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About This Manual

Edupoint Educational Systems, LLC. develops software with multiple release dates for the software
and related documentation. The documentation is released in multiple volumes to meet this
commitment.

This document serves as a reference for Edupoint's recommendations and Best Practices for
Synergy processes. Due to the complex nature and myriad configurations possible within the
Synergy software, it is not feasible to include every possible scenario within this guide.

Conventions Used in This Manual

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

4 N/ A
E Notes provide additional O T'ﬁs suggest fadvanceio ptlc;]ns or
information about the subject. y o erways ot approacning the
subject.

\. J \. J
4 N/ A
References list another source of Cautions warn of potential
information, such as another A problems. Take special care when
§ manual or website. JIN reading these sections. )

Before You Begin

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

Software and Document History

Document Release Software o
Description

Version Date Release

Updates:

« Updated Translation of Documents

« Updated Introduction to the Portfolio Screen
4.0 May 2017 2018

« Updated Accessing and Editing Student Data and
Information

« Added Progress Reports

Copyright 2016-2020 Edupoint Educational Systems, LLC



4 Oregon Special Education User Guide

Document

Version

5.0

6.0

7.0

8.0

9.0

Release
Date

Dec 2018

Jun 2018

Dec 2018

Jun 2019

Mar 2020

Software

Release

2018.01

2019

2019.01

2020

2021

Description

Updates:

Added APM-1 - Automatic Process Moves Report

Moved the Managing SE Documents chapter to the
Oregon Special Education Document Guide

Added Exited field to Admin Progress Report

Updates:

Changed document title

Added Modifying Student Disability and Special
Education Dates

Added Viewing "No Showed" in Synergy SE to
Accessing and Editing Student Data and Information

Added 504 review date and 504 reevaluation date to
CLS-LST-01: Portfolio List

Updates:

Updated Overview for Admin Student Portfolio
screen

Moved Assigning Teams to Students to the
Administrator Guide

Updated Overview and Manually Moving a Student
to Another Process for dual process

Add 504 Plan button to 504 Docs tab in Overview

Updated the following reports for specifying
Team/Staff Roles to include in the report:

« EMAIL-EVAL- Evaluation Due Date Report

« EMAIL-EVENT — Timeline Event Due Date
Report

« EMAIL-IEP — |IEP Due Date Report
« EMAIL-OVER - Timeline Overdue Report
Updated Team Student Team List for additional

functionality on how Case Manager roles are
assigned

Added Snapshot Views and Synergy Docking Panel
Added 504 Docs Tab

Added SE Portfolio screen in Overview and updated the
guide to replace the Portfolio screen with the SE Portfolio

screen

Updated Sort options and added Case Manager in Admin
Progress Report
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Synergy SE

Synergy SE is a web-based application that provides districts with a solution to efficiently and
successfully accommodate the unique needs of their Special Education students.

The software is accessed using a web browser like Internet Explorer, Chrome, or FireFox. Each
district chooses whether to make Synergy SE available on the internet or only from the internal
district network.

This user guide explains Synergy SE where special education student demographic and report data
is recorded. Special education student reports can also be generated here.

|| See the Oregon Special Education Document Guide for additional
information on specific Synergy SE Ad Hoc and Process documents.

Launching Synergy SE

Open an internet browser.

Enter the Synergy SE URL in the address field.
Press Enter.

Enter your Login Name and Password.

o kw0 Dd =

Press Enter.

y,
)\;

Demo School District

Excellence In Education

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

Login Name
ogin Name

Password

Substitute Teacher Login

@ Syne rgy Contact Us | Check For Popup | Add This Page to My Favorites

Copyright ©:2002-2019 Edupolnt Educalionsi Systems. All ights resenved.
Education Platform

Login Screen

Edupoint Proprietary and Confidential
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Disable Pop-Up Blockers

The Synergy SE software does not support the use of Pop-Up Blockers in browsers. Disable any
Pop-Up Blockers before logging into the Synergy SE software.

« Internet Explorer:
« Select Tools > Pop-up Blocker > Turn off Pop-up Blocker.

=" Elg
o-ac| &y @

G Fix connectio
Michel g

ﬁ 7 =3 Qé; * Page~ Safety v | Tools~ -@.v

~
Reopen last browsing session

Pop-up Blocker settings View downloads Ctrl+)

Turn off Pop-up Blocker [~ Pop-up Blocker
[

IManage add-on

Compatibility View settings
Full screen F11
Toolbars L4

Explorer bars 3

g Ie <> F12 Developer Tools

Suggested Sites

Internet options

Internet Explorer — Tools Menu

« Select Tools > Pop-up Blocker > Pop-up Blocker Settings and add the URL address for
Synergy SE in Address of website to allow.

Pop-up Blocker Settings ﬁ

Exceptions

Pop-ups are cumently blocked. You can allow pop-ups from specific
é | websites by adding the site to the list below.

Address of website to allow:
| Add

Allowed sites:
172.16.0.61 Remove
hitp://support dell.com/support /index aspx 7o=usél=ené...
hitp://support dell.com/support Aopics/global aspx/sup...
hittp:/ A dell. com
hittp:/Awww dellauction .com
localhost

support.edupoirnt.com

Motifications and blocking level:

Play a sound when a pop-up is blocked.
Show Motification bar when a pop-up is blocked. 'I
Blocking level:

[Medium: Block most automatic pop-ups v]

Leam more about Pop-up Blocker

Internet Explorer Pop-up Blocker Settings

« Chrome automatically blocks pop-ups from displaying. When a pop-up is blocked, the address
bar displays a pop-up blocker icon Cx.

Copyright 2016-2020 Edupoint Educational Systems, LLC
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o FireFox:

1. Click= and select Options.
2. Select Content.
3. Select Block pop-up windows.

Content

Fop-ups

¥ | Block pop-up windows

Fonts & Colors

Default font | Times Mew Roman - |Sze| 16 -

Languages

Choose your prefered language for displaying pages
FireFox Content Screen

Changing the Focus

Each Synergy SE user is setup to look at records for a specific school and year by default or focus.
The focus sets whether inactive students or active students are displayed. The user’s current focus
is listed at the top right-hand corner of the screen.

Edupoint’

W School District
Change Focus
Year: 20152016 -

Good Afternoon, Admin User
» ESD
b Smerayse

b Synergy 315

‘E| Organization; Hope High Schaal -

= Edupeint School District
£ 1. Elementary Schools
E 2. Middle Schools

Organization £ 3. High Schools
Urgency Announcement
Name Hope High School
int School 5 Kennedy High School
F District new in clsssic mode: King High Schaol
F Edupoint School  Because we have been experiencing power cutages il - Template HS
District use of “power hungry” equipment and devices during e v

5. Closed Schools

O s | vt e

© Show Inactive Only

Task DateiTime N
ask DatefTime S ® Show Active and Inactive
11302015 1:00PM Abbott, Billy G i
* Routing E Cancel
12072015 451PM | @B Jockson Kethieen  PVUE Updates | |T|
it Sturdent Data e O District . Ofher 1

Synergy SE Home Screen, Change Focus

1. Selectthe focus area. The Change Focus windows displays.
« Select a different school Year.
« Selectthe Organization from the drop-down or in the tree.

« Selectaradio button in Show Students to change whether Active or Inactive
students are displayed.

2. Click Save.

Edupoint Proprietary and Confidential
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Navigating in Synergy SE

You navigate through the system based on the security level set by the administrator. Various
options are available based on your user security setup after logging into Synergy SE.

Title Bar Icons

The icons available in the upper left side of your screen allow navigation in Synergy SE.
) erg De
s a0l
AD Keee <3*| Good Afternoon, Admin User

p ESD
P Synergy SE Announcements

b Sy S8 | UrgencyT| __________ Organization

]l‘ Adams Elementary

]l‘ Edupoint Middle School

Home Screen

Icon Description

TeacherVUE — Opens Synergy SIS TeacherVUE for users, such as principals
A and specialists, who are not automatically directed to TeacherVUE. Use this
: button to toggle back and forth between Synergy SIS and TeacherVUE to access
items such as attendance and Grade Book for assigned students.

. ] Home — Returns you to the Home screen.

Streams — Opens Streams

L Announcements — Displays District Notifications

Tasks — Displays your tasks

Job Queue Viewer — Displays the Job Queue Viewer and gives access to
completed jobs

Navigation — Displays the Navigation panel

PAD Tree — Displays the PAD tree
Bookmarks — Displays screens that you have bookmarked for easy access

History — Displays recently visited screens

Continue where you left off — Displays recently visited screens with current
selection

B oo #

Quick Launch — Enter the screen name or report ID and select from the drop-
down menu

Copyright 2016-2020 Edupoint Educational Systems, LLC
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Navigation Panel

Use the Navigation panel to access shortcuts in Synergy SE.

@>ynergy

A amd

E Navigation

& Default

S

Perticlio

R Synergy SIS student

k)

& Admin student
Translation
& Setup Documents
Navigation Panel

« Choose - if your security level allows you to be added to student’s Team to see a student’s
progress for each Team you belong to.

SE Portfolio $i cecd
Menu - Clear AlFiters

Good evening, Admin User

SE Process | 504 Process

@ Overdue [T]in Progress @ruure . - -

°

.

;;;;;;; nProg
|® Student 2 | print| v
sis . Current. Historical - - i -
e et G e i i Z e
.mma\ Evavaton  [§) Abbot, Billy 1234861234 e 18 051612001 12 Kennedy Elementary  Case Manager
I.Reevaluauon =] Aaron, lan 1234567891 NG 8 06124/2011 03 Kennedy Elementary  Case Manager ~Specific Learning Disability  12/11/2020 [IREJZZeUME]
SE Portfolio Screen

o Choose '% if you are a user who is not added to the Team to access a student’s special
education records or to access SE student information not available in the Portfolio.
¥ Student

al* L]
Menu- || € | Q| ¥ ||| «Save | *Undo E2 E1°NN

Student Mame: Aaron, lan Gender Male Grade: 04 Primary disability: SLD School: Adams Elementary  Case Manager. Sharma, Sheetal
Demographics Parents Team Ad Hoe Documents

Historical Documents Process Docs Timeline Student Contact Log

Last Name First Name Middle Name Suffix Student ID Gender Grade
Aaron lan 129442 Male -| |04 -
@ Photo B Home Address @ ailing Address
Address City State Mail Address Mail City
1955 S Val Vista Dr Mesa AZ - 1955 S Val Vista Dr Mesa
Zip Code Gnd Code Map it || Schook Mail State Mail Zip Code
85234 7418 Map it J Schooss az - B5234
Map it!

© Race and Ethnicity

HispaniclLatino  Resolved Race/Ethnicity
Hispanic ~| Hispanic -

(SE) Student Screen

Edupoint Proprietary and Confidential



Oregon Special Education User Guide 5
Chapter 1: Synergy SE Overview

Editing the Navigation Panel

Adding a Group
1. Right-click in the panel and select Add New Group

8 & o

Student Portfolio ry disability: S
Q Ad Hoc Do
student

Transiation
Documents

Grade

Menu Group
A{ii% New Group
[ City

Navigation Panel

2. Enter the name for the group. It displays in the Navigation list.

Q@>ynergy

@ Navigation

M Default

* Synergy SIS
Synergy SE
My Group
& Admin
& Setup

Navigation Panel

Copyright 2016-2020 Edupoint Educational Systems, LLC
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Adding Icons to Your Group

1. Navigate to the itemin the PAD tree.
2. Right-click and select Add to Group > Group Name.

Q@ Syneray

w Synergy SE

= Student
P Reports
p Sefup

2=| Goal Library Personal
i=|

S person Search

2y

‘e been experiencing power cutages in the afternoen, pleg
#a Phone Search

4 Portfolio

-'ﬁi Special Ed Calendar
g s*- 1-lmmd
=

= . .
[@ s Openin Current Window

b Synergy Open in New Window
Add to Group

Student

n

Registration complete

» Default
Add te Quick Nav Synergy SIS
[TDistid ~ Synergy SE
Distric My Group
Add Icon To Group

The icon is added to your group.

Erm'guﬁon =] ] searcn

@ Default %
R synergy SIS student
* Synergy SE

& Admin

& Sefup

(1]

Navigation Panel, Added Group

Edupoint Proprietary and Confidential
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Right-click the icon and select Remove Icon.
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&
student
R
Student

Transle
Docun

Q * Lindo
Partfolio disability: S
Ad Hoo Do

Student Translation Documents

Open in Current Window
Cpen in New Window
Add to Quick Mav

Remove lcon

W

[ City

PAD Tree

Navigation Panel

1. Click P totoggle the menus.

@Synergy'

= Synergy SE

b
b
b
4
b
b

Pk Synergy 515

PAD Tree

] |

Parent

Query

Staff

student

Systemn

User Preferences

PAD Tree

Copyright 2016-2020 Edupoint Educational Systems, LLC
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2. Selecta screen to display.

] erg
2 amHBy

w Synergy SE
= Student
P Reports
p setup
2=| GoalLibrary Personal
:‘:‘.: Person Search
f Phone Search
|&] Perifolic
; Special Ed Calendar
& student
=, Studi-it Nofifications

8 Student Translation Documents

7 Student

Menu~ € Q ¥ & * Undo % Delete

Student Name: Gender: Grade: Primary disability: School
Demographics Parents Team

Ad Hoc Documents
Student Contact Log

Last Name

First Name Middle Name
Student D Gender Grade
@ Photo

® Home Address

Historical Documents

Quick Launch £+ Lotk SignOut Support Help
BRI
Process Docs Timeline

Suffix

@ Mailing Address

Bookmarks Panel

PAD Tree

Add any view to the Bookmarks panel by toggling the bookmark icon on the view.

Synergy

a

Sort

7 Portfolio

Good evening, Admin User
Portfolio

Toggle Bookmark

Hole

Adding A Bookmark

The view displays in the Bookmarks panel.

@,| Porifolio

Jser

Bookmarks Panel

Edupoint Proprietary and Confidential
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Quick Navigation Bar

The Quick Navigation Bar is located on the top right side of the screen.

Admin User

2014-2015 Hape High Schodl
‘Show acive and Inactive

Quick Launch i+ Lock Sign Qut Support Help

arjcc e

Quick Navigation Bar

Adding an Icon

1. Right-click the icon.
2. Select Add to Quick Nav. The icon displays in the Quick Navigation Bar.

% B P —— X

student Por--*-

Portfolio
Q Open in Current Window )
Olmem in Bleeas Wy
Student ; )
Translation Add tﬁnl‘]umk Nav
Crocuments eI TCOn
| .,
Navigation Panel

Removing an Icon

Right click the icon and select Remove Icon.

Admin User
AN4-205 Adams Bementary
‘Show Active and Inactive

Quick Launch £+ Lock SignOut Support Help

ar Ce&e

Open in Current Window

Qpenin New Window

Remove lcon

E Student Contact Log {b

Quick Navigation Bar

Copyright 2016-2020 Edupoint Educational Systems, LLC
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Icons and Buttons

Icon Description

0 The Search icon displays on the Action Bar with various
views.

Click the icon to clear the record and activate the Find
button.

< > The Previous and Next icons display on the Action Bar with
various views.

Click the icon and the software accesses the database and
populates the tab or view with that information.

For example, when using the Previous icon, the
Demographics tab of the Student view currently displays
information for Becky Johnson. Barbara Johnson'’s
information is listed immediately before Becky Johnson'’s
information in the database. If you click the Previous icon,
the software clears the fields of Becky Johnson’s information
and then populates the fields with Barbara Johnson’s
information.

m The Add button displays on the Action Bar with various
views.

Click the button to add a record to the view.

® Delete T.he Delete button displays on the Action Bar with various
views.

Click the button to delete a record from the view.

| The Find button displays on the Action Bar when search
criteria has been entered in a field.

Click the button to have the software search the database for
information that matches the criteria entered into a specific
field or series of fields.

5 The Save button displays on the Action Bar when the
information has been modified in a field on the current view.

Click the button to save your additions or changes to fields in
the current view. You cannot switch to another view until you
click the Save or Undo buttons.

Edupoint Proprietary and Confidential
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lcon Description

The Undo button displays on the Action Bar when
information has been entered into a field on the current view.

Click the button to remove the additions or changes to fields
in the current view.

Only the additions or changes in the current view are removed
and not to other views you may have open. You cannot
switch to another view until you click the Undo or Save
buttons.

The Refresh Page icon displays on the right side of the
Action Bar.

Q

Click the icon to refresh the entire view.

The Detach Page icon displays on the right side of the Action
Bar, next to the Refresh Page icon.

(]

Click the icon and a new window displays your active window
to allow you to keep this page open while navigating to other
screens within Synergy SE.

« Minimize the detached page to navigate other screen.

« Maximize the detached page when you are ready to
work in it again.

The Print Preview button displays on the Action Bar with
highlighted text when the software displays an IEP-related
view for a student.

Print Preview

Click the button to generate a PDF of the document (report)
that you are working on. The software generates a PDF file to
display the document in Adobe Acrobat Reader in the user’s
browser.

- The Expand icon displays on the right side of the Title Area
when the Quick Navigation bar is collapsed.

Click the icon to expand the Quick Navigation Bar.

. The Collapse icon displays on the right side of the Title Area
when the Quick Navigation Bar is expanded.

Click the icon to collapse the Quick Navigation Bar.

o The Down Arrow icon displays on group boxes and text
boxes.

Click the icon to expand the group box or increase the size of
the text box.

® The Up Arrow icon displays on group boxes and text boxes.

Click the icon to collapse the group box or decrease the size
of the text box.

Copyright 2016-2020 Edupoint Educational Systems, LLC
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Icon Description
The Show Detail icon displays on the right side of some

grids.

Click the icon to display additional details for the item
selected in the section.

he Hide Detail icon displays on the right side of some grids.
Click the icon to collapse the detail section and return to a
section.
= The Calendar icon displays in date fields.

Click the icon to select the date from the calendar. Dates may
also be entered in MM/DD/YYYY format.

& The Spell Check icon displays in text boxes.
Click the icon to spell check the text in the text box.
Please fepond Misspelled words in text boxes are indicated by a red line.
Right-click to select the correct word.
P The Expand icons display in text boxes.

Use the arrows or drag the corner to expand the text box.

Edupoint Proprietary and Confidential
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Modes

Find Mode

Use Find mode to search for records on the Student, Parent, Staff, User Profile, and Setup (Goal
Library and User) screens. The Find button displays on the Action Bar when it is enabled.

1. Enter the search criteria into a specific field on the active tab to search for a record.

For example, enter a student’s Last Name on the Demographics tab of the Student screen.

2. Click Find to have the software search the database for the last name.
Using the Student screen as an example:

« Ifthe software finds only one match to the last name, it populates the fields in the
Demographics tab of the Student screen with the information that is associated with
that student.

« Ifthe software does not find a match to the last name, it searches the database in
ascending order (alphabetically by last name) and populates the fields in the
Demographics tab of the Student screen with the name that is listed alphabetically
after the name you entered in the field.

« If multiple matches to the last name are available in the software database, the software
opens a new view that contains a section with all of the matches for the student’s last
name and first name. Select the student that you need, and the software populates the
fields in Demographics tab of the Student screen with the information that is
associated with that student.

7 Student MUREIEE)
Student Name: Gender: Grade: Primary disability: School:  Case Manager
Demographics | Parents  Team  Ad Hoc Documents Historical Decuments Process Docs  Timeline

irst Name Middle Name Suffix Student ID Gender

(SE) Student Screen

Edit Mode

When in Edit mode, your ability to add or change information depends on whether you have Edit or
Read-only rights.

« Editrights allow you to edit the fields on the current view.
The Save and Undo buttons are activated on the Action Bar if you have Edit rights.

[=]

« Read-only rights allow you to view fields on the current view, but not edit them.
The Save and Undo buttons are not activated on the Action Bar if you have Read-only rights.

Copyright 2016-2020 Edupoint Educational Systems, LLC
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Finding and Sorting Records

4 )
The focus controls the records available. For example, if the focus is set to

E only show active students at a specific school, an inactive student’s
recordsare not found by scrolling nor active student's at a different schooI.J

Screens are automatically in Find mode when you log in to Synergy SE.

Once you select a student record, that student’s record displays in all of
0 the student-related screens. For example, if you are looking at a student’s
records in the Student screen and then view the Health screen, that

. student’s records display in the Health screen without searching for them.
v

Scrolling to Find Records

Use the scroll buttons to scroll through the records. Records are sorted alphabetically by the first
field on the screen.

¥ Student A AERBECE

= K D RSN +cc | x oo

Student Mame: Abbott, Billy C. Gender: Male Grade: 12 Primary disability: School: Kennedy High School Case Manager Sharma, Sheetal

Demographics | Parents Team Ad Hoc Documents  Historical Documents  Process Docs Timeline  Student Contact Log

)
70N

Last Mame First Name Middle Mame  Suffix Student ID Gender Grade
Abbott Billy C 905483 Male ~|[12
(SE) Student Screen

Searching by Primary Field

Use Find mode to find the exact record when searching through large groups of records.

1.
2.

Click @ to clear the existing record.

Enter the text you want to search for in the appropriate field. For example, a student's
name.

last

7 Student E & s clo
Menuw | € | Q| > & :] m ® Delete
Student Name: Gender: Grade: Primary disability: School:  Case Manager

Demographics | Parents Team Ad Hoc Documents  Historical Documents  Process Docs  Timeline | Student Contact Log
Last Mame First Name Middle Name  Suffix Student ID Gender Grade
Abbot] -

&0

(SE) Student Screen

Click Find or press Enter. The first record with that information displays.

student records with the same last name.

[ If searching by last name, use the scroll buttons to look at other ]
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Searching Using Multiple Fields

In some instances, more than one piece of information should be used in the search. For example,
there may be several students with a last name of Smith.

1. Click ® to clear the existing record.

2. Enter the text you want to search for in the appropriate fields. For example, part of a student's
last name and part of the student's first name.

7 Student Elfs

Menu - < Qa » = m % Delete

Student Name: Gender: Grade: Primary disability: School:  Case Manager
Historical Documents . Procese Doce  Timeline | Student Contact Log

Demographice | Parents  Team Ad Hoc Documents
Student ID Gender Grade

Last Name First Name Middle Name  Suffix
abb b

(SE) Student Screen

3. Click Find or Enter. The first record with that information displays.

Using the Find Results Screen

When information is entered in the primary field, Find mode tries to match the criteria and display the
specific record in the Synergy SE database. However, the Find Results screen displays when
multiple results are available from the search criteria such as:

« Primary field left blank.

« Asterisk (*) placed in any field.
« A specific selection is made from a drop-down. For example, Female is selected from the
Gender drop-down.
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1. Click ® to clear the existing record.

2. Enter an asterisk (*) in the appropriate fields or make a selection from a drop-down to search
for specific information.

The placement of asterisk (*) in the field controls how the existing information entered in the
field is matched to the records.

« Ifasterisk (*) is placed before the text, the text must be matched exactly in the field.
If asterisk (*) is placed after the text, it matches any records that start with that text in the

field.

« If asterisk (*) is placed before and after the text, the text may be anywhere in the field.
« Ifasterisk (*) is placed in the middle of the text, the field must start with the text before

the asterisk and end with the text following the asterisk.

7 Student El&lal cleldlo

hMenu - < a » = w m % Delete

Student Name: Gender: Grade: Primary disability: School:  Case Manager

Demeographics | Parents  Team Ad Hoc Documents  Historical Documents  Process Docs  Timeline  Student Contact Log

Last Name First Mame Middle Mame  Suffix Student ID Gender Grade
Female -l -
@ Photo @ Home Address @ Mailing Address
Address City gl Address
State Zip Code Grid Code oy hail City Mail State Iail Zip Code
ap it!

Map it!

@ Race and Ethnicity

Hizpanic/Latino |Rezclved Race/Ethnicity
:

- -

Race
[ American Indian or Alaska MNative [] Asian [ Black or African American [ Native Hawaiian or Other Pacific |slander [ White

(SE) Student Screen

3. Click Find. The Find Result screen displays based on the search criteria.

Find Result g & ap OO
© Query @ Filter
Open In Query | | Print| Output Type [PDF - Save As Filter| Filter Name| | B2 Make Active
O Students
I Aohott Billy 905483
0 Acevedo Andrew 586630
B Acorn Donald Allen 929994
8 Labianca Douglas s 388763
B Hansel Craig Brennan 903013
[ 6 [ Temy Frankdin 903453
[0 Tackett Heather s 102708
[ valesto Randy Mitchell 909354

Find Result Screen (Using Empty Fields)

Find Result B2 a) [0
© Query © Filter

©Open In Query | | Print| Output Type PDF - Save AsFiter FiterName| | 9 Make Active

© Students
m——m
-Tacloelt Heather 102708 Female Mon-Hispanic

Find Result Screen (Using Asterisk)
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s

If more than one page of records match the criteria, the additional
page numbers are displayed at the bottom of the Find Results

screen.

\.

Find Result Screen

Select the page number to display a specific page.
Select a different line to select another record.

Click to advance to the next page.

Click El to see additional page numbers.

At the top of the Find Result screen there is the option to save the

results as a query or filter. See the Synergy SE — Query & Reports
Guide for more information about using the Find Results section to
produce reports or filter the students displayed.
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Changing Password

Type your current password.

oo DN =

Click Save.

Chapter 2: Managing the Synergy SE Account
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Navigate to Synergy SE > User Preferences > User Password and Preferences.

Type the new password again to confirm the password.

7 User Password and Preferences
L « Save | *™yUndo

User Nams: User, Admin
Password Preferences Report Preferences
® Change Your Logon Password

Type your cument password
|

Type a new password:

Typs the new password again to confirm:

Remember: If your password contains capital letters, be sure to type them the same way every time you login.

User Password And Preferences Screen

Setting Preferences

Use the Preferences tab to change the:

o Number of pages displayed in a search
o Number of records displayed on a page
o POV Home Page

« Preferred log on application

7 User Password and Preferences

= ¥ Save | *yUndo

User Name: User, Admin

Password Report Pref

@ Paging Preferences
Paging Size Paging Row Size

@ Foint Of View Home Page

POV Home Page -
Change POV Home Page

@ Log in Preferences

Preferred Application To Log Into Last Log In Page
~| | synergy SIS

HEE I IREEPAC

User Password And Preferences Screen, Preferences Tab
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Paging Preferences

Use Paging Preferences to increase the number of records viewed to reduce the number of times a
different set of records display.

[ E Searches display more slowly when more records display. J

1. Navigate to Synergy SE > User Preferences > User Password and Preferences.
2. Selectthe Preferences tab.

3. Enteranumberin Paging Size to change the number of pages displayed in a search. The
defaultis 15.

4. Enter anumberin Paging Row Size to change the number of records displayed on a page.
The defaultis 20 rows.

User Password and Preferences e &~
Menu~ | 1 k i

e
G

User Name: User, Admin
Password Report Preferences
® Paging Preferences

Paging Size Paging Row Size

User Password And Preferences Screen, Preferences Tab

5. Click Save.

Point of View Home Page

The Point of View Home Page is the initial screen displayed after logging into Synergy SE. By
default, this is usually the Synergy SE home page which displays announcements, a task list, and
the dashboard widgets or it can be the SE Portfolio screen.

1. Navigate to Synergy SE > User Preferences > User Password and Preferences.
2. Selectthe Preferences tab.
3. Click Change POV Home Page to open the UserPADTreeFind screen.

@ Paint Of View Home Page

POV Home Page |Change POV Home Pagel

User Password And Preferences Screen, Preferences Tab
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9
4. Use - tolocate the screen.

UserPADTreeFind

Clear Value Close

Mavigation Tree

» ESD
- Synergy SE
p NTL
b Parent
b Query
b Staff
= Student

Student Notifications

@, Student Translation Documents
b System
b User Preferences

b Synergy SIS

UserPADTreeFind Screen

5. Click Select. The selected screen displays in the POV Home Page field.

1@ Point Of View Home Page

POV Home Page
Portfolio

User Password And Preferences Screen, Preferences Tab

6. Click Save.

Log in Preferences

You can select which application displays first after you log in if you have access to Synergy SIS,
TeacherVUE, and Synergy SE:
1. Navigate to Synergy SE > User Preferences > User Password and Preferences.
2. Selectthe Preferences tab.
3. Selectthe Preferred Application to Log Into.

@ Log in Preferences

Preferred Application To Log Into Last Log In Page
| ~| | Synergy SIS -

Last Application
Synergy SIS
Synergy TeacherVUE

User Password And Preferences Screen, Preferences Tab

4. Click Save.
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Report Preferences

1. Navigate to Synergy SE > User Preferences > User Password and Preferences.
2. Selectthe Report Preferences tab.
3. Modify the report preferences.

7 User Password and Preferences e |£4& & &) cC @0

& || Sae = Undo

Usar Name: User, Admin

Password Praferancas Report Preferences

1D Studens Profle
[ Supgress Phato
[ Hide Health Conditions
[ Hide Parznt Info
[0 Hide Emergency Info
[ Hide Physician Info
[ Hide Signatura Info
[ Include Hesith Gondition Histary
[ Show Homeroom Teacher

1@ Student Schadule

[ Hide AN Personal Info

[ Hide Perm ID

[ Full Schedule When Printed From Menu

Sort Schedule by Period, then Term, and finally by

® Diseipline Profile
O Include Full History

1O Student Ant=ndance Profile
[ Hide Type Totals
[ Hide Reason Code Totals
[ Inciude Current Schedule
[0 Hide Parent Information
[ Show AN Day Reason Code Totals

@ Reparting Prafersnces
[ Use Simpls Hesder

© Phone Number Ogtions

Mask Phone Mumbers

@ IDSED1 Preferences
[0 Hide Custodial Information
O Hide Meszages to Parznt
[0 Use Custom Acknowledgement Text
Custom Acknowledgement Tex:

User Password And Preferences Screen, Report Preferences Tab

« Selectthe preferences for the various report profiles.
« Select how to Mask Phone Numbers on reports.

1@ Phone Number Options
Mask Phone Numbers

Mazk unlisted phone numbers
Show unlisted phone numbers

T i na oy ve—y

User Password And Preferences Screen, Report Preferences Tab
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o Enterthe Custom Acknowledgment Text to customize the acknowledgment
message on the IDS801 report.

© IDS301 Preferences

[ Hide Custodial Information

[0 Hide Messages to Parent

[ Use Custom Acknowledgement Text
Custom Acknowledgement Text:

User Password And Preferences Screen, Report Preferences Tab

The IDS801 Preferences refer to the printable Disciplinary Action
», Forminthe detailed view of Synergy SIS > Discipline Incident >
Student Incident, Discipline tab. The form contains an
acknowledgment statement in the Signatures box that can be
L customized. )

4. Click Save.
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Setting User Profile

Use the User Profile screen to view and/or modify demographics information, modify tool bars, view
security information, set spell check options, or change how your home screen displays.

Demographics Tab

Use the Demographics tab to view or modify your home address and phone information.

1. Navigate to Synergy SE > User Preferences > User Profile.
2. Make modifications as needed:

« Change your Email address.
« Enteranew Password and Confirm Password.
« Update your Address, City, State, and/or Zip Code.
« SetPreferences:
« Select the Default Mode.
« Edit- All screens can be edited without clicking Edit.

« Inquiry - All screens are set to read-only. Must click Edit to change the
screen.

Inquiry mode can help prevent accidental edits to the
records, but can add an extra step for data entry personnel
who constantly edit records.

« Show Quick Launch - Select the option to use the Quick Launch field in the
tool bar.

Quick Launch Field

« Setthe Paging Size, Paging Row Size, and POV Home Page.

These fields can also be set on the Preferences tab of
the User Password and Preferences screen. See the
Setting Preferences instructions for details.
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o Add phone numbers.
a. Click Add to create a new line.
Indicate if it is the Primary number to call.

Select the Type.
Enter an Extension if needed.

e 2 0o T

Selectifitis a Contact or Listed number.

7 User Profile & a clEgEle
Menu ~ L] ' Save | +yUndo

User Name: User, Admin Login Name: Admin

Demographics Navigation Menu Security Access Spell Check Options POV

@ Login @ Password
Email o Password Gonfirm Password
| lee test@edupoint com | s
@ Address @ Preferences
Address City State  Zip Code Default Mode
- Edit -

Paging Size Paging Row Size

H Show Quick Launch

POV Home Page
Change POV Home Page

@ Phone Mumbers | 4 Azd

R O
LR - oo

GCell * 4805551111 2

User Profile Screen

3. Click Save.

Navigation Menu Tab

Use the Navigation Menu tab of the User Profile screen to modify custom tool bars that display on
the left side of the Synergy SE screen.

- . ¥ 7
7 User Profile El& &) [CEE
Menu- || & | ¢ Save | +Undo
User Name: User, Admin- Legin Name: Admin
Demographics || NavigaionMenu | Sccurity Access  Spell Check Options POV
T Edupoint”
Me—" School Di
} Attendance ezt ai
b Default
e R
2 . - a Student [a] Portioiic
8 WorkfiowResponsibility
O StudentTranslaionDocument ““ a WorkfiowResponsitility =] Student Transiafion Documents # Schoal Course
= SElEn ; District Course 8 Student CTE
e -“ a StudentTranslationDocument & 8
8 Student CTE B a School Course L
= o s S—
b Synergy SIS
» Discipiine “n a Student CTE
b Student
b Heath Discipline
Move Up | | Move Down
Student
Heath

User Profile Screen, Navigation Menu Tab
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Add Group

1. Navigate to Synergy SE > User Preferences > User Profile.
2. Selectthe Navigation Menu tab.
3. Select Add Group from Actions to open the Add New Group screen.

Make sure nothing is selected under the Navigation Menu. Click

[ Navigation Menu to deselect.

|

¥ User Profile
Menu~ | | & | | «Save Undo

User Mams: User, Admin Lecgin Name: Admin

Demographics Navigation Menu Security Access Spell Check Options POV

Mavigation Menu

b Default

p Aftendance Add Group to "Mavigation Menu' {r_,.)

b Synergy SE
p Test

p Synergy SIS
b Discipline
b Student

p Heath

User Profile Screen, Navigation Menu Tab

4. Enter aname for the toolbar.

Add New Group

@ Add Group Name

e

Name*

Add New Group Screen
5. Click Save. The new group displays in the Navigation Tree.
6. Adjust the group order if needed.
a. Selectthe line number of the group to highlight.
b. Click Move Up or Move Down to change the view order.
c. Repeat until the groups are in the required order.

7. Click Save.

[\
{ Select the X column and click Save to delete a group.
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Add or Delete Screens, Reports, and Links to a Group

1. Navigate to Synergy SE > User Preferences > User Profile.
2. Selectthe Navigation Menu tab.
3. Select the Group name in the Navigation Menu to highlight.

7 User Profile

Menu- | B « Save || +yUndo

User Name: User, Admin Login Mame: Admin

Demographics Navigation Menu Security Access

Spell Check Options

POV

MNavigation Menu

b Aftendance

© Set Group Order

RN
- -

Add Link to * Attendance’
Add Report to ' Attendance'
Add View to " Attendance’
Delete ' Attendance’

= Synergy SE
B Student
B WorkflowResponsibility
B StudeniTranslationDocument

B School Course
B Course District
B8 Student CTE
B Test
b Synergy SIS
p Discipline
b Student
b Heath

-“ Synergy SE
RN -
““ Synergy SIS
“n Distipling
- Student
.

Move Up | | Move Down

User Profile Screen, Navigation Menu Tab

4. Make a selection:
« Toadd alink to an external site:

a. Select Add Linkto 'Group Name'from the Actions menu to open the
GroupAddLinkDetail screen.

b. Enterthe Web Page or External Link Item.

GroupAddLinkDetail

B2+

& Add Web Page or External Link ltem

Web Page or External Link [tem

GroupAddLinkDetail Screen
c. Click Save.

Copyright 2016-2020 Edupoint Educational Systems, LLC



38 Oregon Special Education User Guide
Chapter 2: Managing the Synergy SE Account

o Toaddareport:

a. Select Add Report to 'Group Name'from the Actions menu to open the
GroupAddReportltemDetail screen.

b. Selectareport from ReportLookup.

GroupAddReportltemDetail
ACCS - Classroom Accommaodations by Section -

X Close (K12.Accommodationinfo Reports)

ACCS02 - Classroom Accommadations by Student -
(K12.Accommodationinfo Reports)

ACCS03 - Classroom Accommaodations by Accommodation -

ReportLookup (K12 Accommodationinfo Reports)

@ Add Report Item

ADS402 - Student Demerit List - (K12 Disciplinglnfo. Reports)

| ADS201 - Student Discipline Profile - (K12 Disciplinelnfo.Reports)
ADS401 - Student Discipline Lisfing - (K12.Disciplinelnfo Reports)

ADS403 - Discipline Disposition List - (K12 Disciplinelnfo.Reporis)

GroupAddReportltemDetail Screen
c. Click Save.
o Toaddaview:

a. Select Add View to 'Group Name'from the Actions menu to open the
GroupAddltemDetail screen.

b. Selecta view from View Lookup.

GroupAdditemDetail

504 Accommodation Plan (K12 SpecialEd. AZ Document)

% Close 504 Evaluation Report (K12 SpecialEd A7 Document)
504 Grievance (K12 SpecialEd AZ Document)
@ Add View ltem 304 Progress Review (K12.5pecialEd. AZ Document)

Activate Student (K12 Enrolimentinfo)

Add Student Service (K12.5pecialEd. Medicaid)

| Add Student Service (K12.SpecialEd. Medicaid)

Add Student Service (K12 SpecialEd Medicaid)

Additinnal Shident Sunnort Buhiie (K12 SnecialFd Document

View Lookup

GroupAddltemDetail Screen
c. Click Save.
« Todelete the group:

a. Select Delete 'Group Name'from the Actions menu.
b. Click Yes to the confirmation dialog.
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5. Click Move Up or Move Down to change the view order of the items.
¥ User Profile Bl&|al ceme
Menu- | B + Save || *yUndo
User Mames: User, Admin Login Name: Admin
Demographics Navigation Menu Security Access Spell Check Options POV
MNavigation Menu Actions...
w Aftendance © Set ltem Order m
w Default
o I L
= GBAdminLogin . = T
B Nursing Plan n- 5
[ Mail Merge District Definition [m} GBAdminLogin
0 Staff .
B Organization = i
B Student a Mail Merge District Definition
M Streams
= User [m] Staff
B UserGroups (] Organization
bm) SEEMEEIE =] Student
» Synergy SE
B Test o Sireams
B Synergy SIS (] User
B Discipline
p Student [m] UserGroups
p Heath =] System Config
W
User Profile Screen, Navigation Menu Tab
6. Click Save.

a Select the X column and click Save to delete an item in the group.
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Security Access Tab

The Security Access tab displays some of the security assigned to your account. You probably
cannot change this information.

v User Profile & & a) oo
Menu ~ = « Save | " Undo

User Mams: User, Admin Login Mame: Admin

Demographics Navigation Menu Spell Check Options POV

@ Focus
Focus Year Selection Focus Organization Show Inactive Students
20152016 - Hope High School Active And Inactive -

@ Year Extensions

Possible Year Extensions

[ Night 4 Regular ] Summer

@ Security Settings

Discipline Security Discipline Organization Security Conference \isitation Allow Ovemide of Max Students in Class TeacherVUE Administrator
Highest - ~ | |Highest - ~ | Yes -

(® Organization Year Access

Previous Year(s) Permission Current Year Permission Mext Year(s) Permission

Update - Update - Update -
@ Organizations .
[Line | OmanizfonMame & OmaniatonUpdae 3
nEdupnintSChuol District Update
B User Groups -
Fl | VserGrous ame S Uewmoow ¢
R roie - Acimin =
Update - District

User Profile Screen, Security Access Tab

Spell Check Options Tab

Use the Spell Check Options tab to select to ignore spell check types and to add words to the
standard dictionary. For example, adding the name of the district and/or schools.

Navigate to Synergy SE > User Preferences > User Profile.
Select the Spell Check Options tab.
Select the Options to ignore types of spell check.

>N =

Add custom words:

a. Click Add in the Custom Word List section to create a new line.
b. Type the new Word.
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a Select the X column to delete a custom word.

v User Profile

- [oe]

User Name: User, Admin Login Name: Admin

Demographics Mavigation Menu Security Access Spell Check Options POV

fFm
do
e
Q
[}
5
[2]

1® Options
1 Ignore All-Capital Words Ignore Mixed-Digit Words Ignore Filenames
O lgnore First-Capital Words lgnore Hyphenated Words lgnore Html Tags
& Ignore Mixed-Capital Words I} Ignore Repeat Words Ignore Internet Addresses

® CustomWord List | 4= 40d

— Edupoint

User Profile Screen, Spell Check Options Tab
5. Click Save.

POV Tab

Use the POV tab to define what displays on the home screen when you launch Synergy SIS.
« Announcements
« Tasksgrid
« Widgets

Good Afternoon, Admin User

.
™
e
o
o

Hide Dismissed Messages

Dismiss or Reeall
‘Organization Name

Edupaint School
Dlsl‘ilnp::)t‘ new announcement in classic mode
F Edupaeint School Because we have been expeniencing power outages in the afternoon, please limit your use of “power hungry” equipment and devices

District during sftemoon peak pericds.

© Tasks -

R . R
11P02015 | 12:46 PM t' MacDonald, Ruth L Workdflow: Waiting for response to step "When practical, perform informal meeting with student’ in workflow 'Suspension Process'
b started on D1/05/2016.
OUDS2016 | 1:34PM @B Aaron, lan PVUE Updates
Local Date/Time Daily Absence Count Kennedy Space Center - Channel 4

Last Updale: (1262018 121500

Wednesday, February 10, 2016
4:17:41 PM MST
Weather: Fountain Valley, AZ
Now Today Tonight Tomorrow
* # - ™
B I . 1039
43 420
7% 780

Lagt Update: 02052016 D5:48:00

Home Screen

a Some items that display on the home screen are selected by the
administrator.
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Dashboard Controls

A dashboard control or widget is a graphical reporting tool designed to track student data trends or
link to external web-based sources. The widgets that you can select are set up by your system
administrator. These widgets:

« Display on the Synergy SE home screen to give the users an overview of different trends
occurring in either the school or the district.

« Can track different information, such as enroliments by day, attendance patterns, or grades.

« Can be created from a Synergy Query.

Add Widgets

1. Navigate to Synergy SE > User Preferences > User Profile.

2. Selectthe POV tab.
3. Enter the number of columns to contain the widgets in Dashboard Controls Per Row.

An RSS Feed widget always takes the entire row regardless of the
columns selected.

EI

o

&
[¥]
Q
©

7 User Profile
Menu~ | | & |« Save | *Undo

User Name: User, Admin Lcgin Name: Admin

Demographics MNavigation Menu  Security Access  Spell Gheck-::‘.im

@ Foint of View (POV) Home Page Settings

Dashboard Controls Per Row
3

1® Dashboard Controls | 4 Add | Chooser

(% [me| Oty o mme 4 Gowwe 6 Lespameioeime o)

ERER Masa - Kennedy Space Center G4 D1/26/2016 12:18:00
ERNER Daily Absence Count Bar D2/05/2016 05:48:00
@ Task Setup
£ Show Task List
Selected Task Groups to Show in Task List
O Schocl Workflow O Transportation [ Transportation
O Student Workflow [ Discipline [ Referral
[J OEN Approval [ ESR District Registered [ Registration
[ Health [ Conference [ PVUE Updates
[ Family Change [ Student Repsonse [ Dstrict Registerad
[ ESR Student Response [] Student Referral [ Transportation
O i [ Incoming Request [ Student Cencurrent Enroliment

User Profile Screen, POV Tab
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4. Addwidgets:

» Click Add in the Dashboard Controls section to add a single widget using the Find:
DashboardWidget screen.

Search Results

© Find Criteria
Mame

© Find Result

Find: DashboardWidget

QFind - & Select = Clear Selection

|21 Attendance by Grade Level Doughnut
I Birth Moniths Bar
(CNN Headline News
I Daily Absence Count Bar
I Discipline Dispositions by Schaol Bar
AN Educ ation Media Room
[0 Edupaint Mew Release
B Enroliment by Day
B[O Envoliment By School
| v

eo

GraphType

3

« Click

Find: DashboardWidget Screen

Chooser to add multiple widgets using the Chooser screen.

© Find Criteria
Name

© Find Result

Chooser

Search Results

(e[ Wome | Goppe [ X ne| Name  Goppe |
274400 ([ 1]

GraphTyps

dd Selecied Row(s) = | | Add All Row(g) >

-| O Selected ltems

Masa - Kennedy Space Center C4

[ Atiendance by Grade Level Doughnut IO Dsily Absence Count Bar
[ irth Months Bar
[0 CHN Headlins News
nDlsclplire Dispositions by School Bar
Educalim Media Room
| N ik e Dol
Chooser Screen

5. Locate the widgets.
6. Click Select. The widgets are added to the home screen.
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Managing Widgets on the Home Screen

Screen Layout

Good Morning, Admin User

Configuration
E off Show Tasks o
Of Show Announcements

Choose the layout for this page:

e e i 21 AR v D

One Column = Two Columns = Wide Right

@ Cancel

Kennedy Space Center - Channel 4

Local Date/Time Daily Absence Count

Thursday, February 11, 2016
S:07:02 AM MST

Weather: Fountain Valley, AZ
Now Today Tonight Tomorrow
4 i 49° 78°
45 4
w 78
| Last Update: D1126/2015 121500

1038

[ 450

Dashboard Configuration Screen

1. Click ¥ . The Configuration screen displays.

2. Make selections:
« Use the toggle to Show Tasks and/or Show Announcements. (1]

« Choose the layout for the page by selecting a column layout. (2]
3. Click Save.

Adding Widgets from Home Screen

1. Click L+ to open the Available Widgets screen.
2. Selectan Available Widget and drag it to a column.
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3. Click OK.

Local Date/Time Daily Absence Count

Thursday, February 11, 2016
10:30:58 AM MST

Weather: Fountain Valley, AZ

Now Today Tonight Tomorrow
- - - —
Ers 98° 64" 89°
54°

B4
oz°

&

Good Morning, Admin User El2E[:]|[o]e
A\fallable Wldgets ','usaj Used Snr;nli-ja'a
Nidget Filtes T
Built In | At‘hendancei Discipline Demographics Miscellanecus  Test History

| + + + + + +|
1 1 1 1 1 A
Daily Absence Count Daily enrolimerfychange Enrolliment Daily Delts - Feed - Shai Student Enrollment Student Enroliment YTD Absences by Grade
District Counts Counts by Day

Kennedy Space Center - Channel 4

L3t Updsta: 04252016 121500

+
|

Daily enrcllment change

Home Screen

? Click Consolidated to see all available widgets.

Moving Widgets on Home Screen

1. click @ 1o open the Available Widgets screen.

2. Select the widget header and drag it to the shaded area in the column.

3. Click OK.

Local Date/Time Daily Absence Count

Thursday, February 11, 2016
10:30:59 AM MST

Last Upcste: 02572016 05:45:00

Today

T2 95°

Tonight

64° 89

Kennedy Space Center - Channel 4

Last Upciste: 026/2016 129800

P o

Tomorrow

Home Screen
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Tasks

Tasks provide a to-do list on the Synergy SE home page. For example, a task may be listed to
remind a school nurse when to administer medication to a student or a counselor may have
conference reminders.

Tasks that are displayed vary upon the user’s group and individual user preferences. The tasks are
generated once a day.

Navigate to Synergy SE > User Preferences > User Profile.
Select the POV tab.

Select the Tasks to display as needed. (2]

1
2
3. Selectthe Show Task List option. (1]
4
5. Click Save.

7 User Profile | loleEe
Menu ~ L + Save | *§Undo
User Mame: Nurse, Cindy Login Name: nurse
Demographics Mavigation Menu Security Access Spell Check Options POV
@ Foint of View (POV) Home Page Settings
Dashbeard Controls Per Row

@ Dashboard Controls +40d | Chooser
[x i v o e s e s e e :
@ Task Setup

M Show Task List
Selected Task Groups to Show in Task List

[ School Workflow [ Transportation [ Transpertation

O Student Workflow [ Discipline O Referral

[J OEM Approval [JESR District Registered [ Registration

M Health [ Conference [0 PVUE Updates

[0 Family Change [ Student Repsonse [ Dstrict Registered

[ ESR Student Response [J Student Referral [ Transportation

B4 Medication O Incoming Request O Student Concurrent Enroliment

User Profile Screen, POV Tab
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Overview

Synergy SE documents and special education student data are accessed from the (SE) Student

screen or the SE Portfolio screen.

SE Student Screen

The SE Student screen

« Provides school administrators and secretaries, who do not belong to a student's team,

access to special education student data.
« Displays individual student records.
« Displays student notifications.

« Has multiple tabs that contain the student information. The student's Name, Student ID,

Gender, and Grade display on every tab.
o Canbe accessed from Synergy SE > Student > Student.

E Some districts rename the (SE) Student screen.

¥ Student g | B
weroe | € Q> | [ &) veoe o~ EEIEESS
Student Mame: Aaron, lan Gender: Male Grade: 04 Primary disshbility: SLD Schocl: Adams Elementary  Case Manager. Sharma, Sheetal
Demographics Parentz Team Ad Hoo Documents Historical Documents Process Docs Timeling Student Contact Log
Last Mame First Name Middle Mame Suffix Student 1D Gender Grade
Aaron lan 129447 Male - 04 -
2 Phato @ Home Address @ Mailing Address
Address City Mail Address
1955 5 Val Vista Dr Mission Viejo 1955 5 Val Vista Dr
State Zip Code Grid Code el Mail City hsil State Mail Zip Code
vap it!| | Schools
cA -| (92694 MLV o ) | = Mission Vieio | |CA - 92634
Map it!
@ Race and Ethnicity
Hispanic/Latino  Resolved Race/Ethnicity
Hispanic ~ | Hispanic -
Rate
O American Indian or Alaska Native [ Asian [ Black or African American [ Native Hawaiian or Other Pacific Islander 2] White

SC &€
L FARY

(SE) Student Screen
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Demographics Tab

The Demographics tab contains group boxes that display the data imported from Synergy SIS or a
district’s student information system database.

The student information on the Demographics tab includes such information as the student's
address, phone numbers, and immigration status.

Based on a user’s security setup, some group boxes or data fields are
hidden or are view only.

Some of the information is imported into the special education documents. These fields include:

« Primary Language
« Home Language
o Primary Language Date

« Home Language Date
« School of Attendance
« School of Residence

Parents Tab

The Parents tab contains a section that

« Lists the student's relationships.
« Indicates the people the student Lives With.

T

[#]
Q
[ e
> o

Fm

Student
< a »

Fal

-

Student Mame: Abbott, Billy C. Gender Male Grade: 12 Primary dizability: School: Kennedy High School Case Manager Sharma, Sheetal
Demoagraphics Team £d Hoe Documents Historical Documents: Process Docs Timeline Student Contact Log

Last Mame
Abboft

First Nams
Billy

@ Parent/Guardian

Middle
C

X i o > v > on &1 Pt e e > o Cona v 5. g Gy e o e
g C 0

n [m} Foster Fathel = Washington, Georges & [m] [m} O
na O Grandmothes = | Smith, Adam & Home %’;S& [m] [m] [m] O [m]
nn [m} Mother ~ Renflow, Ken & O O O O ]
nn 1 Mother ~ | Aaron, Kathieen & Home ;1-3?:1555— =] [=i] [m]
nﬂ 2 M | Father = Aaron Phillip & cen i =) 5 =] 3 o

Gender
Male

Grade
- 12

Suffix Student ID

905483

Mame

=+ Add

(SE) Student Screen, Parents Tab
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« Contains a Parent Name link to open the Parent screen with more information about the

person.
Parent AF- ARG
Menu ~ & | Sae | *™Undo
Parent Name: Aaron, Kathleen
Demographics Children Parent UE Parent Contact Survey
Last Name First Name Middle Name Suffix Title
Aaron Kathleen
@ Parent Info
Adult ID Gender Primary Language Social Security Number Email e EdFi ID
— ok
I | | Female| - ~| 123456769 lee.test@edupointcom = T0C
Mick Name Last Name Goss By  AKA Last Name LKA First Mame AKA Middle Mame  AKA Suffix
Employsr Job Title US Citizen Deceased Uniformed Military
O O [}
Highest Education Level  girth Date Birth Place Additional Info
College Graduate - B
Parent Screen

The Team tab displays the student’s special education team members. Users who belong to a
student’s team list see that student when Student Team is clicked in the student name snapshot on
the SE Portfolio screen.

SE Portfolio ENACOIHREEE Y

Menu~ 5 JLUGESSM | Clear All Filters

Good morning, Admin User

Viewing as School Admin

SE Process 504 Process
‘s Name: (kennedy, Joel L) a®
50
28 58 55 . Student ID: 123456789 State Student ID=-
Grade: 02 Ed-Fi ID
.Overdue A In Progress .Future c
B o Email b4
e Home Address
Birth Date 01172012 Map it!
© Student | 2 | Print ~ Email Parents | Age 7
Email Teachers
n 141 rows (7sms Phone Number:

< 2 )
@ Special Education

e Process = Y| Docu Stu b ¢ Email Sped Team | | Current IEP || Historical Docs | | Student Team o
Primary Exceptionality
Reevaluation Due Date:

ments T dent =
I /' Initial Evaluation E ‘ Abbott, Bill Annual Review Due Date

SE Portfolio Screen
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The team list imports into several special education documents such as an eligibility determination
document.

7 Student Bl& ar o€

Student Name: Abbott, Billy C. Gender: Male Grade: 12 Primary digability: School: Kennedy High School  Case Manager Sharma, Sheetal
Demographics Parents E Ad Hoo Documents Historical Documents Process Docs Timeline Student Contact Log

Last Name First Name Middle Name  Suffix Student 1D Gender Grade

Abbott Billy c 905483 Male - |12 -
$—er::.|l lee.test@edupoint.com;amanda.greene-chacon@springfield k12.zz.us;
© Team Members + Add

N e e - =
-- Hom, Cissy & | Case Carrier = amanda.greene-chacon@springfield k12.zz.us

u User, Admin &  Special Ed Teacher ~ lee test@edupoint com
m Sharma, Sheetal §  Case Manager -~ X

(SE) Student Screen, Team Tab
The following functionality applies to the Team tab if your district uses concurrent processes:

o The 504 school team is added to the student if the student is in a SpEd Process and later
added to a new 504 Process. The existing staff do not duplicate.

« The SpEd school team is added to the student if the student is in a 504 Process and later
added to a new SpEd Process. The existing staff do not duplicate.

« All staff remains on the Team tab if the student is in a SpEd Process and removed from the
504 Process.

« All staff remains on the Team tab if the student is in a 504 Process and removed from the
SpEd Process.
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Ad Hoc Documents Tab

The Ad Hoc Documents tab contains miscellaneous special education documents which are not
required process documents. These documents include that can be edited as well as print only
documents. They contain standard headers with the student demographic information.

|| See the Oregon Special Education Document Guide for more information
on Ad Hoc documents.

7 Student

Meru~ || € Q| ¥ | | | ¥sae  +Undo

Student Mame: Abbott, Billy C. Gender Male Grade: 12 Primary digability:  School: Kennedy High School  Case Manager Sharma, Sheetal

i
do
]
]
Q
@ e
B o

Demographics Parents Team Ad Hoe Documents Historical Documents: Process Docs Timeline Student Contact Log

Last Mame First Name Middle Mame Suffix Student 1D Gender Grade
Abbott Billy L= 905483 Male ~ |12 -

1® Existing Documents

ﬂ_—_ﬁ_

GENAZ 30 Classroom Observation

@ Document Creation

.
ez 0 Classroom Observation

“GENAZ 3 Conference Summary Crgats
nGENAZ ) Consultation Request Cssie

(SE) Student Screen, Ad Hoc Documents Tab

Historical Documents Tab

The Historical Documents tab displays a list of Synergy SE documents that have been created
and finalized.

T See the Oregon Special Education Document Guide for more information
on historical documents.

« The Historical Documents section is a virtual file cabinet that stores the student’s historical
records.

« The Attached Documents section allows a user to attach any miscellaneous document or file
that is necessary to store in the student’s historical file.

 Student B|& s [ocalo
Menu- || €O > || & vsae | AU @n
Student Name: Abbott, Billy C. Gender: Male Grade: 12 Primary digabiliy. School. Kennedy High School Case Manager Sharma, Sheetal

Demographics Parents Team #d Hoc Documents Process Docs Timeline ‘Student Contact Log
Last Name First Name Middle Name Suffic Student ID Gender Grade
Abbaott Billy C 905483 Male -~ 12 -
@ Historical Documents
L T
B Attached Dosuments & SrowDstal | 4 Asd
[ % e e el cweey | commem  ofomen ¢

(SE) Student Screen, Historical Tab
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Process Docs Tab or SpEd Docs Tab

The SpEd Docs tab and 504 Docs tab display if your district uses
concurrent SPED and 504 processes. The Current 504 Settings section
moves to the 504 Docs tab.

The Process Docs tab displays the documents related to a process. Some information may be
edited but other information is read only.

« Current Settings contains:

« IEP Review Due Date — The date the next IEP is due and it is generated or updated
each time the IEP is finalized

« Reevaluation Due Date — The date the next evaluation is due and it is generated or
updated each time the eligibility determination document is finalized

» Current IEP — Opens a view only copy of the student’s current IEP that has been
finalized (locked)

« Progress Report — Opens the student’s current progress report for updating

o Current BIP — Opens a view only copy of the student’s current BIP that has been
finalized (locked)

« ESY Progress Report — Opens the student’s current ESY Progress report for
updating

o Current BIP Date — The date of the current BIP
« Next BIP Date — The date of the next BIP is due
« Disabilities — Pulls from the eligibility determination documents

[ E Concurrent Disabilities display if used by your district. ]

« Exit Date, Exit Reason, and Exit Explanation — Pulls from the Exit Process when a
student exits from special education because they no longer need services or they
move out of the district.

o Medicaid Consent Status and Medicaid Consent Status Date — Pulls from the
GENAZ 520 document or the Medicaid tab of the IEP

« Referral Date — The date the student was referred to special education

o Current 504 Settings contains:
« 504 Review Date — The date the 504 review was held
« 504 Reevaluation Date — The date for the next 504 evaluation

« Exit Date 504, Exit Reason 504, and Exit Explanation 504 — Pulls from the Exit
Process when a student exits from the 504 process because they no longer need
services or they move out of the district
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« Process Documents contains documents specific to the current process the studentis in.
The documents are:

« Represented by color coded icons like in the SE Portfolio screen that indicate the status

« Available for creating, viewing, or editing, depending on user security

« Attached Documents contains any Word or PDF documents the team wants to associate
with the process.

o Manual Process Move is available to manually move a student to another process.
¥ Student AL WM alL e cCao
Ba

Mo~ || € Q[ 3| [ @] vsae | SUnde m

Student Name: Abbott, Billy Gender. Male Grade: 11 Primary disability: 40 - Visual Impairment School: Generie High School

Demographics Parenis Tesm Ad Hoc Documents Historical Documents) imeline Student Contact Log OR
Last Name First Name: Middle Name Suffue! Student ID Gender Grade

Abbott Billy 731321 Male = fa =
8 Current Settings

|EF Review Due Date Re-evalustion Due Date Frimary Dissbility

1072372015 B (01152015 = 40) - Visual Impairment| ~

Progress Report| | Cument IEP Secondary Disshilites

Current BIP | | ESY Progress Report Exit Explanation
Exit Date: Exit Reason
B -

Medicaid Consent Status Medicsid Consent Status Date

- B
Refarrs! Datz
]
18 Current £04 Sattings
504 Review Dste 504 Re-evaluation Date Exit Explanstion 504
= L Exct Date 604 Exit Reason 504

Current Process: Reevaluation

1D Process Documents

IR 5 Req B - Mesting Request In Progress a
BRI G=nAz 5008 - Intellectus! Dissbility (10) Criteria Skipped A
IR ~vnis - Friar Witten Natiee In Progress @
BN =vaL - Evalustion Report Complete e
LI I GENAZ 050R - Parent Permission In Progress @
BN <iigivility Statements (Document List) In Frogress @
BN <iig Summary - Eligibility Summary In Frogress. @
LI OR Placement - Placement Determination In Progress @
| = | o 5 In Frogress @
© Atiached Documents I srowDeal | #Aco | |
[ % tme| D &)  Caegoy & Commemt 3 Cocument 3|

18 Miscellaneous Pracess Docs

= = =S
N

‘GENAZ 2002 IEP At A Glance Echt

@ Menual Process Move

Move To = Move To =| |[Move | Exit Process
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504 Docs Tab

The 504 Docs tab displays if your district uses concurrent SPED and 504
processes.

The 504 Docs tab displays the documents related to a process. Some information may be edited
but other information is read-only.

o Current Settings contains:

« 504 Referral Date — Date when the 504 process was initiated for the student
« Current 504 Plan Date — Date of the current plan

o Current 504 Evaluation Date — Date the 504 evaluation was held

» 504 Review Date — Date the 504 review was held

« 504 Reevaluation Date — Date for the next 504 evaluation

« 504 Plan — Opens a read-only copy of the student’s current 504 Plan that was finalized
(locked)

« Exit Date 504, Exit Reason 504, and Exit Explanation 504 — Pulls from the Exit
Process when a student exits from the 504 process because they no longer need
services or they move out of the district

« Process Documents contains documents specific to the current process the studentis in.
The documents are:

» Represented by color coded icons like in the SE Portfolio screen that indicate the
status.

« Auvailable for creating, viewing, or editing, depending on user security.

« Manual Process Move is available to manually move a student to another process.

T SE Student ool &l
o 2 ¢ als A [+ 01 | x o

Student Name: Abbott, Billy C. Gender. Male Grade: 9 Primary disability: School: Hope High School Case Manager Sharma, Sheetal n

Demographics Parents Team Ad Hoc Documents Historical Documents SpEd Dots Timeline Student Contact Log OR

Last Name First Name Middle Name Suffix Student ID Gender Grade

Abbott Billy C a05453 Male |9 -

© Gurrent Setfings

504 Referral Date Exit Explanation 504

il & Exit Date 504 Exit Reason 504

504 Review Date 504 Re-evaluation Date [ =

[ -] P
504 Plan

Current Process: | 504 Process

® Process Documents

“- GEMAZ 4006 - 504 Evaluation Report Skipped A

“ GENAZ 4004 - 504 Mesting Notice Skipped N
““ GEMAZ 4003 - 504 Accommodation Plan Skipped &

© Attached Documents Iy ShowDetsil | o Add
(%~ e | D 3Y| Gl @Ev]  Cemmeet SV Do 37|
© Manual Process Move

Move To ~| | Move | | Exit 504 Process

(SE) Student Screen, 504 Docs Tab
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Timeline Tab

The Timeline tab displays progress toward district-established deadlines.
« Green textindicates deadlines met.
« Redtextindicates deadlines are overdue.
« Gold text indicates future deadlines.
« ABlack line indicates the current date.

The Timeline can be set at 3, 6, 12, or 36 month intervals at user option.

Student ¢ T&e

Menu~- | | = || «Save | 4 Undo 2@AZESA
Student Name: Aaron, lan Gender Male Grade: 04 Primary disability: SLD School: Adams Elementary Case Manager.

Demographics Parents Team Ad Hoc Documents Historical Documents Process Docs Timeline Student Contact Log

Last Name First Name Middle Name Suffix Student D Gender

Aaron lan 129442 Male -

Grade

04 -

Todey
13002012
o co # »* »
c""@f » & » W

09/23r2015 ﬁl 12 Months = 'Redraw Timeline|
@ Current
Completion Date % |  Projected Due Date % |  Num Days Overdue 4 | Calculated with Type %
- MET 09062017 Calendar Days

|EP Date 1172212015 Calendar Days

n Eligibility
“Tmennia\ Reevaluation 08/11/2017
@ Historical

(SE) Student Screen, Timeline Tab
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Student Contact Log

The Student Contact Log tab documents contact made with parents.

« The General Ed Student Contact Log imports from Synergy SIS and is read only.
« The Special Ed Student Contact Log allows Synergy SE users to add contact records.

T Student AL

Menu- || € | Q| » || & | «Save  *Undo AP

Student Name: Aaron, lan Gender: Male Grade: 04 Primary disability: SLD School: Adams Elementary Case Manager Sharma, Sheetal

Demographics Parents Team Ad Hot Documents Historical Documents Process Docs Timeline Student Contact Log

Last Name First Name Middle Name Suffix Student 1D Gender

Aarcn lan 129442 Male -
Grade

04 -

@ General Ed Student Contact Log

[l oe i & Vo Commct e = Poon oo &1 Gty S v ST o %

- 04/15/2015 2:15PM é Phone Mrs. Aaron Mr. Jones - Librarian Made Centact  Contacted parent regarding overdue library book.
B

Print Special Ed Student Contact Log

@ Special Ed Student Contact Log  + add

i e G i+ oy oo e ]

Contacted parent regarding testing for
09/24/2015 & 4:15PM ©® Phone - Mrs. Aaron Natalie Carroll Left ~ language skills

(SE) Student Screen, Student Contact Log Tab
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SE Portfolio Screen

Access from Synergy SE > Student > Portfolio.

You must substitute the Portfolio screen with the SE Portfolio screen in
PAD security to use it.

« The Menu on the SE Portfolio screen displays:

o Launch View: Select Admin Progress Report, Admin Teacher Portfolio, Special Ed
Calendar, or Student Translation Documents to launch the view.

« Selectan Option.

« Hide Summary Cards — Hides the Summary Cards section and Graph bar on the
Portfolio screen

« View as School Admin — Displays a full list of SE/504 students in the user’s
Portfolio even if they are not part of the Student Team

This option only displays for users who are focused to
a school and who were set up to Exempt from Student
Team in the User Setup.

SE Portfolio »

Menu - = Add SIS Clear All Filters

J—
Launch View Options
Admin Progress Report Hide Summary Cards

Admin Teacher Portfalio View as School Admin

Special Ed Calendar

Student Translation Documents

SE Portfolio Screen

« The Special Ed process and 504 processes have separate tabs to display each process
individually.

« SE Process — Displays the students in Special Ed processes
» 504 Process — Displays the students in 504 Processes
SE Portfolio n 2 e o M &~

Menu - == Add SIS Clear All Filters

Good evening, Admin User

| SE Process 504 Process |

SE Portfolio Screen
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« Select Pdf, Excel, or Summary from Print to display the portfolio for the students as a
printable documentin PDF, Excel, or Graph Summary format.

SE Portfolio = S ddh &M c@-
Menu ~ + Add SIS Clear All Filters
Good evening, Admin User
SE Process 504 Process
. Overdue In Progress . Future N
= -
B Student 2 |Pr|nt vI =
Print My Portfolio: Par| |Excel| | Summary sis .
Line Proce =
‘ | | Num
SE Portfolio Screen

The following status labels and shapes display by default if no
override options are selected for the labels and shapes:

« Overdue, red Hexagon — Indicates students who have an
Annual Review Date or Reevaluation Date past the due
date.

« In Progress, yellow Square — Indicates students with Annual
Review Dates or Reevaluation Dates that fall in the district
defined ‘In Progress’ time frame.

« Future, green Circle — Indicates students with Annual
Review Dates or Reevaluation Dates that fall in the district
defined ‘Future’ time frame.

SE Portfolio =

Menu ~ m Clear All Filters.

Good morning, Admin User

SE Process 504 Process

1 2 2

@ ovERDUE IN PROGRESS @ FUTURE

SE Portfolio Screen

59
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« The following columns display on the SE Portfolio screen:

@ Student Z | Print| ~

SIS C nt Historical f
H "um: . BIM: .

SE Portfolio Screen
« Process — Displays the student’s current Process
« Documents —Displays the ; icon that contains all Process and Ad Hoc documents
for the process the studentis in
« Student — Lists the student’s name as a link. Click the link to open the Student screen.
o SIS Num - Displays the student number
o Current Docs — Quick link to a student’s current (Finalized) IEP, Progress Report,
Behavior Intervention Plan, and/or 504 Accommodation Plan

« Historical Docs — Displays the g icon. Click the icon to open the Historical
Documents tab on the Student screen.

« Transportation —Displays the “&a icon. Click the icon to open the Student
Transportation screen. The Transportation column displays only if the Show
Transportation option is selected in Process Setup.

« Age —Displays the student’s age
« Birthdate — Displays the student’s birth date
« Grade — Displays the student’s grade

SE Portfolio Screen

« School - Displays the student’s school

« My Role —Displays the role the user has as a Team Member. If Admin Team is used,
this column displays Case Manager for each student.

« Disability — Displays the student’s disability
o A-R Due Date — Color coded to show the status (upcoming, current, or overdue)
« R-E Date — Color coded to show the status (upcoming, current, or overdue)

-~ A .
u o a ate
A Initial Evaluation ﬁ Aaron, Harold N 968257 D - 03/15/2019 08/24/2020

Reevaluation Aaron, lan 129442 Ci~ 03/15/2019 03/15/2019

. Annual Review

Aaron, Theresa 126855 Ci~ 09/25/2019 02/26/2020

por .

Transfer Abbott, Andrew E. 124013 Ci~ 03/30/2019 03/26/2019

Abemathy, Teresa M 961370 Ci~ 01/12/2019 11/15/2019

SE Portfolio Screen

¥ "

. Reevaluation

—— -
- (&
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« Show/Hide columns by clicking E] and selecting the columns to display in the Student section.

a The selections are saved for each login.

@ Student 2 | print
Suppress Grid Tooltips ¥ Disability o
A-R Due Date

R-E Date

. . Stat
D Initial Evaluation i - e
Process

¥ AmendmentinProgress
¥ Photo
2 . Annual Review i ¥ Student Name
.| |

SE Portfolio Screen

LY

Clear All Filters

&

T

®

Larrerem |

« The Filtericon (ﬂ) displays for the columns in the Student section to filter the student data.

@ Student 2 Print -
Current Hlslnrlcal - -
“ME L
D Initial Evaluation Acosta, Joseph | 75879 01 Select All 03/26/2009
@ | Custom Search [Q, |
l. Annual Review i Babcock, Phillip 99999 e IE D‘ ] 031012007
7
) s
3 .Annua\ Review 3 Maya, Diane 72026 e S 03/05/2009
12
- DReeva\uation (/) m [y, ey 23120 e B 1012112011
Clear L5 Cancel
!_. Reevaluation — Tackett, Heather | 80998 N B 1212812010
SE Portfolio Screen
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« All Process Documents and Ad Hoc Documents now display in the student's Documents
-_—
folder. Click in the Documents column to display the documents in a new window.

Student Name: Abbott, Billy FProcess Name: Initial Evaluation

T

Process Documents Ad Hoc Documents

Q) GENAZ 11PA - IEP PWN

) GENAZ 05PAI - Prior Written Notice for INITIAL Evaluation
| ER - Evaluation Report Mandatory

© |EP (05/03/2019)

Documents Window

The documents are color coded to represent the status.

o u =-Not-Started=

E Q. =-In-Progress=
=-Finalized-(Complete =
o

o o —1EP-Amendment=

Mandatory displays for the document required in process.
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Admin Student Portfolio Screen

Access from Synergy SE > NTL > Admin Student Portfolio.

» Provides administrators or case managers the ability to view and manage upcoming events
without being added to all student teams.

« The SpEd Portfolio tab:

« Displays all students in special education for the current focus. You can filter this screen
by Staff, Roles, Primary Disability, Days to Next IEP Date, or Days to Next Eval
Date.

« Displays the student’s primary Disability, Team, Historical Documents, current IEP,
Progress Report, and the Next IEP Date and Next Eval Date.

. 1 displays to indicate the Next IEP Date or Next Eval Date is almost due.

. @ displays to indicate the Next IEP Date or Next Eval Date is overdue.

Admin Student Portfolio cZe-e
Menu ~

Good evening

SpEd Portfolio 504 Portfolio
@ Fiter Options
Staff Roles Primary Disability Days to Mext |IEP Date Days to Mext Eval Date
- - - Filter | | Clear All Fitters

Sort

Mame -

© Studenis
(e ——Sdontame | Grode | Disabilty oo — Historical Doca | 1EP | Prg | MextIEP Datc | Next Eval Datc |
- Aaron, Theresa 11 AUTISM Edit View

n Abboatt, Billy 11 SPECIFIC LEARNING DISABILITY Edit View E md 03162018 03/16/2020
“ Abbott, lan 12 SPECIFIC LEARNING DISABILITY Edit View w0V @

n Armada, Sandra 09  SPECIFIC LEARNING DISABILITY Edit View = md 02072018

“ Jack, Chiis 10 SPECIFIC LEARNING DISABILITY Edit View ® s 02082018 020212015

Admin Student Portfolio Screen
o The 504 Portfolio tab:

« Displays all students in special education for the current focus. You can filter this screen
by Staff, Roles, Days to Next 504 Date, or Days to Next 504 Eval.

« Displays the student’s 504 Eligibility, Team, Historical Documents, current 504,
Progress Report, the Next 504 Date, and Next Eval Date.

Admin Student Portfolio | « < EB AR [celel-o

Menu -

Good evening, Admin User
SpEd Portfolio
@ Filter Options
Staff Roles Days To Next 504 Date Days To Next 504 Eval

| - - Filter| | Clear All Fitters

Sort
Name -

@ Students

[Line | SwdentName V| Gade Y S04Eigibity Y Team ¥|  FstoricalDocs Y| 504 Y NewsMDale 7|  NextbvalDale V]
Admin Student Portfolio Screen, 504 Portfolio Tab
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Admin Teacher Portfolio Screen

Access from Synergy SE > NTL > Admin Teacher Portfolio.

Provides a user, who does not need to be a member of the special education team, access to
a special education staff member's Portfolio screen and the associated student data.

Displays Synergy SE users in special education for the current focus and selected filters. The
screen must be filtered by Role, Last Name, First Name or Middle Name.

Displays the Staff Name, Role, Student Count, Next IEP Due Date, and Next Eval Due
Date for the filtered users.

i displays to indicate the Next IEP Date or Next Eval Date is almost due.
Q displays to indicate the Next IEP Date or Next Eval Date is overdue.

The staff name is a link to that person's Portfolio screen. Once the Portfolio screen is open,
Process Documents may be edited or finalized as needed.

7 Admin Teacher Portfolio L& ap cCoe
Menu ~
Good evening, Admin User
Fortfolio
© Selection Criteria
Role Last Name First Name: Middle Name
Special Ed Teacher -

B Staft
[ Line ____ StaffName | Rokes _________ StudentCount Next IEP Due Date Next Eval Due Date

N <o e —— :

n Hom, Cissy Special Ed Teacher 1 102172015 L e

Admin Teacher Portfolio Screen
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Adding Students From Synergy SIS

Your Portfolio displays all students for which you are a Team Member. Use the SE Portfolio screen
to import a new or referred student from Synergy SIS and set up their team.

0 An initial process on the student must be completed to transfer them into
= Synergy SE.

1. Navigate to Synergy SE > Student > Portfolio.

0 You can also add students from the Synergy SE > Student >
=  Student screen using the Add button.

2. Click Add SIS.

SE Portfolio

Menu - m Clear All Filters

Good merning, Admin User

SE Process 204 Process

SE Portfolio Screen

3. Locate the student.

« Specify the Initial Process for the student.

« Selectthe Enter Date using .

( B
Synergy SE returns only the first 50 students who match your

search criteria. Use a partial last name with a partial first name as a
0 search combination if the student does not display in the search.

Students with a status of Yes in the In Special Ed column cannot be

added.
\_ J
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4. Click Transfer.

Student SIS Number Find « ceo
(@ Selection Criteria (Searching Student [nformation System)
Last Name First Name Gender Grade Student Number
bobby
Find Students
@ Transfer Info
Initial Process Initial 504 Process
EnterDate
o
@ Students .. L
[Line | SudontName | it Date | Gondor __Grade | _ Sudent Number | Cront School | _In Special Ed
-Corral Bobby F 08/30/2004 Male 05 985827 Adams Elementary
Pfost, Bobby M. 07/28/2003 Male 06 126237 Adams Elementary
Ruelas, Bobby D5/14/2007 Male 02 129776 Adams Elementary
Student SIS Number Find Screen
5. Click OK.

Adding a Current Synergy SE Student to Your Portfolio

You must be added to the student’s Team tab to add a current Special Ed student to your Portfolio.

4 )

O The student displays in your Portfolio the next time you log in to Synergy
= SE if anotherTeam Member added you to the student’s Team.
A
4 )
E Contact the Synergy SE Help Desk for assistance if the student cannot
L be located. )
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Accessing and Editing Student Data and Information

o Process Documents and Ad Hoc Documents

a. Click - inthe Documents column to open a new window. (1]

b. Select a document from the Process Documents tab. &

SE Portfolio Student Name: Process Name: Initial Evaluation

Menu~ JEFNGETEN | Clear All Filters T

Process Documents  Ad Hoe Documents
Good evening, Admin User

O GENAZ 01 - Referral =
o GENAZ 02 - Notice of Referral
O GENAZ 03 - Parent Input
Q GENAZ 38A - Meeting Request
O GENAZ 04 - Notice of Evaluation Decision W Overdue
3 O GENAZ 05 - Parent Permission In Progress
(O Eligibility Docs (Document List) ¥ o
@ Overdue & GENAZ 06 - Multidisciplinary Evaluation Team (MET) {10/23/2019) B Future o
© GENAZ 07 - MET Meeting Request
(© GENAZ 08 - Notice of Eligibility Future
© GENAZ 09 - IEP Meeting Request
@O swdent | 2 | Print - 1 GENAZ 11 - Notice of IEP Mandatory
O GENAZ 520 - My Medicaid Permission

o )
1 .\nilia\ Evaluation EI o Abbott, Billy PR— v ]E% 18 05H6/2001 12 Kennedy Elementary  Case Manager

' Reevaluation ﬁ Aaron, lan 1234567891 [RINd

SE Process | 504 Process

061242011 03 Kennedy Elementary  Case Manager

SE Portfolio Screen

c. Selectthe Ad Hoc Documents tab and select a document. ©

SE Portfolio Student Name: Frocess Name Initial Evaluation
venu~ [FRER]  ClearAllFiters | Y
i Process Documents | Ad Hoc Documents
Good evening, Admin User
@ Existing Documents E
SE Process 504 Process N
Eligibility Determination - Intellectual Disability (11/11/2019) &)
+ Create |
W Overdue
3 504 Eligibility Determination o
Eligibility Determination - Intellectual Disability In Progress ®
Meeting Request - Generic W e ®
@ Overdue Prior Written Notice
IEP AtA Glance e
Parental Consent To Claim Medicaid Reimbursement
Parental Consent to Claim Medicaid Reimbursement (Spanish)
Oswdent | 2 | Pnt|w Manifestation Determination and Review Documentation
Print Only - Functional Behavioral Assessment Consent Form
Print Only - Functional Behavior Assessment Consent Form (Spanish) schoot AT
1 .mma\ Evaluation ] Abbott, Billy ousetU [N v El 18 05/16/2001 12 Kennedy Elementary  Case Manager
I. Reevaluation o Aaron, lan 1234567891 e E 3 061242011 03 Kennedy Elementary  Case Manager

SE Portfolio Screen
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« Select the student’s name to view/edit demographic data. (4]

o Click ”E to view Historical Documents. 6

SE Portfolio

Menu~ EEEULESER | Clear Al Fillers
Good evening, Adrin User
SE Process | 504 Process

@ Overdue []in Progress @ruure N - -
Future

Overdue inProgress

@ Student | 2 | prnt |~

e e e Zov e e
N 5
18

- - - L a AR . RE .
2

05/1612001 1 Kennedy Elementary  Case Manager

.lnma\ Evaluation B Abbott, Billy PR -
@ Recvaaton =] Aaron, lan 1234567891 7 s 0612412011 03 Kennedy Elementary  Case Manager Specific Leaming Disabiity 121112020 [JREZAEAEE)

SE Portfolio Screen

« |IEP and Progress Report

a. Click the drop-down in the Current Docs column and select i IEP to view the IEP

(Individualized Education Program) document. (6]

b. Click the drop-down in the Current Docs column and select EProgress Reportto

view the student’s Progress Report. (6

SE Portfolio

[UNTRG 4= Add SIS Clear All Filters

Good evening, Admin User

SE Process | 504 Process

3 0

@ Student 2 | Print|~

| IEP
I. Reevaluation ﬁ Abbott, Mary

o e T et e

1 . Initial Evaluation —] Abbott, Billy 1234561234

. Reevaluation ﬁ Aaron, lan 1234567891

5

. Overdue I:l In Progress . Future

Progress Report

|

0~ B

~E

Overdue

- Current Historical -
]

18

SE Portfolio Screen
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« Hover over the student name and click Student Team to open the Team tab on the Student
screen. @

Editing student data is based on your security level.

Removing yourself from the Team removes the student from your
Portfolio.

SE Portfolio EAEACAHRECE Y
Menu~ Clear All Filters

Good merning, Admin User

Viewing as School Admin

SE Process 504 Process

ﬁ Name: (Kennedy, Joel L) a®
50
2 8 5 8 5 5 2 No Photo Student ID: 123456789 State Student 1D
Grade 02 Ed-FiID
.Overdue A In Progress . Future C ;
B o Email P
Home Address

Birth Date: 01/17/2012 Map itt

@ Student 2 Frnt - Email Parents | Age: 7
Email Teachers
¥ 14lrowse

Phone Number:

® Special Education
Line Process = T | Documents T Student = Email Sped Team| | Current IEP | |Historical Docs o
Primary Exceptionality:
Reevaluation Due Date:
I \ Initial Evaluation Ahbon Bill Annual Review Due Date:

SE Portfolio Screen
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Viewing "No Showed" in Synergy SE

You district may allow you to view students who were no-showed (did not attend school) or
concurrently enrolled at another school.

1. Navigate to a Synergy SE > Student > Student.

2. Locate a student who was previously in SE, but a "No Show" for the current School Year.
3. Selectthe Enroliment History tab.

The enrollment does not have an Enter Date and has Summer
Withdrawal information.

Enroliment History

(o] N
School Enter Enter Leave | Leave
| S o e e

2017-2018 Kennedy High School

2 06/30/2017

Student Screen, Enroliment History Tab

4. Focus to the last school in the student's Enroliment History.

« The student displays with parentheses around the Student Name on the Student
screen.

v SE STUDENT
Menu= € Q ¥ =

= « Save | " Undo |G UGN RS S0
Student Name] (Taylor, Eric D.) | Gender: Male Grade: 11 Primary disability: School: Kennedy High School  Case Manager

Demographics Parents Team Ad Hoc Documents Historical Documents Process Docs Timeling
Last Name First Name Middle Name Suffix Student 1D
Taylor Eric Dale 889603

SE Student Screen

« The student displays with parentheses around their name on the SE Portfolio screen of
Team staff.

@ Student 2 Pint v

M

. Initial Evaluation E

(Abbatt, Billy)

SE Portfolio Screen

The student does not display if focused to the district.

@ Student 2 | Print|~

S : Y

. Reevaluation E

Aaron, lan

SE Portfolio Screen
.
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Viewing a Student’s Timeline

The Timeline tab displays progress toward district-established deadlines.

« Green text indicates deadlines met.

« Red textindicates deadlines are overdue.
o Gold text indicates future deadlines.

« A Black line indicates the current date.

The Timeline can be set at 3, 6, 12, or 36 month intervals at user option.

Student Cc&e
Menu ~ S || ¥Save | A Undo ®@@ZREA
Student Mame: Aaron, lan Gender: Male Grade: 04 Primary disability: SLD School: Adams Elementary Case Manager
Demographics Parents Team Ad Hoc Documents Historical Documents Process Docs Timeline Student Contact Log
Last Name First Name Middle Name Suffix Student 1D Gender
Aaron lan 129442 Male -
Grade
04 -
1 Today
1 11072012
1
. L A »
u‘&p‘ - o W
09/2372015 ﬁl 12 Months = IRedraw Timeline|
@ Current .
Completion Date 4 |  Projected Due Date % |  Num Days Overdue 4 |  Calculated with Type %
- MET 0062017 Calendar Days
IEP Date 1172272015 Calendar Days
n Eligibility
nTrienniaI Reevaluation 08/11/2017
@ Historical

(SE) Student Screen, Timeline Tab
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Student Contact Log

The Student Contact Log tab contains any contact log entries made from the Synergy SIS

Student, Synergy SE, or Health screens.

« The General Ed Student Contact Log section which contains entries from Synergy SIS is read

only.

Special Eduction Team members can record entries in the Special Ed Student Contact Log

section. These contacts with the student are not visible in Synergy SIS.

v Student

Menu~ || € | Q¥ | B | «Save | *Undo

Student Name: Aaron, lan Gender: Male Grade: 04 Primary disability: SLD School: Adams Elementary Case Manager Sharma, Sheetal

Process Docs Timeline Student Centact Log

Demographics Parents Team Ad Hoc Documents Historical Documents
Last Name First Name Middle Name Suffix Student ID Gender
Aaron lan 129442 Male -
Grade
04 -
@ General Ed Student Contact Log
Comment

e D5 Tim & View ConctType 5] Porson Conocid & Comactby_—5 Ouicoms 3|

-04/15&015 215PM | & | Phone Mrs. Aaron Mr. Jones - Librarian

Print Special Ed Student Contact Log

@ Special Ed Student Contact Log  # 2dd

09/24/2015 [ 4:15PM @ Phone ~ Mrs. Aaron Natalie Carroll Left ~ language skills

L1 FARTCYIN

Made Centact  Contacted parent regarding everdue library book

EDCEIEIEE

Contacted parent regarding testing for

)

-
-

(SE) Student Screen, Student Contact Log Tab

Creating a Log Entry

1. Click Add in the Special Ed Student Contact Log section to create a new line.
2. Complete the fields.
3. Click Save.

@ Special Ed Student Contact Log 4 20a

Natalie Carroll Left ~ language skills

II 09/24/2015 B 415 PM ®© Phone ~ Mrs. Aaron
I" : ° '

i e e G | oo e e

Contacted parent regarding testing for

atiba

(SE) Student Screen, Student Contact Log Tab
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Student Notifications

Administrators create student notifications to alert staff about special types of student

circumstances. The student notification icons display on any screen when the student is in focus.
Hover over the icon to view the notification.

s a )
Q@ Synergy EduPOInt — % 1: Medical Alert
Eoucton e M School District . 'u.f
2 3 - O tin h - =
4 AW =48 | Cwick Launc = "‘1 threatening |
= 7 Student (4 peanut allergy
2 e |[ <[] ][ #] 5o | oo o
n Student Mame: Abbott, Billy C. Gender: Male Grade: 12 Primary disability: School: Kennedy High School  Case Manager Sharma, Sheetal
* Demographics Parents Team Ad Hec Documents Historical Documents Process Docs Timeling Student Contact Log
Last Mame First Name Middle Name Suffix Student ID Gender
Abbott Billy c 905483 Male -
Grade
12 -
@ Photo ® Home Address @ Mailing Address

Address City Mail Address

1955 5 Val Vista Dr Mesa 1955 § Val Vista Dr

State Zip Code Grid Code : Mail City Mail State Mail Zip Code

AZ Map it!| | Schools

- 85204 4B Mesa AZ T | 85204
Map it
(SE) Student Screen
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Manually Moving a Student to Another Process

You can manually move a student to another process if your access level rights allow.

Your district can restrict the movement of a student between a SpEd
Process and 504 Process in a concurrent process district.

Click a Student name link on the SE Portfolio screen.

2. Select the tab that contains your process documents (Process Docs, SpED Docs, or 504

Docs).

3. Finalize or delete any in-process documents.

a In-process documents are indicated by © .

Student

‘ Menu - ‘ & | VSave |+ Undo

Student Name: Aaron, lan Gender: Male Grade: 04 Primary disability: SLD School: Adams Elementary ~ Case Manager. Sharma, Sheetal

Last Name First Name Middle Name Suffix Student ID
Aaron lan 129442
Grade

04 d

Current Process: | Reevaluation

@ Process Documents

n- GENAZ 01 - Referral

Demographics Parents Team Ad Hoc Documents Historical Documents Timeline Student Contact Log

Gender
Male

[ * Juee| | s x|

In Progress &

un GENAZ 15 - Notice of Reeval Waiver Skipped A
nn GENAZ 02 - Notice of Referral Complete ®
nn GENAZ 03 - Parent Input Skipped A
u GENAZ 17 - Notice of Reevaluation Decision Skipped A
m GENAZ 18 - Notice of Triennial Skipped A

(SE) Student Screen
4. Selecta Move To process in the Manual Process Move section.

@ Manual Process Move
Move TD‘ ~| Move To | |Move | | Exit Process
Annual Review
Initial E\ralualio‘r{b
Preschool
Transfer
(SE) Student Screen
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« A confirmation dialog displays if there are no errors. Go to the next step.

75

« An error message displays if you have not finalized or deleted all in-process documents.

a. Clickoneachiconin the list to Finalize required documents or Delete the

miscellaneous documents.
b. Click Refresh Error List.

Process Move Errors

« 200
Menu -~
Please resolve all errors listed below to proceed with the process move.
@ General Errors .
- Not allowed to have an IEP.
@ Document Errors
ErrMessag
GENAZ 01 Referral All process documents must be finalized or deleted x &
GENAZ 07 MET Meeting Request All process decuments must be finalized or deleted x @
n GENAZ 05 Parent Permission All process documents must be finalized or deleted * e
Refresh Emor List
Process Move Errors Screen
6. Type YES to Confirm Move.
7. Click Continue. The student moves to the new process in the Portfolio.
Student Move Confirmation ceo

@ Move Student

below.

Confirm Move

Continue| | Cancel

You are about to move the student into another process. The Ad Hoc documents and the [EP will move with
the student. All other process documents will be deleted including the Evaluation Report. If you are sure you
want to move the student, type the word YES in the space provided below, and then click the Continue button

Student Move Confirmation
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Exiting a Student from Special Education

Use the Exit Process when a student no longer requires 504 or special education services or they
move out of the district.

For districts using concurrent processes, the Next IEP Date, Next Evaluation Date, and the
Disabilities remain on the SpEd Docs tab if a student, who is also in a SpEd Process, exits a 504

No draft documents indicated by ©' are allowed when exiting a student
from Special Education.

Process from the 504 Docs tab.

1.

Locate the student.

2. Selectthe Process tab.

3.

N o o &

Click Exit Process in the Manual Process Move section.

B Manual Process Move

~ Move To = |Move] |Exit Process

(SE) Student Screen, Process Tab

The Student Exit Confirmation dialog displays.

Student Exit Confirmation —-0e
Student Name: Abbott, Billy

® student Exit From Special Ed

*fiou are sbout to exit the student from Special Ed. i you are sure you want to exit student, type in
the fields below, and click the Exit from Special Ed button. Otherwise ofick the Cancel button to
cancsl this request.

Exit Date Exit Reason

Exit Exqplanation

Exit from Special Ed | | Cance

Student Exit Confirmation Screen

Select an Exit Date using the calendar icon.
Select an Exit Reason.
Enter a Exit Explanation.

Click Exit from Special Ed. The record of the last case manager is copied to Last Special
Education Case Manager on the Team tab.
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Student Team List

The person that adds a st
Team.

udent to Synergy SE is assigned as the Case Manager in that student’s

« They can have multiple roles assigned if they have a role other than Case Manager assigned
on the default student team.

« They have the first alphabetically assigned Case Manager role assigned if they have multiple
Case Manager roles assigned to them. This includes 504 Process Case Manager roles.

Adding a Team Member

Normally a team member must be assigned to the student's school. Some
districts can add staff that are not assigned to the school.

Add a Team Member to a student from the Portfolio or Student views:

Navigate to Synergy SE > Student > Portfolio or Synergy SE > Student > Student.

« Hover over the student name on the SE Portfolio screen.
o Click Student Team in the snapshot to open the Team tab on the Student screen.

SE Portfolio on 2 Wi cc¢l&
Menu~ QR ESVESER | Clear Al Filters
Good morning, Admin User
Viewing as School Admin
SEProcess | 504 Process
ﬁ Name: (Kennedy, Joel L) a®
50
2 8 5 8 5 5 . Student!D: 123456789 State Student ID
2
Grade: 02 A
@overduen In Progress B@ruuec .
B . Email =
Home Address
Birth Date: 011712012 Map it
@student | 2 | Pt - Emall Parents | Age 7
Email Teachers
¢ - 2 > | 141 rows s Phone Number-
® special Education
Process AT G PR |Email Sped Team| | current IEP | Historical Docs |fstudent Team
Primary Exceptionaity:
Reevaluation Due Date:
Initial Evaluation —] Abbott, Bill Annual Review Due Date:

SE Portfolio Screen
T Student BRI
Menu- | € | Q| ¥ | & | «Sae  *Undo L FAREYN

Student Name: Aaron, lan Gender: Male Grade: 04 Primary disability: SLD Schocl: Adams Elementary ~— Case Manager. Sharma, Sheetal

Demographics Parents Team Ad Hoc Documents Historical Documents Process Docs Timeline Student Contact Log
Last Name First Name Middle Name Suffix Student ID Gender
Aaron lan 129442 Male -
Grade
04 -

E-mail Team tmecgrewi@mail localserver | &

@ Team Members 4 200 k
| % [une|  samName | me | e ]
n- Carroll, Natalie & Case Carrier

~ synergydemoi@mail. localserver.com

Special Ed Teacher ~ chom@mail localserver.com

(SE) Student Screen, Team Tab
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2. Click Add in the Team Members section to open the Staff Search window.

E-mail Team | tmcgrew@mail.localserver.

@ Team Members

| % [Lne  swName | Rl & | Bl
“-Canon Natalie & Case Carrier - synergydemo@mail localserver com

Hom, Cissy & Special Ed Teacher - chorm@mail localserver.com

McGrew, Tom& Case Carrier ~ tmegrew@mail localserver.com

“nUsar Admin & Case Carrier i
“nwnson Rob & Case Carrier ~ rwilson@mail_localserver.com

(SE) Student Screen, Team Tab

3. Locate the staff member.

o Enter minimal criteria when doing a search. For example, enter the
= last name and their first name initial.

4. Click Save.

Changing the Role of a Team Member

Use these steps to change the role of a team member, including assigning a new Case Manager to a
student.

1. Navigate to Synergy SE > Student > Portfolio or Synergy SE > Student > Student.
2. Add the new Team member to the Team if needed.

3. Select the team member’s Role.

Student Adapted PE Teacher J D * [~}
Administrator ~
Menu~ | # |  Save % Undo Assessor @AZWHM
Student Name: Aaron, lan Gender: Male Grade: 04 Primary disability: SLD School: Adams Elementary Assistive Technology Specialist

Autism Specialist

Demographics Parents Team Ad Hoc Documents Historical Documents Process Docs Behavior Intervention Specialist

Last Name First Name Niddle Name Suffix BICM

Aaron lan Case Carrier @ >

Grade Early Interv. Trans\-$pecialist

04 . Full Inclusion Specialist
General Ed Teacher

E-mail Team tmcgrew@mail.localserver. X Literacy Specialist
Occupational Therapist

@ Team Members 4 ado Orient./Mobility Specialist

Other

“- Carroll, Natalie & Case Carrier Psychologist

“n Hom, Cissy & r Reader

- Fchool Nurse
“ MeGrew. Tomg |Case Canics Special Ed Teacher
“nUser Admin & Speech/Language Therapist
“ Wilson, Reb & Case Carrier Teacher of DHH

Teacher of Visually Impaired

(SE) Student Screen, Team Tab

4. Click Save.
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Deleting a Team Member

( )
Each student must always have one assigned Case Manager. You
cannot delete the initial Case Manager assigned to a student until you add
anew Case Manager.

A The student record does not display on your Portfolio if you are the
previous Case Manager and you are assigning the new Case Manager or
when you delete yourself from the Team.

You must be reassigned to the student’s Team to access the student from

. the Student screen. )

Use these steps to delete a team member, including a Case Manager.

1. Navigate to Synergy SE > Student > Portfolio or Synergy SE > Student > Student.
2. Select Xinthe Team Member’s record row in the Team Members section.

® Team Members | 4 adg

R S S R R

Carroll, Natalie & Case Carrier - synergydemo@mail localserver com

Hom-—Gissy & Special Ed Teacher - ehom@mailosalserversam
McGrew, Tom & Case Carrier ~ tmegrew@mail. localserver.com
“n User, Admin & Case Carrier -
““ Wilson, Rob & Case Carrier - rwilson@mail localserver com

(SE) Student Screen, Team Tab

3. Click Save. Synergy removes the staff member from the student’s Team and removes the
student from that staff's Portfolio.
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Snapshot Views

The Snapshot Views feature in Synergy SE displays a snapshot of data when you hover over a
student's name. Your system administrator must enable and configure snapshot views for them to
display. The Options menu in Synergy SE allows you to enable or disable snapshot views once
your system administrator has enabled them.

».  Closing the Snapshot View by clicking the X in the corner resets the
—| cursor position on the screen. The cursor position does not change if you
move the mouse pointer away from the window instead.

Student

You can view the Student Snapshot by hovering over a Student Name field or by hovering over the
student name title on any student based screen. The following example uses the Synergy
SE Student screen.

7 Student
wns- 2 ¢lal>| & [+ | 0u
StudentNarr'feiFairchild. Nancx E. Gender: Female Grads 12 F'rimaw disabilig: School: HOE HiEh School I
e ——
Demographics Parents Team Ad Hoe Documents Historical Documents Process Docs Timeling
'& MName: Fairchild, Nancy E. U/
Student 1D 934703 State Student ID:: DD01356410 E
Grade: 12 Ed-Fi ID
Email Mancy.Fairc hildi@mail. gasynergylocalgalSvm.com &5
. Home Address Map it
Birth Date: 12/14/2000 viap It

7333 E Hobart Ci

Email Parents Age: 18 _
Tempe AZ 85625

Email Teachers
@ Special Educaticn

Email Sped Team | | Current IEP
Primary Disability: Traumatic Brain Injury
Reevaluation Due Date:  11/1%2021
Annual Review Due Date: 11192019

(SE) Student Screen

The SE Student Snapshot provides the following information on the student where available:
« Last Name and First Name
« Medical, Discipline, Special Education, Student Programs, and Custody alerts
« Student Photo onfile

« Perm ID, Grade, Email, Birth Date, Age, State ID, Ed-Fi ID, Home Address and Special
Education information such as the Primary Disability and access to the Current IEP
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Synergy Docking Panel

You can add fields to the Docking Panel area at the bottom of Synergy SIS screens. You can easily
view frequently used information across all screens and tabs associated with students, staff, or
sections. It also supports the configuration of multiple panels based on the screen you are viewing.

7

\.

N
You cannot dock grid elements.

You cannot dock fields that use a link to find and select information, such
as the Course ID and Course Title fields at Synergy SIS > Schedule
> Section.

Properties that have a One to Many relationship cannot share panels. For
example, courses can have multiple sections but a section can only have
one course associated with it. Therefore, you cannot display the Course
and Section properties in the same panel.

Docking Panels are restricted to the users who created them.

English - | |English - |J
AKA First Name AKA Middle Name AKA Last Name

test

AKA Suffix

J
v Student » AL WUV EDLELERLGCACRGY wu ccg-0
ww- 2 ¢ al>| [ 0 | % et TN
Student Name: Abbeott, Billy €. School: Hope High Schoel Homeroom: 403 Teacher: Andrews, M.
Demographics Parent/Guardian Other Info Emergency Enroliment Enroliment History Classes Documents
Contact Log Notes
Last Name First Name Middle Name  Suffix ~ PermID State ID Grade Gender
Abbott Billy c 905483 0001341311 12 ~ |Male -
Language Spoken at Home
English -
@ Student Information
Home Language Spoken to Student at Home Nick Name Last Name Goes By

| State ID Birth Date Birth Place Birth Verification Birth Certificate Mum
0001341311 03/15/2000 (@@ Mesa Birth Certificate or Affidavit -
Birth State Birth Country Email _ EdFi ID
§ i Resolve ID
- ~ docked controls |
Last Name: Home Language: Perm ID: Grade:;
|abbott | |Engiisn | [s0sas3 | [12 |

Student Screen, Docking Panel

Managing Docking Panels

1. Click the arrow on the bottom left of the screen.
2. Click Add New Panel.

Add New Panel =

B3

a docked controls -

Docking Panel
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3. Hold the Ctrl key to click and drag fields to the panel. This outlines the fields in orange

« Click and drag the fields within the panel to change their order.
« Clickthe Xin the field to remove it from the panel.

O You can also click in the field or on the field name and hold
= until the field is outlined, then drag it to the panel.

o - ] ~ docked controls =
Last Name: ‘ ‘ Perm ID:

¥
) ; Abbott 905483
e g

12 -

Docking Panel

4. Select a different docking panel by clicking the arrow on the bottom left of the screen and
choosing the panel to view.

Last Name: Perm ID: Grade:
Abbott 905483 12 mer Withdrawal Reason Code
Last Name: Perm ID: FTE: Original Enter Date:
Abbott 905483 0.75 06/13/2017
Add New Panel
1ry Date US Entry Date Entry From Country
Eﬁ- = docked controls =
Last Name: Perm ID: Grade: ‘
A Abbott 905483 12
BA | J .
Docking Panel
5. Click the X on the far right of the panel to delete a docking panel.
'} Last Name: Perm ID: Grade:
“. 1 Abbott 905483 12 ner Withdrawal Reason Code
¥ .
Last Name: Perm ID: FTE: Original Enter Date: E
Abbott 905483 0.75 08/13/2017
Add New Panel

1ry Date US Entry Date
-

Entry From Country

+ docked controls «
Last Name: Perm ID: Grade: ‘

Abbott

205483 12

Docking Panel
6. Click Docked Controls in the bottom right to show or hide a panel.

« When expanded, the selected panel is visible as the user moves between records.
« When collapsed, the selected panel is hidden.

g

il

= docked controls
Perm ID: Grade: ‘

905483 12

Last Hame:

Abbott

Docking Panel
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Docking Panel Options
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Click the Options icon in the bottom left of the panel to select display options and styles.

p= }
g

| © simple LI Fill Width
© Top Bar [l Hide Labels

olved Race/Ethnicity Tribal Community

or More - -
©® Left Bar [ Invert Style
@ cards

) e Asian [[] Black or African American
© Alt Cards

¢ Islander [¥] White

==

-1

ek

Last Name: Perm ID:
Abbott 905483

Grade:
12

+ docked controls =

Docking Panel

« Simple — Removes the tabs from view. This can also include the field label name.

-
Last Hame: Perm ID: Grade
Abbott 905483 12

= docked controls =

Data Docking, Simple

« Top Bar — A tab displays on the top of the item added to the panel. This can also include the

field label name.

-
Last Name:

Abbott

Perm ID:
905483 12

Grade:

= docked controls =

Docking Panel, Top Bar

« Left Bar — A tab displays to the left of the field added to the panel. This can also include the

field label name.

Last Hame

Abbott

Perm ID Grade
905483 12

Docking Panel, Left Bar

« Cards — Selecting this presents field label names and data in a tile format.

- 4
’} Last Name: Perm ID: Grade: ‘
k Abbott 905483 12
A 1
58 | J | J

= docked controls =

Docking Panel, Cards

« Alt Cards — Selecting this presents the field data in a tile format with the field label names

outside the tile.

- ¥

Last Name: Perm ID: Grade:

|’Abbnlt | \'905433 | |'12 |

+ docked controls =

Docking Panel, Alt Cards
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« Fill Width — Selecting this attempts to fill the width of the panel with the available selections.

- = docked controls =

Last Name: Perm ID: Grade:

[Abbott ] [905433 ] [12 ]

Docking Panel, Fill Width

« Hide Labels — Selecting this removes the label name from view.

[Abbotl ] [905433 ] [12 ]

Docking Panel, Labels Hidden

« Invert Style — Selecting this uses the Synergy Header Background color as the Panel
Background color and uses the Synergy Background color as the card or tab color.

Last Wame: Perm ID: Grade:

[Abhntt ] [BI]54-EE ] [12 ]

When using High Contrast, disabling Invert Style presents the tiles

a or tabs on a white background, regardless of color chosen in
Synergy Options. This indicates a contrast between the panel and
the screen in focus.

Last Hame: Perm ID: Grade:

Abbott 905483 12

Docking Panel, Invert Style, High Contrast

Last Hame: Perm ID. Grade:

= 0 O

Docking Panel, High Contrast
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Using Docking Panel in Synergy SE and Synergy SIS

[ E Clients who only have access to Synergy SE can ignore these rules. ]

The following rules must be followed when using the Docking Panel in Synergy SE if you have
access to both Synergy SE and Synergy SIS.

[ E These rules also apply to user-defined fields. ]

« Ifdocking a field used by both theSynergy SIS and Synergy SE Student screens, drag the
field from the Synergy SIS Student screen and not the Synergy SE screen.

« Ifusing afield from a screen that Synergy SE does not have access to, you must also add a
field from the Synergy SIS Student screen.

Examples of fields that do not change are First Name, Gender, Birth
Date on the Synergy SIS Student screen.

« Ifusing afield that changes from year-to-year, you must add a field that can change from year-
to-year.

Examples of fields that change from year-to-year, Grade or afield in the
Enrolliment Activity section of the Enroliment tab on the Synergy SIS
Student screen.

Special Ed Calendar

The Special Ed Calendar screen displays information from School Calendar and student timeline
events. The screen defaults to the current week.

« Timelines for all students display in the calendar if the user is focused to all schools and is
exempt from student team.

« Timelines for the students belonging the user’s team for that particular focus display in the
calendar if the user is focused to a school and belongs to student teams.
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Using the Calendar

« Navigate to the Synergy SE > Student > Special Ed Calendar. The calendar displays with
today’s date O and any scheduled reviews (2] highlighted.

7 Special Ed Calendar

Menu~ || & | «Save | Unde

Start Date

oemezo1s (B Go to Date
ions

Staff Rolss. Primary Disabilty Dus Typs e

[lne | Sun TwmeineDue Mo TweineDue Tue| Tmeine Due | Wea Timeine Due |Thu| TimeineDue Fi | TimeineDue | Sat Timetine Due |
04 05 06 g 08

-Aug o015 | 02 03

0o 10 o 1" 12 13 4 15
“ 16 17 8 a 20 o 21 Mays. Diane P IEP Date »
- 3 24 I % 27 3 29
L=

“Sep 2015 D o 0 04

0 o 1 1
“ 13 14 5 6 7 8 19
n E 2 2 24 2

n e 28 aaron, Susan, Triennial Reevaluation 28 30

noctzuws o 0z

Special Ed Calendar Screen

« Todisplay a different date:
1. Selecta Start Date © using the calendar icon to display different dates.

2. Click Go to Date @ to display the selected dates in the calendar.

« To customize the information displayed on the calendar, use the Filter Options. e

The filters available in the drop-down are based on the calendar
dates shown. The filters are additive. Selecting more than one,
filters by all the criteria selected.

« Staff — Select to only display students who have that staff member as part of their
team.

« Roles — Select to only display students that have a team member with the role.

« Primary Disability — Select to only display students that have the selected primary
disability.

« Due Type — Select to only display students and their events with that due type.
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« Toview the Timelines Due for a day:

1. Selectaday link “' The screen displays the Timelines Due on that day.

Special Ed Calendar cHe
Menu~ | | o | «Save  +Undo

Date
Oct 21

@ Timeline Dug
- Asron, lan IEP Date
n Maya, Diane P. Triennial Reevaluation

Special Ed Calendar Screen

2. Select student to open the Timeline tab of the Student screen.

Student Name: Aaron, lan Gender: Male Grade: 04 Primary disabilty. SLD School: Adams Elementary  Case Manager Sharma, Sheetal
Demograpiics  Parenis  Team  Ad Hoc Documents  Historical Documents  Process Docs Student Contact Log
Last Name First Name Middle Name  Sufix Student ID Gender Grade
Aaron an 120442 Male -| o4
T
o
e
izt
TR LI e L L T e R L
L L o o T e B #
o L R i e
02112016 || |12 Months | - |Recraw Timeline
@ Current
[Une | Event | ComplefonDaie 3 Projected Due Date. S| NumDaysOverdue 3 Calculated with Type +
|EP Date: 08H202016 Calendar Days
[0 Tremisl Reevaluation e12018
| 3 G

Student Screen, Timeline Tab
The Timeline tab displays progress toward district-established deadlines.

o Greentextindicates deadlines met.

« Red textindicates deadlines are overdue.
« Gold text indicates future deadlines.

« A Black line indicates the current date.

The Timeline can be set at 3, 6, 12, or 36 month intervals at user option.
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Assigning Medicaid Services to Students

E Not all districts use the Medicaid module.

Logging Medicaid Services for a Student as a Provider

The Medicaid Provider screen provides the user with a Student List. Access.

Navigate to Synergy SE > NTL > Medicaid > Medicaid Provider.

2. Selectthe Default Service to automatically populate all rows with a Service on the Provider
Student screen.

The administrator can select the Default Service for you.
You can change the Default Service.

You can change the Service in the Service section.

3. Click -= for the student in the Detail column in the Student List section to open the Provider
Student screen.

Medicaid Provider cce

Menu - + Save | * Undo

Provider: Brown, Amy

Provider
Last Name First Name IMiddle Name State ID Type 7/ - D Available on the
Brown Amy - App Store
Provider Type Default Service
¥ Audiologist ¥ Registered Nurse ¥ Occupational Therapist ¥ Psychologist || Nursing -

¥ Physical Therapist ¥ Physical Therapist Assistant ¥ Speech Pathologist ¥ Social Worker

@ Student List

=

Abbott, Billy Adams Elementary School 123456 12/25/2016 06/30/2017
nDa\rmc. Mary Hope High School 654987 " 11/13/2016 06/21/2017 Lo

Medicaid Provider Screen

4. Add aservice.

Provider Student «ce

Provider: Brown, Amy

Menu ~ Current IEP

Provider Name: Brown, Amy Student Name: Abbott, Billy
Student Provider Service Service History Provider History

Use the "+Add" button to add a new row directly to the Service Grid.
- V9 Interface: If Service Date and Service is left empty, the Service Date will default to Today's Date and Service will be set to be the Default Service on Save.
Use the "+Add Wizard" button to add a new Service through a Wizard.

Default Service

@ Service 4 Add =+ Add Wizard | Iy Show Detail

% | Line [Service Date % Service 4 |[Start Time % [End Time 4% |Hour % Minute #| Sign Student %

Provider Student Screen
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Using Add

1. Click Add in the Service section to add a new line.
2. Selecta Service if a default service does not display.

a Modify the service if needed.

3. Enterthe Start Time and End Time or Hour and Minutes based on your district's setup.
4. Select Sign Student to sign off on the service.

Provider Student «ze

Provider: Brown, Amy
Menu - | ‘ Current [EP

Provider Name: Brown, Amy Student Name: Abbott, Billy

Student Provider Service Service History Provider History

Use the "+Add" button to add a new row directly to the Service Grid.

- V9 Interface: If Service Date and Service is left empty, the Service Date will default to Today's Date and Service will be set to be the Default Service on Save.
Use the "+Add Wizard" button to add a new Service through a Wizard.
Default Service

© Service 4 Add 4 AddWizard | Iy Show Detail

i erone e S ot S S > sgr o >

“- 01/06/2017 B Nursing ~ 400PM 510 PM 1.17 70 ]
“ 01/05/2017 B Nursing ~ 3.00PM 5:00 PM 2.00 120 3]
““ 01/04/2017 B Occupational Therapy ~ 1.00PM 2:55 PM 1.92 15 =]
““ 6/8/2017 & - [m]

Provider Student Screen

5. Click Save.

a Click Current IEP to view the student's IEP in PDF format.

Click Show Detail to add notes and make edits to the record.
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Using Add Wizard

Select the Service.

Selecta Service Date.

Enter a Start Time and End Time.
Select a Service Status.

Enter a Note.

N o g s~ w0

Click Add Wizard in the Service section to open the Add Student Service screen.

Select the Sign Student option when the service is completed and may be billed.

Add Student Service

Provider Name: User, Admin

New Student Service
Student Name: Abbott, Billy
Service

Speech Therapy
Service Date
03/08/2016

ion {Sound F ion-L -

Minute Group Size
B &0 1

Service Status
OTiPTi5peech-Habilitation Therapy | -

Mote

@ signsture

[ Sign Student

"vlo-g-‘

apr Cee

Add Student Service Screen

8. Click Save. The service displays in the Service or Signed Service section on the Provider

Student screen.

Provider. User, Admin
+ Save | yUndo

Provider Name: User, Admin Student Name: Abbott, Billy
Student Provider Senvice Service History Provider History

@ Serviee | +a0d | I Show Detal

@ Signed Servies | It snow Dzt

-DGIU&’EU’IB

1® Extrocted Service | I Show Detall

Speech Therapy Evalustion (Sound Production) 1.00

Provider Student 5

P T e L T

Provider Student Screen, Student Provider Service Tab

Edupoint Proprietary and Confidential




Oregon Special Education User Guide
Chapter 3: Managing Students

Service and Provider History

« The Service History tab records all service entries made for the student.

: = = =
Provider Student BN EDIEECEE
Provider: User, Admin
+ Save || +yUndo
Provider Name: User, Admin_Student Name: Abbott, Billy
Stutert Provicer Senvos Prosite History
Sort
O student Services
R e <= = =S = 5= i = [ = R =~ =
-zsn'm Speech Therapy Evalustion {Seund Production) 03DE2016 100 80 User, Admin

Provider Student Screen, Service History Tab

« The Provider History tab lists the time periods that the staff member provided service to the

student.

Provider Student

Provider: User, Admin
+Ssve | *yUndo
Provider Name: User, Admin Student Name: Ab

Student Provider Service Service History

@ Student Provider Assignment History

03/02/2016

bott, Bill

“*

Provider Student Screen, Provider History Tab
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Modifying Student Disability and Special Education Dates

The Student Disability screen:

« Displays the student's disability, exit information, and important dates.

« Allows administrators to override the special education settings for a student.

This screen does not update or create necessary special education
documentation to support the settings.

1. Navigate to Synergy SE > NTL > Student Disability.

a. Locate a student.

b. Modify the student's disabilities if needed.

v Student Disability

AT VY& naa@E A Ccel-e
Meu- ' € Q> &
Student Name: Labianca, Douglas 8. Gender: Male Grade: 11 Primary disability: Hearing Impairment School- Hope High School1 a
Disability Exit Dates
Last Name First Name Middle Name Perm ID Gender Grade
Labianca Douglas S 388763 Male - 1 ~
o]
@ Preschool Disability
Preschool Primary Disability
HEARING IMPAIRMENT -
Preschool Secondary Disability
HEARING IMPAIRMENT PRESCHOOL SEVERE DELAY VISUAL IMPAIRMENT
DEVELOPMENTAL DELAY [ SPEECH/LANGUAGE IMPAIRED
@ Disability
Primary Disability
Hearing Impairment -
Secondary Disability
Deaf-Blindness Developmental Delay Emctional Distrubance
Giftendness Hearing Impairment Specific Learning Disability
IMultiple Disabilities IMental Retardation Other Health Impairment
Orthopedic Impairment £ Speech / Language Disabilities ) Traumatic Brain Injury
Visual Impairment
Student Disability Screen
{ )
Some districts display Concurrent Disabilities on this screen.
7 Student Disability
veu- | € /Q]> | &
St Name: Gander: Grade: Privary dsabiny. Sehoo
Dsabiy Bt Dats
Lasthame '+ Festhame MdseNane  PemiD Gend Gade
( ]
o)
© Disabiity
e —
Supporing Disbitesfor Mol Dissbites re
‘Secondary Disabity OAuTISM JEMOTIONAL DISABILITY [ HEARING IMPAIRMENT [JOTHER HEALTH IMPAIRMENT (OHI)
0 ORTHOPEDIC MPAIRMENT (JDEVELOPHENTAL DELAY [SPECICLS ™o w
Tertiary Disability [ TRAUMATIC BRAIN INJURY []VISUAL IMPAIRMENT INCLUDING BLINDNESS (] DEAF-BLINDNESS [JINTELLECTUAL DISABILITY
0 UALIED UNDER 504
Student Disability Screen
\. J/

c. Click Save.
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2. Selectthe Exit tab.
a. Modify the dates or explanations if needed.

Disability Exit Dates

Last Name First Name Middle Name Perm ID Gender Grade
Labianca Douglas ] 888763 Male - N -

@ Most Recent Exit Dates

Exit Explanaticn
Exit Date Exit Reason
= -
Fd
504 Exit Explanation
504 Exit Date 504 Exit Reascn
= =
y
@ Exit History

@ Special Education / 504 Exit History =+ Add | Iy Show Detail

L =[] i 0 - 504 ok v ) -0 Eprtion

Student Disability Screen, Exit Tab
b. Click Save.

3. Selectthe Dates tab.
a. Modify the dates if needed.

Disabilty ~ Exit
Last Name First Name Middle Name Perm ID Gender Grade
Labianca Douglas S 888763 Male -1 -
® EP
Current |EP Date Current Eval Date
= =
|IEP Review Due Date Re-evaluation Due Date
02/19/2018 = 10/22/2019 =
®504
504 Review Date 504 Re-evaluation Date
= B
Student Disability Screen, Dates Tab
b. Click Save.
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Process Overview

Synergy SE is highly customizable and, as a result, the screens that are
shown in this document may not display in your version of Synergy SE.
The function of the program is the same.

A student moves from one process to another, as their documents are completed and finalized. All
finalized documents are listed in the Historical Documents tab when the student moves to the next
process.

Students can also be manually moved from one process to another if necessary. All existing
documents need to be deleted or finalized prior to manually moving the student.

The following scenarios are available within Synergy SE:

« Initial Process « Preschool Process
« Annual Review Process « 504 Process
« Reevaluation Process « Private School Placement (Service Plan)

« Transfer Process

Initial Process

Initial Process student documents are created and finalized as the student moves through the Initial
Process.

The Individualized Education Program (IEP) is the trigger document for this process. When it is
Validated/Finalized, the student moves to the Annual Review process.

SE Portfolio

FENTRAM 4 Add SIS Clear All Filters

Good evening, Admin User

SE Process | 504 Process

3 0 5

& overdue In Progress @ruture
© Student 2 | Print| v
.'”'"E' Evaluation Abbott, Billy 1234561234 [=
[@ EP
me] Progress Report

SE Portfolio Screen

All documents that were created and finalized in the initial process are
listed in Historical Documents tab. See the Oregon Special Education
Document Guide for more information on historical documents.
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Annual Review Process

Annual Review students remain in the Annual Review process until the time specified by the district.
For example, six months prior to their reevaluation date. When the time interval is reached, they

automatically move to the Reevaluation process to prepare for their triennial evaluation.

[\,
[ Students may also be moved manually to another process.

Reevaluation Process

The Reevaluation Process student documents are created and finalized as the student moves

through the Reevaluation Process.

All documents that were created and finalized in the reevaluation process
are listed in Historical Documents tab. See the Oregon Special
Education Document Guide for more information on historical

documents.

« Access the current Individualized Education Program (IEP) by clicking = |EP. The date in
the current IEP is the trigger document for this process. When it is Validated/Finalized, the

student moves to the Annual Review process.

« The quarterly Progress Reports are available by clicking e Progress Report and includes the

goals that were added to the initial IEP.

SE Portfolio

Menu ~ w Clear All Filters

Good evening, Admin User

SE Process | 504 Process

3 0

& overdue In Progress

@® Student 2 Print -

sis

Initial Evaluation = Abbott, Billy

I. Reevaluation Aaron, lan

5

. Future

1234561234

- Current
T

IEP

Progress Repart

1234567891

SE Portfolio Screen
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« The Annual Review Date is indicated by .
« The Reevaluation Date is indicated by .

SE Portfolio

Menu~

Clear Al Fiters
n User
P rocess
[
@ Overdue In Progress Future .
Overdue n Progres: Future

@ Student 2 | print| v
R R R

.lnma\ Evaluation =] Abbott, Billy 1234561234 e % 18 05/16/2001 12 Kennedy Elementary  Case Manager

H.awmm [~ Aaron, lan ssemsst (3] B . os2z011 o Kennedy Ekmentary Case Manager Speciic Leaming Disabity | 12112020 RO

SE Portfolio Screen

Transfer Process

Transfer students are special education students who have transferred into the district. They can be
moved to any process based on the team’s decision.

« Finalize the Transfer Meeting Request and Notice of Transfer documents.
« The Transfer IEP is the trigger that moves the student to the appropriate process.

All documents that were created and finalized in the transfer process are

listed in the Historical Documents tab. See the Oregon Special
Education Document Guide for more information on historical

documents.
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Preschool Process

Preschool Process student’s documents are created and finalized as the student moves through the
Preschool Process.

« The IEP is the trigger document for this process. The student moves to the Annual Review
process when it is Validated/Finalized.

« The quarterly Progress Reports are available by clicking e Progress Report and includes the
goals that were added to the initial IEP.

SE Portfolio

[NER N + Add SIS Clear All Filters

Good evening, Admin User

SE Process 504 Process

.Overdue In Progress .Future 3_

Overdue

@ Student 2 | Print|~
Current. | Historical
; .mma\ EEIET = Abbott, Billy 1234561234 e E 18
__ @
I. Reevaluation = Aaron, lan 1234567691 & E_Eé 8
IEP
Progress Report
. Reevaluation IH Aaron, Mary 6 | E 15
SE Portfolio Screen

All documents that were created and finalized in the preschool process

are listed in the Historical Documents tab. See the Oregon Special
Education Document Guide for more information on historical
documents.
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Admin Progress Report

Use to batch print progress reports.

1.
2.
3.

Set the focus to a school.

Navigate to Synergy SE > NTL > Admin Progress Report.

Sort the data by selecting Name, Grade: Ascending, Grade: Descending, Case Manager:
Ascending, or Case Manager: Descending if needed.

Click Refresh Data to update the Students section. Data last refreshed on displays the
date and time the last time the data was read.

Click Refresh Data for the latest progress period to display in the
section if progress periods were added to a student's Progress
Report.

Set the Filter Options.

Staff — Select to show results based on a specific staff member

Role — Select to show results based on a specific staff role

Primary Disability — Select to show results based on a specific disability
Exited — Select whether to show exited students.

Completed — Select to show results based on a status

When you select No, only the blank items or those that
E display No for the regular and ESY progress report display.

When you select Yes, the items with Yes in either column
display.

Filter by Date — Enter a date and click Filter to show the progress period for the
specified date and the Completed status of that period. The date and Complete
columns are blank if the student does not have a progress period for the specified date.
( )
The Students section displays the latest date of the progress
period and the Completed status of that period when Filter
by Date is blank.

J

Once you make a selection in any of the fields, the section displays the filtered data.
( )
Click Clear Filters to remove all filters and the clear the Sort
option.

J

6. Select Enable Double Sided Printing to print an extra page at the end of odd numbered
progress reports so the last page from one student does not print on the same sheet of paper
as the next student.
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7. Select the students that you want to print a progress report for.
« Select Print for individual students.
« Click Select All to print all of the reports.
« Click Deselect All to clear the options.

8. Printthe reports
« Click Print to print all progress reports for students with Print selected.
« Click Print ESY to print all ESY progress reports for students with Print selected.

The job queue prints the progress reports or ESY progress reports and also creates a log with
one line for each student selected. The log indicates if the progress report or ESY progress
report printed for a student or not.

9. The following information displays in the Students section.
o Student Name — Click the student link to open the (SE) Student screen.
« Case Manager — Displays the Case Manager
« Progress Report — Click the link to display the student's progress report.

o ESY Progress Report — Click the link to display the student's ESY progress report if
used by the district.

« Date —Displays the latest progress period or ESY progress period date

This field shows the Filter by Date if entered and the
student has a progress period with that date. Otherwise, it
displays blank.

« Complete — Displays Yes if the goals for the progress period were completed

Admin Progress Report i cee-eo
Menu ~

Good evening, Admin User

Data last refreshed on: | 01/06/2021 122056 PM & | Refresh Data

L uglas S 888763 bility Alexander, Patrick 02/17/2020 Progress Report  07/29/2020 No

e e e L [ oo oot i v Reso |
B e e e e R A e s e
Jilt

903013 10 Spe 0712212020 Prog port

ress Repos
071222020 Progress Report
ogress Rey

903453 10 Spex

909354 " Specific Leaming Disability Daane, Jamie 07/22/2020 Progr port

Admin Progress Report Screen
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Synergy SE Reports

Synergy SE provides the following reports for special education. There are reports that apply to Staff
and Students. The Reports screens have the following tabs:

» Options - Identifies criteria specific to the report, including dates, codes, and descriptions,
which the user may select to filter the results of the report.

« Sort/Output — Allows for sorting the report results and providing options for the file output
type.

o Prompt for download — Prevents the report results from loading in a browser window
and instead prompts to download the results directly to a directory.

« Show Active/lnactive — Allows the user to define the students to include in the report
without changing the focus.

In most cases, the option to Display "Confidential" on the report is
—l| available. Mail Merge options and the printing of additional related reports
are available for selected reports.

7 Report ELIO1: Eligibility List ® & & [SCee
o Prin Save Default Reset Saved Default Email Me

Mame: Eligibility List Mumber ELI0M FPage Orientation: Portrait

Filters Sort / Output Conditions Selection Advanced

® Output ® Label Options
Filz Type Promet for download  Show Active/Iinactive Display "Confidential" Display "Printed by" User ID
PDF - O Active And Inactive - = | Show "Printed by" User ID| =

@ Phone Mumber Options

Mask Phone Numbers
Mask unlisted phone numbers -

Student Mandatory Sort Properties:
Mone

© swdent + 2ae
n Student Mame (Student. FormattedMame ) - | Ascending

@ Mail Merge Options

Merge Document Merge Output Type Merge Language Property

The Merge Language Property is used to determine which version of the document {defined in Mail Merge setup) will be created. If there is no
corresponding document for the given language (or this field is left blank) the default letter is used.

Reports Screen, Sort/Output Tab
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Conditions — Allows specific data and value ranges

T Report ELIO1: Eligibility List k& sy cCoe

o Print Save Default Reset Saved Default Email Me

Mame: Eligibility List Mumber ELID1 Psage Orientstion: Portrait

Filters Sort § Output Conditions Selection Advanced

® Student + mao

n- Grade (Student.Grade) - = Equal To

Reports Screen, Conditions Tab

« Selection —Provides the ability to filter the report to include a given ad-hoc set of students,
courses, sections, staff, and to be filtered by student group

T Report ELIO1: Eligibility List & sp [CCoe

s Print Save Default Reset Sawed Default Email Me

Mame: Eligibility List Mumber ELIDM Page Orientation: Portrait

Filters Sort J/ Cutput Conditions Selection Adwvanced

DOibject Type
~| |Select

Clear

o]
B

Reports Screen, Selection Tab
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« Advanced - Provides options to schedule the report to be processed at intervals and to notify
and send the report to designated users within the school district network

Completed reports may also be saved and placed in designated server
folders if needed.

7 Report ELIO1: Eligibility List & &la Sdee
oy Frint Save Default Email Me

Mame: Eligibility List Mumber ELI0M Page Orientstion: Portrait

Filters Sort / Cutput Conditions Selection Advanced

B Schedule Job

Schedule Task
Once -

B nsification

Email the following address(es) upon completion
&g usen@eervernet userZ@seners.com

[ Include the result report as an attechment

@ External Interface

Fully gualified UNC destination output path for the report results. The cutput file name {if specified) can be ststic or include {Date}, {Time} or {DateTime} to
create a unique output file name.
eg WSERVER\FOLDERFILEDate Time]. b

Fully gualified UMC path to the external spplication to be launched upon successful completion. Use {File}, {Path}, and {PathFile} tags to optionally pass
information about the output file to the application.
eg SenverFolderApp ToExecute exe {File)

Reports Screen, Advanced Tab
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Available Reports

The available Staff reports are:

« CASO1: Case Load
e CLS-LST-01:Class List
o TCHA401: Staff Directory

The available Student reports are:
« EL101: Eligibility List
« EMAIL-EVAL.: Evaluation Due Date Report
« EMAIL-EVENT: Timeline Event Due Date Report
o EMAIL-IEP: IEP Due Date Report
« EMAIL-OVER: Timeline Overdue Report
« EVAO1: Evaluation List
« |IEP-DIS-00: IEP Disability Report
o |IEP-DIS-01: IEP Disability Report by Case Manager and School
« RSKO01: Risk Report
« RSKO02: Risk Report
« RSKO03: Risk Report
« RSKO04: Risk Report
o SIS401— SIS Discrepancy Report
o SIS402: SIS Synchronization Log
o STUOO1: Student Listing

Running Reports

1. Navigate to Synergy SE > Staff > Reports.
2. Selectthe report.

3. Selectthe Options, Sort/Output, Conditions, Selection, and Advanced options for the
report.

4. Click Print.

Edupoint Proprietary and Confidential
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Synergy SE > Staff > Reports

The Case Load report prints the case load for each case manager at the selected school. The report
includes the list of students for whom the user is listed as case manager or case carrier on the

student’s team list.

7 Report CAS01: Case Load Y Zcee
o Print Save Default Email Me
Mame: Case Load Mumber CAS01 Page Crientstion: Portrait
Opfions Sort / Output Conditions Selection Advanced
@ Filter
Selected School Name
@ Case Carrier
Last Name First Name
CASO01 - Case Load Report Interface Screen
Report Options:

» Selected School Name — Select a school name to include only that school in the report.

» Case Carrier — Select the Last Name and First Name to only include that case manager in

the report.

Edupoint

L]

iy, bl Dbl
Caze Carriec.  User Admin

Aaron, lan

Aaron, Theresa
Abdulbarn, Kathy A
Algjandrez, Wil JR
Armenta. Sandra
Covington, Lous L
Jack, Chris E.
Martinez, Henry E
Maya. Diane P.
Pabla, Roy J
Rabinowitz. Rose A
{Student. Elementary D.)
Zelda. Manny

Total: 12

Hope High Schoaol

Year: 2011-2012

Report: CASO1
Case Load

CASO1-

Case Load Report Output
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CLS-LST-01 — Portfolio List

Synergy SE > Staff > Reports

The Portfolio List report prints the class list for the selected staff member. The report includes the list
of students for whom the user is listed as a team member. The grade, gender, school, next IEP date,

next evaluation date, 504 review date, and 504 reevaluation date is included in the report.

7 Report CLS-LST-01: Portfolio List
o Print Save Default Email Me
Mame: Portfolio List Mumber: CLS-L5T-01 Page Orientstion: Portrait

Filter Sort / Output Conditions Selection Advanced

Staff Last Mame Staff First Name

[ENE-Y N cZee

CLS-LST-01- Portfolio List Report Interface Screen

Report Options:

« Staff Last Name and Staff First Name — Enter the staff name to filter the results of the

report for a specific staff member.

Hope High School

Year. 2017-2018

Portfolio List Report: CLS-LST-01
Staff Name: Alexander, Patrick
Student Name: Grade Gender School NextI[EP Date  Next Eval Date 504 Review Date 504 Re-evaluation Date
Labianca, Douglas S. 1" Male Hope High School 02/18r2018 10222019
Total: 1 Students

Printed by Admin User at 08/09/2018 8:46 AM Edupoint School District

Page 1 of 16

CLS-LST-01- Portfolio List Report Output
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Synergy SE > Staff > Reports

The Staff Directory report lists all staff including their email, primary phone number, and address.
The list is sorted by staff type.

Opflions Sort ! Output
@ staff Info

Typs
Address Type
Home Address -

7 Report TCH401: Staff Directory

ol Prit Save Default Res

aved Defauli Email Me

Mame: 5taff Directory Mumber: TCH401 Page Orizntation: Portrait

Conditions Selection Advanced

El&sp S0

Report Options:

TCH401 — Staff Directory Report Interface Screen

« Type — Select tofilter by staff type

« Address Type — Select to sort by home or mailing address

L EdupOIl‘It School District Year  2009-2010
Staff Directory Report: TCH401
St —
[Adams Elementary 2009-2010
Phone
S1alr Maiie Gen  E-Mail Ty Hurmbér Exin  Home Address City St Zipoode
Maintenance
McGrew, Tom M tmogrewid Wark 450-458-0000 XX 1550 E McKelips Phoanix AZ BSES4
edupoint.com
Weathers, Julka F Julia Weathers  Wark 480-833-2600 50T 1550 E McKelips Rd Phoanix AZ 85604
@edupaint com
Teacher
Andrews, Mark 1] MAndrewsE Homé 480-964-TE00 1955 S Val Vista Dr Masa AZ BEZM
ees k12 .org
Barriz, Carol F CCBerrizfees
k12009

TCH401 — Staff Directory Report Output
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Student Reports

APMO01 — Automatic Process Movement

Synergy SE > Student > Reports
The Automatic Process Movement report:

« Runs ajob that searches for all students whose Reevaluation Due Date falls within the
number of days selected by the district and moves them automatically into the Reevaluation
Process provided parameters are met.

» Generates a report showing students who were moved with a blank Message and those who
were not moved and the reason in the Message column.

Example messages for student's who did not move:
« Student Reevaluation date is less than today's date.
o Cannot move document(s): GENAZ 1000B.

7 Report APM01: Automatic Process Movement 4 ccee

& Print Save Default

Mame: Automatic Process Movement MNumber: APM01 Page Orientation: Portrait

Options Sort [ Qutput Conditions Selection Advanced

Executing this report accomplishes two functions at the same time:

1. Itruns & job that searches for all students whose reevaluation due date falls within a given number of days preselected by the district, and moves them automatically
intz the resvaluation process provided parameters are met.
2. It generates a report showing students who were moved and those who should have moved but were not because of a given reason.

Parameters

1. The student's cumrent procese is set up to allow automatic movement to the reevaluation process. Typically, the annual review process would be set to allow this to take
place. Other processes may or may not contain those settings.
2. The student's Reevaluation Due dats as shown on the Process Docs tab and the Porifolio must fall within the given number of calendar days of when this report is run.
Thig number is selected by the Digtrict with a purpose of providing sufficient time to complete requirements of the reevaluation process.
3. The student may not have an exit date on the Process Docs tab
4_ All rules that allow or disallew manual movement from one precess to ancther must be obeyed. Example: Draft documents that are part of the process will block a
manual move. Those same draft documents will block an automatic move.
&. This report obeys both the focus setting and the security settings that exist at the time the report is set to run.
a.If the persen running the report does not have access to certain students, those students will not be included.
b. If focus is set to a school, only students at that school will be considered.

Scheduling

* Schedule to run throughout the year and at frequent intervals (nightly or weekly).
* Use the Advanced tab to set the schedule and determine who will get a copy of the report.

APMO1 - Automatic Process Movement Report Interface Screen

Parameters

There are no options to set for this report, however the following parameters apply.

« The student’s current process is set up to allow automatic movement to the Reevaluation
Process.

Typically, use the Annual Review process to automatically move
students. Other processes may or may not contain automate
movement settings.

Edupoint Proprietary and Confidential
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o The student’s Reevaluation Due Date as shown on the Process Docs tab and the Portfolio
must fall within the given number of calendar days of when this report is run.

This number is selected by the District with a purpose of providing
sufficient time to complete requirements of the reevaluation
process.

« The student does not have an Exit Date on the Process Docs tab.

Rules

The report follows the following rules:

« Allrules that allow or disallow manual movement from one process to another are obeyed.
For example, draft documents that are part of the process that block a manual move also
block an automatic move.

« This report obeys both the focus setting and the security settings that exist at the time the
report runs. For example:

« Students are not included if the person running the report does not have access to
those students.

« Only students at that school are included if the focus is set to a school.

Scheduling
Use the Advanced tab to set the schedule and determine who receives copy of the report.
Schedule to run throughout the year and at frequent intervals (nightly or
weekly).
7 Report APM01: Automatic Process Movement L) clcele
& Print Save Default
MName: Automatic Process Movement Mumber: APMO01 Page Crientation: Portrait
Options Sort f Output Conditions Selection
© Schedule Job
Schedule Task Start Time Start Date Stop Date
Daily ~| |6:30 PM @/ o707 = =
@ Schedule Task Daily
Every |1 Dayi(s)
@ Motification
O Esxternal Interface

APMO1 - Automatic Process Movement Report Interface Screen, Advanced Tab
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Edupoint School District
Automatic Process Moves

Year: 2016-2017
Report: APMO1

School: Hope High School

Student Name S1S Number Grade Student Moved Message

Abbott, Billy A 903456 10 Mo Student Reevaluation date is less than today s date.
School: Jefferson Elementary

Student Name S1S Number Grade Student Moved Message

James, Mary R 978978 5 Mo Student Reevaluation date is less than today s date.
School: King High School

Student Name S1S Number Grade Student Moved Message

Acosta, Joseph G 172306 n Mo Student Reevaluation date is less than today s date.
School: Lincoln Elementary

Student Name 515 Number Grade Student Moved Message

Ackerman, Brian 120952 3 No Student Reevaluation date is less than today's date.
School: Adams Elementary

Student Name SIS Number Grade  Student Moved Message

Aaron, lan 132123 1 Yes

APMO1 - Automatic Process Movement Report Output
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ELIO1 — Eligibility List

Synergy SE > Student > Reports

The Eligibility List report provides a list of students based on primary disability options selected. The
report includes student name, ID and address, parent information, primary language, and disability.

s Print Save Default

Fiters  Sort/ Output
@® Disability

Dissbility Codes 0 = &
[ Desf-Bindness

[ Giftendness

[ Multiple Disabilities

T Report ELIO1: Eligibility List

Conditions

[ Developmental Delay
[ Hearing Impairmant
[ Crthopedic Impairment

Selection

Email Me

Mame: Eligibility List Mumber: ELI0M Psge Orientstion: Portrait

Advanced

[ Emetional Distrubance
[ Mental Retardation
[ Other Health Impairment

[ Specific Leaming Disability [] Speech / Language Disabiliies [ Traumstic Srain Injury

ARAEERECEEE

[ Wisual Impairment

Report Options:

ELIO1 - Eligibility List Report Interface Screen

« Disability — Select the Disability Codes. Select no options to have all disabilities print.

bt Edupoint School District Vear 2008.3010
! Eligibility List Raport: ELIOT
—_—
Stsdent Number §tudent Mame Birth Date  Mext IEF Date  Placement E;L‘.ﬂww Prienary Language Primary Disability
] Asrie, Sutan 050004 QATAI01Z SPECIFIC LEARMING
DESABILITY
Father Bhilip Asron 480-555-8787
1683 5 Val Vista Dr, Mesa, AZ 85234
Mather Fathieen Aon 4B0-555-1214
16535 Val Vista Dr, Mesa. AZ 8524
120952 Ackerman, Brian M. 10041905 12012010
Mother Crana Ackerman 4805580832
2010 N Lindsay R, Temps, AZ 85882
Fathes Eugen Ackirman 4B0-55s-2%0
2010 N Lindsay R, Temps, AZ 85002
967860 Akinrs, Shaws E. 0ITIS68 022010 MILD MENTAL
RETARDATION
other Barbara Akins B02.-555-4428 204
1522 N Gentty Ci Temps, AZ 85082
Fathar Adam Akirs 4205555405
122 N Gentry Ci. Tempe. AZ BS882
1571 Biabd, Mark M. WS008 0122010 SEVERE MENTAL
RETARDATION
Fathes Walier Babb 480555007
1533W Garden 51, Mesa, AZ 85812
Mather Sarah Bab 4805552008
1533W Garden S1 MeBa, AZ 85012
978780 Facao, Wayre E. 12151099 028201 OTHER HEALTH IMPAIRED
Fathes Alan Faci 4B0-555-4029
137 N Wiler 5L Mesa, AT 85020
Mother Disnas Magana 4805554820
137 N MBS Mesa, AZ 95820
936105 Galwra Jerry M. OTOW19GT 12022010 SPECIFIC LEARMING
DESABILITY
Father Aarcn Galarza
Mo Address Given. Phosnix. AZ B5804
Mather Charyl Delanie 4p0-sns-e510
835 5354 PL Mesa. AZ 85804

ELI01— Eligibility List Report Output
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EMAIL-EVAL- Evaluation Due Date Report

Synergy SE > Student > Reports

The Evaluation Due Date Report lists all case managers with a student that has an evaluation due
for the period selected. It can create a report and/or send emails to the individual case managers.

T Report EMAIL-EVAL: Evaluation Due Date Report L &8 SCee

& Print

Save Default Email Me

Mame: Evaluation Due Date Report Mumber: EMAIL-EVAL Page Crientstion: Portrait

Oplions Sort / Output Conditions Selection Advanced
Email Content:
Diays to Look Ahead: Type:
I
O Send Email

O Use "Default Email

Comment

EMAIL-EVAL — Evaluation Due Date Report Interface Screen

Report Options:

Email Content — Select the content to include in the email from the drop-down.
Days to Look Ahead — Enter the number of days to look ahead.

Type — Select the day type from calendar, business or school calendar and business
calendar.

Send Email — Select to send an email to each case manager having students with an eventin
the selected days.

Use 'Default Email' — Select to use the email address for the Organization setup and not the
person sending the email.

Comment — Enter a comment to be printed at the top of the report and in the body of the
email if needed.

Specify Team/Staff Role(s) for Report — Select the School Site Principal and/or other
Team/Staff Roles to list in the report in addition to the Case Manager.

+ Specify Team/Staff Role(s) for Report
@ School Site Principal and Team/Staff Role

School Site Principal
Team/Staff Role

Arademic Coach

Behavior Intervention Specialist
Clerical Aide

Diistrict Representative

General Education Teacher
Crient./Mobility Specialist
Physical Therapist
SLPISLTISLA

Teacher of Visually Impaired

Adapted PE Teacher

Bus Driver

COTA

Early Interv. Trans. Specialist

ndividual fo Interpret Instructional Implication
Other

Principal

Special BEd Teacher

Teacher Specialist

Assistive Techneolegy Specialist
Case Manager
Counselor/DeanfAP

Full Inclusicn Specialist
nterpreter

OTRICOTA

Psychologist

Spetial Education Facilitator
Transition Specialist

Autizmn Specialist

Case Manager / Special Ed Teacher
Director

Gen Ed Teacher

Occupaticnal Therapist
Paraprofessional

School Murse

Teacher of DHH

EMAIL-EVAL - Evaluation Due Date Report Interface Screen
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Ed:
ﬁ Hope High School Yesr 2011-2012
— Evaluation Due Date Report Faport: BMAIL-EVAL
Days to Look Ahead: 180 Type: Business Calendar Days
From Emall Address: Send Emall [
Comment:
Case Manager. AdminUser Email Address: @edupoint.com Emall Status: Not Sent
Sudani Student Mama Gesdle Duw Date Dys Vet D Sihosl
BEATEI Labeanca, Douglas 5 1 0E07012 n Hope High School
BEEE Pace, Michsle L 1 081972012 ] Hops High School
101768 Serith, Harmy J 12 002 44 Hops High School
Case Manager: Mark Andrews Email Address: emall@edupoint.com Emall Status: Not Sent
Sudant i Srudant N Grad Dua Oty Diys Ut Dot Schonl
101768 Seruth, Harery J 12 10012 L] Hope High School
Case Manager: Rob Wilson Emall Address. emali@edupoint.com Email Status: Not Sent
Saudent I Srudent Hame Grade Duaw Date Days Ul D Scheoad
05483 Abbott, Bty C 12 10087012 48 Hops High School

EMAIL-EVAL — Evaluation Due Date Report Output
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EMAIL-EVENT - Timeline Event Due Date Report

Synergy SE > Student > Reports

The Timeline Event Due Date Report lists all case managers and selected team and staff roles for a
student that has a timeline event for the period selected. It can create a report and/or send emails to
the individual case managers.

7 Report EMAIL-EVENT: Timeline Event Due Date Report B &lsk SC0e
oy Primt Save Default Email Me

Mame: Timeline Event Due Date Report Mumber: EMAIL-EVENT Page Crientation: Portrait

QOptions Sort / Qutput Conditions Selection Advanced
Email Content:
Days to Look Ahesd: Type:

Events to Include
[T initial Evalustion - Respond to Parent

[ initial Evalsation - MET
[ initial Evaluation - Eligibility
O initial Evalisation - IEF
O initial Evalisation - Triennial Reevaluation
[ Annusl Review - Eligibility
O annusl Review - IEF
O Annusl Review - Triennial Reevalustion
O Reevslustion - MET
[ Resvslustion - Eligibility
O Resvalustion - IEF
O Reevalustion - Triennial Reevalusation
[ Transfer - Eligibility
O Transfer - IEP
O Transfer - Triennial Reevaluation
[ Preschool - Eligibility
O Preschoal - IEP
O Preschoal - Triennial Reevakuation
[ 504 Process - Eligibility
[ 204 Process - IEP
[ 504 Process - Triennial Reevalustion
[J15P Initisl - Eligibility
0137 Initisl - IEP
O 15P Initisl - Triennial Reevalustion

O send Email

O Use "Default Email

Cormment

EMAIL-EVENT — Timeline Event Due Date Report Interface Screen
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Report Options:

« Email Content — Select the content to include in the email from the drop-down.
» Days to Look Ahead — Enter the number of days to look ahead.

« Type - Select the day type from calendar, business or school calendar and business
calendar.

« Send Email — Select to send an email to each case manager having students with an eventin
the selected days.

« Use 'Default Email' — Select to use the email address for the Organization setup and not the
person sending the email.

« Comment - Enter a comment to be printed at the top of the report and in the body of the email
if needed.
« Events to Include — Select a least one event from the options.

« Specify Team/Staff Role(s) for Report — Select the School Site Principal and/or other
Team/Staff Roles to list in the report in addition to the Case Manager.

¥ Specify Team/ 5taff Role(s) for Report
2 Schoal Site Principal and Team/Staff Role
School Site Principal
Team/Staff Role
Academic Coach
Behavior Interventicn Specialist
Clerical Aide
District Representative

Adapted PE Teacher

Bus Driver

COTA

Early Interv. Trans. Specialist

Assistive Technology Specialist
Case Manager
CounselorDean/4P

Full Inclusion Specialist

Autism Specialist

Case Manager / Special Ed Teacher
Dirsctor

Gen Ed Teacher

General Education Teacher Individual to Interpret Instructional Implication ) Interpreter Occupational Therapist
Orient./Mohbility Specialist Other OTRICOTA Paraprofessional
Physic al Therapist Principal Psychologist School Nurze

SLP/SLTISLA
Teacher of Visually Impaired

Special Ed Teacher
Teacher Specialist

Special Education Facilitator Teacher of DHH

Transition Specialist

EMAIL-EVENT - Timeline Event Due Date Report Interface Screen

Hope High School
Timeline Event Due Date Report

Ed
T Year 20112012
Fieport EMAIL-EVENT
="
Type: Business Calendar Days

From Emall Address: Send Emall [

Comment:

Case Manager: Admin User Email Address. @Redupoint.com Emaill Status: Mot Sent

Student 1d Student N i Grade  Evenl Due Date Dy Untl Dus Schodd

BESTE3 Labianca, Douglas 5 " IEP 041872012 8 et o gy S Pre
BB8TED Lakusncs, Douglas S il Trienmial Resvalustion 0902012 i |

BEE349 Pace, Michelie L " Triennial Reevaluston 082012 £ Haope High Schood
101789 Srrith, Harry J 12 Triennisl Resvalusbon 109072012 49 e High Sohool

Case Manager: Mark Andrews

Email Address: emall@edupoint.com

Emall Status: Mot Sent

Saudent 14 Shudent N wea

Grade Event

Chue Date Cays Unsl Dus Schaod

101788 Srmith, Harmy J

Trienmisl Reevalustion

10102012 48 Hops Migh School

Case Manager: Rob'Wilson

Email Address: emalledupoint.com

Email Status: Mot Sent

Hudent id Student N ame Grade Evenl Dhue Diate Days Un'sl Due Scheod
05483 AbboR, Bty C 12 Trennial Fesvaliuabon 10082012 6 Hope Hgh Sohool
905483 AbboE, Bty C 12 IEP 1172872012 2] Hepet High St hiood

EMAIL-EVENT - Timeline Event Due Date Report Output
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EMAIL-IEP - IEP Due Date Report

Synergy SE > Student > Reports

The IEP Due Date Report lists all case managers with a student that has an IEP due for the period
selected. It can create a report and/or send emails to the individual case managers.

7 Report EMAIL-IEP: IEP Due Date Report AR

o Prirt Save Default Ernail Me

Mame: |EP Due Date Report Mumber EMAIL-IEP Page Orientation: Portrait

Oplions Sort J/ Output Conditions Selection Advanced
Email Content:
Diays to Look Ahead: Type:

O Send Emsil
O Use "Default Email

Cormrmeant:

EMAIL-IEP— IEP Due Date Report Interface Screen

Report Options:

Email Content — Select the content to include in the email from the drop-down.
Days to Look Ahead — Enter the number of days to look ahead.

Type — Select the day type from calendar, business or school calendar and business
calendar.

Send Email — Select to send an email to each case manager having students with an eventin
the selected days.

Use 'Default Email' — Select to use the email address for the Organization setup and not the
person sending the email.

Comment — Enter a comment to be printed at the top of the report and in the body of the
email if needed.

Specify Team/Staff Role(s) for Report — Select the School Site Principal and/or other
Team/Staff Roles to list in the report in addition to the Case Manager.

+ Specify Team/Staff Role(s) for Report
@ School Site Principal and Team/Staff Role
School Site Principal
Team/Staff Role

Arademic Coach

Behavior Intervention Specialist
Clerical Aide

Diistrict Representative

General Education Teacher
Crient./Mobility Specialist
Physical Therapist
SLPISLTISLA

Teacher of Visually Impaired

Adapted PE Teacher

Bus Driver

COTA

Early Interv. Trans. Specialist

ndividual to Interpret Instructional Implic ation

Other

Principal

Special BEd Teacher
Teacher Specialist

Assistive Techneolegy Specialist
Case Manager
Counselor/DeanfAP

Full Inclusicn Specialist
nterpreter

OTRICOTA

Psychologist

Spetial Education Facilitator
Transition Specialist

Autizmn Specialist

Case Manager / Special Ed Teacher
Director

Gen Ed Teach
Occupaticna
Paraprofessional
School Murse
Teacher of DHH

=

herapist

EMAIL-IEP— IEP Due Date Report Interface Screen
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Ed
ﬁ Hope High School Year 20112012
== IEP Due Date Report Fuport BMAILIEP
Days to Look Ahead: 120 Type: Business Calendar Days
From Emall Address: Send Emall [
Comment:
Case Manager: AdminUser Email Address: @edupointcom Emall Status: Not Sent
Eudant St il W Geade D Diste Driys UnSl Dl Sohoad
Baate3 Lateanca, Douglas S 11 Darn 2012 -T8 Hope High School

Email Status: Not Sent

Case Manager: Rob Wilsen Email Address: email@edupoint.com
Saudent i Stutent N wrs Crade Dus Date Chays Unsl D Schosl
B05483 Abbot, Billy C 12 1267012 ] Hape High Schood

EMAIL-IEP— IEP Due Date Report Output
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EMAIL-OVER - Timeline Overdue Report

Synergy SE > Student > Reports

The Timeline Overdue Report lists all case managers with a student that has an overdue timeline
event, including eligibility, IEP, or triennial reevaluation, for the period selected. It can create a report
and/or send emails to the individual case managers.

7 Report EMAIL-OVER: Timeline Overdue Report AR-YIE e (<] L)

s Print Save Default Email Me

Mame: Timeline Overdue Report Mumber EMAIL-OVER Psge Crientstion: Portrait

Options Sort § Output Conditions Selection Advanced

Email Content:

Type:
[ Send Email
O Use 'Defsult Emsil’

Comment

EMAIL-OVER - Timeline Overdue Report Interface Screen

Report Options:

Email Content — Select the content to include in the email from the drop-down.
Days to Look Ahead — Enter the number of days to look ahead.

Type — Select the day type from calendar, business or school calendar and business
calendar.

Send Email — Select to send an email to each case manager having students with an eventin
the selected days.

Use 'Default Email'— Select to use the email address for the Organization setup and not the
person sending the email.

Comment — Enter a comment to be printed at the top of the report and in the body of the
email if needed.

Specify Team/Staff Role(s) for Report — Select the School Site Principal and/or other
Team/Staff Roles to list in the report in addition to the Case Manager.

< Specify Team/5taff Role(s) for Report
(@ School Site Principal and Team/Staff Role
School Site Principal
Team/Stafi Role

Academic Coach

Behavior Intervention Specialist
Clerical Aide

Diistrict Representative

General Education Teather
Crignt./Mobility Specialist
Physical Therapist
SLP/ELTISLA

Teacher of Visually Impaired

Adapted PE Teacher

Bus Driver

COTA

Early Interv. Trans. Specialist

ndividual to Interpret Instructional Implic ation

Qther

Principal

Special Ed Teacher
Teacher Specialist

Assistive Technology Specialist
Case Manager
CounselorDean/AP

Full Inclusion Specialist
riterpreter

OTRCOTA

Psychologist

Special Education Facilitator
Transition Specialist

Autism Specialist

Case Manager / Special Ed Teacher
Dirsctor

Gen BEd Teacher

QOceupational Therapist
Paraprofessional

School Nurse

Teacher of DHH

EMAIL-OVER - Timeline Overdue Report Interface Screen
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‘ﬁ‘ Hope High School Year 20112012
= Timeline Overdue Report Repon: EMAIL-OVER
Type: Calendar Days

From Email Address: Send Emall [

Comment:

Case Manager: Admin User Email Address: @edupoint.com Email Status: Not Sent

Rdert Tudeni Nare Gendn Evant Do Dt Ovaedun Dayr  Schedl

280763 Labiancs, Dougles 5 n IEP DANETN2 m Haope High Schoal

Casze Manager: Rob Wilson

Email Address: email@edupoint.com

Email Status: Net Sent

Snudent id Srude it W ame Geada Event Do Dt Cwedue Days  Schaal
S0ET0 (Abemethy, Anne E ) 10 MET 11071889 4545 Hope High School
202870 (Abemethy, &nne E ) 10 IEP 1inNness 4835 Hape High School

EMAIL-OVER — Timeline Overdue Report Output
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EVAO01 — Evaluation List

Synergy SE > Student > Reports
The Evaluation List displays students due for the specified review type within a specified date range.

7 Report EVAD1: Evaluation List B &£ s cdoee
o Print Save Default Email Me

Mame: Evaluation List Mumber EVADM Page Orientation: Portrait

Oplions Sort J Output Conditions Selection Adwvanced

@ Ogtions
Start Date End Date Review Type
|l & [-]
EVAO1— Evaluation List Report Interface Screen
Report Options:

« Start Date — Select the start date to include in the report.
« End Date — Select the end date to include in the report.
« Review Type — Select the review type to include in the report.

5 Edupoint School District Year 2008-2010
Evaluation List Report: EVAD
\Er—

10 Student Name Date Finished Diate Due Review Type DIS Services Mental Healthi
157131 Babb, Mark M. 11172011 Trienneal N Ne
978780 Facio, Wayne E 04132011 Triennial No Mo
107725 Laffoon, Craig E 120052011 Triennial Mo Mo
148655 Martinez, Henry E 03012011 Trennsal L] Mo

EVAO1 — Evaluation List Report Output
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IEP-DIS-00 — IEP Disability

Synergy SE > Student > Reports

The IEP Disability report prints a list of all students that include selected details of their current,
previous, and draft IEPs. The list is sorted by case manager. The report includes student name,
student ID, grade, IEP and triennial dates, school, and disability and services provided.

7 Report IEP-DIS-00: IEP Disability LABRIEE A TAEE
ult

Email Me

B Print || Save Defau

Mame: |EP Disability Number IEP-DIS-00 Page Orientstion: Landscape

Filters School Fitter Sort / Output Conditions. Selection Advanced

Staff Last Name Staff First Name

|
Rols
Assistive Technology Specialist

Adapted PE Teacher Adminisirator Assessor

Behavior Intervention Specialist © BICM
General Ed Teacher

Autism Specialist

Esrly Interv. Trans. Specialist [ Full Inclusion Specialist

Occupational Therapist Orient Mobility Specialist Other

Psychologist Reader Schoal Nurse

Testher Specialist

SpeschiLangusge Therspist [ Tescher of DHH Tescher of Visually Impsired

Primary Ethnic Code
Amsrican Indian or Alaska Mative [ Asian [ Black or African American [ Native Hawsilan or Other Pacific Islander [ White

Participation

B Miscellansous

ESY ELL I

IEP Status O < &

Current Draft Previous
Disagree Proposal [ FAPE Offer
Did Mot Sign [ Temporary © On Hold
Translation [ Stopped

Gradelevel O —~ &

g

Senice O < & Primary Disabity 0 = &

‘Adapted Physical Education

- Reinforcement of OIT Goals

Anger Management
‘Audiological Evaluation
Behavioral Health

Adaptive Skills

AdticiLanguage (SLI)
Basic Reading Skills
Braille Reading

Adult Living Preparation

sonal Care/ADL

- Reinforeement of PIT Goals
Articulation of Speech Sounds (SLI)
Behavior Management

Braille Witing

- Reinforcement of BehaviPsyeh-Soc Goals
- Reinforcement of Speech/Language Goals

Deaf-Blindness
Emotional Distrubance
Hearing Impairment
Mulfiple Disabilities
Other Health Impaiment

Speech / Language Discbilties

Develepmentsl Delay
Giftendness

Mental Retardation
Orthopedic Impairment
Specific Leaming Disability
Traumstic Brain Injury

kills Communication Skills Visual Impairment

Career Development Skills
tory Skills Conflict Resoluticn Strategiss

tioning Skills
| Language (SLI)
ech (SLI)

ve Language (SLI) B

&l Communic ation Functional Communication (SLI)

Functinnal Readina Functinnal Witina

IEP-DIS-00- IEP Disability Report Interface Screen

Report Options:

« Role — Select the options to limit the report to the selected roles.

« Primary Ethnic Code — Select the options to limit the report the selected codes.

« Participation — Select to limit the report to the selected participation type.

« IEP Status — Select the options to limit the report to the selected IEP status.

« Grade Level — Select the options to limit the report to the selected grades.

« Primary Disability — Select the options to limit the report to the selected disabilities.
« Service — Select the options to limit the report to the selected services.
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IEP-DIS-01 — IEP Disability (Sort by Case Manager and School)

Synergy SE > Student > Reports

The IEP Disability report prints a list of all students that include selected details of their current,

previous, and draft IEPs. The list is sorted by case manager, then by school. The report includes

student name, student ID, grade, IEP and triennial dates, school, and disability and services

provided.

o4 Print Save Default

Email Me

Filters School Filter Sort / Output Conditions Selection Advanced
Staff Last Name Staff First Name
|
Role

Adapted PE Teacher Administrator Assessor

Autism Specialist Behavior Intervention Specialist & BIGM
Early Interv. Trans. Specialist £ Full Inclusion Specialist General Ed Teacher
Occupational Therapist Orient Mobility Specialist Other
Psychologist Reader School Nurse
Speech/Language Therapist [ Teacher of DHH Teacher of Visually Impaired

Primary Ethnic Code

Participation

@ Miscellansous

ESY ELL ITP

IEP Status O = &

Current Draft Previous
Disagree Proposal () FAPE Offer
Did Not Sign [ Temperary 0 On Hold
Translation [ Stopped

GradeLevel O < &

910D 1@ 12

Primary Dissbiity O = & Senice O = &

Deaf-Slindness Developmental Delay Adapted Physical Edusation
Advocacy Skills

Aide Sves - Reinforcement of O/T Goals

Emational Distrubance Giftendness
Hearing Impairment

Mulfiple Disabilities

Mental Retardation
Orihopedic Impaiment Anger Management

Other Health Impairment Specific Leaming Disability | [ Audiological Evaluation

Speech / Language Disabilities [ Traumatic Brain Injury Behavioral Heslth

“isual Impaiment ‘Career Development Skills
Community Skills
Consultative Services
Daily Living Skills
Expressive Language (SLI)
Fine Moter Skills
Fluency/Language (SLI)
Functional Math

Gross Motor Skills
Language Comprehension
Listening Comprehension

Meme: IEP Disability (Sort by Case Carrier and School) Number: IEP-DIS-01 Page Orientation: Landscape

Case Carier

T Report IEP-DIS-01: IEP Disability (Sort by Case Carrier and School)

Assistive Technology Seecialist

Literacy Specialist
Physical Therapist
Special Ed Tescher
Teacher Specialist

American Indian or Alaska Native C) Asian [0 Black or African American [ Native Hawaiian or Other Pacific Islander © White

Adaptive Skils
i Personal Care/ADL

Aide Sves - Reinforcement of P/T Goals
Artic/Language (SLI)

Basic Reading Skills

Braille Reading

Cognitive Skills

Compensatory Skills

Coping Strategies

Daily Living Skills
Expressive/Recepfive Language (SLI)
Fine Metor Skills

Functional Communication

Functional Reading

Gross Motor Skills
Langusge/Academic Readiness

Listening Comprehension and Oral Expression

cCee

Adult Living Preparation
Aide Sves - Reinf
Aide Sves - Reini
Articulstion of Speech Scunds (SLI)

ement of Behav/Psych-Soc Goals.

ement of Speech/Language Goals

Behavior Management
Braille Witing

Communication Skills

Conflict Resolution Strategies
Counseling

Executive Functioning Skills
Expressive/Social Language (SLI)
Fluency of Speech (5L1)
Functional Communication (SLI)
Functional Wriing

Languags Comprehsnsion

Life Skills

Math Calculation

IEP -DIS-01— IEP Disability Report Interface Screen

Report Options:

« Role —Select the options to limit the report to the selected roles.

« Primary Ethnic Code — Select the options to limit the report the selected codes.

« Participation — Select to limit the report to the selected participation type.

« IEP Status — Select the options to limit the report to the selected IEP status.

« Grade Level — Select the options to limit the report to the selected grades.

« Primary Disability — Select the options to limit the report to the selected disabilities.

« Service — Select the options to limit the report to the selected services.
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RSKO01 - Risk Report

Synergy SE > Student > Reports

The Risk Report lists all special education students who have an IEP review upcoming within the
specified number of days, sorted by school (new page per location), with case manager name and
phone, and due date and days remaining until the event.

— = | Peils
* Report RSK01: Risk Report B & &) Scee
#h Print | | Save Default Email Me
Mame: Risk Report Mumber: RSK01 Page Orientation: Portrait
Oplions Sort § Output Conditions Selection Advanced
@ outions

Murnber Of Diays

RSKO01 - Risk Report Interface Screen

Report Options:

o Number of Days — Enter the number of days to look for students with upcoming IEP reviews.

't‘i'l“ Hepe High School Year 2011-2012
Risk Report Raport: RSN

\
School: Adams Elementary

Caze Camier:  User, Admin

Caze Carmer Anreal Review Triennal Feview
Date of Student ID o . Days Day=
Student Name Birth Number Primary Disabiity MName Phone # Dise Dizt Remaining Due Date R Sringy
Jack Chrs E 031872005 135183 ISE.EJKI%EHE:MGU‘GE User. Admin uncpecified 02102012 -40 0202 40
Martinez, Henry E 1282003 148655 ﬁgfi%&NGUHGE User, Admin wnapecified 02272011 =33 02262013 M
|
Caze Camier: Wikon, Fiob
Case Carrier Annual Review Triennaal Review
Date of Student ID o . . Days Days
Student Name Buth Humber P rimany Disabiity Hame Phone 8 Due Dats { Dot Date ing
Faron, lan 4122002 129442  DEVELOPMENTAL DELAY \wilzon, Rob 4-%!-4555- 1os202 28 o225 137
1

RSKO1 - Risk Report Output
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RSKO02 - Risk Report

Synergy SE > Student > Reports

The Risk Report lists all special education students who have an IEP review upcoming within the
specified number of days, sorted by case manager, with the student name, student ID, student date

of birth, case manager name and phone, and due date and days remaining until the event.

7 Report RSK02: Risk Report

ol Print Save Default

Mame: Risk Report Mumber: RSK02 Page Crientstion: Portrait

Opdions Sort / Output Conditions Selection

@ options

Murnber Of Days

B e s

Email Me

Advanced

Zree

RSKO02 - Risk Report Interface Screen

Report Options:

o Number of Days — Enter the number of days to look for students with upcoming IEP reviews.

Ea

Hope High School Yes: 20112012
Y~ Risk Report Recot REKIZ
Case Carrier: Usar, Admin
School: Hope High School
Cas Carrier Anvusl Fview Trisnnkai Feviom
D of Student 1D
Student Heme et neentiD primary Dissbiity Nova Prored DueDme DR DwDws o T
Labiancs, Douglas S USZTI SRET6I  SPECHIC LEARHING User, Admin urspeciied GWIBZNZ <100 a0
SARILITY

RSKO02 - Risk Report Output
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Synergy SE > Student > Reports
The Risk Report lists all special education students who have a triennial

review upcoming within the

specified number of days, sorted by case manager, with the student name, student ID, student date
of birth, case manager name and phone, and due date and days remaining until the event.

T

Report RSK03: Risk Report

o Print Email Me

Save Default

Mame: Risk Report Mumber: RSKO2 Psge Orientstion: Portrait

Bl & s CC80

Oplions Sort § Output Conditions Selection Advanced
@ Options
Murnber Of Days
|
RSKO3 - Risk Report Interface Screen
Report Options:
o Number of Days — Enter the number of days to look for students with upcoming triennial
reviews.
Ea ,
I i Hepe High School Yew: 20183012
=1 Risk Report Repot: RSKXD
Trignnisl Rernaining Days: L]
Cieg Camiin Anied Reviies Trannisl Review
Studert Hara DateorBim SO0 by prcaniny ara Proned  DusOute p O71%  Ous Dot School Hame
Latsarca. Bouglas & SATIE BESTEA SPEQRC LEARNNG U, Adrwn wrspecied OUTINZEID =11 [F 3Tk L5 ] Hope Hgh Schoo!
CASamnITY

RSKO03 - Risk Report Output
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RSK04 - Risk Report

Synergy SE > Student > Reports

The Risk Report lists all special education students who have an annual review upcoming within the
specified number of days, sorted by case manager, with the student name, student ID, student date
of birth, case manager name and phone, and due date and days remaining until the event.

7 Report RSK04: Risk Report

o Frint Email Me

Save Default

Mame: Risk Report Mumber: RSK04 Page Orientation: Portrait

s, | - | & cZee

Oplions Sort § Output Conditions Selection Advanced
@ Options
Murnber Of Days
|
RSKO04 — Risk Report Interface Screen
Report Options:
« Number of Days — Enter the number of days to look for students with upcoming annual
reviews.
Ecugod Hope High Schoal Yesr 2012012
Risk Repornt ey
]
Advwanl Paraleing Deys: - 101
Case Carmer Shvrnasll Tl Trisnrisl Poview
et Hars Dt of Biry T O e Dinability [ Phons®  DusDets o ™ Do Duis ”"‘“n—u-
Latsanes, Dougias S OSTTNFS 88053 SPECFIEC LEARMNING Ly, Ademin wapscied SR -1 1272013 =8 Hoges Hgh Sohoo
CRSADILITY

RSKO04 - Risk Report Output
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SIS401 — SIS Discrepancy Report

Synergy SE > Student > Reports

The report lists differences in the data between the two if Synergy SE is used in conjunction with a
student information system other than Synergy SIS.

¥ Report S$15401: SIS Discrepancy Report B 25 SCee
o Print Sawe Default Email Me
Mame: 515 Discrepancy Report Mumber: 515401 Page Orientation: Landscape
Oplions Sort [ Output Conditions Selection Advanced

@ Filter

[ Suppress grade mismatch discrepancies

S1S401 - SIS Discrepancy Report Interface Screen

Report Options:

« Suppress grade mismatch discrepancies — Select this option to not show discrepancies
with a student's grade.
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SIS402 - SIS Synchronization Log

Synergy SE > Student > Reports

The report lists synchronization events if Synergy SE is used in conjunction with a student

information system other than Synergy SIS.

7., Report SIS402: SIS Synchronization Log

B Print || Save Default Email Me

Name: SIS Synchronization Log Mumber: 815402 Page Orientation: Portrait
Opticns Sort / Output Conditions Selection Advanced

@ Filter

Select " " to report all variances between SE and SIS

Select "Yes" to report only those variances that CAN be automatically synchronized

Select "No" to report only those variances that CANNOT be automatically synchronized

oo

S1S402 - SIS Synchronization Log Report Interface Screen

Report Options:

» Make no selection to report all variances between Synergy SIS and the student information

system.
« Select Yesto report only variances that can be automatically synchronized.

« Select Noto report only variances that cannot be automatically synchronized.
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STU-001 — Student Listing

Synergy SE > Student > Reports

Lists Student Name, Gender, Grade Phone and Address of Students according to the Focus (for
example, School or District) according to parameters specified.

7 Report STU-001: Student Listing B &s! ccee
o Print Save Default Ermnail Me

Mame: Student Listing Mumber: STU-001 Page Orientation: Portrait
List Options Sort f Output Conditions Selection Advanced
@ Student List Conditions

Grade Gender Student ID

STU-001- Student Listing Report Interface Screen
Report Options:

« Grade — Select to filter students for a specific grade.
« Gender — Select tofilter students by gender.
« Student ID — Enter the student's ID to get a report for a specific student.

s Edupoint School District Year: 20092010
T Report: STU-001
— Student Listing
Student Name Gender Grade Phone Address
Laffoon, Craig E Male 03 602-555-T245 1006 W 7th St
Mesa AZ
85612
Martinez, Henry E. Male 03 602-555-8413 ‘948 N Revere
Mesa AZ
85612
Total Students: 2

STU-001 - Student Listing Report Output
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Job Queue Viewer

Use the Job Queue Viewer screen to review print job status information and to print the report output
file in the required format. The Job Queue Viewer screen stores selected reports for later
viewing/printing/deleting. It displays jobs completed, including reports run and mass updates.

P&m n
= Recurring Jobs =
041472016 03:00:00 TASK-PROC Run the process to create the tasks
}_f) Waiting: This job is 2nd in the queue
i - 04/14/2016 02:00:00 TASK-PROC Run the process to create the tasks :
u ) Waiting: This job is next in the queue
Job Queue Status

04/13/2016 03.00:00 TASK-PROC Run the process fo create the tasks —
Compilete: Job is now complete m |—| .
041342016 02:00:00 TASK-PROC Run the process fo create the tasks —_—
Compiete: Job is now complete m |—|

il

AT
Uil |

Open JobQueue Viewer

Job Queue

1. Click % to view the Job Queue.

a The Job Queue only displays the reports for the user that is logged

2. Click Open Job Queue Viewer.

Job Queue Viewer AIEERERAE
Menu - L] # Save | Undo

Job Queuws Conients for User. Admin User

Current
Job ID Begin Date End Date State Server Mame Show Recurring
) L L - o Fiter
Delete Jobs | State Selection -
B Jobs in Queus I Show Datall —
n 02/26/2016 D2:53:50 @ CASI Case Load r’J

nnmﬁ?ﬂlﬁ 00:52:00 027262016 D0:52-01 g EMAIL_IMMEDIATE  Process all immediate emails st an interval

-nmma 23:52:00 02/25/2016 22:52:M IE EMAIL_IMMEDIATE  Process all immediate emails st an interval D

n-mrzma 2252:00 D2/25/2018 22:52-1 g EMAIL_IMMEDIATE  Process all immediate emails st an interval

-mma 2236:43 | D/252016 22:38:44 B QRY301 Query Genersted By Autornated Test

Job Queue Viewer Screen
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The Job Queue Viewer screen displays with the state and result of the job.

The State icons indicate: The Result icons indicate:
5 Processing - Print Job Status
'v', Waiting - Data Job Complete
F Canceled J Print Job Complete
& Complete = File Does Not Contain Data
(sor Error B File Does Not Contain Data

3. Filter the jobs:

Job ID — Enter on a Job ID to filter based on a Report ID such as CAS01 or Job Name.
Begin Date — Select to filter on a specific date.
End Date — Select to filter on a specific date.

State — Select to filter based on the state of the job. The choices are: Canceling,
Complete, Deleted, Error, Hold, In Progress, and Waiting.

Server Name — Enter a specific server running the job.
Show Recurring — Select jobs that run at intervals such as daily, weekly, or monthly.

4. Click Filter. The information displays on the Jobs in Queue section.

5. Click the iconin the Result column to view the report, result or click Show Detail to view
information that includes Details, Recurring Pattern, Results, and System Info.

Deleting Jobs

From the Job Queue Viewer screen

» Todeleteajob:

1.
2.

Select the checkbox in the X column. More than one selection is permitted.
Click Save.

« Todelete multiple jobs of the same type:

1.

2.

Select a State Selection. The choices are: All, Complete, Error, Hold, In Progress,
and Waiting.

Click Delete Jobs.
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