

students with attendance entries that fall between the specified start and end dates.

Sample Register Code Report

DAILY ATTENDANCE - SUMMARY VIEW

AL MLOV; ERIK GRADE: 10 1D: 99

09.01-2004 To 2-22-2005

CODE AMOUNT | DATES
ABSENT 2.00 | 02020203
TARDY 1.00 | 0208
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Sample Period Attendance Report with Details

DISPLAY BY : |C|El85 "'| 09-01-2004 To 02-22-2005

[ PRESENT IES | ~BSENCE

=3 EXCUSED ABSENCE I3 UNEXCUSED ABSENCE

T [ I EXCUSED TARDY
T UNEXCUSED TARDY IEB oTHERS

Detailed Wiew | Summany View |

(Select the course and click the button for the information to be viewed)

- couse lsecrou wiers|we _lieaoen fp sl T e uo

[ G Latnz | Latin 2 423!!]1 ALL A12345 Glennon; Walter

" C Biology 222/04 ALL C12345B824( Cottier; Brian 29
" Health 820/08 SEM 2 [ D12345 Zion; Dehorah 22
' Lunch/Stdy 930/08 ALL E12345 Staff; 27

' Geometry 123106 AlLL F12345 O'Brian; Gloria 27
" Machining 61301 SEM 1 || G12345 Pomerleau; Tayl | 5
" G PowerMec [ 61101 SEM 2 | G12345 Pomerleau; Tayl | 22
" Col So Eng 02204 AlLL H12345 Levin; Faye 27

Q||| |l=|=|==
[ — | I — I A — I — | O — O O — N (I — |
[ — | I — I A — I — | O — O O — N (I — |

P { IS | I e [ | (PSS | QT Ny | QR | QT N | Y

Pod | Pd || || P [ Ped | B3 || M2
L= I (e | e Y e I e (e |
QlEl||l=||l=|]=|=

PERIOD ATTENDANCE - DETAILED VIEW

ALMLOV; ERIK GRADE: 100 1D: 99

Latin 2 - 42301

CODE AMOUNT | DATES
ABSENCE 1.00 | 0203
TARDY 2.00 | 0206 02 08

This report can be displayed by period or by class (shown above). Use the Display drop-down
list at the top of the report screen to toggle the display. To view the details for a class, click the

radio button to the left of the class name, then click Detailed View.
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Transcripts

Click the Transcripts tab to select the parameters for all transcripts sent to Edline.

Each Setting is described below:
REDIKER ACADEMY 200405
SPECIFICATIONS

Permissions DE Fields Attendance

1) Start Year For Transcripts: > T i
Transcripts r Discipline T Billing

choose the earliest year you wish to (SET BY SUPERVISOR ONLY)

include in the transcript.

1) START YEAR FOR TRANSCRIPTS  [vear-1 [
2) END YEARFOR TRANSCRPTS  [72ar 0 [
2) End Year For Transcripts: choose 3) INCLUDE HARRATIVES & Mo

4) INCLUDE SKILLS & Mo

the most recent year you wish to
5) INCLUDE GPA

include on the transcript.

Note: Year O will appear in the Edline
report as “Current Year”, Year —1 will
appear as “Last Year”, Year —2 will
appear as “Two Years Ago”, and so on.

3) Include Narratives: Choose Yes to ok |

include students’ narrative
comments for the current school year.

4) Include Skills: If your school uses the Skills-based Report Card module, you may choose
to include skills and skill grades for the current year.

5) Include GPA: Use the drop-down list to include the GPA information on the transcript.
You can choose to send the Adjusted GPA, the Simple GPA or no GPA data.
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Sample Transcript

TRAMNSCRIPTS
ALMLOV; ERIK GRADE: 10 ID: 99
EES FIRST MARKING PERIOD [EZXI SECOND MARKING PERIOD
ST SEMESTER 1 EXAM IEEI SEMESTER 1 GRADE
EXYI THIRD MARKING PERIOD IEZ FOURTH MARKING PERIOD
[EZI3| SEMESTER 2 Exam IE3 SEMESTER 2 GRADE
[X osences |-|
CURRENT YEAR:

(Select the course and click the button for the information to be viewed)

B T X7 S T (T T

“Wiew MNarratives |

| ¢ colSoEng | Eng 022/04 1
' Geometry 123/06 a7 Lii] 93 Lii] 86 1
' C Biology 222004 94 L] 93 90 0 1
" Latin 2 4231 1| 86 a4 i) 84 1
' G PowerMec | 61101 100 1
" Machining 613101 100 | 100 100 0
" Health 820,08 a4 1
' Lunch/Stdy 930/06 1
LAST YEAR:

mmm-m-mm

Col Fr Eng 5
Algebra 1 86 i) 81 86 0 80 86 82 5
C Earth Sc 95 93 86 94 i 93 90 92 5
C SocStA 89 a3 80 89 89 0
C SocS5tB a3 90 89 5
Latin 1 81 80 69 78 85 67 80 78 5
PE 93 95 9 93 100 95 5
Lunch/Stdy 4
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Schedules

Edline Reporter allows you to send both line and grid schedules to Edline. Unlike other types of
reports, there is no specifications tab for Schedules. Edline Reporter will send grid schedules
with the viewing options available in the Grid Schedule View of the View/Change/Add/Drop
screen. For example, if your school offers semester length courses, students can choose which
semester to view using the drop-down list of possible meeting times. The Administrator's Plus
Supervisor’s View/Change/Add/Drop specifications determine the start/end days and maximum

number of periods for the grid schedule.

Sample Line Schedule

LINE SCHEDULES

ALMLOV; ERIK GRADE: 10 1D: 99
CURRENT YEAR:

CoRse [ SEcrion [ MEETS e [ TEACHER _______| Roow | creorTs
[Latinz  [42301 A12345 Glennon; Walter 1.00

C Biology 22204 ALL C12345B24 Cottier; Brian 226 1.50
Health 820/08 SEM 2 D12345 Zion; Dehorah 134 0.50
Lunch/Stdy 930,08 ALL E12345 Staff, 114 0.00
Geometry 123106 ALL F12345 0'Brian; Gloria 219 1.00
Machining 61301 SEM 1 12345 Pomerleau; Taylor 131 0.50

G PowerMec 61101 SEM 2 G12345 Pomerleau; Taylor 13 0.50
Col 50 Eng 02204 ALL H12345 Levin; Faye 125 1.00
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Sample Grid Schedule

GRID SCHEDULES
GRADE: 10 ID: 99

ROTATION: |1 "l ISEM p 'l
1 Mo | Tues | Wea | s | fi |
A2 212 Al 212 A M2 Ay 22

ALMLOV; ERIK

INCLUDE COURSES MEETING:

Al 212
8:008:45 Glennon; W Glennon; W Glennon; W Glennon; W Glennon; W

Latin 2 Latin 2 Latin 2 Latin 2 Latin 2

B1 B2 226 B3 B4 276 Ba
8:509:35 Cottier; B Cottier; B

C Biology C Bioloyy

cC1 226 cz2 226 C3 2% C4 226 ch 226
9:40-10:25 Cottier; B Cottier; B Cottier; B Cottier; B Cottier; B

C Biology C Biology C Biology C Biology C Biology

D1 134 DZ 134 D3I 134 D4 134 Dh 134
10:30-11:15 Zion; Debo Fion; Deho fion; Deho fion; Deho fion; Deho

Health Health Health Health Health

E1 114 E2 114 E3 114 E4 114 Ea 114
11:20-12:05 Staff; Staff; Staff; Staff; Staff;

Lunch/Stdy Lunch/Stdy Lunch/Stdy Lunch/Stdy Lunch/Stdy

F1 219 F2 219 F3 219 F4 219 Fa 219
12:35-1:20 O'Brian; G O'Brian; G O'Brian; G O'Brian; G O'Brian; G

Geometry Geometry Geometry Geometry Geometry

G1 1N G2 1N G 1N G4 1N G 1N
1:25-2:05 Pomerleau; Pomerleau; Pomerleau; Pomerleau; Pomerleau;

Machining Machining Machining Machining Machining

H1 125 HZ 125 HI 125 Hi 125 HY 125
2:10-2:595 Levin; Fay Levin; Fay Levin; Fay Levin; Fay Levin; Fay

Col So Eng Col So Eng Col So Eng Col So Eng Col So Eng
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Discipline

The Discipline report lists a summary of
all incidents in the student’s record as
viewed in the Incidents screen of the
Discipline Plus module. You may choose
to Include Details, which will allow users

to click the incident date and view all

REDIKER ACADEMY
SPECIFICATIONS

Permissions DB Fields

200405

Attendance

Transcripts T Discipline T

{SET BY SUPERVISOR ONLY)

1) INCLUDE DETAILS Mo * Ves

2) START DATE FOR INCIDENTS |09-El1 -2004

3) SET EMD DATE AS " Sending Date

(¢ Selected Date

]

[02-22-2005 [

4) EHD DATE FOR INCIDEHTS
5) INCLUDE WHICH STUDEHTS?

details of the Incident, including the
~ All Students
f* Students who have ANY Incidents in the date interval:

FrRom [09-01-2003 ... |TO02-25-2004 [

action, teacher, place and comments. A

sample Discipline report with details is

shown on page 30.

Each specification on the Discipline tab is

described below.

Cancel

1) Include Details: Choose Yes if you wish to allow users to view the details of each
incident.

2) Start Date for Discipline: Select the start date for all discipline reports. Incidents
recorded between this date and the date reports are sent will be included. If an alternate
end date is specified, incidents recorded between the start and end dates will be included.

3) Set End Date As: When this specification is set to Sending Date, Edline Reporter will
use the date reports are sent as the end date. Set this specification to Selected Date if you
wish to enter a different end date.

4) End Date for Discipline: When specification 3 is set to Selected Date, specification 4
will appear. Use it to select an end date for all discipline reports.

5) Include Which Students?: Use this option to send a report for every student (regardless
of whether or not the student has an incident in his or her discipline record) or to limit the

batch of reports to only those students with an incident in the specified date range.
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Sample Discipline Report (With Details)

Note: To view the details page for any incident, click the date of the incident. The details page

will be displayed in a new browser.

DISCIPLINE

ALMLOV; ERIK GRADE: 10 1D: 99

022305
09.01-2004 To 02222005

INTERNAL SUSPENSION CLEAN SCHOOL | 000

EXTERNAL SUSPENSION STEP | 000

DETENTION MERITS | 000
# | DATE INCIDENT

1 1.22 2005 [Cutingaclass ]

DISCIPLINE DETAILS

AlLMLOV; ERIK GRADE: 10 1D: 99
INTERHAL SUSPENSION 0.00 CLEAN SCHOOL 0.00
EXTERHAL SUSPENSION 0.00 STEP 0.00
DETENTION 0.00 MERITS 0.00
SATURDAY SCHOOL 0.00

Infraction 01-22 2005 Cutting a class

Action 01-22-2005 Detention for 1 hour DET +1.00
Teacher BAILEY; LYNN

Place Outside of the building

Follow Up 0201-2005

Letter 02012005 = incidents letter

Served 02 03-2005 Detention Served: 1 hour DET -1.00
COMMENTS :
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Billing

The Billi Cinelud o]
e Billing report includes a summar

g rep y REDIKER ACADEMY 200405
of Invoices in the student’s record as SPECIFICATIONS
) ; ; Permissions DB Fielids Attendance
displayed in the Invoices screen of the Transcripts 1 DISCHline Y Billing
Billing Plus module. You may choose to (SET BY SUPERVISOR ONLY)
include details, which will allow users to 1) INCLUDE DETAILS Mo

2) START DATE FOR INVOICES |09-D1 -2001

click the invoice date and view all
3) SET END DATE AS " Sending Date

details of the invoice, including the 4) END DATE FOR INVOICES [v7-22-2005

action, teacher, place and comments. A
sample Billing report with details is

shown on page 32.

Each specification on the Discipline tab

is described below:

1) Include Details: Choose Yes if you wish to allow users to view the details of each
invoice.

2) Start Date for Billing: Select the start date for billing reports. Invoices recorded
between this date and the date reports are sent will be included. If an alternate end date is
specified, invoices recorded between the start and end dates will be included.

3) Set End Date As: When this specification is set to Sending Date, Edline Reporter will
use the date reports are sent as the end date. Set this specification to Selected Date if you
wish to enter a different end date.

4) End Date for Billing: When specification 3 is set to Selected Date, specification 4 will

appear. Use it to select an end date for all billing reports.
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Sample Billing Report (with details)

BILLING

ALMLOV; ERIK

FUTURE CHARGES 1000.00

ADVANCE PAYMENTS

GRADE: 10 1D: 99

0901-2004 To 02-22-2005

CURRENT CHARGES 2050.00
CURRENT PAYMENTS - 1200.00

CURRENT AMOUNT DUE = 850.00
PAST DUE 350.00

2 9503119 09.01-2004 09-21-2004

Tuition 3 times per year

1 9503118 09.01-2004 10-13-2004

Book Charges

BILLING DETAILS

ALMLOV; ERIK

GRADE: 10 1D: 99

FUTURE CHARGES 1000.00

ADVANCE PAYMENTS

CURRENT CHARGES 2000.00
CURRENT PAYMENTS - 1200.00
CURRENT AMOUNT DUE = 400.00

PAST DUE 800.00

Billing 09012004 | 09212004 | Tuition 3 times per year 1000.00

Billing 01012005 | 01-21-2005 | Tuition 3 times per year 1000.00

Billing 05012005 || 05212005 | Tuition 3 times per year 1000.00

Dehit

Payment 10-25-2004 Tuition payment -1000.00

Credit 10-25-2004 Multistudent discount -200.00
[MOTES : |
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Sending Reports

The Edline Reporter main screen allows users to select the students for whom reports should be
uploaded and the types of reports to include.

Note: Before sending reports to Edline, verify the School and Year listed in the upper portion of the
screen.

Select Students

Use the Select Students drop-down list to FEDTETCE

choose to send reports for All Students or

—
® SELECT THE ITEMS TO BE SENT TO EDLINE =

Selected Students. When you choose
Reports Last Sent On ; 02-25-2004

Selected Students, a lookup will appear from - Se8ffreokerscuomn oo o
which you can highlight and select the

Select Students

ABBOTT; JEREMIAH

desired student(s).

Select Reports

Step 1: Select the students for whom

To Select an individual student, type the
. W Select All
first few letters of the student's last name.

When the blue selection bar is highlighting
the desired student, press Enter or click OK.

To select multiple students, you can use the
mouse together with the SHIFT key to select
a block of consecutive names. To select
non-consecutive names, use the mouse with
the CTRL key.

Bl Data Base Fields

Wl Attendance : Calendar View
[ Attendance : Att Code View
Wl Attendance : Reg Code View
/Wl Period Attendance

& Transcripts

B Line Schedules

= rd Schedis 1
/W Discipline

|l Billing

Course Requests

you wish to create reports that
will be sent to Edline.

Select the reports you
wish to create.

Click "SEND HOW™,

: After the Edline Reporter

creates the reports that will be
sent, your browser will
automatically open and take
you to the Edline Login screen.

Select the Report(s) to Send

Place a check mark in the box to the left of the report you wish to send. Multiple selections may be

made, or you can use the Select All option to select all reports.
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Send Reports to Edline

STEP 1) Select the desired student(s) and report(s) from the Edline Reporter Main Screen.

STEP 2) Click the Send Now button to send the reports to Edline. A status message similar to
the one shown below will appear. If you want to cancel the report generation and
return to the Edline Reporter screen, click Cancel or press ESC.

Edline Reporter

Report Generation in Progress ...
Transcripts
Goodman; hy {(09019)

STEP 3) After the report(s) have been generated, the Edline login screen will automatically
appear in an Internet browser. You must log into Edline as the Super User, a

Teacher, Administrator or Staff user to process the reports.

Once all reports are saved, a summary screen will appear indicating the number of reports added
and/or updated.
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Edline Course Request Feature

The Edline Course Request Feature allows you to publish your school’s course catalog on Edline so
that students can submit course requests over the Internet. The Edline Super User can choose to allow
all students or a group of students to submit course requests through Edline. During the course request
period, students can change their requests as often as desired. At the end of the course request period,
all student requests that were submitted through Edline are downloaded and imported into the

Administrator's Plus Scheduling module.

Course Request for Hank Adams in Rediker High School

@ Select each course from the course catalog and then click the Add buttan.
@ Todrop arequested course, select it and then click the Drop button.

Course Catalog Requested Courses: 4.75 Credits
0242-C_Physics[15] =] 0007 - Reading [0.5]
0243 - Physics [1.0] 0110 - Math_Skill [1.0]
0503 - RR_Science [1.0] 0810-F_E [1.0]

Social 51 0618 -\Woodwrking [0.25]
0211-H _Earth_Sc[1.0

0308 -R_SocSt[05) falcl

0309- C_SocStA [05]

0310~ H_Soc_SUA [05]

0312 - Soc_SUA [05]

0313~ Soc_SUB [0 5]

0314-H_Soc StB[05 I _Drop_|
0316- C_SocSt B [05]

0317 - A_SocSLB [0.5]

0318~ Maine_St[0.5]

0322-West Chil[1.0] =]

When you are finished selecting courses, press the Submit button to save them.
You may submit multiple times up until the submission deadline.

Subrmit | Help Cancel
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Before You Begin
Before using the Edline Course Request feature, make sure you meet the following requirements:

e Upgrade Administrator's Plus to version 3.3.15.01 or higher. To obtain the latest
version of Administrator's Plus, visit the Download page of the Rediker Software
website: www.rediker.com.

e Activate the Manage Course Request feature for your school’s Edline site. To do
this, you must call Edline Technical Support at (800) 215-4289.

e Create the new school year in Administrator's Plus and make sure that all courses
your school will offer have been added to the master course list in that year.

e Determine a period of time that students will be able to submit course requests
through Edline.

IMPORTANT: The Super User controls the Edline Course Request submission period by
enabling, and then disabling the feature for students. Successive imports of Edline course
request files will cause new requests to be added to students’ records in Administrator's Plus,
but will NOT delete course requests added by a previous download. Therefore, we recommend
setting a period of time during which students can add and change course requests. At the
end of this period, disable the course request feature before downloading course requests or
importing them into Administrator's Plus.

Step 1) Upload the Course Catalog

" rmeneporer i

© SELECT THE ITEMS TO BE SENT TO EDLINE =

1. In Administrator's Plus, click Tools= Edline=
Reporter.

Reports Last Sent On : 12-10-2003
2. At the top of the Edline Reporter screen, select i | veor EETECRINS |
the School and Year from which the course
catalog will be uploaded, click the Course s E
Requests button in the lower left corner.
Step 1: Select the students for whom

you wish to create reports that
will be sent to Edline.

Select Reports

3. From the menu that appears, choose B Select Al

/Wl Data Base Fields

Wl Attendance : Calendar View
M Attendance : Att Code View
W Attendance : Reg Code View

1) Send Course Catalog.

Select the reports you
wish to create.

'?: Administrator's Plus Odyssey x|

COURSE REQUESTS A/

(Gl 1) Send Course Catalog
2} Receive Course Requests

D DO

37

/W Period Attendance
W Transcripts

/W Line Schedules
| Grid Schedules
| Discipline

| Billing

Course Requests

Click "SEND NOWY™",

: After the Edline Reporter

creates the reports that will he
sent, your browser will
automatically open and take
you to the Edline Login screen.




The Edline Course Catalog: Specifications screen will appear:

o
4. Select the individual courses to upload or  BaEElGEE N 2004-05
H Select Courses School Settings
click the Add All button to select the
entire course list. DESCRIPTICH | |eever [ ]
DEPARTMENT crenirs  [1 |avias | |
OPT SEC SIZE WEIGHT  [1 |TExTs | |
COURSE LEH GPAFACTOR|D |cost [0 |
PRIORTY [0 | cOURSE Link] |ree [0 |
NOTE: The options found on the COUNT IN HON ROLLS COUNTIN SGPA[Yes | COUNT IN AGPA
School Settings tab are currently [ crsemal cro# [ s teme
unavailable. Sk Sy i
D ontrs. atrr o N
H Jr Eng Fr Englizh
5. Click the Save & Upload button to N Lo trg. B
upload the selected course catalog. b Evgio B v

APISYEN T Col 50 Eng

3

Add All | Remove All |
Save & Upload

The Edline login screen will appear in an Internet browser:

6. Log into Edline using your school’s Super User screen name

'—
J ) Member Log In
and password. Administrator, Teacher and Staff users may also

upload the course catalog. After logging in, you will see a Screen Narme
message stating that your course catalog has been updated. |superuser
Password

I

Log In |

| forgot my screen
hame or password

Summary:
1l Course Catalog containing 248 courses was updated.
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Step 2) View the Course Catalog

After uploading your course catalog, you can verify the list of courses as follows:

1. From the Command Center click the Manage Course P Command
Requests link. Center

@ Manage School

@ hanage Users

@ Manage Course
Requests q ﬁ

@ Cluick-Sync

@ Change Passward

@ hlanage Account

2. Under the Course Catalog tab click View Course Catalog.

Course Catalog for Rediker High School

@ This course catalog has 248 courses.

Course Catalog

English ﬂ

001 - Reading [0.5]

002 - Request[1.0]

011 -H_Fr_Eng [1.0]

012-Col_Fr_Eng [1.0]

013 -Fr_English [1.0]

014-Dev_Fr_Eng[1.0]

015-LD_Fr_Eng[1.0]

016 -5P_Fr_Eng [1.0]

020 - Eng_Rewview [1.0]

021-H_So_Eng [1.0]

022 - Col_So_Eng [1.0]

023 -So_English [1.0]

024-Dev_So_Eng[1.0]

025-LD So_Eng[1.0] =]

Done |

Each course included in the upload is displayed in the Course Catalog window, sorted by
department, then by course number. The credit value of each course is displayed in brackets

to the right of the course name.
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Step 3) Enable Course Request Submission for Students

The Super User must enable the Edline Course Request feature before students will be able to view the

course catalog and submit requests.

After the pre-determined course request submission period has

ended, the feature should be disabled so that course requests can be downloaded and imported into

Administrator's Plus.

1. From the Manage Course Requests screen click View or Change Course Requests Status.

Course Requests Submission

The buttons below enable and disable students to submit course requests to this school.
Mo students are enabled to submit course requests to this school.

“iew or Change Course Reguests Status

Disable All Course Reguests

The Edline User List for your school will appear.

Select All Unselect All

Course Reguests

Marme

[ |view| Disahbled

[ |View| Disahled Adams, Keith Q99001449
[ |view| Disahled Albrecht, Creed 99900326
[T View| Disabled Albrecht, Kathy 59900002
[~ |view| Disahled Allen, Christine Q99000649
[~ |view| Disahled Allen, Jessie Q9900040
[T view| Disabled Alrnlow, Erik 99900283
[~ |view| Disahled Ameika, Ann Q9900284
[~ |view| Disahled Babcock, Marianne Q900294

User List for Rediker High School (1-50 of 741 users)

Adams, Hank 999

First | = Prev Mext= | Last

iu]
00227

3. Select the individual students you wish to allow to submit course requests by placing a check
mark next to their names. To allow all students to submit requests, use the Show drop-down
menu in the upper right corner, to choose All. Then click the Select All link located both at
the top and bottom of the list of user names.

2. Scroll to the bottom of the screen and click Enable Course Requests.
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After the course request feature has been enabled, you can verify which students have submitted
requests from the View or Change Course Requests Status screen. The word “Submitted” will appear

to the left of the student name if he or she has submitted requests.

Step 4) Students Submit Course Requests

During the Edline course request submission period, students can add or drop course requests as often
as desired. At the end of the course request period, only the most recently submitted requests are
downloaded and imported into Administrator’s Plus. To submit course requests, students will do the

following:
1. Log into Edline, and choose the Course Requests option under My Contents.

2. To add a course request, highlight the desired course in the Course Catalog pane and click
Add.

Course Request for Hank Adams in Rediker High School

@ Select each course from the course catalog and then click the Add button.
@ Todrop arequested course, select it and then click the Drop button.

Course Catalog Requested Courses: 4.75 Credits
0242-C_Physics[15] 4| 0001 - Reading [0.5]
0243 - Physics [1.0] 0110 - Math_Skill [1.0]
0503 -RR_Sdence [1.0] 0810-F_E[1.0]
Social 5t 0618 - Woodwrking [0.25]
0301 - 5P _Soc 1.0

0211 -H_Earth_Sc

0308 - R_Socst [0.5] @t

0309 - C_SocStA [05]

0310 - H_Soc_St_A [0.5]

0312 -Sac_StA[D5]

0313-Soc_St B [0.5]

0314-H_Soc StB[05] _Drop_|
0316 - C_SocSLE [05]

0317 - F_SocSt B [05]

0318 - Maine_St [0.5]

0322-West_Civil[1.0] =]

Wihen you are finished selecting courses, press the Submit button to save them.
You may submit multiple times up until the submission deadline.

Submit Help Cancel

3. Todrop a course request, highlight the course in the Requested Courses pane and click Drop.

4. Once all requests have been added to the Requested Courses pane, click Submit.
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4. At any time during the course request period you may add or drop requests. Each time
requests are re-submitted, you will receive the following message:

Microsoft Internet Explorer |
@ Are you sure these are the courses wou want? (Mote: This course request will replace your previous request, )
oK I Cancel |
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Step 5) Disable the Course Request Feature

1. From the Manage Course Requests screen click Disable Course Requests.

Course Requests Submission

The buttens below enable and disable students to submit course requests te this school.
Mo students are enabled to submit course requests to this school.

“iew or Change Course Reguests Status

Disable All Course Requests |

The Edline User List for your school is displayed.

5. To disable the course request feature for all students use the Show drop-down menu in the
upper right corner, to choose All. Then click the Select All link located both above and
below the list of user names.

2. Scroll to the bottom of the screen and click Disable Course Requests.
Step 6) Download Course Requests

After the Course Request feature has been disabled for all students, the Edline Super User

can download all submitted course requests into Administrator's Plus.

1. From the Manage Course Requests page, choose Download Requests.

Course Requests Download

Download all students’ course requests for importing into your SIS program.

311 student(z) have submitted course requests since course registration began.
Course Reguests have not heen downloaded from Edline yet.

Download Reguests |

A message will appear reminding you to disable the course request feature before performing
your final download.

Microsoft Internet Explorer x|

Remember to disable student course request submissions when the reqgistration period ends and before doing your
final download. Click OK to continue with this download or Cancel to skip it.

[o]4 I Cancel |
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6. Save the file “creq_YourSchoolName.crq” to a convenient location on your network or local
computer. Later, you will need to browse for this file to complete the import of course
requests into Administrator's Plus.
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Step 7) Import Course Requests

1. In Administrator's Plus, go to Tools=Edline= Reporter and select Course Requests.

2. Choose 2) Receive Course Requests.

‘% ‘Wiew Edline Course Requests

REDIKER ACADEMY

Course Request File | Chcrg_RedikerAcademy crg

Start Date |12—1D—EDD4 _l End Date |03—15—QDD4 _l

x|

Crs Name Submission Time Exists In Odyssey

5109083 | BakerAndy 1341 |ProbDemoc  [1210-200314:28:31  [No ]

[409083 Baker;Andy 011 HFr Eng 12-10-2003 14:29:31 Ne

¥ 029083 Baker;,Andy 704 Per WordPr 12-10-2003 14:29:31 No

[409083 Baker;Andy 517 Sculpture 12-10-2003 14:29:31 Ne

[409083 BakerAndy 816 Sem PE 12-10-2003 14:29:31 No

(109083 Baker;Andy 117 Algebra 18 12-10-2003 14:29:31 Ne

[409083 BakerAndy 214 Dev E Sci 12-10-2003 14:29:31 No

(109083 Baker;Andy 931 AIDS Group 12-10-2003 14:29:31 No

10022  Adams;Erica 001 Reading 12-10-2003 14:40:42 Ne

10022 Adams;Erica 511 Tech Arts 12-10-2003 14:40:42 No

10022  Adams;Erica 422 French 2 12-10-2003 14:40:42 Mo

10022 Adams;Erica 006 English 9 12-10-2003 14:40:42 No

10022  Adams;Erica 135 Calculus 12-10-2003 14:40:42 Mo b
10022 Adams;Erica 117 Algebra 18 12-10-2003 14:40:42 Ne

10043 Adams;Hank 21 H Earth S¢ 12-10-2003 14:16:39 No

10043 Adams;Hank 618 Woodwrking 12-10-2003 14:16:39 Ne =

Select All | Select Nohe | Toggle Selection Update Requests New Reguests
I EI View Requests For &ll Students |
ESC F1 F2 F3 F4 F5 F& F7 F8 F9 F10 J
EXIT PREY NEXT LOOKUP

The View Edline Course Requests window will appear:

3. Use the Browse button to the right of the Course Request File field to browse for course
request file downloaded from Edline. All new requests will be selected (with a checkmark
next to the student ID). Only the selected course requests appearing in this window will be

imported.

Note: Downloading and importing course requests more than once is not recommended.
However, if successive imports are performed, student requests that have already been

imported will appear unselected and in grey. To limit the import to a group of requests,
select the desired requests using the following options:

Start Date/End Date: Limit course requests to those that were submitted at Edline within a

particular date range by selecting the start and end dates for a date interval.

Select All: All requests appearing on the Receive Course Requests screen will be selected.
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Select None: Clears the check box for all requests.
Toggle Selection: Inverts the current selection.
New Requests: Displays the requests that have not been previously imported.

Enter ID # and/or Name: You can view or import an individual student’s requests by
entering his or her ID or name or by using the F6 (Lookup). If you choose to view the
requests for an individual student, clicking Update Requests will import only the selected
requests for the individual student.

View Requests for All Students: Displays all requests for all students within the date range.

4. Click Update Requests to import all course requests displayed and selected with a
checkmark.

NOTE: Any problems encountered during the import are written to the upload error log

“EdlineCourseRequestsError.log”, which is stored in the current school year folder
(RS4\Data\SchoolName\SchoolYear\ ).

Step 8) Clear the Course Catalog

After all requests have been downloaded and imported into Administrator’s Plus, clear the course
catalog and requests from the Manage Course Requests screen at Edline.

Manage Course Requests

Course Catalog

Your uploaded course cataleg lists 248 courses that may be chosen for course requests.

Upload Mew Catalog “iew Course Catalog

Use the fallowing button to clear old course request data AFTER course registration is totally finished.
Clear Catalog and Requests

46



	Introduction
	Edline QuickSync
	Before you Begin
	Activate your School’s Edline Account
	Student Identifiers
	Changing the GradeQuick Student ID
	Alternate Grade Level Field
	Alternate Staff Designation

	The Edline QuickSync Screen
	Selected School and Year
	Students
	Staff
	Classes
	Schedules

	Options Menu
	Select Grade Field
	Select Staff Code Field
	View Log File


	The Initial Upload
	Updating Information for the Current School Year
	Updating Information for the New School Year
	Edline Reporter
	Before you Begin
	Specifications
	Setting Permissions (Enabling Reports)
	Report Parameters
	DB Fields
	Sample Demographics Report
	Daily and Period Attendance
	Sample Register Code Report
	Sample Period Attendance Report with Details
	Transcripts
	Sample Transcript
	Schedules
	Sample Line Schedule
	Sample Grid Schedule
	Discipline
	Sample Discipline Report (With Details)
	Billing
	Sample Billing Report (with details)


	Sending Reports
	Select Students
	Select the Report(s) to Send
	Send Reports to Edline


	Edline Course Request Feature
	Before You Begin
	Step 1) Upload the Course Catalog
	Step 2) View the Course Catalog
	Step 3) Enable Course Request Submission for Students
	Step 4) Students Submit Course Requests
	Step 5) Disable the Course Request Feature
	Step 6) Download Course Requests
	Step 7) Import Course Requests
	Step 8) Clear the Course Catalog


