Getting Started with Synergy SIS

S Synergy

Education Platform

Edupoint’
N



The Edupoint software and any form of supporting documentation are proprietary and confidential.
Unauthorized reproduction or distribution of the software and any form of supporting documentation is strictly
prohibited and may result in severe civil and criminal penalties.

Information in this document is provided in connection with Edupoint Educational Systems, LLC. products. No
license to any intellectual property rights is granted by this document.

The screens, procedural steps, and sample reports in this manual may be slightly different from the actual
software due to modifications in the software based on state requirements and/or school district
customization.

The data in this document may include the names of individuals, schools, school districts, companies, brands,
and products. Any similarities to actual names and data are entirely coincidental.

Copyright © 2016-2020 Edupoint Educational Systems, LLC.

Edupoint, Synergy Student Information System, Synergy Special Education, Synergy Assessment,
TeacherVUE, LessonVUE, StudentVUE, and ParentVUE are registered trademarks of Edupoint Educational
Systems. Inspect is a registered trademark of Key Data Systems. Google and the Google logo are registered
trademarks of Google Inc. Apple and iPad Pro are trademarks of Apple Inc. Microsoft and OneDrive are
trademarks of the Microsoft group of companies.

Other names and brands may be claimed as the property of others.

Copyright 2016-2020 Edupoint Educational Systems, LLC.



Getting Started with Synergy SIS | 3

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.
« [talics indicate the option to select or text to enter.
« Notes, Tips, References, and Cautions display in the margin to provide additional information.
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Notes provide additional information O TiES suggestfadvancei.opticr)]ns or
about the subject. w ot er ways of approaching the

subject.
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References list another source of Cautions warn of potential problems.

information, such as another manual Take special care when reading
or website. these sections.
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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
Version Date Release

Description

Updates:

« Added Enhanced Standard Navigation to Navigation Options

« Added Snapshot Views and Autosave Option to Parts of the
Synergy SIS Screen
« Added Snapshot Views detail in Snapshot Views

4.0 May 2017 2018
« Added Autocomplete Search Lookups and Autocomplete Advanced

Mode to Search by Primary Field
« Added Search Using Grids
« Added Creating Widgets from Search Results

« Updated sample weather widgetin Sample External Image Widgets
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Document | Release | Software

Version Date Release Description

Updates:
5.0 Sep 2017 - « Added Formatting Window instructions to Synergy How-To

« Updated images for quality and consistency

Updates:

« Moved Screen Options section from Parts of the Synergy SIS
Screen to Synergy Options Menu

« Moved Dashboard Control Security to the Synergy SIS — System
Administrator Guide

« Added Don't Pin Grid Headers, Show Docking Area, Accessibility
Mode keyboard shortcut, Use The Default AutoFocus Fields, and
Resume on Login to Synergy Options

« Updated external widget examples to show link to external site in
Types of Dashboard Widgets and Sample External Image Widgets

« Updated Grid Columns to reference fixed header rows, Suppress
Grid Tooltips, and Delete All Records options in Parts of the

60 | Dec2017 | 201801 Synergy SIS Screen

« Updated the History Panel section in Parts of the Synergy SIS
Screen

« Added note about cursor position and student attendance in
Snapshot Views

« Updated the description for and the Abouticon in the Action bar in
Parts of the Synergy SIS Screen

« Updated High Contrast theme options and added note about past
or future screen focus colors in Synergy Options Menu

« Added Using Multiple Find Conditions to Search Using Multiple
Fields

« Added Synergy Docking Panel and Synergy Accessibility

Updated the Content Area section of Parts of the Synergy SIS Screen to

ey TG ) provide clarification on what this area contains

Updates:

« Reorganized content for better flow and clarity

8.0 Jun 2018 2019 « Updated Focus to include Years listed in descending order

« Updated the Note in Synergy Docking Panel to include that they are
restricted to the users who created them

« Added Using New Feature Assist
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Document | Release | Software

Version Date Release Description

Updates:

« Moved content from Introduction chapter to Your Synergy SIS
Account and Using Synergy SIS chapters

« Added Auditing Overview
« Added Logging in with Two Factor Authentication to Introduction
« Updated Quick Launch in Navigation Options
« Updated Quick Nav in Navigation Options
9.0 Dec 2018 | 2019.01 « Added Continue Where You Left Off Panel to Navigation Options
« Updated Resume on Login in Synergy Options
« Added Memo Templates to Using Synergy SIS
« Updated Grids in Parts of the Synergy SIS Screen
« Added Pasting Lists from Text Editors to Synergy How-To

« Updated Search Using Find Result to include last page and total
row display

« Updated Focus to include Focus History functionality

Updates:

« Reorganized content for better flow and clarity
10.0 Jun 2019 2020 « Updated screenshots throughout
« Added Large Notification Icons

« Added green banner functionality to Login Screen
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Document | Release | Software

Version Date Release Description

Updates:
« Added the following in Grids:

» Export Options
« Hiding and Reordering Columns

« Creating and Modifying Presets

« Added Searching Setup Options in Introduction to Synergy SIS

« Added Loading Find Results Immediately in Searching Using Find
Result

« Updated Feedback Button to include screenshots
« Added the following in Synergy Options:

« Grid Detail Type
« Enable Snapshots

1Y e 202 A « Added Unpin Tab Panels in Options

« Added content for Save And Close and Undo And Close options in
Edit/Find/Save

« Added Checklists in Action Bar
« Removed content for Classic version

« Updated Show Docking Area in Options for displaying control
labels as links in the docking panel

« Added a note for viewing Contacts in student Snapshot Views in
Student

« Added Setting Checklist Security in Your Synergy SIS Account

« Updated Add a Memo Template for sharing templates across the
district and between schools

« Added Using Snooze and Don’t Remind Me Again in Using New
Feature Assist
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Synergy SIS Overview
What is Synergy SIS?

Synergy SIS belongs to a category of software called student information systems, or SIS. Student
information systems are used by schools to record essential student information such as a student’s
name and address, grades, and classes.

Why is Synergy SIS special?

Synergy SIS uses a web-based interface as opposed to other systems that have a Windows-based
interface. A web-based interface means the software is accessed using a web browser like Internet
Explorer. A Windows-based interface is a separate program installed on a Windows-based
computer.

Is the information as secure?

Just because a web browser is used to access the software does not mean the software or
information contained within it is available on the Internet! Any program can use a web interface.
Each district can choose whether to make Synergy SIS available on the Internet or only from the
internal district network.

Preparing Your Browser Before You Start

Before accessing Synergy SIS, make the following changes to the web browser (Internet Explorer,
Firefox, etc.) so that Synergy SIS works correctly.

Uninstall Toolbars

The Google toolbar, Yahoo toolbar, and any other extra toolbar will prevent Synergy SIS from
working correctly. Uninstall any extra toolbars if they are installed.

Allow Pop-Ups

The pop-up blocker blocks certain Synergy SIS screens. Either turn off the pop-up blocker or set it to
allow pop-ups for Synergy SIS.

1. Click the yellow banner that displays at either the top or bottom of your screen.
2. Select Always Allow pop ups from this site.

Copyright 2016-2020 Edupoint Educational Systems, LLC
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Connecting to Synergy SIS

1. Open anew browser window.

2. Navigate to the web address of the Synergy SIS web server provided by the district system
administrator to access the Synergy SIS system.

File Edit View History Bookmarks Tools Help

db Welcome to Synergy! x

(' ] https://synergy.myschoel.edu c

Synergy SIS Example Web Address

Login Screen

There is a green banner at the bottom of the Login screen that provides additional functionality in the
form of links.

@ S ner - Contact U». | Dhe_ck Fﬂcr.r Popup : : Edupoi nt"
N

Copyright  2002-2020 Edupoint Eduecational Systems. All rights reserved.
Education P!atform

Login Screen

Contact Us

Districts can set this up to open a new email to a designated email address using your default email
provider.

Check For Popup

This opens a message indicating whether or not a pop-up blocker is currently active on your
browser.

Add This Page to My Favorites

This creates a Favorite in your Microsoft Edge or Internet Explorer browser for quick access to your
Synergy SIS site.

Other internet browsers do not support this functionality. You can create
your own bookmark in these browsers for quick access to your
Synergy SIS site.

Edupoint Proprietary and Confidential
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1. Enter your Login Name and Password.

@Synergy

Education Platform

| -

Demo School District

Excellence In Education

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

Contact Us | Check For Popup
‘Copyright € 2002-2030 Edkpalet Educational Systems. All ights resensd.

Eg—gpoint”

Login Screen

2. Click Login or press the Enter key. Initially, a pop-up screen displays district and school

announcements.

District Notifications

|™ High Schools

|™ Edupoint School District
I™ Edupoint School District
|™ Edupoint School District
|™ Hope High School

Show Dismissed Messages

M| District and School Announcements

Senior Transcripts Available Dismiss
Reminder to keep thermostats no lower than 78 degrees.

Summer Session | - Starts June 18!

Normal announcement

Close

District Notifications Window

3. Click the X at the top right or click Close at the bottom right.

15
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The Synergy SIS Home page displays district/school announcements. You can customize this
screen to display dashboard task lists and a variety of widgets.

See Customizing the Dashboard and Overview of Dashboard Widgets for
more information on setting up the dashboard and widgets.

Synergy’ ¢ Demo School District 18 Hone Hiah Sehool
S ynergy X e 2017-2018 Hope High School
A m oA _ﬁﬁz Quick Launch £ Lock SignOut Support Help

Good Afternoon, Admin User AL Se:r 0 .

Show Dismissed Messages

n Announcements
*

m Organization Name Dismiss or Recall Message

@ Tasks

I R pescrption acton
08/23/2017 5:15 PM [&' Online Regisiralion g ypdates are pending review (¥ 4

12/14/2017 7:38 PM.?I. Zuniga. Kalhleen  Electronic Student Data Response from: Other School District - Other High School

Home and mail address were changed by Rob Wilson at Adams Elementary. Both home and mail
12/26/2017 1:51 PM _5 Abbott, Billy C new addresses: 1955 S Val Vista Dr, Mesa, AZ 85204 Please confirm and acknowledge the change &/
by clicking the checkmark at the right.

Local Date/Time Total Parent/Student Logins - 2 weeks Top 10 process server jobs
3:33:10 PM MST

Weather: Fountain Valley, AZ

i

Now Today Tonight Tomorrow
= . - .
86° 86° 72" 71°
R ) Last Update: 08/19/2018 08:51:00
72° B6°

Synergy SIS Home Screen

Logging in with Two Factor Authentication

When two factor authentication is enabled, the Two Factor Authentication Validation screen opens
each day you log in or only the first time you log in depending on the setup option chosen by your
administrator.

1. Loginto Synergy. Synergy emails you a two factor authentication code.

Q(_ Reply I/E?_ Reply All 9_, Forward
Mon 12/3/2018 1:47 PM

email@email.com
Synergy Two Factor Authentication Code

To sec4@emailcom

Dear John,

Your two factor authentication code is 485524,

Authentication Code Email

Edupoint Proprietary and Confidential
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2. Enter the Authentication Code provided in the email.

% Two Facter Authentication Validation

Two Factor Authentication code has been sent to s™ @ email.com.

Authentication Code:

489924

Return To Login Page

Resend Code

You have 5 left with this code.

Two Factor Authentication Validation Screen

3. Click Continue to provide the second authentication and log in to Synergy.

( )
Return To Login Page takes you back to the Synergy login page and
does not complete the second authentication.

Resend Code emails you a new authentication code.

E You have five attempts to correctly enter the authentication code emailed
to you. The number in the message: "You have 5 left with this code”
decreases by one with each incorrect entry. A new authentication code is
emailed to the user after five incorrect entries and the number in the
message resets to five.

Copyright 2016-2020 Edupoint Educational Systems, LLC
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Parts of the Synergy SIS Screen

The main areas of the Synergy SIS screen are the Title Bar, Action Bar, Content Area, Primary

Navigation Panel, PAD Tree Panel, Bookmarks Panel, History Panel, and Feedback Button.

Svneray 4~ Dem h | District Admin User (Show Active and Inactive)
e ynergy L eEK‘:”g‘fe g 2019-2020 Hope High School

19

Title Bar

4 AT W a Lpﬁz & # Los SignOut Suppert Help
= * Student LM e sl-e
Ly veu- 2 ¢ QaQ » = X Delete
Ul siudent Name: Tackett, Heather S. Gender: Female Grade: 12 Primary disabiity. School: Hope High Schaol
'Y Demographics | FParents  Team  AdHocDocumenis HistoricalDocuments  ProcessDocs  Timelne  Student Contact Log
¥\ Lasttame First Name Middle Name Suffic Student D Gender Grade
Tackett Heather 102708 Female Bl >
O Photo © Home Address O Waiing Address.
Address Mail Address
125 N 22nd PI#110
city State Zip Code Grid Code Mail City Mail State Mail Zip Code
Tempe Az ~| 8ses2 M424A - A
E
Map it | Schools Wap it -
a
k-]
‘H
@ Race and Ethnicity w
Hispanic/Latino__Resolved Race/Ethnici L

Synergy SIS Student Screen

The Title Bar contains the About button, Focus Area, navigation controls, screen options, and

support links.

3

J\r Demo School District Admin User {Show Active and Inactive)
L]

2019-2020 Hope High School

Excellence In Education
# Lok SignOut Support Help

About System

Synergy Title Bar

Clicking the Synergy logo opens a screen that provides the product version information.

Focus

Synergy Logo

Each Synergy SIS user is set up to look at records for a specific school and year by default. The
combination of school and year is called the Focus. The Focus sets whether inactive, active, or both
types of student records display. Your current focus displays at the top right-hand corner of the
screen. Sometimes you may need to change your focus to a different year or to a different school.

Admin User {Show Only Active)
2017-2018 Hope High School

FocusArea

Copyright 2016-2020 Edupoint Educational Systems, LLC
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Changing the Focus

1. Click the focus area. The Change Focus window opens.

2. Selectthe Year to change to a different school year or session. The school years display in
descending order.

3. Click Organization and select from an alphabetized list or click the Tree icon to select a
different organization from a categorized list.

( )

You can set the focus to the district or other organizational grouping;

however, student information can only be edited when focused at a

E school.

You can view the information at the district or other organization
group level but you cannot change it.

Change Focus

Year: |2015-2020 B
EDrganization: Hope High School B

Show Students: O Show Active D‘I'I|'!|"
O Show Inactive Only

@ Show Active and Inactive

m Cancel

Change Focus Screen

4. Selectfrom Show Active Only, Show Inactive Only, or Show Active and Inactive to
change the type of student records that display.

5. Click Save. The screen refreshes.

Viewing Focus History

Synergy stores your last five focus changes in the Focus History drop-down on the Title Bar. You
can change the focus for only the detached views that have a scroll bar.

( )
Changing your focus on the main and detached screens act
independently.

E Focus History stores all unique combinations of the Organization,
school Year, and Show Students selection.

The most recent focus displays first.

Edupoint Proprietary and Confidential



Hover over the Focus to display the Focus

Getting Started with Synergy SIS

Chapter 2: Introduction to Synergy SIS 21

History drop-down.

( )
The Health screen is an example of an Organization year-aware screen.
Changing the focus on the screen might change the tabs that display.

; I ctrl, Admin User (Show.
Qynergy O S e e 20152075 Hope
2z wm PG Adoms
v Health nciv) ’
LLMESIRILIRS L) &4 - King High School 20122019 (Show Active and
‘Student Name: =) Abbett, Billy C. School: Hope High School Status: Active Homeroom: 403 Age: 17 yrs 8 mths Teacher: Williams, Inactive)
bbot T < 0sees 2 Hope High School 20182019 (show Actve Only)
© Enties  4+Add | +AddWizard | K Show Detail Adams Elementary 2012015 G Acs ony
(% Ttoe etecieose s X[ Tmen £ 10w s T eerwin T
RN 2520 &  100PM ) © me 065 Visi "
| = | > pren B 100PM ) ) 020 Nur
| = | s RN & 520PM ) [} 310
Health Screen
The detached view of an Organization year-qualified screen, such as the
Daily Attendance screen, does not show the sub-nodes.
@ Hope High School ¥ (2018-2019: Show Only Active)
Y | Adams Elementary & -0
Me|  Bilingual Magnet School & i
Central Enrollment
Stug Homeroom:
Totals History Daily Entry Attendance Letters Concurrent Attendance
La: lame Middle Name Suffix Perm ID Grad Gende
Ed-
King High School
s| Lincoln K-12 B8 GoToDate << Previous Month| | Next Month >>
] Roosevelt Middle School e Codes (N/S, N/E, /i)
'STEM Magnet School
Template HS
Tuesday Wednesday Thursday Friday
Truman Middle School Attendance 1 Attendance 1 Attendance 1 Attendance 1
Washington Elementary Reason Reason Reason Reason
This grid does not support search functionality.
Daily Attendance Screen
\. J

Changing Focus on Detached Views

The following example shows how to change the focus on detached views for Organizations,

school Year, and Show Students.
1.

2. Click © to open the Student screeniin

Navigate to Synergy SIS > Student > Student.

anew window.

TR ] -559%

& Lock Sigrw Help

v Student ; P [ele -
SRR - - B

Student Name:  School: Homeroom: Teacher:

Demographics

Parent/Guardian Other Info Emergency Enrollment Enrollment History Classes Documents
Contact Log Notes Protected Information Doc Tab 2
Last Name First Name Middle Name Suffix
Perm ID State ID Grade Gender
| | - -
Student Screen

Copyright 2016-2020 Edupoint Educational Systems, LLC
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3. Click Hope High School to change the focus to another school.

€ Hope High School ~ (2018

St 1 Elementary Schools
Me 2. Middle Schools
3. High Schools
St
4. special Schools
De
5. Closed Schools
Last
Adams Elementary
® Bilingual Magnet School

Central Enrollment

! Continuation High School
Edupoint School District
Eisenhower Middle School
Franklin High School
Grant Elementary
Jefferson Elementary
Kennedy High School
King High School

19: Show Active and Inactive)

n: Teacher:

Other Info  Emergency Enroliment Enroliment History Classes

E Middle Name Suffix

Spoken to Student at Home Nick Name

AKA Middle Name AKA Last Name

Birth Date Location of Birth
- |

Birth Country Email

Thara Sridhar %

L-0

Documents Protecied Inforn|

Grade

Contact Log Noies

Perm ID State ID

Last Name Goes By
AKA Suffix
Birth Verification Birth Certificate Num
Edv-Fi D

> Resolve ID

® Lincoln K-12

R It Middle School
His - ooseveltiiade sehoo ied Race/Ethnicity Tribal Community

STEM Magnet School . .
Ra Template HS
O, Truman Middle School [ Asian [J Black or African American
O1  washington Elementary slander [J White
@ Home Address @ Mail Address
Address Efiective Date Address

& Validate
Student Screen

4. Hover over the school year to activate the drop-down.
5. Select another school year.

& Hope High School +{

9 = Show Active and Inactive)

Thara Sridhar %

Student 2020-2021 £-0
Menu= A ¢ | Q 2019-2020 Summer l + Add
2019-2020 Night
Student Name:  School:
2019-2020
Demographics = Parent/t lergency Enroliment Enroliment History Classes Documents Contact Log Notes Protected Inforn
2018-2019 Summer
Last Name diddle Name: Suffix Perm ID State ID Grade
2018-2019 Night
2017-2018 Summer
@ Student Information
2017-2018
Home L =nt at Home Nick Name Last Name Goes By
2016-2017 -
AKAFi  2015-2016 dle Name AKA Last Name AKA Suffix
2014-2015
State Il  2013-2014 te Location of Birth Birth Verification Birth Certificate Num
B -
Birth State Birth Country Email Ed-FilD
| | Resolve ID
- - P
Deceased
O
@ Race and Ethnicity
Hispanic/Latino Resolved Race/Ethnicity Tribal Community
Student Screen
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6. Hover over Show Active and Inactive to display the drop-down.

« Show Active Only — Displays only active students
« Inactive Only — Displays only inactive students

° Hope High School = (2018-2019. Show Active and Inactive +)

Student

Menu~ R

Show Active Only

Show Inactive Only | + Add

Homeroom: Teacher:

< a »

Student Name: School:

Demographics  Parent/Guardian Other Info  Emergency Enroliment

Enroliment History

Thara Sridhar %

=

Classes Documents Contact Log Notes Protected Infol

Last Name First Name Middle Name Suffix Perm D State ID Grade
@ Student Information
Home Language Spoken to Student at Home Nick Name Last Name Goes By
AKA First Name AKA Middle Name AKA Last Name AKA Suffix
State ID Birth Date Location of Birth Birth Verification Birth Certificate Num
B -
Birth State Birth Country Email _ Ed-Fi ID
~ | | Resolve D
- - ]
Deceased
O
Student Screen

Focus History does not store the focus changes made on the detached
views.

The Focus Organization, school Year, and Show Students options that
currently display in the detached view do not display as an option in the

respective drop-downs when changing the focus.

\.
TeacherVUE
Use the Bell icon to open the TeacherVUE classroom management software, which includes Grade
Book.
z 'y
‘E LR -t
TeacherVUE Icon

Home

Click the Home icon to return to the Home page at any time from any screen.

lEmFﬂﬁﬁﬁ'

Home Icon
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Synergy Mail

Click the Synergy Mail icon to open the Synergy Mail email interface. Synergy Mail allows staff,
teachers, students, and parents to send and receive email through Synergy applications.

s a[Em Py g

Synergy Mail Icon

Streams

The Streams Collaboration Tool allows you to maintain a running dialog with each other within the
Synergy SIS education platform using an easy-to-use and intuitive social media-type interface.

x) Synergy’

Education Platform

=8 Good Morning, Admin User
Synergy SIS Home Screen

You can create private Streams to communicate with other staff, in addition to being able to create
groups where content can be shared with several users at one time. Communication occurs via
posts — users can post documents, web links, and text to a Stream, as well as respond to others’
posts.

Streams e
My Groups g Public Groups Send Private Message
Seanch Public Groups St=ff Name
Exercise Discussion o I I
Streams Discussion 0 i}
Most Popular Groups Private Messages
3rd Grade Teachers [ You have no privae messages.
Show Members
n Rebecca Fuller
1 need some suggestions to make Social Studies more interesting. Any
ideas on games or activities to supplement the district curriculum?

Streams Screen

To encourage and facilitate home and school collaboration, parents and students can communicate
with school staff using the Streams link icon in various ParentVUE and StudentVUE web portal
locations and on the Streams tab. The school district enables this feature.

{ See the Synergy SIS — Communications Guide for more information. J
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Announcements

Click the Announcements icon to view the district and school announcements screen that displays

when youinitially log in. The number in the corner of the icon shows the number of new
announcements.

s ax om0 g

Announcements Icon

District Notifications

M District and School Announcements

I™ High Schools Senior Transcripts Available Dismiss
|™ Edupoint School District  Reminder to keep thermostats no lower than 78 degrees.

|™ Edupoint School District  Summer Session | - Starts June 18!

|™ Edupoint School District ~ Normal announcement

|™ Hope High School Happy Monday!

Show Dismissed Messages Close

District Notifications Screen

Tasks

Click the Tasks icon to view the tasks assigned to you. These are the same tasks that display on the
Home screen. The number in the corner of the icon shows the number of tasks waiting to be

addressed.
Y LEIC Y

Tasks Icon

Job Queue

The Job Queue shows the status of reports submitted to process. You can view a snapshot of the
status in Job Queue by hovering on this link. The number in the corner of the icon shows the number

of new jobs in the queue.
A AT W . ﬁé

Job Queue Icon

« Click View to open the report once the job completes.

« Click Dismiss to dismiss the job. You can still view the details of the job from the Job Queue
screen.

25
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« Click JobQueue Viewer to see the details.

lﬁ.uzh £ Lock SignOut Support

Recurring Jobs -
09/29/2017 00:30:00 District Mass Sync Job ID District Mass Synchronize Grade Book

':) Waiting: This job is next in the queue
)

»

09/28/2017 13:00:00 EMAIL_IMMEDIATE Process all immediate emails at an interval
Waiting: This job is 2nd in the queue

Job Queue Status

09/28/2017 i
14403 ESYProgressReportJobQID Generate Progress Report PDF file.
Error: Unable to get ESY PROGRESS_REPORT_ID from context application constants
09/28/2017
™ 12827 ESYProgressReportJobQID Generate Progress Report PDF file.
Error: Unable to get ESY_PROGRESS_REPORT_ID from context application constants
09/28/2017 o District Mass Synchronize Grade
D 003000 District Mass Sync JobID =

Complete: Job is now complete

JobQueue Viewer | JobQueue Admin

Job Queue Tool

Quick Launch

The Quick Launch bar provides a quick way to launch a screen or report by simply typing the name
of the screen or ID of the report in the box. It is helpful for experienced Synergy SIS users.

When focused to the district, this feature only works from student-based
. screens, such as Student Incident, Health, and Daily Attendance. Using
the Find or Scroll options displays students that attend the same school as
the student in focus on the main screen.

L. ) e P

Synergy Quick Launch
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« Entering a few letters displays the screens available that match. Scroll down to select a
screen. Click More... if the screen you are looking for does not display.

|stud |
i £ Student -5 |
& StudentSynergy SE <
£, Student Accommodations <
L %4 Student Ad Hoc Group ¢
! & Student Career Plan (7
&y Student Classes &1
F3 Student Classes Deleted 9
& Student Conference “
: & Student Course History - sch «“
"> Student Course History Verified Credit Update “
@ Student CTE ~
£ Student Data Merge (7
@ Student Disability e !
B Student Discipline - d «
@) Student Document Unlock <
t Student Fees - sf “
i’ More._.

Synergy Quick Launch
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Quick Launch Entities

The Quick Launch bar has an additional drop-down option that allows you to select an Entity Type to
use for a record search. The Entity Type search allows you to jump directly to a specific record in the
related screen. The last three screens in the navigation history display as icons for most entities.

. N None — Clears records under the Find results

e “= Student- Search for Synergy SIS student records using student name or Perm ID to
open the Student or StudentVUE screens.

2
« W& Student — Search for student records using the student name or Perm ID to open the
Synergy SE Student screen.

« % Section — Search for section records using the Section ID or Course Title to open the
Section or Health By Section screens.

. € Course — Search for course records using the Course ID or Course Title to open the
Course screen.

oy
« Wl Staff — Search for staff records using the Last Name or First Name to open the Staff
screen.

o U Parent— Search for parent records using the Last Name or First Name to open the
Parent screen.

Student
Menu~ | B < Q| > [ x

Student Mames: ®" Abbott, Billy C. Sch

%;.. Section
Demographics | Parent/Guardian  OiH G: Courss y
Last Mame Firat Mame . d
Abbatt Billy il =7
in Parznt

@ Student Information
Home Language Spokfmeleibepshmiesie=hiy

toyni ltglion

Synergy Quick Launch
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Using Synergy SIS Student Entity Type

Hover over Quick Launch and select <= .

Enter the student name or Perm ID in Quick Launch until records display under Find
Results.

Select the student name to load the student in the current Student screen, or select an icon to
open the student's record in that screen.

{:1- Demo School

Excellence In Edu

Student & ADMBED1 - Cumulstive ADM/Absence Rate Report @ | Find Results

Menu = | 2 ¢« B ADME11 - Cumulative ADMAbsence Rate Report (AzEDS) (2
-— " dhe (G015,
[ AT Database @ Abbatt, Billy C. (305483) - &«
Student Mame:  School: gy ATD4D1 - Dasily Student Sbsence Totals [ Abnemethy, Anne E. (502570) o WL
Demographics P{ @ ATD403 - Daily Absent List [ Nunas, Abigail (13) - *_ i
Efj ATP402 - Period Student Absence Totals [
Last Mame .
E%j ATP409 - Period Absence Count [
Efj CHS801 - Course History Labels With GPA [
GRD302 - Grading Labels 4
© Student Information | & < - rsoing Lebels "‘
&) SRD305 - Grading Labels With GPA [
Home: Moarz..
State |0 Eil i i irth ieri

Quick Launch Entities

Using Section Entity Type

Hover over Quick Launch and select '%’ :
Enter the Section ID or Course Title until records display under Find Results.
Select the section to open the record in the current screen, or select an icon to open the

section record in that screen.

e

Synergy’

Edhuscation Matfoem

2
A T m =8y |0 b
— 7 Student &) CTEED1 - 40th and 100th Day CTE Tetals @ Find Results
. 3 i EXT800 - JTED Attendance Extract ¢ =
Ll Meru- B¢ = . o Life Science (DDO1) .
n I, &) |EP-DIS-00 - IEP Disability g ~ N
o ] o e !
Student Name. 1 AbbOt - & 571001 - Student Listing @ | LieScience (0002) o @
* Demographics | Parent & STUSD0.AZ - Student Transactions c VWeight Tm Boys (D003) .&-; @ po
1§ Last Mame &) WFD01 - Workflow: Cwverdue Steps ¢ : PR —— Coam M
Abhott Life Science (DD04) % e 54
i w (0005 on
© Student Informtion Biology {0005) ¥
Home Largoogs—posmen o coeorenc s rmionme— ris s s OV CROG Y

Quick Launch Entities
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Using Course Entity Type

1. Hover over Quick Launch and select 2 .
Enter the Course ID or Course Title until records display under Find Results.

Select the course to open the course record in the current screen, or select an icon to open
the course record in that screen.

A = m = Ihz [heal ]

7 Student ) L2 € | Find Results
Meru~ | 2 & | ¢ %" Health Log Other i —
- * Health Log Student @@ | |Hesith Academy (Ha1D) |

= - ol —

Student Name: %" Abbok #7 Health Screen - he (L] Health Ed (HESS) &

Demographics | Parent  gm Health Screen By Grade o Heslth Academy (MC1CH) @8 ©
Last Mame Srrman B Canti

e ™ Hzalth Screen By Section ¢ Heslth Cc Core (MCAD) &

&) Disfrict Health Oplions (K R —

@ Student Information g HLT201 - Student Health Profile [k BTl Lvg ire=e) ﬁ

Home L E’] HLT209 - Student Health Incident List 4 bl

Hopi &) HLT211 - Health Sereening Profile. (2

State IT Maorz.. i

00013 B

Birth State Birth Crwindns Email Social
Quick Launch Entities

Using Staff Entity Type

oy
Hover over Quick Launch and select #lls
2. Enterthe Last Name or the First Name until records display under Find Results.

3. Select the staff name to load the staff in the current staff screen, or select an icon to open the
staff record in that screen.

Q Synergy
Eduscation Platiom
s oa = om PG s
=3 v District COl - _isilierge Definition @ | Find Results
L B Wenu - £ Qq ' Miail Merge District Definition ¢ m—— —
n [& Manage Student Teams (L] ams. Mark -
EE”TS’E'D' ;mtw. Cours - \iark Definition ¢ | Cumie Marie gt
* ourse | Description ir; Mass Assign Counselor £ Administrator [ Feliz. Mark s
m Course |0 e . L
HAID & Mass Assign Course Reguests [ Kneisley, Marciz I.ii
& Mass Assign Course Requests By Current Course 8 - ..
@ Course Info @ Mass Assion Fees e Macafee, Brian gy
Course Durati g
.:;r;zmﬁﬂ & hiass Assign House And Team ¢
o ] L= -
Academic Type 5% Mass Assign Sections ¢
Reqular = Mar=.
¢ S
Quick Launch Entities
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Using Parent Entity Type

1. Hover over Quick Launch and select .
Enter the Last Name or First Name until records display under Find Results.
Select the parent name to open the Parent screen, or select an icon to open the parent record

in that screen.
(%) Synergy
Edisc: foem
=3 7 District Col -_iiierae Definition @ | Find Results
L N Meru - ¢ q " Mgil Merge District Definition ¢ pm—— -
n [& Manage Student Teams (2] ams, Mark -y
* Course ID = ars Mass Assign Counselor [ Administrator ¢ Feliz, Mark i""'l
ﬂ HA1D & Mass Assign Courss Requests “ Kneisley Marcia I‘i‘l
& Mass Assign Course Requests By Current Course &8 - ..
© Course Info @ Mass Assion Fess e Macafes, Brian g
Course Durati L
Qzurgzmﬁff & hviass Assign House And Team o
J L L -
Azademic Type %5 Mass Assign Sections o
Regular More..
¢y . S
Quick Launch Entities
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Synergy Options

The Synergy Options menu provides a quick way to customize screen options and user options.

« Hover over the gear icon to view the options.
« Click the option to select or deselect it.

Options Navigation Mode

Standard -
Show Compact View
- Resume on Login
|| show Field Information
o Prompt -
|| Show Full Header
- Enable Snapshots
|| Don't Pin Grid Headers

No

[+ show Docking Area On Hover

Show High Contrast ® Using Hover Targets
Use The Default AutoFocus Fields

Autosave Option
Lock QuickNav Bar

No Autosave
|| Large Notification Icons Always Brompt
Unpin Tab Panels ® Autosave

Grid Detail Type
® Default
Accordion

Show Detail

Synergy Options

Options
Show Compact View

The Show Compact View option provides the ability to activate a visual mode that eliminates some
of the empty space on the screen, allowing more content to display. Users accessing the system
with smaller screens can select this mode to fit as much information as possible on the screen.

To maximize the space for data entry, select Show Compact View, do
= not select Show Full Header, and do not pin the side navigation.
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Show Field Information

If your system administrator enabled Show BO On Mouseover and Show Field Information
option is selected, hovering over a field identifies the corresponding business object information.
Enabling this option can also grant you quick access to the related lookup table, depending on your
security settings. This is particularly helpful when creating queries.

K12-Enrollmentinfo-StudentSOREnrollment-Grade
(LOOKUP: Lookup Function)

State ID Grade @ .h+ Gender Lang

- -

Show BO On Mouseover Example

Show Full Header

Deselecting the Show Full Header option removes the gray bar from the Title Bar and condenses it
into one blue bar to provide additional room for the Content Area.

@Synerg}{" {3— Demo School District e

Excellence In Education 2018-2020 Hope High $chool
A A X W m g‘f ‘ & £+ Lock SignOut Support Help

Synergy Title Bar - Show Full Header

| " o) = e Admin User (Show Only Active)
| @SX“‘*FQV A © oo Swnout Support Help | 2019-2020 Hope High School

Synergy Title Bar - Show Full Header Deselected

Don't Pin Grid Headers

Selecting Don't Pin Grid Headers prevents the header row of a grid from always remaining at the
top when scrolling through large grids.
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Show Docking Area

The Show Docking Area option allows you to display or hide the docking panel that displays on the
bottom of Synergy SIS screens.

. = ™A | ] + =3
v Student n» AL EPELSERCACR R W SCcg-0
Menu~ R ¢ a » ol =+ Add | % Delete @A
Student Name: Abbott, Billy €. School: Hope High School 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 1D 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

English ~| |English - |l

AKA First Name AKA Middle Name AKA Last Name AKA Suffix

test
Il State ID Birth Date Birth Place Birth Verification Birth Certificate Num

0001341311 03/15/2000 |f@| Mesa Birth Certificate or Affidavit -

Birth State Birth Country Email _ EdFi ID

§ X § Resolve 1D
- ~ dockec controls «

Last Name: Home Language: Perm ID Grade
Abbott Spanish 905483 12
J

Student Screen, 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.
( )
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.

E 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.
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Managing Docking Panels

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

Getting Started with Synergy SIS
Chapter 2: Introduction to Synergy SIS

Add New Panel

Lk

a docked controls a

Docking Panel

3. Hold the Ctrl key to click and drag the required 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.

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.

Last Mame:  Perm ID
“';, Abbott 905483 12 -
Al

- docked controls =

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
L; Abbott 905483 12 :r Withdrawal Reason Code
|

Perm ID State 1D

0001341311

-

Name

Abbott 905483

{ome Language:

Spanish

y Date US Entry Date

Entry From Country

&
Last Name Perm IC Srade
h; Abbott 905483 12

 docked conirols =

Docking Panel

5. Click the X on the far right of a docking panel to delete it.

Last Name: Perm ID: Grade:
v
l\‘%‘ AbBCtt R iz drawal Reason Code

-

Last Name: Perm ID: State ID: Home Language: E
Abbott 905483 0001341311 Spanish
Add New Panel

: US Entry Date

Entry From Country

Last Name:  Perm ID Grade
Abbott 905483 12

gﬁ.'a

- docked controls =

Docking Panel

35
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6. Click docked controls in the bottom right to show or hide a panel.

- %

LastName:  Perm ID Grade
Abbott 905483 12

« docked controls

Docking Panel
Docking Panel Options

o

Click the gear icon in the bottom left of the panel to select display options and styles.

© simple I Fill Width

olved Race/Ethnicity Tribal Communil
© Top Bar [IHide Labels ty

or More =
1 © Left Bar OInvert style

@ cards

© Alt Card ve Asian [ Black or African American
ards c Islander ] White

Last Name Perm ID Grade:
h; Abbott 905483 12
A

« docked controls =

Docking Panel

» Simple - Displays the field labels as links. Click the field label to open the field source ina

N

separate window with the source field highlighted in yellow.

Last Name:  Perm ID Grade
Abbott 905483 12

~ docked controls v

Data Docking, Simple

Student

N
For example, click the Last Name link to open the Student screenina
separate window. The Last Name field highlights in yellow.

L4
Menu~ | 3R < Q » -] m % Delete
Student Name: %) Abbott, Billy C. School: Hope High School Homeroom: 403 Teacher: Pearl, A. = o&
Demographics Parent/Guardian Other Info Emergency Enrollment Enroliment History Classes Documents
Contact Log Notes Protected Information
Last Name First Name Middle Name Suffix Perm ID
| Abbott || Billy Cc 905483
State ID Grade Gender Language Spoken at Home
0001341311 12 ~ | Male ~ | English -
Student Screen
\. J

field label name.

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

™

Last Name.

Perm ID:

Abbott 905483 12

Grade:

+ docked controls =

Docking Panel, Top Bar
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« 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 Perm ID Grade
Abbott 905483 12

Docking Panel, Left Bar

« Cards — Presents field label names and data in a tile format.

- 4

n

= docked controls =

Last Name:

Abbott

Perm ID:
905483

12

Grade: ‘

Docking Panel, Cards

« Alt Cards — Presents the field data in a tile format with the field label names outside the tile

)

Last Name:

~ docked controls =
Perm ID: Grade:

[ Abbott

] {905433 ] [12 ]

Docking Panel, Alt Cards

« Fill Width — Fills the width of the panel with the available selections.

-

Last Name:

= docked controls =
Perm ID: Grade:

[Abbott

] {905483 ] [12

Docking Panel, Fill Width

« Hide Labels — Removes the label name from view

[Abboﬂ }

[905‘83 ] [12 }

Docking Panel, Labels Hidden

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

PR « « docked controls v
Last Name: Perm |D: Grade:
|:Abbott | | 905483 | |12 |
(

When using High Contrast, disabling Invert Style presents the tiles or
tabs on a white background, regardless of the color chosen in Synergy

Options. This indicates a contrast between the panel and the screen in
focus.

Last Name: Perm ID: Grade:

Abbott 905483 12

Docking Panel, Invert Style, High Contrast

Last Name: Perm ID: Grade:
_

Docking Panel, High Contrast
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Show High Contrast

The Show High Contrast option provides the ability to activate a visual mode that some might find

beneficial for reading text on a computer screen. The data text displays bold to contrast with the label
text, which is a shade lighter.

7

High Contrast settings only display when focused to the current school
year. If the focus is set to a previous year or a future year, the screen colors
cannot be changed from their default green and brown.

I - . Admin User (Show Active and Inactive)
DX Demo School District

1 Excellence In Education LUl it Rl el
_@%5 Quick Launch # Lock SignOut Support Help
v Student » BEACR Y ww cL-0

A S @
Menu- 2 ¢ Q > & [:]

Student Name: School: Homeroom: Teacher:

Demographics Parent/Guardian Otner Info Emergency Enroliment Enroliment History Classes Documents
Contact Log Notes

Last Name First Name Middle Name  Suffix  Perm ID State ID Grade Gender

Language Spoken at Home

Student Screen, Past School Year Focus

j — D ' 1 Admin User (Show Active and Inactive)
emo School District ;
\/‘ Excellence In Education 2018-2019 Hope High School

&= By Quick Launch # Lock SionOut Support Help
¥ £ O | At £3 =
= v Student » FIE- 1L A s : $2GACE G | ¢&-e
[y veu- 2 ¢ Q> & :] + Add
| B student Name: School: Homeroom: Teacher:
* Demographics Parent/Guardian Other Info Emergency Enroliment Enroliment History Classes Documents.
ContactLog  Notes
Last Name First Name Middie Name ~ Suffix  Perm ID. State ID. Grade Gender
l ] >
Language Spoken at Home

Student Screen, Future School Year Focus
. J

The group box/grid headers can display in color and field information is in bold for easier
identification.

@ Student Information

Home Language Spoken to Student at Home  Nick Name Last Name Goes By
Spanish ~ | |English v | | Junior

AKA First Name AKA Middle Name AKA Last Name ARKA Suffix

} 4 State ID Birth Date Birth Place Birth Veerification Birth Certificate Num
) ' 0001341311 | | 03/15/2000 |f@ | Mesa Birth Certificate or Affidavit | ~

@ Student Information

Home Language Spoken to Student at Home Nick Name Last Name Goes By

Spanish ~ |English - |Junior
AKA First Name: AKA Middle Name AKA Last Name AKA Suffix
State ID Birth Date Birth Place Birth Verification

0001341311 03/15/2000 i@ Mesa Birth Certificate or Affidavit ~

Normal Contrast (Top) Vs. High Contrast (Bottom) Example
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In High Contrast mode, you can select a color theme to use on Synergy SIS screens. You can also
set a Custom theme with any color for the Background Color and Header Background. The
color selection is retained and displays on the next login.

[v| Show High Contrast

Y custom -

Background Color Header Background

#3osopf Y |#7coar Y

Screen Options Tool

« Select the Theme from the list to change the contrast color.

[v| Show High Contrast

¢ B2 -
Eal

ground
#wa B
FPurple
[v| ShoyBlue
Orange
Use Night Eds
L[}cj Custom

Screen Options Tool High Contrast Color Picker

« Manually adjust the Background Color and/or Header Background using the mouse to
move the circle to select the required color. These colors become the Custom theme.

[w| Show High Contrast

Custom -

Background Color Header Background R

#3080bf u #7codbf n

[w| Show Snapst
Use The Defal

Lock QuickMav

e checkmark at the

mail address were 8 eeCoes

Screen Options Tool Return Default High Contrast Screen
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Show Snapshot Views

The Snapshot Views feature in Synergy SIS displays a snapshot of data for Student, Parent, Staff,
Section, Course, and School Rooms business objects on mouse-over. Your system administrator
must enable and configure snapshot views for them to display. The Options menu in Synergy SIS
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
0 cursor position on the screen. If you move the mouse pointer away from
the window instead, the cursor position does not change.

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 Student

Accommodations screen.
¥ Student Accommodations cEi-e
Menu- |2 € Q » & @M

I Student Name: Abbott, Billy C. School: Hepe High Scheol Homeroom: 403 Teacher: Andrews, M. I

Accommodations

4. Abbott, Billy C. ®A L
Perm ID 905483 State ID 0001341311
Grade 12 EdFi ID
Email pilly@mail gasynergylocalga05vm com  Home Address I
i Birth Date 03/15/2000 1955 SValVIsla b .
Email Parents | Age 17 Mesa, AZ 85204

B BN

Email Teachers

@ Current Class

Period: 0 (7:00 AM - 3:30 PM) Room: 231 Section ID: 1116 Course Title: Prin Eng lll Staff Name: Gordon, Kim (1081)

Student Accommodations Screen
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The 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
Current Class

( )
Attendance codes display in the Current Class section if attendance
was taken for Daily or Period attendance.

7 Student Classes
Menu~ 2 < a > =
Student Mams: Abbott, Billy C. Scheol: Hope High Scheool Status: Active Homercom: 234
Current Classes Class Enrcliment History Schedule Bazed FTE
_5_ Abbott, Billy C.
Perm 1D: 0054383 State ID: 0001341311
Grade: 12 EdFi ID:
Email: billy il gasynergylocalgalSvm.com Home Address
Birth Date:  03/15/2000 1955 SVelVistaDr
Email Parents Age: 17 Mesa AZ 85204
Email Teachers
@ Current Class
[Attendance Code: ILL - Pericd: 0 (7:00 AM - 3:30 PM) Room: 403 Section |D: 1006 Course Title: Beg Jewelry
lliness
_L Student Classes Screen
=
Student Contacts display when the option is set up on the View
Change screen.
v Student s cegl-e
Mewv | 2 ¢ Q> & [ + 00 | x peete |
Sttt Name-ZorE1, Kara Schcot Hope High Sehael Homeroom: SEM Teacher EvitTeacher,R. Age 17 Counselor Name: Wilson, Rob 4710,  Custody
Demograpnics | Par horino istoy | Casses | Docu ot [N Conterence | Tet
Last Namk Middle Name Suffix PermID  State ID Grade Allow Ibuprofen FTE  FTE
o Ee e B % o
é Zor-El, Kara (55
Perm ID: 874087 State ID: 0001297737 astiame Goes By
Grade: 12 Ed-Fi ID:
- Kar Zor EX@mal qasyergyocakatsumcom @ Home Adaress
Bith Date: 121162001 EEBENTINER Birth Certificate Num
Age: 17 Tempe, Az sses2 2P 1 favit |~
o
S e s e e
Period: 1 (9:06 AM - 9:33 AM) Room: SEM Section ID: 0991 Course Title: Study Hall Staff Name: Evit Teacher, Rel T Per
-Zov-El, Kara 480-555-3699 seif Student
[ orsonanons sansssoses Ca e
B 3o =
nKanaaa, Larry 602-555.8920 Father Parent © Mail Address
fcvess
s | atz.555.2%6 et s
s | prep— E— Siate 2pCove
Tp R
couy Young 4809217964 Grand-Mother Emergency | 144
I Fmergen;
Student Screen
\. J
\
See the Synergy SIS Student Management — Administrator Guide for
-I more information on View Change Setup needed for viewing contacts in
student snapshot views.
J
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Parent

You can view the Parent Snapshot by hovering over a Parent Name field. The following example
uses the Parent/Guardian tab onf the Student screen.
The Parent Snapshot provides the following information on the parent:

« Last Name and First Name

« Parent Photo on file

o Gender, PVUE ID, Email, and Addresses

7 Student n JzeLe
Menu~ € Q » L] AT TINGNE 4= Add | % Delete [CF EY VN
Student Name: Aaron, lan School: Adams Elementary Homeroom: 0002 Teacher: Carroll, N.
Demographics Parent/Guardian Other Info Emergency Enroliment Enrollment History Classes Documents Contact Log Notes
Protected Information TR Test Tab

Last Name First Name Middle Name ~ Suffix ~ Perm ID Grade Track

Aaron lan 129442 04 - -

@ Parents and Guardians + Add | Iy Show Detail .
nn Grandfather ~  Abbott, GP &  Home 480-555-1214 ]
n ] Step-Father ~ Jones, Jonathon & a ]
n 1 Mother ~ | Aaron k &  Home 480-555-1214
n. am Aaron, P

® siblings N Gender. Male PVUE ID: Parent1234

Adult ID: Lasi
C arent12345@mail gasynergylocalga0svm.com
- Aaron, Susan Female 5407 N Alma Schor emai. ” S@mall qasynergylocalqals
b
Aaron, Theresa Female 5407 N Alma Schot Home Address Mail Address Work Address
Abbot‘l, Billy C. Male 5407 N Alma Schoc 5407 N Aima School Rd 5407 N Alma School Rd 19335 5 Val Vista Dr
Mesa, AZ 85204 Mesa, AZ 85204 Phoenix, AZ 83694

Student Screen, Parent/Guardian Tab
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You can view the Staff Snapshot by hovering over a Staff Name field. The following example uses
the Class Daily Attendance screen.

The Staff Snapshot provides the following information on the staff member:

« Staff Name

« Email and Badge Number, and Gender

« Staff Role

Menu -

¥ Class Daily Attendance .
ok

Section ID: 0102 Course Title: 3rd Grade
Class Daily Attendance

Section ID Course ID Course Title §Staff Name: IROOV’I’I Name Track
0102 0300 ard Grade | | carroll. Natalie || 0002 -
i@ Carroll, Natali
Begin Valid Date Range | 07/04/2016 l.i arroll, Natalie
@ | GoToDate |Go ToCurrent E-Mail: person@mail gasynergylocalga05vm com 2 ek »>
@ Class Attendance | Badge 2002
q, | Num:

Student Name

Aaron, lan

L Alsiandrez Willie 1D

[$]
[
=
o

+ Save | *yUndo

m A i " | Gender: Female Fri, May 5 2017
T - Attendance 2 | Attendance 1 | Attenc

Rozson]and Reason
X Staff Role X 7
[F] Audiology [F] Conference [F Discipline
Unv 0.5¢C 0.50 Unv 0.50 Unv
[FHealth  [F] Rater [F] Transportation

Class Daily Attendance Screen
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Section
You can view the Section Snapshot by hovering over a Section ID field. The following example
uses the Class Daily Attendance screen.
The Section Snapshot provides the following information on the section:
« Course Title and Teacher name
« Room number, Period, and Term Code
. Total Female and Total Male students
« Open Seats

v Class Daily Attendance “zelie
Menuv || € |Q ¥ ||| Save  *Undo

Section ID: 0102 Course Title: 3rd Grade

Class Daily Attendance

Section ID Course ID Course Title Staff Name Room Name Track
0102 0300 3rd Grade | | Carroll, Natalie | | 0002 -

e . I
& 0102: - 3rd Grade 1 Date Range | 07/07/2017
Teacher: Carroll. Natalie Total Female: 12 fious Day | | << Previous Week | |NextDay > |Next Week »»
Room™ 0002 Total Male 17 l

UENDERIEE A Bpenears Sl Attendance 1 | Attendance 2 | Attendance1 | Attendance 2 | Attendance 1 m
B s i e e s e aee e

TA Total: 0

Period: 1-1 Total Students: 29 -
% Wed, May 3 2017 Thu, May 4 2017 Fri, May 5 2017

P4 P4 P4 b 4 2
Aaron, lan Unv 050 Unv 050 Unv 0.50 Unv

LW Alejandrez, Willie JR

Antonio Gonzalez, James D

Class Daily Attendance Screen

Course

You can view the Course Snapshot by hovering over a Course ID or Course Title. The following
example uses the Class Daily Attendance screen.
The Course Snapshot provides the following information on the course:

« Course Title and Department

« Course Duration, Credit, Grade Range, College Prep, and Academic Type

« short Description

[#]
Q
e
5]

v Class Daily Attendance .
Menuv || € Q| » | |4 | Save *Undo

Section ID° 0102 Course Title' 3rd Grade

Class Daily Attendance

Section ID Course ID | Course Title) Staff Name Room Name Track
0102 0300 3rd Grade f| Carroll, Natalie | | 0002 -

Begin Valid Date Range & - 3rd Grade

| | Go 1Department: Elementary&School College Prep ktDay > | NextWeek >

@ Class Attendance Course Duration: YR REEIEIE WS (I [
Credit: 1.000 S e O e "
u, May s
Line o [SEICEEIT= =@ £ Attendance 1 Attendance 2 | Attendance 1
j Third Grade x x x

Class Daily Attendance Screen
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School Room

You can view the School Room Snapshot by hovering over the Room Name. The following
example uses the Class Daily Attendance screen.

The School Room Snapshot provides the following information on the school room:

o Class Size
« Department

« Room Type
» School Year

— = =

T Class Daily Attendance el e

Menu~ | € Q| ¥ L « Save | *Undo

Section ID: 0102 Course Title: 3rd Grade

Class Daily Attendance
Section ID Course ID Course Title Staff Name Room Name] Track
0102 0300 3rd Grade | | Carroll, Natalie || 0002 -
Begin Valid Date Range | 07/04/2016 End Valid D: !é 0002
B GoToDale |Go ToCurrentDate| | < Previo Class Size 40 ek | NextDay»| NextWeek »»
@ Class Attendance Department
Room Type:
Tue, May 2 2017 Thu, May 4 2017
Student Name Attendance 1 | Attendanc kuuiiatliliadadl Attendance 2 | Attendance1 | Attendance 2

Class Daily Attendance Screen

Use The Default AutoFocus Fields

Auto focus allows administrators to configure the system to automatically place the cursorin a
specific field when viewing in Find mode on a screen. For example, the Student screen can have the
auto focus field to be the Perm ID field if this is the primary field used in student searches. Select
Use The Default AutoFocus Fields to disable this feature and focus to the default field in Find
mode, which is typically the first field on a screen.

Lock Quick Nav Bar

Selecting Lock Quick Nav Bar displays a lock sign when attempting to remove the icon from the
Quick Nav Bar.

At anl | B » ORI
Open in Current Window

Open in New Window

& Remove Icon

Edit QuickNav Bar

Clicking Remove Icon displays a message that states you must clear the option to remove the icon
from the QuickNav Bar.

Synergy

The QuickNav menu is currently locked. To allow this action, unlock the
QuickNav bar from the main configuration menu, located next to the Sign Out
button.

System Message
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Large Notification Icons

Student notifications alert staff about specific student circumstances. The student notification icons
display on any screen where the student is in focus.

v

Student =

Wenu~ | 2 L

< a »

Student Name: #9 Aaron, lan Schoo Adams Elementary Homeroom:

Teacher:

Student Screen

Selecting Large Notification Icons increases the size of the notification icons that display on any

student-based screen.

7 Student »n
2 ¢ a s

Menu~

Student Name: %! Aaron, lan Schoot Adams Elementary Homeroom:  Teacher:

Unpin Tab Panels

Student Screen

You can unpin tab panels using the Unpin Tab Panel option in the Synergy Options menu or by

clicking the icon on an individual tab panel. Both options allow you to set preferences for all tab
panels.
Selecting Unpin Tab Panels allows the panels to move up and down with the page when you
scroll.

¥ Student e v &-0

wenu- | 2 ¢[al s |[a]] \

uD::\ugam:i:ms . n‘;areno.zzzz:; eaz‘i;‘ Info Emergency Enroliment Enroliment History Classes Documents. Contact Log Notes Protected Information |_

Student Screen

Deselecting Unpin Tab Panels keeps the panels stationary while the rest of the page scrolls up and

7 Student aced: cL-0
eu- | 2 ¢ Q> ||| | + Add
Student Name: School: Homeroom: Teacher:
Demographics Parent/Guardian Other Info Emergency Enroliment Enroliment History Classes Documents. Contact Log Notes Protected Information
Last Name First Name Middle Name Suffix Perm ID Grade Gender Track D
Student Screen

You can use the

icon on any tab panel to toggle the Unpin Tab Panels option on or off. Clicking

the icon toggles the option off if Unpin Tab Panel is selected. Clicking the icon toggles the
option on if Unpin Tab Panel is deselected.
v Student EHCUHREEARG)
wenu- | 2 ¢[al s |[a]] \
Demographics Parent/Guardian Other Info Emergency Enroliment Enroliment History Classes Documents Contact Log Notes Protected Information
Last Name First Name Middle Name Suffix Perm ID Grade Gender Track D
Student Screen
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Navigation Mode

« Standard — The default appearance of Synergy

« Accessible — This option changes the interface for compatibility with screen reader programs,
such as JAWS. Navigation options display at the top of the screen and there are no sidebar
elements. See Synergy Accessibility for more information.

You can also enable Accessible Mode as the navigation type by
0 using the keyboard shortcut Tab + Tab + Enter. A confirmation
window displays to confirm the change.

= ¢ A AW u = (] Quick Launch E® A AREA _=j3$. Quick Laurl
M Bookmarks 3 n, Admin User G p ESD
Default ] p Synergy SE
3 = Synergy SIS
Syneray SIS , ges H w Accommodations
i;ne.rgySE . A P Repors
min — b Setup
Setup 4 . I _,"':: Student Accommodations
# History 4 G p Attendance
p Course
[mocomerme | name [ (RSN
Accessible Mode
E Navigation =E E Search
®  Default -
-
ol #Synergy SIS X siudent Health
Synergy SE IE‘E/': EB‘
& [Mias
& Admin Daily Class
Attendance Attendance
& Setup
[ )
Student
Discipline
Standard Example
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Resume on Login

The Resume on Login feature allows you to return to the last screen and tab you visited prior to
logging out. You can select one of the following options to dictate what happens when you log in:

« Never— Opens the Synergy SIS Home page or the screen specified as your home page.

o Prompt - Displays a prompt asking if you want to return to the screen and tab you previously
visited. Click the link to navigate to the screen. Select Don't remind me next time to change
this setting to Never.

« Scroll up or down using the arrows to view your navigation history screens.

. Use @ to open a screen in a detached window.

Continue where you left off

4 PAD Security

[ oon't remind me next time

Resume On Login Prompt

« Always— Automatically returns you to the screen you previously visited
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Enable Snapshots

The Enable Snapshot feature displays the snapshot view when you hover over the target icon ( IEI)
in a field.

o No-—Disables the snapshot view

o On Hover - Displays the snapshot view upon hovering

« Using Hover Targets — Displays the snapshot view only when you hover over the & jconina
field

v Student n

Menu~ 2 |EQ % || & || «Save || +yUndo 2% Delete

Student Name: Adair, Alan W. School: Hope High School Teacher: Salcido, Valorie Room: P-15

Demographics Other Info Parent/Guardian Emergency Enroliment Enrollment History Classes Documents

Last Name =] IFirsl Name Middle Name Suffix Perm ID

Adair Alan William 871626

4 Adair, Alan W. @
Perm ID: 871626 State ID: 0001203066
Grade: " Ed-Fi ID:

= Email: Alan Adair@mail gasynergylocalqa05vm com % Home Address | AKA Mid

Bith Date:  03/26/2003 3718 E Pomegranate St o] |

Email Parents |  Age: 16 Tempe, AZ 85663

Email Teachers
@ Current Class émail.qasynerg <]

Student is currently in between periods:
Period: 1 (9:06 AM - 9:33 AM) Room: ANNX Section ID: 1961 Course Title: Jazz Band Staff Name: Shorts, Kyle

@ Contacts [

[ Line | Name 7| Phone Number Y| Relationship T'| Call Order V| Type T| Phone Number T'|

n Adair, Alan W.  430-555.7398 Self Student  480-555.7898

“ Adair, Joan 430-555.7898 Mother Parent  480.555.7898

602-555-9459 Parent 602-555-9459

n Adair, Kevin 480-555-718938 Father Parent 480-555-718938

“ 602-555-5469 Parent  602-555-5469 | e
n 480-555-0969 Parent  480-555-0969 y
Ann Lawlor 480-194-0964 Relative Emergency 480-194-0964 :e as Home
“ Barbara MacKey 480-688-9964 Relative Emergency 480-688-9964 Vap it

“ Mesa Pediatrics 949-555-0831 Doctor Physician ~ 949-555-0831 I 4
@ Contacts

Student Screen (Snapshot View)
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Autosave Option

The Autosave Option feature saves data when navigating to different tabs or screens.

o No Autosave — This is the default option. Synergy SIS generates a warning message when

attempting to move to another tab or screen without saving changes. You must manually save
allinformation.

7 Student

Menu - < Q » o + Add || % Delete

Student Name: a, b School: Hope High School Homeroom: Teacher:
Demographics

Enroliment

[‘r’ou must save or undo changes.]

Student Screen

« Always Prompt— Synergy SIS generates a message that prompts you to save pending
changes when moving to a different tab or screen. You can click Save and Continue, Undo

and Continue, or Cancel. Selecting any of the continue options opens the previously
selected screen.

Save or Undo Changes

You have pending changes. Would you like to:
= Save your changes and continue
» Undo your changes and continue
= Cancel the current action

 Save and Continue:

Cancel

Save Or Undo Changes Screen

» Autosave — Synergy automatically saves the data entered before opening the requested tab
or screen. You do not need to manually click Save after entering information.
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The Grid Detail Type feature allows a user to set their personal preference for grid detail.

( )
The user setting overrides the district setting.
E Some grids, for example, the Violations grid on the Incidents 2019 screen,
are hard-coded to use a particular Grid Detail Type. Those grids are not
L affected by the Grid Detail Type option. )
( )
See the Synergy SIS — System Administration Guide for more information
L on setting the Grid Detail Type option for administrators. )

« Default—Uses the option selected on the Options tab of the System Configuration screen

o Accordion—Displays D next to the Line number for each line in the grid. Click u totoggle
the line details open or close.

E The grids do not display the Show Detail button.

o Show Detail — Displays the Show Detail button

Example

The example screenshots below display the Parents and Guardians grid on the Parent/Guardian tab
of the Student screen in two different ways.

« With the Blank or Show Detail option selected

Student

Menu- 2 € Q

Last Name
Apbot

@ Parents and Guardians

N 1
(= - E

> &

First Name:
Billy

=+ Add | X Delete

Middle Name

+Add | [ Show Detail

2 Lives .
n With ~ v
(= ]

Father

Mother

Emergen

Student Name: Abbott, Billy School: Hope High School Homeroom: Teacher
Demographics |_Parent/Guardian | ~ Other Info

cy  Enrolment  Enroliment History

Suffix Perm ID
905484

e " " Contact Ed. Has Mailings . Enrolling .
routon{] 2 Y)  parem Y stowed™ ¥\ rights™ 1| custody ™ | lowea = Y

Aaron, Philip & & cell

Aaron, Kathleen & ®&  Home

Classes Document ts  Protected Information ~ ContactLog ~ MNotes  Days of Activity
State ID Grade Gender  Track
0001341311 12 v Mae |~ -

480-987-6322

480-555-1214

Student Screen, Parent/Guardian Tab
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« With the Accordion option selected

E Clickn to display the line details.

v Student

Menuv | 3| €| Q| > | & | vsae | ®und

=+ Add | X Delete

Student Name: Abbott, Billy School: Hope High School Homeroom:  Teacher

Demographics [ Parent/Guardian_| Other Info

S

ﬂ3

Father - Aaron, Philp & & Ccell 480-987-6322

Mother - Aaron, Kathleen & & Home 480-555-1214 5] 2

Emergency  Enoliment  Enroliment History ~ Classes  Documenls  Protected Information  Contactlog  Notes  Days of Activity
Last Name First Name Middle Name Suffix Perm ID State ID Grade Gender  Track
Abbott Billy 905484 0001341311 12 | [mae |~

© Parents and Guardians  + Add

2 2 Contact . Ed. Has Mailings . Enroling

Relati =

H - WE - e - T M-m«"' S T ity T| s T s 7|
@ @ @ @

» » »

Student Screen, Parent/Guardian Tab

Lock

This locks the Synergy SIS screen. You must re-enter the password to access the screen, similar to
the screen lock in Windows. This is helpful when the user needs to leave their desk momentarily and

do not want to lose their work, but the information needs to remain secured.

‘ﬂ'SignOut Support  Help

LockIcon

g,]Lock Screen

Please enter your password
below to log back into the application.

User

Admin User
Password

Password

Synerg

Copyright © 2002-2019 Edupaint Educational Systems. All ights resened.

DY

Education PI:tform

Lock Screen
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Sign Out

Click this link to log out of Synergy SIS and return to the Login page.

¥ Look| Sign Out | Support Help

Sign Out Icon

y
PG

Demo School District

Excellence In Education

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

Login Name
ain Name
Password

Password

Substitute Teacher Login

@ S n e r Cuntau:-.t !Js 1 CP en:L F-DF F'D_pup 1 _A.t?cl 'I:hls F'_age to r.l'{ffa‘mr'rtas Edupoi nt°
h-/

Copyrigt © 20022013 Edupolnt Educationa] Systems. All rights resened.
Education Pl'alfurm

Sign Out Screen

Support

This links to a page with information about how to receive support for the Synergy SIS system. Each
district can customize this page.

£ Lo Sign Out Help

Support Icon

Help

This links to the online help system that opens a list of Synergy SIS help guides in a new screen. The
online help is a separate installation managed by your system administrator.

f# lLoc Sign Out Support ‘

Help Icon
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Navigation Options

There are several options for navigating within Synergy SIS. The Primary Navigation (Navigation),
Product Access Definition (PAD) Tree, Bookmarks, and History menus are accessed from the side
panel of the Synergy SIS screen. The Navigation Panels are accessed from the side of any Synergy

screen. When viewing, each panel may be left as a hover over display —LZ1l, or pinned so that the

content is always displayed — E

Navigation

You can use the Navigation toolbars to store frequently used screens and reports. You can create
multiple toolbars to organize the screens and reports into related groups. The system administrator
can create toolbar groups and users can create their own groups. Users cannot change groups
created by the system administrator, which are indicated with a Lock icon following the group name.
Whether using the Accessible or Standard mode, the navigation is the same; however, the Standard
mode provides additional sorting and filtering.

student Health
Synergy SE lﬂj(:l Ej(l
: S s
& Admin Daily Class
Attendance Attendance
& Setup
3
Student
Discipline

Standard (Left) Navigation Menu Example
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« Click the icon to access a screen or report from a toolbar.

i

Staff  Open in Current Window

% - Open in New Window
I_EE Add to Quick Nav

Mail Me  Remove Icon
n Disfrict Defuwmees

k Sernndans Credit O

Synergy Navigation Menu — Standard Mode

« Right-click the icon to view additional options. You can open the screen in the current window
or anew “detached” window. From here, you can add it to your Quick Nav bar. You can also
remove it from the toolbar altogether, unless there is a lock next to the toolbar name. In that
case, you cannot remove the icon.

‘ & Admin  »

Synergy Navigation Menu, Standard Mode
« If multiple toolbars exist, inactive toolbars are listed by their group name at either the bottom or
top of the active toolbar group.
« Select the name of the toolbar to switch between toolbar groups.
« In Standard mode, at the top of the group, there are additional options to sort and filter.

Synergy Navigation Panel, Standard Mode

« Click ™ to view the group by icons.
« Click *= to view the group by list.

« Click %2 to sortthe group A-Z.
« Start typing the name of a screen in the Search and the system filters down the list.

B vevewron B =0 [ CONM
® Default  » =l
e
Health Daily
Attendance

LNl # Synergy SIS %

A gy SE »
Synergy SE -
& Admin  » | v

Class
ﬂ Setup Attendance

Synergy Navigation Menu — Standard Mode
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Creating Custom Toolbar Groups

1.

Right-click on a group name and a drop-down menu opens.

2. Select Add New Group.

Navigation ul S
At )

I+ -
L4l # Defau Menu Group

i Add New Group

Delete Group

Rename Group

Edit Groups

Synergy Navigation Menu — Standard Mode

3. Enter a name for the new group in the field that displays.
4. Click Save.

7

\.

Newly added groups are automatically named Default.

You can rename toolbar groups by right-clicking on the group name,
selecting Rename Group, and entering the name.

You can delete the toolbar group by right-clicking on the group
name and selecting Delete Group.

Adding Icons to a Group in Standard Mode

1.

Pin both the Navigation and PAD Tree panels open.

4 AW a _g'%z Quick Launch
n E n PAD Tree
#*  Default » B

B Synergy SE
Synergy SIS » ¥ Synergy SIS

b Accommodations
Synergy SE » p Attendance

p Course

Synergy Navigation And PAD Tree Menus— Standard Mode

2. Locate the screen to add in the PAD Tree.
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3. Click the name of the screen and drag it to the group title. This opens up the group box on the

right.

4. Dropitinto the group box.
ENavigalion =E Search

Default 9
LY

1l
Student srrgHealth

LB # Synergy SIS %

| Uay |
Synergy SE » = |i-.:-,

& Admin  » Tl
Attendance

| % Class Attendance

i Setup

Synergy Navigation Menu — Standard Mode

»

5. Repeat with other reports or screens to add to the group. You can rearrange the icons in the
group by dragging them to the required position.

= Right-click on the icon and click Remove Icon to delete icons from

CES

Adding Individual Icons to a Group

aJ

1. Locate the screen or reportto add in the PAD Tree.
2. Right-click on the title or icon and choose Add to Group ... from the menu.

3. Select the appropriate group.

Quick Nav

Ta Stuc
o Stuc

(;j Stuc

& Stuc

E L

Student

Open in Current Window
Open in New Window

Add to Quick Nav

E; Student Phone Numbers

£ stud Add to Group Default

Synergy SIS
Synergy SE

Synergy PAD Tree Menu

Similar to the Navigation panel, the Quick Nav bar is a great place for frequently accessed screens. It

is more helpful as you become familiar with the icons for the different screens.

One of the advantages of using the Quick Nav bar is that the activated screens detach, or openina
new window. This means that you can have several screens open at the same time. The detached

screens can even be the same screen but with different records open at the same time.

This feature only works from student-based screens, such as Student
Incident, Health, and Daily Attendance when focused to the district level.
Using the Find or Scroll options displays students that attend the same
school as the student in focus on the main screen.

1. Right-click on the screen name or icon to add a link to the Quick Nav bar from the PAD Tree
menu or the Navigation menu.
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2. Select Add to Quick Nav.

Seclusion / Restraint

Student

S stue
Stuc  Open in Current Window

Student

T
i

* stuc  Open in New Window

® Stuc Add to Group 4

Stue | Add to Quick Nav

TeJ

2o X

Synergy PAD Tree

3. Right-click on the screen name or icon and additional options display.

o Open in Current Window — Opens the screen in the Content Area

« Openin New Window — Opens the screen in a new detached window

« Remove Icon —Removes the link from the Quick Nav bar

AP CcHN en B e

A m @

- Open in Current Window
Open in New Window

sonP., P. Remove Icon

Synergy Quick Nav Bar

4. Click * to determine how icons display in the Quick Nav bar.

Admin User (Show Only Active)

2018-2019 Hope High School

£ Lock SignOut Support Help

%

; w[i] ces-o

Synergy Quick Nav Bar
5. Click ¥ to open the Quick Nav panel.
Student ; <
nu Course Discipline Discipline Incident

% School Course
!
2% Course Sequence

per E% School Course Opt-In
Cor

de

=2 District Discipline Code
o

+ Student Incident

th Grading Student
iltc als| Mark Listing By Student ¥-3 Student
m AL Student Grade |G| Portfolio
88l

Quick Navigation Panel
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6. Selectthe Iltems to show to limit the number of icons displayed at the top of the screen.

e

Discipline Incident

QuickNav Bar

Items to show: | v il

Default

Alphabstical

® Group by PAD Location

Quick Nav Options Menu

7. Selectthe Menu Layout.

4

Discipline Incident
QuickNav Bar
ltems to show: 5 ~ u

Menu Layout
Default

Alphabetical

* Group by PAD Location

Quick Nav Options Menu

o Default— Screen names display in a list

4

|al1| Mark Listing By Student b

Student
Student Incident

% School Course

arn|

e <“

hirol

| Portfolio

uffy —

== Course Sequence

Birtt é@o School Course Opt-In
boc 23 District Discipline Code

AL Student Grade
-

Any Synergy Screen
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« Alphabetical — Screen names display listed alphabetically

e .
i "‘\""'o H

- o]
e3¢ Course Sequence

o £22 District Discipline Code
ol alt] Mark Listing By Student
(K Portfolio
n % School Course

‘%0 School Course Opt-In

i = Student

hC A‘; Student Grade

< Student Incident

Any Synergy Screen
o Group by PAD Location — Screen names display grouped alphabetically by module

Student . €
nu Course Discipline Discipline Incident
% School Course % District Discipline Code + Student Incident
de -

'
3% Course Sequence

per g% School Course Opt-In
Cor

»

th Grading Student
iltc |4l Mark Listing By Student = Student
m A'; Student Grade |Q Portfelio
88|

Any Synergy Screen
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Enhanced Standard Navigation

Standard navigation offers an enhanced navigation panel that allows users to create custom menu
groups. You can organize their most frequently used menu items into groups.

Adding Navigation Groups

1. Clickthe Navigation menu.

Default
Synergy SIS
Synergy SE

& Admin

[ Setup

Navigation Menu

2. Right-click inside the Navigation area.
3. Select Add New Group.

x) Synergy

Education Platform

% Quick Launch

— .
Menu Group so00d Morning,

Add New Group

"

Hide Dismissed Messag

Navigation Menu, Menu Group

4. Enter the name of the group.

[\
[ This example uses Student and System. ]
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5. Press Enter or click outside the dialog box to save the group name and close the box.

’ Navigation
| Student

Hide Dismissed Message

System Announcements

Navigation Menu

Adding Group Items — PAD Tree

Enter group items by using the PAD Tree or by using drag-and-drop.
1. Navigate to Synergy SIS > Student in the PAD Tree menu.
2. Right-click on the Student module name.
3. Hoverover Add to Group to view the created groups.

A A = = ‘% Quick Launch

P BSD
= Synergy SIS

¥ SE T student
[
p S¢ Addto Group ’ Student

.7 Groups System
Mass Assign Counselor / Administrator

'

Mass Assign Student Groups

PAD Tree Menu

4. Selectthe group to add the link to. This example uses Student.
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5. Open the Navigation Menu and hover over the Student group to display the group items.

SVSTem Mass Assign Phone Search Review PVUE Seclusion /
Counselor / Updates Restraint
Administrator

.
[} %&) o + 3
[
£ @ <4 &/
Student Student Ad Hoc Student Student Groups
Croup Conference
w | LLL
&, |_.. ©° oM
& i ha =
Student Student Phone Student Student
Notifications Numbers Transportation Workflow
. = % r@::..'-;
s
= S i
Groups Mass Assign Mass Email Nafive
Student Groups American
.,
ini g S "
-10% e () £X
Person Search Student Meal StudentVUE

Navigation Menu, Custom Group

Adding Group Iltems — Drag-and-Drop

Navigate to Synergy SIS > System > Setup in the PAD Tree menu.
2. Clickand hold the District Setup link.

3. Drag the link to the Navigation panel and hover over the group to add the link to. This example
uses System.

4. Drop theicon into the group area. The District Setup icon displays in the menu.

A A m = % Quick Launch

X DistictSetup  School Setup

Navigation Menu, Custom Group
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Displaying Menu Items

You can display group menu items as icons or as a list and change their layout inside the menu.

1. Click the Navigation menu and hover over a group menu.
2. Click the List View icon to change the menu display to a list of items.

Search
[
W Mass Assign Counselor / Administrator |, Phone Search
& Review PVUE Updates @ Seclusion / Restraint
= Student #¥ Student Ad Hoc Group
& Student Conference 25 Student Groups
&, Student Notifications [fe Student Phone Numbers
=% Student Transportation = Student Workflow
g Groups £.1 Mass Assign Student Groups
=% Mass Email Eﬁ Mative Amercan
&2 Person Search 2 Student Meal
& StudentVUE

Navigation Menu, Custom Group

3. Click the Alpha Sorticon to sort the menu list items alphabetically.

A A wmE % auick La i

% Groups iz Mass Assign Counselor / Administrator
£1 Mass Assign Student Groups =t Mass Email

[% Native American &2 Person Search

%, Phone Search & Review PVUE Updates

@ Seclusion / Restraint &£ Student

2 Student Ad Hoc Group & Student Conference

it Student Groups 2 Student Meal

2 Student Moftifications | Student Phone Numbers

=% Student Transportation = Student Workflow

& StudentVUE

Navigation Menu, Custom Group
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4. Click the Icon View icon to switch from List View to Icon View.

A A m = % 8l |con View |

—1 Navigation

LAl #Student %

&—a [ ] *—8 e
8w % =
= L) =K (-

SVSTem Groups Mass Assign Mass Assign Mass Email

Counselor / Student Groups
Administrator
.

e m| &

=8 u L0 (A

me liiq .
Native Person Search  Phone Search Review PVUE

American Updates

Navigation Menu, Custom Group

5. Click the Navigation icon and click on the Dock Panel icon to keep the group name window
open. Click the icon again to undock the window.

Eages

System

Navigation Menu

6. Click the X to the right of the Group name to hide menu items.

? This does not remove items from the group.

[ ] >—8
i Tea
~ TR
Groups Mass Assign Mass Assign Mass E

Counselor / Student Groups
Adrministrator

Motive Person Search Phone Search

Navigation Menu, Custom Group
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7. Click the pinicon next to the custom group name to display menu items below the group
name. Icons display with abbreviations of the screen name.

Navigation Menu

8. Click the Column icons to display the menu icons in one, two, three, or four columns.

LI Four Columns BUISSIEEE

I 0T 10 pe x A
EREEE x A

Navigation ’

Student

= B fa ™

MAC PS RPV
a0

SAH  SC
SPN

Ei

ﬁ%.

Gé'n MAS ME NA

@:5 ‘f_’J "&

M SVU

Navigation Menu, Custom Group
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9. Click X to the left of the Group name to revert the view and open the icons in a separate
window.

= % Quick Launch

L 4 1' m Good Afterng
]

AN Navigation

* » Student

Hide Dismissed Meg

Announcements

Navigation Menu

10. Hover over the Navigation arrow above the System Group to display all Group names to the
right.

¢ ERRlv BB} novigatio[JE] WP

M HNavigation » Student »
% Hide D
oSS A Systemn » LG

@ a

A @ Task

Navigation Menu

11. Hover next to the Group name to view the Docking icon.
12. Click the icon to dock that group.

LT T

L QTN # 2| Good Afternc
n Done

* @ student=

Hide Dismissed Mg

Announcements
& 4 5ystom = _q
Navigation Menu
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13. Right-click on a Group name to open the Menu Group options. You can delete or rename the
group from here.

The Edit Groups option functions the same way as clicking the Edit
Groups icon.

’ Navigation Search -er

n Student

Menu Group bp School Setup

Add New Group
Delete Group

Rename Group Tasl

Edit Groups

Navigation Menu, Custom Group

14. Click the Clear Pinned Categories icon to clear all docking.

Clear Pinned Categories

T

A Navigation * #Student»

* Student

A System » :

GRO MAC MAS ME

Clear Pinned Categories Icon
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1. Click the Edit Groups icon. The Delete Group icon displays next to each group name.

Hide the Delete Group icons by clicking the Docking icon next to the
=  group name or clicking Done.

2. Click the Delete Group icon.

Edit Groups Esllley

® Navigation EH Good Afternoon
n Done

Hide Dismissed Messag

* S =
@ Student = Announcements

System = m

Navigation Menu

3. Click Yes on the confirmation message.

Confirm

this group?

Yes

You will not be able to undo this operation. Are you certain you wish to delete

MNo

Confirm Message

4. Right-click on a menuicon.
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5. Click Remove Icon.

Hide Dismis
AnNnounceme;

@ Tasks

Seclusion / Restraint
Open in Current Window
Open in New Window

& Add to Quick Nav

Remove Icon

Navigation Menu

A # w = % Quick Launch

* Mr-.." = 12

M HMavigation % Groups i Mass Assign Couns

£ i 5 .
* Student £:% Mass Assign Sfudent Groups % Mass Email
Bf Native American &2 Person Search

|, Phone Searct = eview PVUE Updg

Phone Search
@ Seclusion / Re tudent

E\ Open in Current Window
St FSQ F;_- B HStudent AdH  gpen in New Window  ludent Conferenc
—~ . 4F Student Grou @ Add to Quick Nav itudent Meal
Is:_:l = S?ﬁ = 2, Student Nofif tudent Phone Nur
: _ \‘. P JDJ‘ =% Student Transportation T= Student Workflow
Navigation Menu
’
You can also click and drag an icon to the Remove icon to remove it from
the group.
[ Remove
[EaE 3 IE N 1% @ search
0 A System ®
. 1)
District Setup
Detfa
Navigation Menu, Custom Group
\.
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PAD Tree Menu

P Accommodations
p Attendance
- Course
P Reports
-t; Course Credit Group

— <o A

n b ESD =
b Synergy SE

R = Synergy SIS

*

Synergy PAD Tree Panel

The PAD Tree lists all screens and/or reports the user has access to.

1. Click the name of the module or the blue triangle next to it to expand the folder and view its
contents. Clicking on a triangle turns it green and points it downward.

2. Click the appropriate number of names/triangles until the intended screen or report displays.
3. Click the screen name or icon to show it in the content area.

4. Right-click the screen name or icon and additional options display. This works from both
district and school focus.

e otudent
= Student
fL k

. Open in Current Window
;“; Studen  Open in New Window
Studen  Add to Group

Studen  Add to Quick Nav

Synergy PAD Tree Panel

Open in Current Window — Opens the screen in the content area
Open in New Window — Opens the screen in a new detached window.
» Addto Group —Paces an icon link in the selected Navigation Toolbar group.

« Addto Quick Nav - If this option is available, it places an icon link above in the Quick
Nav bar.
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Additionally, you can click the Only Show the Active Node icon to only show the currently
selected tree node rather than all of the nodes.

( This feature is only available in Standard Navigation mode. ]

« The Only Show the Active Node icon is green when enabled and shows only the
currently selected node in the PAD Tree instead of all the nodes.

PAD Tree <Y~
p ESD
b Synergy SE
- Synergy SIS
v Health
- Setup
%P District Health Options
gg Immunization Definition

PAD Tree

« The Only Show the Active Node icon is the default color when disabled and shows all
nodes in the PAD Tree instead of just the currently selected node.

Bookmarks Menu

7 ms
El_'l Admin Reports

Eﬁ. Grade Book Admin Login
é‘ Student

=

| Lookup Table Definition

Synergy Bookmarks Panel And Button

Bookmark any frequently used screen, report, or process by clicking the bookmark to the right of the
screen title. The bookmark icon turns blue indicating the screen is bookmarked.

v Student[#]

Menu < Q » L]

Student Screen
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Remove a bookmark by hovering over the screen title and select the blue X. Select the detach
screen icon to open it in a separate window.

® ©.: student CTE

& Student ¢ x
n @2 Student Discipline
*

Synergy Bookmarks Panel

History Menu

The History menu stores the latest browsing history. Selecting an entry takes you to the selected
screen and student. The date, time, and focus display when hovering over an entry. The screen
name displays when hovering over a screen icon.

Click X to clear the selection, click X at the top of a group to remove all entries from that group, or
click Clear at the top of the menu to remove all data. A confirmation message displays verifying
deletion.

System Configuration

Schedule Request “Z %
Hope High 3chool Today af 12:20 PM

m

Course Request Analysis

Student

do 4 =l

Mass Assign Course Requests 1

2

L
L)

Student Grade Book

[

Student Course History

=) &

Security Definifion

,5 Students
Alnas, Kelly M.

Abbott, Billy C.

do {o =]
& 8

e

RS

Abbott, Andrew E.

Synergy History Panel
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The History Panel stores the following maximum history entries:

« Tenscreens

« 15 entity groups (such as students, sections, parents, etc.)

« 15 entities within each group (students, sections, parents, etc.)
« Four screens for each entity

Scrolling through students, parents, users, or staff adds them to the History Panel in the order
selected.

A new window opens when selecting a student that is not in the current focus school or school year.
The window focuses to the school that the student attends.

If you select a student from the History Panel, the student does not move to the top of the list until
you log out and back in.

Clearing Quick Focus History

1. Click the History icon.
2. ClickClear.

Student -
District Sefup

System Configuration

Student

Special Ed Documents

Locker

Schedule Conirol

School Scheduling Opfions

District Course

- " Period Aftendance

& Students

Synergy History Panel

3. Click Yes on the confirmation message.

Clearing the history clears the recent history and the Focus History.

E The Focus History menu does not display on the Title Bar after you clear
the history. You can change the focus only from the Change Focus
menu.
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Continue Where You Left Off Menu

The Continue where you left off window displays a maximum of ten recently viewed screens when
you log back in to Synergy. You can use the up and down arrows to scroll through the history and
open the links in a detached window.

1.

2.
3.

Login to Synergy.

Select E! on the Navigational panel to display the recent navigation history.
Scroll through the screens using the up and down arrows.

Click the screen name to open the screen. Click @ o open a screen in a detached window.

&°ynergy

b Synergy SE
= Synergy SIS
p Accommedations

k_Anabdics

Continue where you left off W
&
D Health: Acevedo, Ashley (901830) &4
Hope High School 2018-2019 v

Fees - Direct Payment
Grade Book

Grading

Hanilth

E If you navigated to more than 10 screens, all screens display in the
Navigation panel until you refresh or log out and log back in.

Fw wTow

Synergy Navigation Panel
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Content Area

The content area displays different types of information depending on where you are in the system.
When you first log in, this area displays announcements, dashboard widgets, and daily tasks. When
you navigate to specific screens, the content area displays the data related to that module.

When the screenis in Find mode, the fields are yellow. Information entered when a field is yellow is
used as criteria when searching for records.

¥ Student » : Wi Lo
Student Name: School Hemercom: Teacher:

Demographics Parent/Guardian Other Info Emergency Enroliment Enroliment History Classes Documents Contact Log Notes Protected Information
Last Name First Name: Widdle Name Suffix Perm D State ID Grade Gender Language Spoken at Home

© Student Information

Home Language Spoken to Student at Home  Language First Learn Nick Name Last Name Goes By
AKA First Name AKA Middle: Name AKA Last Name AKA SUffix

State I Birth Date. Birth Place Birth Verification Birth Certificate Num

= -
Birth State Birth Country Emal E4-FiD
| |Resove D
Deceased
o

Student Screen

The content area displays the available information for the specified entity on the screen, such as a
student or staff member. Content areas can display one or more tabs of information. A line of
general information about the focused record displays at the top of most content areas.

v Student = f i [zc|g-le
Student Name: "’IAbboﬁl, Billy C. Schoot Hope High School Homeroom: Teacher: = A
Demographics | ParentGuardan  Otherinfo  Emergency  Enrolment  EnrolmentHistory  Classes  Documenis  Contactlog  Notes  Protected Information
Last Name First Hame Middle Name Suffix Perm I State D Grade Gender  Language Spoken at Home
Abbott Billy Chris 905453 000134134 12 ~|[Male |~ Engish

@ Student Information

Home Language Spoken to Student at Home Language First Learn Nick Name Last Name Goes By
Engiish ~| | English ~| | Engiish ~ | Junior Abbott
AKA First Name AKA Middle Name AKA Last Name AKA Suffix
Brown
State ID Birth Date Birth Place Birth Verification Birth Certificate Num
0001341311 03/15/2000 B Mesa Birth Certificate or Affidavit ~ 456
Birth State Birth Country Email Ed-FilD
Resolve D
California ~ | United States of America | ~ | | staffdemo@mail gasynergyl & 123456
Deceased
Student Screen
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When the content area is in Edit mode, you can edit fields with a white background. You cannot edit
fields with a gray background.

@ student Information

Spanish

AKA First Name

Home Language Spoken to Student at Home  Nick Name
~| | Junior |

-

English

AKA Middle Name AKA Last Name

Last Name Goes By

AKA Suffix

L1 State ID Birth Date Birth Place Birth Verification Birth Certificate Num
0001341311 03/15/2000 & |Mesa Birth Certificate or Affidavit | =
Birth State Birth Country Email = EdFi ID
" B h . ) Resolve ID

California = | United States of America ~ | stafidemo@mail.gasynen

@® Race = -
Editable Not Editable
Hispanic. Rsolve mmunity
Non-Hispanic ~| | Two of More - -

Race ) = &

[C] American Indian or Alaska Native

[C] Asian Black or African American

[C] Native Hawaiian or Other Pacific Islander [¥] White

Student Screen

When adding a record, you must complete fields that have a green background before clicking Save.

Student Add  Le
Demographics Parent/Guardian Other Info Emergency Enroliment Classes
Last Name* First Name* Middle Name  Suffix ~ Perm D Grade™
ll | -
@ Student Information
Gender* Home Language Mick Name Last Name Goes By
State ID Birth Date” Birth Place Birth Verification Birth Certificate Num
& -
Birth State Birth Country Email -~
Resolve ID
EdFi ID
@ Race and Ethnicity
Hispanic/Latino™ Resolved Race/Ethnicity
Ethnic Code 0 < &
[C] American Indian or Alaska Native [] Asian [[] Black or African American [[] Native Hawaiian or Other Pacific Islander [C] White

Student Add Screen
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Group Boxes

Multiple group boxes can display on a screen to separate data. Different screen elements that can

be contained within group boxes include:
« action button « check/uncheck all

« date « drop-down
« email « find foreign key
« radio button « shrink/grow textbox

« timeicon

checkbox

« ellipsis button
« hyperlink
o textentry

The group box contains additional information that you or the software can minimize.

1. Click the arrow icon on the left side of the group box title to mi

(open) the group box.

nimize (close) or maximize

v Student =

State ID Birth Date Birth Place Birth Verification
0010685150 02/152008 | B |Anaheim
Birth State Birth Country Email Ed-FiD
California - | Unied States of America | =| | studenti@sdupointgsute.co || | ===
Deceased
O

Wi s -0
Student Name: ®) Aaron, lan School Adams Elementary Homeroom: Teacher: (ORI Y ﬁ - &
Demographics | ParentiGuardian  Otherinfo  Emergency  Enrolment  EnrolmentHistory — Classes  Documents  Contactlog  MNotes  Protected Information
Last Name First Name Widdle Name Suffix Perm D State I
Aaron lan 129442 0010685150
Grade Gender  Language Spoken at Home
06 ~ [Male | ~| Engish
mdam Information

Home Language Spoken to StudentatHome  Language First Learn Nick Name: Last Name Goes By

Spanish | ~| | English - |English ~| | Junior

AKA First Name AKA Middle Name AKA Last Name AKA Suffx

- | AZ-123456

Birth Certificate Num

Student Screen

The group box title is light gray when it is minimized
maximized.

\
and dark gray when itis

v Student » Wil ceL-e
Student Name: 41 Aaron, lan Schoot Adams Elementary Homercom: Teacher. @THW A
Demographics | Pareni/Guardian  Otherinfo  Emergency Ewolment  EnolmentHistory  Csses  Documents  Contactlog  MNotes Protested Information
Last Name First Name Middle Name: Suffix Perm D State D
Aaron an 128422 0010685150
Grade Gender  Language Spoken at Home
06 « [maie |+ [Engisn
t © Student information ]
— Home Language Spoken to Student at Home  Language First Learn Hick Name Last Name Goes By
—
spanisn |+ [Engien - [Engisn - [1unior
AKA First Name: AKA Niddle Hame AKA Last Hame AKA Suffix
State D Birth Date Bt Place Bith Verificaton Birth Certficale Num
0010685150 02/15/2008 & Anaheim ~| |AZ-123456
Birtn State. girtn Country emal e AR
Calfornia -| |untted States of America |- [studenti@eaupointgsute.co | "%
Deceased
[m]
@ Race and Ethnicity

Student Screen

These colors can vary depending on your chosen color schemes.
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Grids

Grids display rows and columns of data. The header row is fixed when scrolling through large grids.
You can click X to display the Delete All Records option if your permissions allow it. If a grid
contains detail, select a line and click Show Detail or double-click the line to view additional details.

Sorting

Grids display multiple records in rows and columns, similar to a spreadsheet.

@ Emergency Contacts + Add | Iy Show Detail

eesey [ Wome e |

n 1 Friend - Christopher Johnst Ei| 480-555-7788 602-555-1234 512
n. 4 Relative - Lauretia Jones o 480-555-1545

n 5 Friend ~  DamylKing ] 480-555-1962

Student Screen, Emergency Tab

Each of these grids sorts by the first column of information by default, usually in ascending order.
However, you can sort the grids by any of the columns in either ascending or descending order.

« Click on the top arrow in any column to sort a grid in ascending order (smallest to largest,
earliest to latest, A to Z).

« Click on the bottom arrow in any column to sort a grid in descending order (largest to smallest,
latest to earliest, Zto A).

The current sort order is indicated by the selected triangle turning bright green.

The customized sort order is not saved and the grid reverts to the
) default sort if you bring another screen into focus. The sort order
saves when switching between tabs of the same screen.
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Filtering Examples

Phone Numbers Filter Example

1.

Navigate to Synergy SIS > Student > Student.

2. CIick on the Primary column in the Phone Numbers section.

7 Student
2 ¢ a »

Student Name: %} Abbott, Billy C. School: Hope High School

Menu ~ — « Save || * Undo

Last Name First Name Middle Name
Abbott Billy G
1955 S Val Vista Dr =1
City State  ZIP Code
Mesa AZ - |85204
+4
Grid Code District of Residence by Address
741B

County by Address

School of Residence
Hope High School

@ Phone Numbers

Line
1
| =] 2 |
[ = | 3 ]

+ Add

Home:
Mobile
Mobile

O

Reason for Attendance

Pamary <% wpe [Jov]  enone ST Exenson -]
480-555-1214
480-867-5309

480-853-5967

=+ Add

Homeroom: 403 Teacher: Williams, B.

Demographics | Parent/Guardian Other Info  Emergency Enroliment Enrollment History = Classes Documents Contact Log Notes Protected Information Doc T|

Suffix Perm ID State ID
905483 0001341311

Validate 1955 S Val Vista Dr

City State

Mail same as Home Mesa AZ |~

Address

+4
Map it! | | Schools

Map it!

Reason for Attendance Date

Contact 5T Not Listed 5 T
O O

2L ~0

@HB0A

Gender
- Male

Grade
12

Zip Code
85204

|
|

Student Screen

3. Select an option to display only those phone numbers that satisfy the selection.

The filter options can be the Code or Description that represents

the lookup values.

The filter options for non-lookup fields are the values available in

that grid for that column.
4. Click Apply.
7 Student i 2L -0
Menu~ 2 < Q » o « Save | * Undo

County by Address

School of Residence
Hope High School

@ Phone Numbers 4 Add
EBIT o
Home
O select All M
Mobile -
Cn Mobile -
RulesTe RulesEnd

Yes

Clear App\y Cancel

Demographics Parent’Guardian  Other Info  Emergency Enroliment

Reason for Attendance

Student Name: %) Abbott, Billy C. School: Hope High School Homeroom: 403 Teacher. Williams, B.

Enroliment History Classes Documents ContactLog N

Last Name First Name Middle Name Suffix Perm ID State ID
Abbott Billy C 805483 0001341311
Map it! | | Schools
Grid Code District of Residence by Address
741B Map it!

Reason for Attendance Date

[ pe Div  ehene St ouensn U Gonas -t orbswsst
| O

480-555-1214
480-867-5309
480-853-5967

@PHEa0A
otes Protected Information Doc T}

Grade
12

Gendel
~ | Male

O
O

Student Screen
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The filter icon turns yellow when afilter is applied to that column.

7 Student i UL -0
Menu~ R <€ Q » o « Save || ™ Undo | 0!
Student Name: ) Abbott, Billy C. School Hope High School Homeroom: 408 Teacher: Williams, B. ® E m® 0&
Demographics Parent/Guardian Other Info  Emergency Enrolment Enroliment History Classes Documents Contact Log MNotes Protected Information Dot T
Last Name First Name Middle Name Suffix Perm ID State ID Grade Gender|
Abbott Billy c 005483 0001341314 12 - | Male
Map it! | | Schools
Grid Code District of Residence by Address
T41B Map it!
County by Address
School of Residence Reason for Attendance Reason for Attendance Date
Hope High School - - &

@ Phone Numbers 4 Add

Gontact =T Notuistea < ¥
480-555-1214 O O
480-867-5309 O

Student Screen

Click Clear to remove filters on an individual column in the grid.

@ Phone Numbers + Add

S
a n M setect Al
My

N Cancel

Student Screen
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Enrollment History Filter Example

1. Selectthe Enrollment History tab on the Student screen.

2. Click ™.& on the Enter Date column in the Enrollment History section.

r

\.

Offset From Today allows you to select days, weeks, months, or
years either after or before the current day.

a You can indicate days in the past using the minus sign (-) in front of

the offset value.

The Start Date and End Date automatically populate when Offset
From Today is entered.

J

T Student

Menu- 2 €

Demographics
Tab12  Tab13

Last Name
Abbott
Birth Year
2001

2014-2015

20152018

2016-2017
2017-2018

Student Name® = Abbett, Billy C. School- Hope High School Homeroom: 403 Teacher: Williams, B.

€ . =EA Ces-le

al s [&]] wsae .-g:-:

@HI=0A

Parent/Guardian Cther Info Emergency Enrollment Enroliment History Classes Documents Contact Log Notes Protected Information Doc Tab 2

First Name Middle Name Suffix Perm ID State ID Grade Gender
Billy c 905483 0001341311 12 ~| | Male

®  Enroliment History

Leave Leave Summer Withdrawal Summer Withdrawal
- o
o7

Days v

Start Date End Date

= = E2 a9

= | [
E1 10

ci Cancel
ear ancel E 11

2018-2019 Hope High School 07/032018  E1 10/25/2018 1 12
2018-2019 Hope High School 10262018  R1 11/12/2018 1" 12 Concurmrent
2018-2019 Hope High School 1171412018 R1 12 Concurrent
2018-2019 Kennedy High Scheol 071252018 E1 10/25/2018 1 12 Concurmrent

LI 2018-2019 Kennedy High School 10/26/2018  E1 12

2018-2019 Night King High School 061292018 | E9 12

LV AN 2019-2020 Hope High School 09/022019  E1 12

3. Click Apply.

Student Screen, Enrolliment History Tab
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1. Selectthe Parent/Guardian tab on the Student screen.

2. Click on the Street Address column in the Siblings section.
3. Enter the keyword to locate.

v Student
Menu~ 2 < Q

® Parents and Guardians

=]z B

© Sblings

- Abhott, Bobby C. &

> A&

+ Add

e G
HE

@

v Save || 4 Undo

Student Name: =) Abbott, Billy C. School: Hope High School Homeroom: 403 Teacher: Williams, B. *REa0A
Demographics Parent/Guardian Other Info Emergency Enrollment Enroliment History Classes Documents Contact Log Notes Protected Information Doc Tab 2
Tab 12 Tab 13

Last Name First Name. Middle Name Suffix Perm ID State ID Grade Gender

Abbott Billy C 905483 0001341311 12 - Male |~

Birth Year

2001
Email Parents

s Show Detsil

SudentHame ——_Gender 3

Father v  Abbott Todd & =
Mother +  Aaon Kathleen § &  Home
Street Address
AEB € Select Al
OB0 N Cerer STZZ0

Clear’

onl} A Contact . Ed. . Has . Mailings __ Enrolling
s I L M = R S - = =
] El F] @ ]

€ o= g AL S g-e

480-294-1132 - ] @ - [=]

T -
Mesa 10 King High School

) Cancel

4. Click Apply.

Student Screen, Parent/Guardian Tab
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Hiding Grid Columns

You can adjust the number and type of columns displayed in grids for the current session.

1. Click the three dots on the grid: .

@ Enrolment History

school | Enter | Emer. | leave_ | Lemve_ | oo - Suppress Grid Tooltips | [ All Columns ~
r: School
Year Date ¥ Code ™ Date Code = = Clear Al Fiters & School Year
) & Enter Date
2018-2019 | 07/02/2013 E1 10 Hope High School
& Enter Code
Leave Date

Leave Code

Grade v
< >

Synergy SIS Grid Column Options

2. Select the columns to display. You cannot hide columns with a lock instead of a checkbox next
to the name.

( )

= displays when there are columns hidden from view.

Certain grids, such as those on Synergy SIS > Attendance >
Period Attendance and Synergy SIS > Attendance > Daily

E Attendance, display tooltips when hovering over data. Select
Suppress Grid Tooltips to disable this feature.

Click Clear All Filters to remove all applied filters from the grid.

Filters clear when you detach the view, refresh the page, or
navigate to another page.
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Export Options

You can hover over " and select an export option to export data in Excel, CSV, and TXT formats.

H
|

Clear All Filters Edit Columns...

Suppress GATOONPS  pregets Column Visibility

« All Celumns =
¥/ Audit Class

¥ Grade

8 Export TXT “ Mark

[# Export Excel Default &

[2 Export CSV

¥/ Conduct

¥/ Effort

¥ CHS Type

| Rpt Tag -

Synergy SIS Grid Export Options

( )
You can also use these export options on Find Result screens.
Find Result 32 o oo
Open In Query Edit Results
@ Query @ Filter 1
Print| Qutput Type | PDF - Save As Filter | Filter Name: [/ Make Active
a @ School Incidents |:‘
< - 2 3 4 5 6 7 8 9 10 1 12 % 233r0WS (135ms [® Export Excel
- 07/02/2019 488 B Export TXT
07/02/2019 1433 |
“07/03/2019 1116
Find Result Screen
. J
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Creating an Export File

The datain the Courses grid on the Student Course History screen is exported in this example.

1. Navigate to Synergy SIS > Course History > Student Course History.

2. Locate the student.

3. Hoverover

and select an export option as needed:

« Export Excel - A link to the Excel spreadsheet displays. Click it to open the

spreadsheet.

® Courses | [ Show Detail || Actions |~

Algebra | MA27 2012

P ... i 91

o011 15

¥ Student Course History $ c® -0
Menuw | 2 ¢ Q > &
Student Name: Ackley, Brian (. School: Hope High School Status: Active Room Name: P-10 e
CourseHistory ~ GPA  Graduation Requirements  Comment  Achievemenls  RequestTracking  Grade Comment History ~ Waivers  Standards History  Elementary Report Card History  Summary  Days of Activity
Last Name First Name Middle Name Suffix Perm ID Grade Gender  Track
Ackley Brian (est) 913948 11 - Mae - B
Aca Type GPA Credits Attempted Credits Completed
Show GPA . v
Bacon GPA - Grant (10-11) ~| |2.058 13.000 12.500| | Show GPA Calculation | | Add Course History Show All Records

[ cowse | calendar | o " =
Hﬂ i M e 0
5 08 C -

cspy. | credts [ Ry
Ve ST aw ST cmpras T

0.500 0.500 -

s - 1
3

nn IS - - . __nsmn

-0

'~ docked controls |

Student Course History Screen

A B E D E F G H 1 J K L ™ N o P Q R S T u
1 [Last Name [First Name Middle Name Perm ID Ed-FiID StateID  Title ID  Year Month AuditClass Grade Mark Conduct Effort CHS TypeAtt Cmpltd  RptTag  Modified Curr.
2 [Ackley  Brian (test) %13948 0001346307 Algebra | MA27 2011 12No T C 0500 0.500 o
3 |Ackley  Brian (test) %13948 0001346307 Spanish | WL21 2011 12No T C 0500 0.500 o
4 |Ackley  Brian (test) %13948 0001346307 Algebra | MA27 2012 5 No T C 0500 0.500 o
5 |Ackley  Brian (test) "13948 70001346307 Spanish | w2012 5 No e c 0500 0500 Mo
6 |Ackley  Brian (test) "13948 0001346307 Adv Drama EL29 2012 12No T A 0500 0.500 Mo
7 |Ackley  Brian (test) "13948 0001346307 English EN0S 2012 12No T B 0500 0.500 No
8 |Ackley  Brian (test) "13948 70001346307 Geometry MA30 2012 12No T 0000 0.000 No
9 |Ackley  Brian (test) "13948 0001346307 Science 9 SC09 2012 12No T c 0500 0.500 No
10 | Ackle: Brian ftest) 731394 7001346307 _Snanish I Wi 01 12 Nn g C 0500 0500 Iy

Excel Export File Output

The export file does not include hidden columns, and the
columns are in the order of the reordered grid.

Some data may display in the output (PERM ID, for example)
even if itis notin the grid itself in order to establish context.

o Export CSV—-A CSV file opens

Last MName,First Mame,Middle Mame,Perm ID,Ed-Fi
Type, Att,Cmpltd,Rpt Tag,Modified Curr.

Ackley,Brian, (test),9139438, ,0001346307,Algsbra
Ackley,Brian, (test),913948,,08001346387, Spanish
Ackley,Brian, (test),913948, 0001346367, Algebra T,MA27,2812,5,N0,08,C,,,,0.5008,0.508, ,No
Ackley,Brian, (test),913948,,0001346367, Spanish I,lL21,2812,5,No,®8,C,,,,0.500,0.588, ,No
Ackley,Brian, (test),013948,,0001346307,Adv Drams,EL20,2012,12,No,89,4,,,,0.508,8.580, ,No
Ackley,Brian, (test),913943, ,8001346307,English 9,ENG9,2012,12,No,@9,B,,,,2.500,82.580, ,No
Ackley,Brian, (test),913948, 0001346307, Geometry,MA3@,2812,12,No,89,C, ,,,0.800,0.800, ,No
Ackley,Brian, (test),013948, 0001346307, Science 0,5C00,2012,12,No,09,C,,,,0.508,8.580, ,No

1,MA27,2011,12,No0,08,C,,,,8.500,0.500, ,No
I,WL21,2011,12,No,08,C,,,,8.500,0.580,,No

)s
)s
)s
)s
)s
)s
).

ID,5tate ID,Title,ID,Year,Month,Audit Class,Grade,Mark,Conduct, Effort,CHS

CSV Export File Output
o Export TXT - A text file opens

TXT Export File Output
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Hiding and Reordering Columns

The Emergency tab of the Student screen is used in this example.

Hiding Columns

Navigate to Synergy SIS > Student > Student.
Select the Emergency tab.

1
2
3. Hoverover -
4. Click Edit Columns... to open the Edit Columns window.

T Student & e L -4
Menu- | 2 | ¢ Q » & ssae $SUndo RN
Student Name: Ackley, Brian (. School: Hope High School Homeroom: P-10 Teacher: Finn, D. @
Demographics Parent/Guardian Other Info Enroliment Enroliment History Classes Documents Protected Information Contact Log Notes
Last Name First Name Middle Name Sufiix Perm ID State ID Grade
Ackley Brian (test) 913948 0001346307 1 =
Gender Track
Male |~ -
® Emergency Contacts  +Add | [J Show Detai | =] |
- - Release Clear All Filters Edit Columns.
Line Order > Relationship(] < T Name 3 = I—I
Hl n " E
- Suppress Grid Tooltips .
nn Relative ~  Sandy Carpenter o 480-744-4831 Presets Column Visibility
n Relative - Kk Letter [m] 480-856-8451 [ Export Excel Defauit @& Al Columns  *
¥ Order
B Export CSV
7]
'@ Physician Information B Export TXT ¢ Relationship
P & Name
Physician Name Phone Extension Hospital @ Ret T
Dr David Wallace 949.555-8345 “ Release To
¥ Mobile Phone
Comment
e
GOES BY STEVE PGR NO FOR MOM IS REALLY A CELLULAR PHONE NUMBER 04-05 ¥ Phone
TYL 4 Extn h

Student Screen, Emergency Tab

5. Click ® to hide a column. The column’s name displays in the Hidden Columns section.

« Click the column name in the Hidden Columns section to unhide it.

« Hiding a required field generates the warning message: ‘One or more mandatory fields
have been hidden. This may prevent saving changes to the view.’

Use the table below to modify column options and to reorder columns.

Release, _ |  Home [ ~  Workk | moble, .|  Other |
Line| Orders ® | Relationships ® ‘@ = = = te@ =
‘

»

Hidden Columns:

m Cancel Save As: Reset To Default

Edit Columns Window
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Use the table below to modify column options and to reerder columns.

Hidden Columns:

m Cancel Save As: Reset To Default

e e Release . |  Home | = Work [ mobile .|  Otmer |
© Prove *® rone= @] o= @] ot ]

Edit Columns Window (Relationship Column Hidden)

6. Click Apply. The column(s) are hidden on the Emergency tab of the Student screen.

we- | 2] ¢[Q] > | 8] vone e

Student Name: Ackley, Brian (. School: Hope High School Homeroom: P-10  Teacher. Finn, D.

Demographics  ParenuGuardian  Otherinfo | Emergency | Enrolment  Enroliment History ~ Classes  Documents  Protected Information  ContactLog  Notes
Last Name First Name Middle Name Suffix Perm ID State ID Grade Gender  Track
Ackley Brian (test) 913948 0001346307 kit - Mae |~ -

@ Emergency Contacts | +4Add | O Snow Detail

Sandy Carpenter 480-744-4831 602-181-2390
Kk Letter a 480-856-8451 480-193-5225 CELL

¥ Student 38

Other
Line Order Release To 5. = Mobile Phone = T =
Phone =N Extn

EIGE

Student Screen, Emergency Tab (Relationship Column Hidden)

Reordering Columns

The Medications tab of the Health screen is used in this example.
1. Navigate to Synergy SIS > Health > Health.
Select the Medications tab.

2
3. Hover over
4. Click Edit Columns... to open the Edit Columns window.

7 Health & us

Menu- | 2 | € | Q| 3 || & || ¥Save | $Undo

&

Student Name: Ackley, Brian (. School: Hope High School Status: Active Homeroom: P-10 Age” 17 yrs 11 mths

Health Log - Nurse Health Conditions Immunizations Private Healith History

Last Name First Name Middle Name Perm ID Grade Gender  Birth Date
— [ Allow Tylenol
Ackley Brian (test) 913948 " ~ Male ~ 03/10/2002 [}

@ Show/Hide Medication Columns

@ Current Medications | +4Add | (1 Show Detail

[ Export TXT

@ Current Procedures + Add | [ Show Detail -
P

Start End e Time Time

¥ PRN

¥ Days Between

Date Range PR  Route of Admin
rocedul
Wed T

[¥ Medication Ended

Date R;lﬂﬂﬁ Clear All Filters. Edit Columns...
Dosage 1
tne | MedicationQJ T FETRERO Y v Enapae Suppress SRATOONPS | presets | Column Visibility
[ Export Excel Default @ ¥ All Columns
u- Jelly Beans = 37.00 021412020 & - 600 PM B Export CSV & Medication

(¥ Remaining Units

Health Screen, Medications Tab
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5. Drag columns to a new location as needed.

« Anindividual column can be dragged to a new location that is outside of supertitles and
subtitles. Medication can be moved to the left of Dosage Times, for example.

« A supertitle can be dragged to a new location outside of supertitles and subtitles. The
Date Range can be moved to the left of Remaining Units, for example.

« Subtitles can be dragged to a new location within the supertitle. Time can be moved to
the left of Dosage, or Dosage 3 can be moved to the left of Dosage 2, for example.

« Click Reset To Default to return the window to default settings.

Use the table below to modify column options and to reorder columns.

Dosage Tmes —
Remﬂmm“ Dosage 1 Dosage 2 Dosage 3
= . E“d . .-.-.- Dqsage =
D Time & @ | (e.g.50 @ | Time @ @ | (e.g.50 @ | Time @ @ |(eg-50 @
mg) mg) mg)
,

Hidden Columns:

m Cancel | SaveAs: Reset To Default

Edit Columns Window (Default)

Use the table below to modify column options and to reorder columns.

Date Range
| Dosager [ posage3 | posagez |
Remaining _
LIl|e El|d Units Medication Dosage Dosage Dosage Mon @
n @ |Time @ |(e.g.50 ® | Time ® @ (egso@ Time @ @ (egsoc-)
mg)
,

Hidden Columns:

m Cancel Save As: Reset To Default

Edit Columns Window (Modified)

6. Click Apply. The modified columns display on the Medications tab of the Health screen.

v Health S L 2%t el

Menu- | 2| ¢ Q> [ & vsae | Huo

Student Name: Ackley, Brian (. e

Heallh Log - Nurse  Healtn

Medications | Private  Healtn History
Last Name i Middie Name perm 1D Grace Gender  Bith Date

=) [ AlowTylenol
Ackiey Brian (test) 13048 1 ~| (male |+ 03102002 | e

© Show/Hide Medication Columns

@ Current Medications ~ + Acd | [ Show Detail

Date Range
Medication
Ended StartDate T
[E]

02142020 & 3700 JelyBeans ~ 1 600PM O (] [c]

Health Screen, Medications Tab
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Creating and Modifying Presets

The Medications tab of the Health screen is used in this example.

Creating Presets

You can set up presets (templates) for future use.

E Presets are specific to the user and the grid they are created in.

1. Navigate to Synergy SIS > Health > Health.
2. Selectthe Medications tab.

3. Hoverover @.

Theicon is yellow with a green checkmark indicating that the grid
was modified.

4. Click Edit Columns... to open the Edit Columns window.

Y Health S L8 ceD-e
Menuv 2 ¢ Q > & vs -
Student Name: Ackley, Brian (. School: Hope High School Status: Active Homeroom: P-10 Age: 17 yrs 11 mths [ ]
Healh Log-Nurse _ Health Conditons _ Immunizations | _Wedications |  Private _ Heath History
Last Name. First Name Midde Name Pem D Grade Gender  Bitn Date
= 1 AlowTyienol
Ackley Brian (test) 913948 n ~ Male |~ 03/10/2002 L]

© ShowrHide Medication Columns

® Current Medicatior 4 Add O Show D 9
L2 Clear All Filters. EdlCOl mns.
m et
Mecicaton remainig
Ended SartDaste Y|  EndDate T | MedcaonQ¥ Suppress GraToolips | progets Column Visibility
Tme Y (eﬂ wv me Y
[® Export Excel Default a ¥ All Columns. =
0142020 @ 3700 JelyBeans + 1 600PM O [Ae— T E @ Medication En
 Remaining Un
B o X
® Current Procedure + Add | O Show Detail

@ Days Between
“ep
 Route of Admin
PR

Procedure Days.

ﬂﬂ oo Y| oo v Emaoas Y| et ¥ ez ¥ s ¥ en ¥ e Y] v ¥ Y] s

Health Screen, Medications Tab

5. Hide and reorder columns as needed.

A ‘One or more mandatory fields have been hidden. This may
prevent saving changes to the view.’ message displays if you try to
hide a mandatory column.
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6. Enter a Preset Name.

The Apply option changes to Save when a name is entered in Save
As.

Use the table below to modify column options and to reorder columns.

Date Range
Line Er';‘::"" @ |start | End
Date ® | Date

Hidden Columns:

Dosage Times

Dosage 2

Remaininy
e 9 & | Medication Dosage Dosage
Units ® |Time® |(eg.50 ® |Time ® Units  ® |{eg.50 ® |Time ® units @
mg) mg)

XIEP

- B Cancel | Preset Name: | No IEP Reset To Default

Edit Columns Window
7. Click Save.

8. Click @.The Preset Name displays in the Presets column.

= - —_—
7 Health YA i CceW-e
venu- | 2| ¢ Q> | @] vsae | Huo

Student Name: Ackley, Brian (. School: Hope High School Status Active Homeroom: P-10 Age: 17 yrs 11 mths e

Heallh Log-Nurse  Health Condiions _ Immunizations | Medications | Private _ Health History
Last Name First Name Middie Name PemiD Grade Gender  Bittn Date
Allow Tylenol
Ackley Brian (test) 913948 1 ~ Male ~ | 03/10/2002 ]

© ShowlHide Medication Columns

@ Current Medications  + Add ) Show Detail i

Clear Al Fiters Eait Coumns.
Medication Remaining oot -
Line v e Y| Medication] 7 ag Suppress GraToolps | pregets Column Visibility
B Export Excel & ¥ Al Columns -
B T —— TR o o [ e |
Remaining Units.
B Export TXT & Medication ‘

@ Current Procedures | + Ada | © Show Detai | >
 Days Between

% |tne | Procequre QT Date Range Procedure Times Procedure Days i,
startDate V| EndDate Y| Time1 Y| Time2 Y| Tme3 Y| Mon Y| Tue Y| Wed Y| Tu Y| Fi ¥

¥ Route of Admin
¥ PRN o

Health Screen, Medications Tab
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Modifying Presets

You can also modify a preset in the Edit Columns window and rename it.

1. Hoverover @,
2. Selectthe preset you want to modify.
3. Click Edit Columns... to open the Edit Columns window.

7 Health $ onli ceP-o
Menuv 2| € Q|3 & ysae  HUndo
Student Name: Ackley, Brian (. School Hope High School Status: Active Homeroom P-10 Age: 17 yrs 11 mths. e
Healh Log-Nurse _Healin Condiions _Immunizations | Medications | Private _ Heaitn History
Last Name First Name Middle Name: Perm ID Grade Gender Birth Date
- Allow Tylenol
Ackiey Brian (es) 913948 i < (mae |~ [o30z002 |

© ShowlHide Medication Columns

@ Current Medications  + Ada | 0 Show Detail ‘7!
3

cesr e ot s
Medication Remalmnn
Medication Suppress Grid Tool
Ended start Date Y EndDate T N ar - o ”
n ime €9 ime.
B Export Excel Dea & Al Columns -
0211412020 @ & 3700  JelyBeans ~ 1 600PM O © BexponCsv ‘ Medication Ended
Remaining Units

B Export TXT

Presets Column Visibility

& Medication
© Current Procedures  + Add 0 Show Detal ‘ >
“ Days Between
Date Range Procedure Times Procedure Days e
Line | Procedure [JT ier
[ * i < moute ot e
“ PRN

Health Screen, Medications Tab
4. Reorder, hide, or unhide columns as needed.
5. Enteranew Preset Name.
6. Click Save As Copy.

Use the table below to modify column options and to reorder columns.

DQ Dos:ﬂe 2 Do DO Days @ R:’m @ Medication @
== =) 53¢ | Mon @ |Tue ® |Thu @ |Fri @ |Between . Ended
® [(eg.50 @ |Time @ @ |(eg.50 @ |Time ® ® (egSo@ Admin
mg) mg)
,

Hidden Columns:

XIEP | X (Admin Days) Wed

Save As Copy

CEITO M| Chncel | | Preset Name: | No IEP No Wednesday Reset To Default

Edit Columns Window
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7. Click @.The new Preset Name displays in the Presets column.

@ Current Medications

nn Jelly Beans ~

B Current Procedures

¥ Health YA oW -€
Menu- | 2 || € | Q| 9 | & | «Sae | HUndo
Student Name: Ackley. Brian (. School: Hope High School Status: Active Homeroom: P10 Age: 17 yrs 11 mths e
Health Log - Nurse Health Conditions Immunizations Medications Private Health History
Last Name First Name Middle Name Perm ID Grade Gender Birth Date
Allow Tylenol
Ackley Brian (test) 913948 1" - Male ~ 03/10/2002

© show/Hide Medication Columns

. . Remai mng
Line | Medication|
a e End Date Units

Prooedure Start End e 4 Time Y
Date Date 2

+Add | O Show Detail

Clear All Filters. Edit Columns...

Suppress Grid Toollps | pregats Column Visibility

[ Export Excel Default a8 ¥ All Columns.

0211472020 & 3700 600PM BExport CSV & Medication
|4 Remaining Units
B Export TXT No IEP No Wednesday © Remaining Uni
" |# Days Between
4 Add | [ Show Detail .
Ler
4/ Route of Admin

¥ Medication Ended
¥ PRN

Health Screen, Medications Tab

N
You can select Default in the Presets column to return to default
settings.

You can modify and delete a preset in the Presets column.
Clear All Filters Edit Columns.__
Suppress Gra Toolips | - pragatg Column Visibility
a [ Export Excel Default a8 ¥l All Columns -
¥/ Remaining Units
B Export TXT ¥/ Days Between
L IEP
¥ Route of Admin
¥ Medication Ended
¥ PRN -
Grid Options Menu
\ V.
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Comment Fields

Also in the content area are Comment fields. These fields allow you to enter additional information
about a student, for example, on certain screens.

)
o
)

7 Student »
Menu - < Q > L] + Undo % Delete

Student Name: School: Homercom: Teacher:
Demographics Parent/Guardian Other Info M Enroliment Enroliment History Classes Documents

Contact Log Notes

Last Name First Name Middle Name  Suffix Perm ID State ID Grade Gender

Language Spoken at Home

-

® Emergency Contacts + Add | Wy Show Detail

Hﬂ . “ Remase

@ Physician Information

Physician Name Phone Extension Hospital
Comment
Has Insurance Insurance Company Insurance Phone

Student Screen, Emergency Tab
You can resize the Comment field by following these steps to accommodate longer comments:

1. Clickinside the Comment field. The action bar opens outside the text area.

2. Click * to toggle the screen. This maximizes the area allowing you to view longer comments.
Double-clicking the action bar also maximizes the field area.

a If you select anything outside of the Comment field or action bar,
the Comment field returns to the original size.

Comment I ~vE

Comment Field
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Memo templates are available on all Note and Comment fields in Synergy. You can share
templates across the district and between schools.

Templates are tied to the user who created them and the specific field they
. arecreatedon.

Tokens that use a student's first, last, or full name display for the memo
fields on student-related screens.

Add a Memo Template

The following example shows how to create a template in a Notes field.

1. Navigate to Synergy SIS > Student > Student.

2. Locate a student.
3. Select the Other Info tab.

4. Enterthe Notes for the student in the User Codes section.
5

Click & on Notes to insert a token.

Tokens are only available for student-related memo fields.

The header bar on memo fields display only when you click the field.

Menu~ 3

Demographics
Miscellaneous

Last Mame
Acosta

Gender
Male -

@ Authorization

® User Codes
User Code1
X

User Code6

User Num1

User Num5

7 Student

<€ a »

First Mame

John

User Code2

User Code?

User Num2

User Num§

Notes

Generic note for|

@ Prev Year

First Name

Last Mame

Full Name

User Num3

User Num?

&
Student Name: Acosta, John A. School: Hope High School Homeroom: 106 Teacher Hansen, C.

Parent/Guardian Other Info Emergency

Middle Mame

Alvarez

User Code3
User Coded
User Numd

User Numg

IE’-nvPi

Enroliment Enrollment History Classes

Suffix Perm ID

150265

User Coded User Code5

User Coded

Documents Contact Log

State 1D
0020901578

Notes

Grade
"

6. Click Save.

Student Screen, Other Info Tab
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7. Click & on Notes to open the template menu.

8. Select Create Template From Field to open the Create Template window.

¥ Student

i cEL -0
Meu- |3 ¢ Q3| &
Student Mame: Acosta, John A. School: Hope High School Homercom: 106 Teacher: Hansen, C.
Demographics Parent/Guardian Emergency Enroliment Enroliment History Classes Documents Contact Log Motes
Miscellaneous
Last Mame First Name Middie Name Suffix Pem 1D State ID Grade
Acosta John Alvarez 150265 0020901578 1 =
Gender
Male -
@ Authorization
@ User Codes
User Code1 User Code2 User Code3 User Coded User CodeS
X
User Code6 User Code? User Coded User Coded
User Mumn1 User Num2 User Num3 User Numd4
User Num5 User Numé User Num7 User Numg
Notes : : Qe = [aTv® :
Generic note for < 1
I Mo templates
Student Screen, Other Info Tab
9. Enter a Name for the template.
10. Select District Access.

( )
Selecting District Access allows all users in the district to see the
template.

s,
—} Deselecting District Access allows only the user who created it to
see the template.

L You can see all the templates you created regardless of the focus.

11.

Selecta School Type.

« All-Visible to all schools

Elementary School - Visible to users while focused to elementary schools

Middle School - Visible to users while focused to middle schools
High School — Visible to users while focused to high schools
Special School - Visible to users while focused to special schools

E School Type is defined on the School Setup screen.
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Create Template

Name
District Access
School Type

Shared Template

All -

This is the template text.

Create Template Window

13. Click Save. The template is now available for the memo field.

Edit a Memo Template

1. Click ® on Notes to open the template menu.

2. Hover over the template to edit.

3. Click # to open the Edit Template window.

Notes

e ¢ avx

Generic note for Anne

Create Template from Field

® Prev Year
Prev School Entity 1D

@& Transportation
Transport Code

-

@ Pick Up Information

Q. search

Generic

[£] =

ud
Template

Student Screen, Other Info Tab
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4. Click & to modify the token used in the template if needed.

Edit Template

Name ‘Generic

Generic note for <<First Name=>

First Name

Last Name

Full Name

Edit Template Window

5. Click Save.

Insert a Template in a Memo Field

1. Click ® on Notes to open the template menu.
2. Select atemplate from the list.

The template text displays in the field. The student's name also

displays if you used tokens.

You can insert more than one template into a Note field.

<<First Mame>> Is a great student.

Comment

Billy is a great student.

1)

Edit Template Window

3. Click Save.

Edupoint Proprietary and Confidential
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Delete a Template

1. Click ® on Notes to open the template menu.

2. Click ® onthe template to delete.

Notes EEI@»\V?:

Generic note for Anne

| Create Template from Field

Prev Year
® Generic s [x]
Prev School Entity 1D ud
Template

@& Transportation
Transport Code

-

@ Pick Up Information

Student Screen, Other Info Tab

3. Click Yes on the confirmation message.

Feedback Button

The Feedback button allows you to send feedback to Edupoint about Synergy. By default, the button
displays minimized on the right side of the screen. Hovering over the button allows you to view the
button, change the position of the button, or click the pin icon to leave the button visible.

N
Feedback # »

L
Feedback Button

1. Click Feedback on any Synergy screen to open the Synergy Feedback window. The screen
you are using displays in the window by default. This example uses the Student screen.

2. Include written feedback as needed.

3. SelectInclude Screenshot or click the image to include the screenshot on the Feedback
window.

You can also paste an image from your clipboard to replace the
default screenshot.
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4. Editthe screenshot as needed.
o Crop — Selects only the part of the image you want to use
« Blackout — Covers sensitive information
« Highlight — Highlights portions of the image in yellow
« Outline —Places a red box around portions of the image
« Draw—Draw freehand on the image
« Reset —Reverts the image to the original

L3 Enlarges the image. Select the icon again to revert back to the original size.

Synergy Feedback

NOTE: Feedback does not replace your district's error reporting process. Please
continue fo follow your district's process for problem reporting to resolve encountered
Issues.

Tell us about your Synergy experience: °

Will you include these icons for everyone?

s

1 Crop |G & Highlight| O Outline | &* Draw | reset i

When uploading screenshots, please ensure any sensitive information has been redacted by
selecting the Blackout button and drawing a rectangle over the area.

¥/ Include Screenshot | EOLREEELE Y | Cancel

Synergy Feedback Window

5. Click Send Feedback.
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Using New Feature Assist

New Feature Assist (NFA) provides an introduction to new features added to Synergy using a small
pop-up screen.

The Daily Attendance view is an
efiicient area to manage both Daily
and Twice Daily attendance for
your students.

Calendar

L L1 1 L] Prev | Next

New Feature Assist Example

The first NFA prompt displays in the center of the screen the first time you navigate to a screen after
the NFA is added. Click Next after reading the prompts to move to the next one.

© NFA Menu b 4

Previously completed New Feature
Assist dialogues can be launched
at any time from the About icon on
any screen.

Student Screen

Subsequent prompts typically highlight the item on the screen they are describing. They also have a
Prev button, which allows you to backtrack through the prompts.

x

Selecting the menu will display the
NFAs available.

L L L ] Prev  MNext

Student Screen
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{ N
You can also navigate directly to a prompt by clicking on the dots at the
bottom.
© x

a Selecting the menu will display the

NFAs available.

E Prev  Next

NFA Prompt
\. J/

The last prompt has a Got It! button in place of the Next button. Clicking Got It! tells Synergy that
you read through all the prompts and closes the NFA record. Clicking Got It! also tells Synergy not
to prompt you with this NFA record again.

i} ® Help Tips
Selecting any of the available Help Non-Binary Gender - Student
Tips will launch the associated NEA Menu
dialogues.
Grid Actions - Student
L L Prev Docking Panel
Student Screen
{ \
Hovering over the arrow icon in the top-right corner of Synergy SIS
displays a list of available Help Tips. You can click the Help Tips to replay
new feature assist messages, regardless of if you already clicked Got it!
or not.
Admin User {Show Only Active)
2017-2018 Hope High School
a £ lLock SignOut Support Help
AxT Y ceefle
Help Tips
CRS401 - Course Activeness
Synergy SIS Home Screen
\. J
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Using Snooze and Don’t Remind Me Again

You can select Snooze or Don’t Remind Me Again on the NFA prompts.

This is an example of how to Snooze and Dismiss the NFA on the CHS202 — Student Graduation
Requirement Profile screen.

1. Navigate to Synergy SIS > Course History > Reports > Individual > CHS202 -
Student Graduation Requirement Profile.

2. Click * to open the Snooze/Don’t Remind Me Again window.

Bi Seq Electives - CHS202 E

Sequential electives filters are
available. The following information
displays on the report based on the
selected filters.

= A Sequential Electives header
that displays the Sequences
Required, Sequences Completed,
and the Status

Course Sequence results that
include the following status results:
» Completed - Student completed
the course group.

« Incomplete (Group) - Student did
not complete the course group.

« Incomplete (Order) - Student did
not complete the courses in the
correct order when Enforce
Sequence was selected on the
Course Sequence screen.

o00® Next

CHS202 - Student Grad. Requirement Profile Screen, NFA Prompt

« Snooze — The NFA no longer displays when navigating to that screen until you log out
of Synergy. The NFA displays again if you log back in to Synergy and navigate to that
screen.

« Don’t Remind Me Again — The NFA no longer displays when navigating to that
screen.

Snooze

Don't Remind Me Again

Snooze/Don’t Remind Me Again Window

Copyright 2016-2020 Edupoint Educational Systems, LLC



Getting Started with Synergy SIS
Chapter 2: Introduction to Synergy SIS

104

Action Bar

The Action Bar contains icons, buttons, and indicators for various functions specific to the currently
displayed screen.

v Student ' P cleld-e
Synergy Action Bar
Filter

The Filter icon is a funnel to the left of the title of the screen. The filter uses a custom query to filter
the records displayed on the screen.

See the Synergy SIS — Query and Reporting Guide for more information
| ] : i
about creating and using filters.

[7] Student : J W cloal-le
Synergy Action Bar

Screen Name

The Screen Name always displays in the title area of each screen. You can enter the Screen Name
in the Quick Launch bar to navigate quickly to a particular screen.

v [Student ; s celd-e

Synergy Action Bar

Bookmark

Click the Bookmark icon to the right of the screen title to flag any frequently used screen, report, or
process for quick access later.

v Student[x] : .M ces-e
Synergy Action Bar

Edupoint Proprietary and Confidential



Getting Started with Synergy SIS

Chapter 2: Introduction to Synergy SIS 105

Quick Nav

The Quick Nav bar stores icons for screens selected by the user as shortcuts.

7 Student »

Synergy Action Bar

Additional Quick Nav options display when " is clicked.

h & | |55 ia QE
Attendance Health Schedule L
ull| Period Attendance List QHeanh %Fg Student Classes
Student
Ty Groups
’-_";ET. Wass Azsign Student Groups

Synergy Action Bar

Refresh View

This refreshes the data on the current screen.

v Student » ; s [cleal-le
Synergy Action Bar

Detach View

This opens the screen in a separate browser window. In a detached screen, all of the normal
functions on the screen still work, such as entering information in fields. An unlimited number of
detached screens can be opened.

¥ Student » ' S oegle
Synergy Action Bar
About

This shows information about the current screen in view, including the PAD Tree location. You can
also Reset View Preferences and Restore Help Tips for the screen.

¥ Student » f S0 cefgl-e
Synergy Action Bar
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Screen Utilities

Help Tips

Click the arrow to display the Help Tips that are available even if you already clicked Got it! in the
New Feature Assist prompt.

. -9 cg]]e

Help Tips £+ Admin Configuration

NFA Menu & Design Configuration

Grid Actions - Student + Create New Student List
Docking Panel

Mathletes

Student List

Student List "A"

Screen Utilities

Create New Student List

You can create a customized new student list.

1. Select Create New Student List.

w9t (e[ g[]e
Help Tips 4+ Admin Configuration
NFA Menu & Deszign Configuration
Grid Actions - Student + Create New Student List I
Docking Panel Mathletes
Student List
Student List "A"

Screen Ultilities

2. Enterthe Perm ID or the first few letters of the First Name or Last Name on the Chooser
screen that opens.

3. Click Find.

Chooser cee

2 cors [EEE0) St 1

Search Results

@ Find Criteria,

Last Hame First Name. Widdie Name: Perm D Ed-FilD State 1D
Abb Bil 123456

Add All Row(s) >>

© Find Resutt © Selectzd tems

T TR N T
Chooser Screen
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4. Enter anew name for your listin the Student List field to rename the list.

Chooser

Search Results.
© Find Criteria
Last Hame

© Find Result

n Aaron

nAcuna
jAcuna

2 Actions | [ERZERE TS QWACIERE B 4 cademic Decathalon List

First Name

Add Al Rowis) >>

ceeo

Middle Name Perm D Ed-Fi ID State ID

© Selected tems

n%mm -

9| ¥ | 812 rows g

5. Click Save.

mmm n-“m" o s

Name:

a0 fE— n Acosta John 170135 0000000004
Theresa Jo— 1008173568 nn Alderman Kennetn f 158407

Abdulbari Kathy Abdusemie 138578 0010685976 n- Aejanarez il 892708 000073951
Annie a r— 1000735795 n Alarado Anna 140182 0020030894
e loes = pR— nn Barrazs Christopher 971151 0000737554

Chooser Screen

6. Click the listicon to access your student lists. Select your list from the student lists that display.

Chooser
A Actions Q Find X Close o« Save M-
Search R
@ Find Criteri
Last Name ©  Mathletes
©  Student List E
|
©® Find Rﬁ Student List "A"
. | ©  Academic Decathalon List |

Chooser Screen

7. Click Actions to run Reports or Processes for this student list.

Chooser
Bi Reports @ Processes

~ [ Locker Mass Assignment ~

Wiz Mass Assign Counselor / Administrator
% Mass Assign Course Requests
@ Mass Assign Fees
& Mass Assign House And Team
;,; Mass Assign Sections
& Mass Assign Student Groups
= Mass Assign Track

ATD202: Daily Attendance Minutes Profile
ATD403: Dailty Absent List

ATD404: Daily Tardy List

CNF201: Student Conference Profile
FDP201: Student Fee Profile

FDP402: Student Fee Collection List

FDP403: Student Fee Refund Needed List
FDP405: Fee Ccde I:etall by Payment Method

——— e 2 |.: " e A o v
L4 > £ T o o
Chooser Screen
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Context Sensitive Help

The question mark icon opens a window with help pertaining to the current screen.

v Student » - SCIBRECE R C

Synergy Action Bar

This is an example of the context sensitive help that displays when the icon is clicked.

Ei contents I al [« [»]|[a @
W Uisciping and Conference
B Symergy SIS > Student Mensgement > Mansgs S Ed ards ™
W Fees
[l Federal Civil Rights Data Col iti Related Topics: 2
g Editing Student Records
[l Grade Book « Using Synergy
W craong Student Screen M o
e udent screen vienu . N
B Heatn Enroiling 2 Student
B LessonvUE * Withdrawing 2
L s 7 Student = Student
Locker + Attaching Student
-M!ﬂu B ENEICYESNE] 4 " ' m 2MECHING tdent
W Mail Merge 2.0 - - ok Ehotos
- * kports ows « Parent/Guardian
Waster Sched " Parent/Guardian
i Master Sehedule Bulder q Student Profile Report 8 bullying incident Information
Mobile Apps N " " 1
o ] " i
& i nactivate Studen Stugent Schecuie | Report s bullying incicent + Other Student
[l new vear Rollover S — Information
il Oniine Registration Delete Student Enraliment o ‘,EL'E'WT;'
Informst
[l ParentVUE and StudentVUE View Audit Detail For Student ment
+ Enrollment
l Query and Reporting Cpen Data Warehouse. Information
[l Schedule and Course Open District Vendor. « Student Classes
[l security Administration 1 ’ « Student Documents
[l student Groups » Contsct Logs and
(L] student Management Edit Student Data — v
Student Reports "
U ? By default, the top row of data in the Student screen is locked for editing.
i setup Select Edit Student Data from the Menu to activate the fields in the top
[l introduction row for you can edit them.
[l student Enroliment
(1] Manage Student Record Setting Report Preferences
B Edit Student Recordii9]
= 5 1. Select Report Preferences from the Menu to set the options used v
. : o =

Context Sensitive Help Window

Menu

The Menu contains a selection of actions for the screen, Reports, and Workflows depending on the
user's permissions.

7 Student =
[ben]2 ¢ al>| &

Edit Student Data Reports Workflows
Report Preferences Student Profile Report a bullying incident
Inactivate Student Student Schedule Suspension Process

“No Show" Student

Delete Student Enrolment
Audit Synergy Mail

View Audit Detail For Student

Synergy Action Bar
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Actions
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The Actions button contains links to Reports and Processes within Synergy SIS. This button is not
available on all screens.

7 Student n»
wn-[2] ¢ al>) 8
Student T
pemoc [ Reports @ Processes
Last Nam | aATDZ02: Daily Attendance Minutes Profile “ % Locker Mass Assignment ~
Ackerm: | ATD403: Daily ent List Wiz Mass Assign Counselor / Administrator
Gender ATD404: Daily Tardy List & Mass Assign Course Requests
CAS01: Case Load e, Mass Assign Fees
Make CLS-LST-01: ClassList #: Mass Assign House And Team
CMF201: Student Conference Profile F:3 Mass Assign Sections
@ Photo ELIO: Eligibility List ¥ Mass Assign Student Groups
FDP201: Student Fee Profile v : Mass Assign Track o
< F R (..,..____\L____.u__ R :_u._)
Synergy Action Bar
|| See the the Synergy SIS — Student Management User Guide for more
information about Actions on the Student screen.
Previous

This scrolls to the previous record on the screen. Records sort in alphabetical order by the first field
on the screen, so Previous scrolls through the records in descending order by this field.

7 Student n» - co&-e
- [2)[Jal> [+ [ x0o |
Synergy Action Bar

Find

The Find icon switches the screen to find records instead of screening or editing the records. The
fields in the screen become yellow in Find mode.

7 Student » - ced-e
- [2] <[a]> &
Synergy Action Bar

Next

Next scrolls to the next record on the screen. Records are sorted in alphabetical order by the first
field on the screen, so Next scrolls through the records in ascending order by this field.

7 Student n» - co&-e
on-[2) ¢ a[3] & [+ [ x0o |
Synergy Action Bar
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Print
This prints the current screen as displayed.
7 Student » LM e g&-0
wn-[2] <[a]> [+]
Synergy Action Bar
Edit/Find/Save
The Edit, Find, and Save buttons change as the screen is set in different modes.
In Inquiry mode, an Edit button switches the screen so that the record can be changed.
7 Student n» i M cod-e

Synergy Action Bar (Inquiry Mode)

In Find mode, the Find button searches for records that match the information entered on the

screen.

7 Student n i
< a »

+ [

ACE

Menu~ | A & Add

¢i-o

Synergy Action Bar (Find Mode)

In Edit mode, click the Save button to save any changes made to the record on the screen.

7 Student = \

¢ a > !lll

BLJE

Menu~ A

ce&-e

Synergy Action Bar (Edit Mode)

The Save And Close and Undo And Close options display if you use the detached view in

Synergy SIS. This example uses the Student screen in the detached view.
« Using Save And Close

a. Editthe information on the Student screen.

b.

the main screen.

Hover over |B on the Save button to display the Save And Close option.
Click Save And Close. The detached view closes and the information is updated on

@ Student Information

Nick Name
~ Bubba

Home Language Language First Leam
Spanish | ~| English

Last Name Goes By

AKA First Name AKA Middle Name AKA Last Name AKA Suflix

State ID
0010685150

Birth Date
021122010

Birth Place
& Anaheim

Birth Verification Birth Certificate Num
- |AZ-123456

Ed-Fi ID
Resalve ID

Birth State
California

Birth Country
~| | United States of America | ~

Email
lan Aaron@mail gasynergy |

Deceased

¥ Student ‘Save And Close i cL-e

Menu- A € Q| » & BT | X Save And Close

Student Name: ®) Aaron, lan School: Adams Elementary Homeroom: 0002 Teacher: 0, 0. e ® g u o &
Demographics | ParentGuardian  Otherinfo  Emergency  Enrolimen Enroliment History ~ Classes ~ Documents  Protected Information  ContactLog  Notes  Days of Activily

Last Name First Name Middle Name Suffix Perm ID state ID Grade Gender  Track

Aaron 1an 129442 0010685150 04 ~| Mae |~

Student Screen (Detach View)
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L]

You may need to refresh the main screen to see the changes

made in the detached view.

« UsingUndo And Close

a. Edit the information on the Student screen.

b. Hoverover

on the Undo button to display the Undo And Close option.

c. ClickUndo And Close. The detached view closes and the information is not updated

on the main screen.

T Student
< Q> &

Undo And Close
T

Student Name: %) Aaren, lan School: Adams Elementary Homeroom: 0002 Teacher: 0, 0.

Menu~ 2

Demographics | Paren/Guardian  Otherinfo  Emergency  Enroliment  EnrollmentHistory ~ Classes  Documents

Last Name First Name Middle Name Suffix Perm ID

Aaron lan 129442

© Student Information

Home Language Language First Leam
Spanish |~ |Englisn -

Nick Name
Bubba

Last Name Goes By

AIKA First Name AKA Middle Name AKA Last Name AKA Suflix

State ID
0010685150

Birth Certificate Num

Birth Date
[} - |AZ-123456

021212010 |@
Birth Country Ed-Fi ID
Resolve ID
~  United States of America | = | lan Aaron@mail. gasynergy | &%

Birth Place
Anaheim

Birth Verification

Birth State
California

Email

Deceased

Protected Information

State ID
0010685150

Contact Log

Grade
04

Notes

~

- €

{e

ce@@ROA
Days of Activity
Gender Track

- male - -

Student Screen (Detach View)

Undo

Undo reverses any changes made to the data on the screen.

7 Student »

Synergy Action Bar

Add

This opens a screen for adding records to the current screen.

7 Student n
¢ a » =&

Menu~ A

+ Add | 3% Delete

Synergy Action Bar

Delete

This deletes the current record from the screen.

A You cannot reverse deletions.

7 Student » ,

Menu~ A

Synergy Action Bar
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Student Notifications

Student notifications alert staff about specific student circumstances. The student notification icons
display on any screen where the student is in focus.

v Student f € o ZBA: Clog-o
Menu= 2 € Q » & m
Student Name: Adair, Alan W. School- Hope High School Homeroom: P-15 Teacher Salcido, V. @3uW® OA
Demographics Parent/Guardian Other Info Emergency Enrollment  Enrollment History Classes  Documents Contact Log Notes Protected Information
Doc Tab 2 Tab 12 Tab 13
Last Name First Name Middle Name Suffix Perm ID State ID
Adair Alan William 871626 0001203066
Grade Gender Birth Year
" ~ | Male ~ | 12002

@ Student Information

Home Language Spoken to Student at Home Nick Name Last Name Goes By
Italian = =
AKA First Name AKA Middle Name AKA Last Name AKA Suffix
State ID Birth Date Location of Birth Birth Verification Birth Certificate Num
0001203066 03/27/2002 B Phoenix Az Birth Certificate or Affidavit -
Birth State Birth Country Email Recome 1D Ed-FiID
California « | United States of America | | | stafidemo@mail qasynergyld & o0 °
Student Screen

|| See the Synergy SIS — Student Management User Guide for more
information on Student Notifications.

Checklists

You can create checklists from the Actions menu. This functionality exists where there is an
Actions menu, generally screens associated with students and sections. You can also create
checklists in reports and queries.

You can still create checklists in Screen Utilities, but they display in
==t!  Checklists on the Navigation panel.

Creating a Checklist on the Find Result Screen

This example uses the Student screen.

Navigate to Synergy SIS > Student > Student.
Enter the search criteria as needed.

Click Find to open the Find Result screen.

Click Actions.

A oo~
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Find Result
R Actions Open In Query Edit Results
Y
B Reports (O Processes
ATD201: Daily Attendance Profile [ Locker Mass Assignment

ATD202:
ATD203:
ATD204:
ATDA01:
ATD402
ATD403:
ATD404:
ATD405

Daily Attendance Minutes Profile
Daily Attendance By Week
Daily Attendance Totals

Daily Student Absence Totals

: Daily Attendance List

Daily Absent List
Daily Tardy List

: Daily Perfect Attendance List

i#t Mass Assign Counselor / Administrator
= Mass Assign Course Requests

@ Mass Assign Fees

& Mass Assign House And Team

&S Mass Assign Sections

.3 Mass Assign Student Groups

T4 Mass Assign Track

% Mass Change Attendance Definition

& Bfnmn Sranil

& Save As List

Find Result Screen
6. EnteralList Name.
7. Enter a Description if needed.
8. Click Create.
Find Result

A Actions Open In Query Edit Results

Y

Bi Reports @® Processes

ATD201: Daily Attendance Profile [5 Locker Mass Assignment

ATD202
ATD203:
ATD204:
ATDA401
ATD402
ATD403:
ATD404:
ATDA405:

- Daily Attendance Minutes Profile

Daily Attendance By Week
Daily Attendance Totals

: Daily Student Absence Totals
- Daily Attendance List

Daily Absent List
Daily Tardy List
Daily Perfect Attendance List

i Mass Assign Counselor / Administrator
£ Mass Assign Course Requests

@ Mass Assign Fees

& Mass Assign House And Team

4% Mass Assign Sections

.3 Mass Assign Student Groups

T4 Mass Assign Track

% Mass Change Aftendance Definition

2 Bdnce Sonil

[ Save As List

LB Alarcon Frank List Name Sophomore Males

LI Alcazar Eugene Description

YA Alcazar Eugene Students to track.

1 Alexander Joseph 7

9 Allen Aaron
Find Result Screen

113
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9. Hover over kd on the Navigation panel. The new checklist displays.

Sophomore Males v X

*
Acunia, Kenneth O. (110412)
H Grade: 0
Counselor.  Diaz, Joe
Administrator Adams, Laurie

Adams, Stephen J. (901422)
Grade: 10
Counselor:  Diaz, Joe
Administrator Adams, Laurie

Adamszki, Alan M. (872035)
Grade: 10
Counselor.  Diaz, Joe
Administrator Adams, Laurie

Aguado, Bobby J. (943822)
Grade: 10
Counselor:  Wilson, Rob
Administrator Adams, Laurie

Checklists

Students in a checklist who have records at other schools in the
district for the same school year have a link next to their names for
each school when you are focused to district. You can click the link to
see the student record at that school. The student may have a
concurrent enrollment at another school or be a no show, for

instance.

i
Test List v X

*
Abeyta, Tina A. (146772)
A Gront Elementary
Grade: 04

Counselor:  Aldrich, Heidi
Adminisirator:

(Adame, Todd M.) (13644%)
Grant Elementary nl
Grade: 05
Counzelor:  Berrelleza, Mary Lou
Adminisirator

Adams, Aaron E.) (154705)

Adarns Bementary
Grade: PS
Counselor:  Bingham, Cara
Adminisirator:

Grant Elementary 1
Grade: 04
Counselor:  Bingham, Cara
Adminisirator

Checklists
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Creating Checklist in Reports

This example uses the STU201 — Student Profile screen.

Enter report options as needed.

Click = .
Deselect Print This Report.
Click Save As List.

o bk 0 Np =

Getting Started with Synergy SIS
Chapter 2: Introduction to Synergy SIS

7 Report STU201: Student Profile

& Print E Save Default

Name: sti 1
option: B Reports
@ student

Reset Saved Default&

ATD201:
ATD202:
ATD203:
ATD204:
ATD402:
ATD403:
ATD404:

Daily Attendance Profile

Daily Attendance Minutes Profile
Daily Attendance By Week

Daily Attendance Totals

Daily Attendance List

Daily Absent List

Daily Tardy List

ATD405: Daily Perfect Attendance List
ATD407: End Of Year Attendance List

N I

Perm ID
9054583
Last Mam
Abbott
Grade

- -

P S S

@ Report

Print This Report |

[ Suppress Fiuw

Email Me

(@ Processes

% Locker Mass Assignment
i#it Mass Assign Counselor / Administrator
= Mass Assign Course Requests
@ Mass Assign Fees
# Mass Assign House And Team
&% Mass Assign Sections
.2 Mass Assign Student Groups
T4 Mass Assign Track
% Mass Change Attendance Definition

“k BdAars Tranil
[ Save As List

STU201 - Student Profile Report Interface Screen

6. Follow steps 6-8 as outlined above in Creating a Checklist in the Find Result Screen.

7. Hover over on the Navigation panel and click ¥ to access the report from Checklists.

?th Graders ot Hope HS

angde

= #< = e |l

Abramovic, Mario (750001)
09

Adams, Dovglas (42)
Grade oo

E o Page Orientation

< # Profile

5 Selection

v X

Checklists

115

Navigate to Synergy SIS > Student > Reports > Individual > STU201 - Student Profile.
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Creating a Checklist in Query

1. Navigate to Synergy SIS > Query > Query.
2. Enterthe query.

[ a The Output Type mustbe HTML. ]

3. Click Execute.
4. Follow steps 4-9 as outlined above in Creating a Checklist in the Find Result Window.

e 0
*E ce
12~ + = o
Hope HS Students v X Ty

*
AAA, AAA (950043)
A Grode: 10
Counselor: Adams, Laurie
Administrator Adams, Laurie

1 (950011)
Grade: 10

Checklists

Using Checklist Options

e Use | £ ¥ 1o toggle between Student and Section Checklists. These display when there is at
least one checklist in the category.

« Click < toopen the Actions menu to select Reports and Processes to generate.

o Click i to open the Share List window. You can select individual counselors, or select Add

All Counselors to share with all counselors assigned to students in the current focus.

Share List o -

" Share I el

Details

(@ Counselors  Add All Counselors

s st e v
n- Abel, Patricia
Share List Window
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Click ¥ to display Report Checklists. This displays if there is at least one report in the
category.

Click * to open the current Checklist in the Chooser screen to add or delete information.
Toggle @ to display the checklist. ltems marked with a @ are complete.
Toggle to display only items that are not complete.

Toggle o to display filters that allow you to sort by Grade, Counselor, and Administrator.
You can also edit the Checklist Name and Description.

You can also click © on Grade, Counselor, and Administrator
to hide that field.

-
2+ N 4+ =K

9th Graders at Hope HS v X

Created On: 02/27 /2020 09:27:40

Abramovic, Mario ($50001)
Grade: 09
Counselor:
Adminisirator

LF1]

Adams, Douglaz (42)
Checklists
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Searching Setup Options

The Search Setup Option screen allows searching setup options on all setup screens in Synergy.

In this example, number of days is entered in Search, and Number of days into the future, the
teacher can take attendance on the District Setup screen is selected from the search results.

1. Navigate to Synergy SIS > System > Search Setup Option.

2. Enterthe setup keywords in Search.

All screens that contain the keywords entered in Search display in
the Results section.

3. Click the screen name hyperlink in the View column.

Search Setup Option

Search number of days

@ Results

Number of Days in Schedule Cycle

ﬂ Setup Option Property

‘./o School Attendance Options

Where to find

Attendance Period Attendance

©

4

data entry of their grade books)

show on the students recent events home page

Number of Days in Cycle

Number of Days Before Process Restarts

2[1) | The Number of Days in a Month:

Number of days to look into the future for upcoming events to *

Number of days to look into the past for events to show on the *

students recent events home page wWo
¥2 " Number Of Days To Send Email Before Grade Period End #
wo

Number of days before the end of the grading period to
suppress grade book information (as teachers are completing

B
o

@ Period Rotation Definition
L
i SAIS Submission Setup

Immunization Definition
7

i?ﬂ ParentVUE and StudentVUE Configuration

ParentVUE and StudentVUE Configuration
ParentVUE and StudentvVUE Configuration

ParentVUE and StudentVUE Configuration

hll Options Options
The number of days into the future, the teacher can take
i TeacherVUE
atendance m;, District Setup
Number of days to retain unprocessed health medical tasks 9 District Health Options Options Student Medications

PVUE

Grade Book Options
Configuration
PVUE Recent Event
Configuration Configuration

PVUE Recent Event
Configuration Configuration

= Active Emalil
Noftifications

Rotation

Days

Setup Auto Processing
Vaccination Rule

Options

Engine Settings

Search Setup Option Screen
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The screen opens and the search keywords are highlighted in yellow.

District Setup e
Menu~ o
District Setup
Options System Grade Setup TeacherVUE Labels Auto-Sequence Reports Waivers Mobile Apps Concurrent Options
Accessibility Color Themes

The number of days historically, the teacher can take attendance 2

Use Valid School Days Instead of Calendar Days for TeacherVUE Historical Attendance
Allow teacher to send communications in TeacherVUE

Enable Special Ed IEP Access in TeacherVUE

Attach PWN to IEP

Enable Special Ed IEP At A Glance Access in TeacherVUE

Enable Special Ed BIP Access in TeacherVUE

Enable Special Ed FBA Access in TeacherVUE

Enable Special Ed 504 Plan Access In TeacherVUE

Enable Special Ed Placement Determination Access in TeacherVUE
Enable Evaluation Report in TVUE

Enable SE Document Access in TeacherVUE Group Focus

Show Deceased Parents / Guardians in TeacherVUE

Allow teacher to enter notes for students in TeacherVUE

AR R R &

Allow substitutes to enter notes for students in TeacherVUE

SV S S Y O B YR L YY)

Display list attendance by section
er for sections marked exclude from attendance
The number of days into the future, the teacher can take attendance ||

T Suppress student'’s gender i 1eachervuE
[} Default twice daily attendance to bath

District Setup Screen, TeacherVUE Tab

Copyright 2016-2020 Edupoint Educational Systems, LLC



Chapter 3:
Finding and Sorting Records

Scrolling to Find Records ... .. ... ... 121
Searching by Primary Field ... ... .. .. ... 122
Searching Using Multiple Fields ... .. ... ... ... 127
Searching Using Find Result ... ... .. .. .. 129
Searching Using Grids ... ... .. ... 134
Printing or Exporting Find Results ... ... ... .. ... 136
Using Filters . ... 137
Creating Charts ... ... .. L 139
Searching Using Chooser ... ... .. 148
Synergy HOW-ToO .. L 151

List OptioNs ... L 163



Getting Started with Synergy SIS

Chapter 3: Finding and Sorting Records 121

Scrolling to Find Records

The examples in this section show how to search within the Student
screen. You can use the same technique on any screen in Synergy SIS.

1. Click > to advance to the first student record. Records sort alphabetically by the first field on
the screen, which is Last Name in this case. The first student to display most likely has a last
name beginning with A.

2. Click <to scrollin reverse alphabetical order by the first field on the screen.

v Student n

- [Ja[5] [+ o | % oo

Student Screen

3. Continue scrolling to locate the appropriate record.

( )
The focus set in the upper right-hand corner of the screen controls
the available records when scrolling or finding. For example, if you

E set the focus to show only active students, you cannot find an
inactive student’s records by scrolling or finding. You must change
the focus to display inactive students for those records to display
when scrolling or finding records.
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Searching by Primary Field

While scrolling can be a good way to find a specific record in a small group of records, it can be time-
consuming to scroll through many records.

The examples in this section show how to search within the Student
screen. You can use the same technique on any screen in Synergy SIS.

Find Mode

Find mode can make it easier to find the exact record when searching through large groups of
records.

Clicking Q clears all data from the screen. Make sure to save any

changes before clicking Q.

1. Click &
¥ Student n
Menu = < E ? L] |7
Student Screen
4 N
Screens open in Find mode when you log in to Synergy SIS. The
fields display in yellow to indicate that the screen is in Find mode.
. Once you select a student record, that student’s records display on
all of the student-related screens. For example, if you look at a
student’s record on the Student screen, then select the Student
CTE screen, that student’s record also displays on the Student CTE
L screen without having to search for them. )
v Student n “¢ie
Menu~ € Q| » o ‘ ‘ m
Student Name: School: Homeroom: Teacher:
Demographics Parent/Guardian Other Info Emergency Enroliment Enroliment History Classes Documents
Contact Log Notes
Last Name First Name Middle Name  Suffix Perm ID State ID Grade Gender
Language Spoken at Home
@ student Information
Home Language Spoken to Student at Home Nick Name Last Name Goes By
AKA First Name AKA Middle Name AKA Last Name AKA Suffix
State ID Birth Date Birth Place Birth Veerification Birth Certificate Num
=
Birth State Birth Country Email Hesove I EdFiID
Student Screen
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2. Enter all or part of the Last Name.
3. Click Find or press Enter.

Getting Started with Synergy SIS

Chapter 3: Finding and Sorting Records 123

« If no Last Name contains the letters entered, the next record closest to the searched

name displays.

If the letters entered for the Last Name match all or part of a student’s last name, the

first student with the last name matching the entered information displays. For example,
if you entered the Last Name Doe and more than one student with the last name Doe
is available, the screen shows Jane Doe's information, because Jane Doe is

alphabetically listed before Janet Doe.

7 Student »
< a »

+ EECmEE

Student Name: Gender: Grade: Primary disabilty: School.

Demographics

Last Name First Name
Doe

© Photo

Middle Name

© Home Address

Address

City Zip Code

Suffoe Student ID Gender Grade

@ Mailing Address.

Mail Address

Grid Code Mail City Mail State Mail Zip Code

Student Screen

4. Scroll to find the other students with the same last name.

« Ifthe letters entered match the first part of a student's last name, that record displays if
no record matches the exact letters entered. For example, if you entered Doe but no
students have the last name Doe, a student named Doerner displays instead.

« Ifthe letters entered do not match the first part of a last name but they are contained in
another last name, that name displays. For example, if you enter Der and no last names

begin with Der, Moldero displays.
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Autocomplete Search Lookups

Synergy SIS contains an autocomplete feature for fields that rely on foreign key (FK) lookups. These

are any fields that include a lookup icon g Examples of these fields on the Section screen include
the Course ID, Staff Name, and Room Name fields.

After clicking the field to enter information, the autocomplete window displays and suggests values
for that field based on the characters entered by the user. The autocomplete window also allows you

to open a Find window in Advanced Mode.

1. Navigate to a screen containing a FK field.

|

The following example uses the Course ID field on Synergy SIS >
Schedule > Section.

Section
X Close

Current Students Meeting Days
Section ID* Course ID*|Course Title Staff Name Room Name
& & &
Section (Add) Screen

2. Select the field. A window opens disp

laying suggested values for that field.

Course ID*

AG29
Bp AG3
AGE1
AR32

Course Title Staff MNa
&

Course ID:  ADBBW
Course TitlecAcademic Decath

B Advanced

Always Use Advanced Mode

Course ID Autocomplete
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3. Enter characters into the field. Suggested values update as you type.

Course |D* Course Title St
te &

Course ID: test
TEST101 Course Title'test section

e TESTM

BH Advanced 1

Always Use Advanced Mode

Updated Autocomplete Suggestions

4. Select a suggested value. This populates the data into the field.

Section |D Course ID Course Title  Staff Name Room Mame
****** TEST101 | & || Test Course & &

Autocomplete Populated Fields

Autocomplete Advanced Mode

Selecting Advanced Mode opens the Find lookup screen. The Find screen contains a toggle to
enable or disable Advanced Mode when selecting the field.

1. Select the FK field.

The following example uses the Course ID field on the
Synergy SIS > Schedule > Section screen.
2. Click Advanced in the lower-right corner of the Autocomplete window. The Find screen
opens.
Course |D* Course Title Staff Na
| )

Course ID:  ADBBW

AG29 Course Title:Academic Decath
Bp AG3

AGET

AR32
n gH Advanced

Always Use Advanced Mode

Course ID Autocomplete
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3. Clickthe Toggle FK Advanced Setting icon in the top-right corner. The Find window displays

for all searches when enabled.

Find: Course
Section ID:

Search Results

@ Find Criteria

| b el = Clear Selection

Course 1D Course Title Quality Points
=] -
@ Find Result
| Line | CourselD | CourseTitle | Quality Points Exclude From State Reporting SOL Test Code

Exclude From State Reporting  SOL Test Code

EPo

Find: Course Screen

Elee

Toggle FK Advanced
Setting

Advanced Mode Enabled

4. Click Always Use Advanced Mode in the Autocomplete window to open Advanced Mode

for all FK fields.

Course |D*

AG29
er AG31
AGS1
AR3Z2

Course Title Staff Na
$

Course ID: AD8sW
Course Title:Academic Decath

=H Advanced

I Always Use Advanced Mode I

Course ID Autocomplete

5. Disable the Toggle FK Advanced Setting icon to return to using autocomplete lookup.

[Fle o

Toggle FK Advanced
Setting

Advanced Mode Enabled
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Searching Using Multiple Fields

In some cases, you may find it more effective to search for a student using more than one type of
information. For example, there can be several students with the last name Smith.

Using Keywords

1. Click & .
v Student n»
Menu~ | € E > iy
Student Screen

2. Enter all or part of the student's Last Name and all or part of the student's First Name on the

screen.
v Student = L e
weni- | ¢[a 2 ]2 [+ 2]
Student Name: School: Homeroom: Teacher:
Demographics Parent/Guardian Other Info Emergency Enroliment Enrollment History Classes Documents
Contact Log Notes
Last Name First Name Middle Name  Suffix ~ Perm ID State ID Grade Gender
Smith J - -
Language Spoken at Home

Student Screen

3. Click Find or press Enter.

« The first student who matches the last name and first name entered displays. For
example, if you enter the last name Smith and only J for the first name, it pulls up John
Smith’s record before Juan Smith’s record.

« Ifthe last name exists but no student has a matching first name, the first student whose
first name contains the letters entered for the first name displays. For example, if you
enter Smith, R but no student has a first name beginning with R, it pulls up Harry
Smith’s records.

« If nolast name contains the letters entered, the next record closest to the searched
name displays.

{ \
Although you can complete any or all fields to search for a
student, it is generally best to start with just the last name to

E see if matching records exist at all. You can then conduct
other searches with additional information to narrow down the

L number of records. )
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Using Multiple Find Conditions

You can use multiple Find conditions for searches in any text or numeric field within Synergy SIS.
Multiple find conditions can be used within multiple fields of the same screen. After entering the first
portion of your search criteria, click the Plus (+) icon located in the top right corner of the field to bring
up the condition options. The condition allows for AND/OR options. The condition term displaying in

the field indicates the condition used.

1. Click the Find icon.
2. Enter the search criteria in a field . You can enter text with or without condition symbols.
Examples include:

« (space)— Used for blank values
o <—Usedforlessthan (Ex. <Ke, <12/18/2017)
« >—Used for greater than (Ex. > HY, >07/01/2017)
o *—Used as a wildcard for any value:
« Abb* — Used for words that start with this prefix (Ex. Abbott)
» *liams — Used for words that end with this suffix (Ex. Williams)

3. Click the + icon. The Condition window opens.

4. Selectthe appropriate condition.
« AND is the default selection. Click the condition to change to OR.
« Click X next to the value to delete the previous search criteria.

Last Name First Name
AND ¥ Abb
Last Mame First Name
OR B
Condition Examples

5. Enter any remaining search criteria.
6. Click Find to display the Find Results.
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Using Find Result

As long as you enter some information in the primary field, Find mode always tries to match the
criteria entered to search a specific record in the Synergy SIS database and bring up the record on

the main screen.
select the record

However, two other search methods can bring up a list of records where you can
manually.

The Find Result screen displays when you enter information in a secondary field and nothing in the
primary field of the screen or when you use an asterisk in any field.

Find screens close when you change the focus to a different school or
node. The focus change does not affect any detached screens. The
detached screens continue to return values based on the originating
school focus.

Find Result i o
B Actions Open In Query Edit Results
® Query © Filter

Print| Output Type |E - Save As Fiter | Filter Name Make Active
© Students

< - 2 3 4 5 8|7 > 134 rows

Lino | Lasttame | Firstdame | sl tame ¥ _pormi0T| —_Fa-r0 | st 1| St comiory C] 7 _CustoaJ v|_ori Cose |
Aaron Mary Ellen 997097 M99AJ
nﬁubbnﬁ Bily c 905483 0001341311 03 MS9AJ
n Abnernethy Anne Elizabeth 902870 0001247316 1 99999
- Acevedo Ashley 901830 0001230477 03 99999
- Ackley Brian R 913948 0001348307 M 99999
“ Acosta Eugene A 873021 0001208827 03 M407A
Acosta John Alvarez 150265 0020801578 03 99999
“Acunia Kenneth Ovante 110412 0001158474 03 M4230
“Adalr Alan William 871626 0001203086 M M339A
Adair Diane N 503812 0001335347 ™1 99599
Adair Timothy 5 888621 0001231272 o M411A
Adams. Albert Lee 888844 ooo1320888 ™ 99599

Find Result Screen
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Search Using Secondary Fields

1. Click &

v Student n
Menu < E b L]
Student Screen

2. Enter all or part of the search criteria on any field or fields, on any tab, except the primary field.
For example, enter the student's First Name to list all students with that first name.

7 Student » Tcle
Menu= | € Q| » |k L FULE  x Delete
Student Name: School: Homeroom: Teacher:

Demographics Parent/Guardian Other Info Emergency Enroliment Enroliment History Classes Documents

Contact Log Notes
Last Name First Name Middle Name  Suffix ~ Perm ID State ID Grade Gender

Juan - -
Language Spoken at Home
Student Screen

3. Click Find or press Enter. The Find Result screen opens listing all students that match the

entered criteria

Find screens close when you change the focus to a different school
or node. The focus change does not affect any detached screens,
however. The detached screens continue to return values based on
the originating school focus.

Qpen In Query

® Query

@ Sstudents

1

.
Bufﬂnglun

Find Result

Print| Output Type PDF

Al &

00

Edit Results

@ Filter

Save As Filier| Filter Name ||

Make Active

Lost ame Firsthame  Widdie Name | _Permi> | EdFiD | Sateid |
Barker uan B 967065 0001270916
uan Guy 154894 0021817298
uan N 002261 0001270059
uan Jay 131791 0010987889
uan R 873602 0001295377
uan Taylor 336827 0020192090
uan Shea 925029 0001264021
Find Result Screen
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Search Using *

1. Click &

v Student »
Menu ~ < E > o
Student Screen

2. Enter all or part of any field or fields on any tab. Then enter an asterisk (*) either in a field by
itself or with the text in a field. For example, if you want to find all the students whose first
name starts with A, enter A in the First Name field followed by an asterisk (*).

v Student = gL e
- (¢ [a]> |[ £m
Student Name: School:  Homercom: Teacher:
Demographics Parent/Guardian Other Info Emergency Enroliment Enrollment History Classes Documents
Contact Log Notes
Last Name First Name Middle Name  Suffix  PermID i State ID Grade Gender

Language Spoken at Home

A - -

Student Screen

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

If you place the asterisk (*) before the text, the text must match exactly in the field.

If you place the asterisk (*) after the text, it matches any records that start with
that text in the field.

If you place the asterisk (*) in the middle of the text, the field must start with the
text before the asterisk (*) and end with the text following the asterisk (*).

If you enter text in the primary field and enter only asterisks in any other field, the
Find Result screen does not open. You must use at least one asterisk in a field
with text to open the Find Result screen. You can also place asterisks in other
fields to include them in the Find Result screen.
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3. Click Find or press Enter to view the results. The Find Result screen opens listing all students
who match the entered criteria.

Find screens close when you change the focus to a different school

E or node. The focus change does not affect any detached screens,
however. The detached screens continue to return values based on
the originating school focus.

Find Result
2 Actions Open In Query Edit Results
® Query @ Filter
Print| Output Type | PDF - Save As Filter | Filter Name Make Active
@ Students
< n 2 3 » | 266rows
[lne  LostName T FistName T MideName T ___ PemD T
- Abnernethy Anne Elizabeth 902870
2 Acevedo Ashley 901830
R Adair Alan William 871628
-~ | Adams Albert Lee 889844
1 Adamski Alan M 872035
n Aitchison Alice Elizabeth 871731
I Akagawa Adam Hidetake 165923
n Akin Andrea Ellen 902875
“ Allen Aaron Lee 992938
n Allen Andrea 904134
n Ament Alice J 886362
AN Anaya Anthony Carlos 118268
(88 Anderson Ann Marie 873834
n Archer Annie Caroline 915423
B Ardis Anne Leann 140843

Find Result Screen

Selecting the Record

If more than one page of records match the criteria, the additional page numbers and number of total
rows display at the top and bottom of the Find Result screen. The first page and last page numbers
always display.

(z 3 4 5|6 7|8 91w 1 1213 |14 15 159 | ¥ | 3,171 rows |

Find Result Screen

1. Click the page number to display a specific page. Click > to advance to the next page. Click ...
to see additional page numbers.

2. Hover your mouse over a page number to view the index of the records displayed on that

page.
| T
Go to page: 13
® Students | (Birtcher-Bliven) |
< - 2 3 4 5 6 7 B 8 10 1 12 13 | 14 15 159 Y 3171 rows
Find Result Screen
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Click anywhere on the line of the student record. The line highlights and the information

displays on the Student screen. Click anywhere on a different student record to highlight the
line and display that student's record on the Student screen.

Double-click anywhere on the line to select a record. The Find Result screen closes.

( )
At the top of the Find Result screen, there is the option to save the
results of the find criteria as a query or filter. See the Synergy SIS —

Query and Reporting Guide for more information about using the
Find Result screen to produce reports or filter the students
displayed. )

Loading Find Results Immediately

Find result displays the record immediately on any Synergy SIS screen when only one result is

found.

This example uses the Synergy SIS Student screen to find a student.

1. Navigate to Synergy SIS > Student > Student.

2. Enterthe search value in a field other than the fields in the tab panel. For example, enter

Ashleyin Nick Name.

[ E The fields in the tab panel display the search results as before. ]

v

Menu~ | R

Demographics
Contact Log

Last Name

State ID

Student =

Student Name: School: Homeroom: Teacher:

@® Student Information

- %8 C -9

=

< Q

> =

Parent/Guardian
Notes

Other Info Emergency Enroliment Enroliment History Classes Documents

Protected Information

First Name Middle Name Suffix Perm ID

Grade Gender Language Spoken at Home

- - -

Home Language Spoken to Student at Home Language First Leamn

- -

Nick Name
Ashley

Last Name Goes By

1

AKA First Name AKA Middle Name AKA Last Name AKA Suffix

Student Screen
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3. Click Find or press the Enter key. The record displays on the Student screen since there is
only one student with the Nick Name Ashley.

~ @
Student cL-0
Menuw 2 € Q » & m % Delete
Student Name: Jones, Barbara M. School: Hope High School Homeroom: ANNX Teacher Ferrigno, L. i
Demographics Parent/Guardian Other Info Emergency Enroliment Enroliment History Classes Documents
Protected Information Contact Log Notes
Last Name First Name Middle Name Suffix Perm ID
Jones Barbara Marae 964066
State ID Grade Gender Track
0001270475 11 ~| |Female « -
@ Student Information
Home Language Language To Home Language First Leam Nick Name Last Name Goes By
English - - ~| | Ashley
AKA First Name AKA Middle Name AKA Last Name AKA Suffix
‘ State ID Birth Date Birth Place Birth Verification
0001270475 03/05/2003 B Mesa Birth Certificate or Affidavit -
Student Screen

Searching Using Grids

Certain grids within Synergy SIS offer the ability to search for records using the fields inside. These
grids display on multiple screens, including the Student, Section, and Health screens.

7

Grids in Synergy SIS that do not support search functionality display the
message: This grid does not support search functionality when in Find

mode.

A
—
— @ Siblings
[Une | Sucenthame | Gender ____Sreethdaress iy | Grase | School |

| s gria does not support search functionaity. |

Student Screen, Parent/Guardian Tab
Y,

\.

Use any field type within a supported grid to enter or select data, including drop-downs and
checkboxes. You can use multiple fields and special characters. Grid-based searches honor the

current Focus and any Active View Filters.

The following example uses the Phone Numbers grid on the Student
screen.

1. Navigate to Synergy SIS > Student > Student.

2. Click Q to enter the Find mode.
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3. Scroll to the Phone Numbers grid.
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7 Student
Menu- € Q| ¥

Student Mame: School: Homeroom: Teacher:

County By Address

School of Residence Reason for Attendance

- + oo [T

Map it!

Demographics Parent/Guardian Other Info Emergency Enrollment Enroliment History Classes Documents

Contact Log Notes Protected Information TR Test Tab
Last Name First Name Middle Name ~ Suffix ~ Perm 1D Grade

~ Home Address
+4 +4
Schools
Grid Code District of Residence by Address
Map it!

Reason for Attendance Date

@ Phone Numbers

R S S T
ud] ~ O O

Student Screen

4. Select Primary.
5. Select Cellfor Type.

? You can select multiple options in a drop-down.

@ Phone Numbers

n Line  Primary Type Phone

cell -

O O

Student Screen

6. Click Find. The Find Result screen opens.
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7. Double-click the required result. The screen closes.

Search results always include the following fields: Last Name,
First Name, Middle Name, Perm ID, and fields specified in the
search query.

Find Result 00
@ Query @ Filter

Open In Query | |Print Output Type PDF ~ | |Edit Results Save As Filter  Filter Name | | Make Active
@ Students

Phone Numbers
Line Middle Name _

-G(mdman Jeffrey Kenneth 997039 Cell

Susan 097037 Cell

Bob 9497066 Cell

Find Result Screen

Printing or Exporting Find Results

You can print or export the search results from the Find Result screen.

1. Selectan Output Type.
o CSV-Comma separated values used by some 3rd party programs
o Excel—Opensin an Excel spreadsheet
o HTML —Hypertext markup language; identical to Find Results
o« PDF—-Opensin PDF reader
o Rich Text—Opensin MS Word
o Text File — Tab separated fields used by some 3rd party programs
« TIFF—Image of the first page
o XML — Programming syntax
2. Click Print.

Find Result

A Actions Open In Query Edit Results

@ Query

IOutputT‘_.rpe FDF [-|

@ Students csv

Excel (XLS:
< - 2 3 HTMLG{ : 9

- :i:;Fh Text .

-Abram“” Text File

Acevedg TIFF Image

n Ackland i
Find Result Screen
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Using Filters

You can use Find Result to create a filter to apply to a screen. When afilter is applied, only the data
that satisfies the filter criteria displays. A screen filter can make scrolling through records faster.
Individual users can have an unlimited number of filters saved in the filter menu. Multiple filters can

be active as long as they do not conflict.

Creating a Filter

System filters are created from the Find Result screen using the Save as Filter button.

1. Enter the search criteria on the screen and click Find. In this example, 12is selected for

Grade on the Student screen.

T Student »

Menu- 24 Q¥ & m m

Student Name: School Homercom: Teacher:

Demographics Parent/Guardian Other Info Emergency Enroliment Enroliment History Classes Documents Contact Log Notes Protected Information
Last Name First Name Middle Name: Suffix Perm ID State ID Grade Gender
12 - -
Student Screen

2. Enter aFilter Name in the Find Result screen that opens.
3. Click Save As Filter.

< - z 3 . 5 & 7 8 |9 10 1 12 > 1,165 rows

Find Result : P o
R Actions Open In Query Edit Results
© Query © Fitter
Print | Qutput Type | FDF - Fitter Name | 12th Grade Only I Make Active
@ Students

Lastlame 7|~ Firstlame 7| Middie Name | PermD | EGFID 7| Saield T Grade T

Abramson Sarah Lyn 888219 0001306682 (12
Acevedo Gerald Ray 145393 00015995817 12
= Ackland Jean Lee 928737 0001345225 12
Acosta Janet Altaira 164398 00225514588 12
Acosta Kathleen Denice B89755 0001318401 12

Find Result Screen

This applies the filter and the filter icon displays as yellow with a green checkmark To.

.| Student »

Student Name: Abramson, Sarah L. School Kennedy High School Heomercom: Teacher.

Demographics Parent/Guardian Other Info Emergency Enroliment Enroliment History Classes Documents Contact Leg Notes Protected Information
Last Name First Name Widdle Name Suffix Perm ID State ID Grade ‘Gender
Abramsen Sarah Lyn 888219 0001306682 12 ~ | Female -
Student Screen

e Allfunctions performed while the filter is active only include those students

who are part of the active filter.
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Deactivating a Filter

Clicking the Filter icon displays a list of all of the user's previously saved filters. Filters with a
checkmark are currently active.

1. Click the checkmark to remove it and to deactivate the filter.
2. Click Save to save and close the list of filters.

7 Student »
i Undo

% || 14th Female
% [112th grade
% [112th grade

3 2th Grade Only

% [ male 11th AZ

Student Screen

The Filter icon is gray when inactive. Click the icon at any time to view the list of filters.

meu- | 2 ¢ |a|»| &l | + Add

Student Name: School: Homeroom: Teacher:

Student Screen

Deleting Filters

Clicking the Filter icon displays a list of all of the user's previously saved filters.

1. Click X to mark the filter for deletion. Synergy SIS adds a strikethrough to the filter and
highlights the filter in pink.

2. Click Save to complete the deletion.

7. Student »

® L 11th Female

% (112t grade

% (112t grade

E A2th Grads Only
% [ male 11th AZ

Student Screen

The screen refreshes and the deleted filter is removed from the list.

v Student »
M Save I Undo N
% [ 11th Female
% [12th grade
% [112th grade
% [1male 11th A7

Student Screen
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Creating Charts

You can create charts to view data in a visual format.

1. Hover over the field and click ™

Getting Started with Synergy SIS

(Toggle Graph Mode icon) for each data element to graph.

The Find button changes to Graph, indicating Graph mode is

turned on.

The selected fields highlight in green.

2. Click Graph to open the Find Result screen.

Student »

Student Name: ™% School Homeroom: Teacher:

Demographics Parent/Guardian Other Info Emergency Enroliment Enroliment History Classes

Last Name First Name Middle Name Suffix Perm ID

Documents

Contact Log Notes Protected Information

State ID Grade ml- Gender

Student Screen

Admin User 3

@2 Hope High School (2018-2020: Show Only Active)

Find Result

2 Actions Open In Query Edit Results

Grade and Gender Distribution

W Female
W 1zl

Count for Gender

Grade
<

© Filter

@ Query

Print| Output Type | PDF - Save As Fitter | Filter Name:

© Students

Lo ee

| Bar~ @ B 22

Default| =

Make Active

Find Result Screen

139
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Creating a Query from the Chart

1. Click Open in Query to view your chart on the Query screen.

Find Result gD &

2 Actions Edit Results
Grade and Gender Distribution 1 Bar~ @ A 3¢
Default| =
'E
L RE 500
400
w
o
o
i
&}
5 300
R
3
o

Gender
€ >
G Query © Fitter
Print| Output Type | POF - Save As Fiter | Fitter Name Make Active
© Students
Find Result Screen
dmin User %
Query . i|M: c@ae
&"| Menu~ || Save | | Open | | Excoute | | Dekete | | Clear Al
Comns | Condiions  Sort  Typein Query
@ Start Here! Enter the details about your query:
Name Croup Type Output Typs Orientation Type
Il ~ | |Select ~| | PDF ~ | | Portrait | |New
Description [] Allow Results To B Edited
© Business Objects
& Student (RO} e T
Select a property fo 1 ~
L coscon - AddDateTimeStamp DateTime
cup
AddressChgDate Date
AddressValdationFlag String
Age Humeric
AKAFirsthame String
AKALastHame String
AKAMiddieName String
AKASUTfix String
AllowhedicalTreatment Lookup
AlID1 String
AlD2 String
AnonymeusStuiD Humeric
BilngualCede Lookup ¥
© Property Overrides
Add Literal
Hame Label Override Width Hide Group  Break  Display Type Aggregate
X =l |LastName (Student) O M ~][ [ ]
X = uh|FirstName (Student) O] M| <l M| ]
K = MiddleName (Student) O] || || <l -]
K = i SisNumber (Student) [ M M M ~|
® = i E4FD (Student) [ ~ ~ ~ ~|
=y, | StateStudentiiumoer
* S e O] [ [ [ ]
Crade
x = O ~ v v v
u(S(udenISUREnrDHmen(} ‘ I I I |
® = cender (stugent) (| < < < ~]

Query Screen
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Changing the Chart Type

Bar chart is the default chart type and the type that displays when you click the icon for the first time.
Any field you graph after changing the selected chart type displays in that chart type.

1. Select a different chart type from the chart menu to change it.

o Hope High School (2019-2020: Show Only Active) Admin User X
Find Result ; L} ee
2 Actions Open In Query Edit Results
Grade and Gender Distribution I | Bar~| @ & 22
w Fie Default| ~
W Femzie .+ Line
W Mzl 50 Bar
:\ Stacked Bar
a Area
o 400
g 4 Stacked Area
@ Spl
3 . pline
5 . Spline Area
2
E Step Line
S |4 Step Area
Scatter
Grade
< >
B query ©® Fitter
Print| Qutput Type PDF - Save As Filter Fiter Name Make Active
@ Students
Find Result Screen
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Saving to Dashboard Control

1. Click the Save To Dashboard Controlicon “ to open the Dashboard Control screen and
save as a widget on the Synergy Dashboard.

Find Result

2 Actions Openin Query | | Edit Resulls

Grade and Gender Distribution

sar-[6] & ¢

Default| +
R

Count for Grade

Female

Gender
<

O auery © Fiter

Frint| Output Type | POF - Save As Fiter | Fiter Name Make Active

@ Students
Find Result Screen
@ tope High Admin User %
7 Dashboard Control Al i c@e

Name: Graph Student ON (R1_Grade,R0_Gender) Group: Miscellaneous Focus Based: ¥ Widget Type: Query

Options |~ Advanced  Rules  UserGroups  Subscribed Users

Name Group Widget Type Inactive ~ Widget D
Graph Student ON (R1_Grade,R0_Genc | Miscellaneous - | Query - 31
Description

Title

@ Dimensions
To fix the widget dimension, enter in the height or width (entering one of the dimensions will cause the browser to render the other proportionally). Leave
blank to use the original width:

Height (in pixels) Width (in pixels)

Use the following Large Height / Large Width fields to specify an exact large rendered height and width. The defaullis 800 (Height) x 600 (Width).

Graph Large Height Graph Large Width
600 300
@ Query

Public query providing data for dashboard control  Focus Based
Graph Student ON (R1_Grade,R0_Gender) | &

[[] Do not allow user to open query

[1 Do not allow user to print report

[[] Do not allow user to open query detail

© Graph Options

GraphType

Bar =

X Column

RO.Gender -
* Column

R1.Grade B

‘Value to Start the X Axis From
Value to Start the ¥ Axis From

[] order Graph Data in Query Sorted Order
[[] Al Colors are Opague

[ Chart is Rendered in 3D

[] Graph Show Data Labels

Dashboard Control Screen
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Printing the Chart

143

1. Click the Print This Charticon = to send the chartto a printer.

o Hope High School (2019-2 ow Only Active) Admin User ¥
Find Result Alf i |loe
2 actions Open In Query Edit Results
Grade and Gender Distribution | Bar~ I'.Ex
Default| -
W Female
W Mae
L 400
T
=
@
=)
P
Re
=
CE
- 12
Grade
< >
B Query © Fiter
Print| Output Type PDF - Save As Fiter  Fitter Name Make Active
@ Students
Find Result Screen

Inverting Series Results

1. Click the Invert Series Results ** icon to switch the X and Y axes.

o Hope High School (2019-2020: Show Only Active)

Admin User X

Find Result Al i ee
2 Actions Open In Query Edit Results.
Grade and Gender Distribution .l Bar~ | @ -!-E
Default| ~
"B
|_RH
400
@
=l
o
5
5™
S 0
M
Gender
< >
G Query G Fitter
Print| Output Type | PDF - Save As Fiter| Fiter Name Make Active
B Students
Find Result Screen
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Changing the Color Scheme

You can change the color scheme of your chart using one from the predefined list or by creating a
custom color scheme.

1. Select a different color scheme from the menu to change the selected color scheme.

| o Hope High School (2019-2020: Show Only Active) Admin User %
Find Result .m: ee
R Actions Open In Query Edit Results
Grade and Gender Distribution Barv € & ¢
I Default q
] Default
W2 S0 Soft Pastel
Harmony Light
Pastel
o Bright
E Soft
o]
5 3 Ocean
= Vintage
=
=] Wiolet
-
e Custom
Female Male
Gender
< >
B query O Fitter
Print| Qutput Type PDF - Save As Fitter | Fiter Mame | Grade and Gender Fitter Make Active
8 students
Find Result Screen
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1. Selectthe Output Type.

All of the selections include a list of the students included in the data;
however, not all of the selections include the chart in their output.
2. Click Print.
Clicking Print displays the output on the screen; it does not send the
output to a printer.
° Hope High School (2019-2020: Show Only Active) Admin User X
Find Result s oo
2 actions Open In Query Edit Results
Grade and Gender Distribution | Bar~ | @ & 30
Default|
.
|_RH
[F!
Gender
O query O Fitter
Print| Qutput Type PDF - Save As Fiter Fitter Name Make Active
@ Students

Find Result Screen
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Creating Filters

You can create a screen filter based on your query results.

1. Enter a Filter Name.
2. Click Save As Filter.

3 Hope High School (2019-2020: Show Only Active)

Admin User %

Find Result =M 0o
2 Actions Open In Query Edit Results.
Grade and Gender Distribution | Bar~ G & 32
Default| ~
“RT
Wz
200
@
=
i
<]
E 300
S
Mzl
Gender
< >
® auery B Fitter
Print| Qutput Type PDF - Save As Fiter | Fiter Name | Grade and Gender Filter Make Active
@ Students
Find Result Screen
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Viewing the Students Included in the Chart Results

147

1. Click the arrow E in the Students section to open it and view the students included in the

chart data.

€2 Hope High Admin User X
Find Result : -1 og
2 Actions Open In Query Edit Results
Grade and Gender Distribution .l Bar~ @ & 22
Default| =
o
u 2 500
400
w
o
i
[C]
3 300
=
S
5
S m
: - -
0
Female Male
Gender
< >
@ Query © Fitter
Print Output Type PDF - Save As Fiter | Fiter Name Make Active

tudents

Abbott

< - 2|3 4 5 ] 7T 8 |9 10 " 12
| :

13 | ¥ | 1,287 rows poms

Billy Chris. 905483 123456 0001341311 Male

Acevedo Ashley 501830 0001230477 12 Female
n Ackerman Brian W 120852 0001081932 11 Male
- Acunia Kenneth Ovante 110412 0001188474 12 Male
H Adair Diane N 803912 0001335347 12 Female
“Adﬂm Ryan K 918986 0001085576 11 Male
Adams Stephen J 501622 0001242144 12 Male
“ Adamski Alan [l 872035 0001204834 12 Male
nAguadD Bobby J 943822 0001255917 12 Male
n Aguilar Carolyn Christina 902692 0001270434 12 Female

n Ahlstrom Linda Kae 120451 ooo1288102 12 Female

Find Result Screen
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Searching Using Chooser

The Chooser screen allows you to search using one or more fields.

1. Click Chooser to open the Chooser screen.

7 Section & [
¢|als||m] vsave| AU

Section ID: 123 Course Title: English Composition Scheol Year: 2019-2020

Menu~ 2

Current Students Student Enroliment History Meeting Days Additional Staff Staff History Schedule Matrix Pathways
Section IO Course ID  Course Title Staff Hame Room Name
123 ENT2 | & | |English Composition | | Smith, Jay | & &
Cooperative Learning  Cooperative Learning Mins.
|
‘Work Based Learning Code
® Restrictions @ Staff Contributions ® TeacherVVUE Security
Grade Range Low Grade Range High Gender Restriction Credit House Responsibility Primary Staff Attendance
05 - 12 - ~| | 0.500 - - -
Team Amount Additional Staff Attendance

Term Exclusion
[] Mo Term Override ] Exclude From Mass Scheduling

o Student Perm ., - Resolved Pathways , Pathways a a
I Ra:erEth"icnr. = . > o o =
n. Grammer, Rebecca 997034 Female White " 08/12/2019 =]
n Lane, Penny 897032 Male White " 09/25/2019 ]
nn WaCalit, Whatcha | 897035 Male White 12 08122019 @
nn Nator, Bacon 997033 Male White 12 08/12/2019 B
Section Screen
The Chooser screen provides several search fields.
Chooser cee
Section 1D:
QFind 4 Select = % Close
Search Results
@ Find Criteria
Last Name First Name Middle Name  Suffix ~ Perm D Gender Grade
Add All Row(s) ==
@ Find Result @ selected ltems
. Last Middle . Last Middle
Line Line
Name Name Name Name

Chooser Screen
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While the Chooser screen is open, you can view the screen behind it by hovering over the
area above the Chooser screen.

Transparent Chooser Screen

2. Click or press Enter to search for the entry in the database. As with other searches,
starting with less information is best. The results display in the Find Result section.

Chooser zee
Section ID:

QFing = Select ¥ Close

Search Results

@ Find Criteria
Last Name First Name Migdle Name ~ Suffix ~ Perm D Gender Grade
Add All Row(s) >>
@ Find Result @ selected Items

Last Midd
(23458?39101112 Line| = ——
Name Name
13 |14 | 15 | . | ¥
Name

Abnernethy Anne  Elizabeth 002870 Female 10
Acevedo Ashley 901830 Female 10
< Acunia Kenneth Ovante 110412 Male 10

- Adair Diane M 003912 Female 10

< Adams Stephen J 901622 Male 10

a0 Adamski Alan ] 672035 Male 10

e Aguado Bobby J 943822 Male 10
“Agunar Carolyn Christina 902692 Female 10

Chooser Screen

3. Click anitem to move it from the Find Result section to the Selected Items section or click

AAGAITRONE = 14 add all the items in Find Result to Selected Items.
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4. Select “‘ to delete a record from the Selected Items section if needed.

You can search multiple times until you find all records and add
them to the Selected Items section.

Chooser ceeo
Section ID:

(G~ ot e

Search Resulis

@ Find Criteria
Last Name First Name Middle Name  Suffiix ~ Perm D Gender Grade

Add All Row(s) =>

@ Find Result @ Selected Items
W
1 Abnemethy Anne  Elizabeth 902870 Female 10
= Middle n.Acuma Kenneth Ovante 110412 Male 10
Eﬁﬂﬁm BB - cows e
pcevedo Ashiey Solas0emareid nnAguilar Carolyn Christina 902692 Female 10
nAdair Diane N 803912 Female 10 nA\cazar Eugene A 141517 Male 10
nAdamski Alan M B72035Male 0 nnA\exander Joseph J 901626 Male 10
Aguado Bobby J 943822 Male 10
nAh\Strom Linda Kae 120451 Female 10
(U Altchison Karen L 902998 Female 10

jAkin Andrea Ellen 902875 Female 10

Chooser Screen

Select @ in the top right corner to pop out the Chooser screen to

move and resize it as needed. Select @ to return the window to
the main screen.

5. Click to add the items to the screen. The Chooser screen closes and returns you to
the previous screen, which reflects the additions you made.

6. Click I:] to return to the previous screen if you decide not to add any items and not to
save any changes you made on the Chooser screen. The record does not change.

Edupoint Proprietary and Confidential



Synergy How-To

Getting Started with Synergy SIS
Chapter 3: Finding and Sorting Records

Use Keyboard Shortcuts

151

These keyboard shortcuts allow you to move quickly through the screens in Synergy SIS,

particularly when entering a large amount of records.

Combination Keys Action

Control + A

Control +S

Control + D

Control + F

Control +Z

Control + Q

Control + Right Arrow
Control + Down Arrow
Control + Left Arrow
Control + Up Arrow
Up Arrow

Right Arrow

Down Arrow

Left Arrow

Add

Save

Delete

Find

Undo

Sign Out

Scroll Fwd 1 Record
Scroll Fwd 1 Record
Scroll Back 1 Record
Scroll Back 1 Record
Scroll Up (screens/lists)
Scroll Up (lists)

Scroll Down (screens/lists)

Scroll Down (lists)
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Use the Find Foreign Key

The Find Foreign key opens a Find screen to locate records.

1. Click € in afield to open the Find: screen.
2. Enter partial or complete data in any field in the Find Criteria section.

3. Click Find or press the Enter key. The Search Result displays a list of records matching the
criteria entered.

4. Click anywhere on the appropriate record to highlight.
5. Click Select. The Find screen closes and the record selected displays in the field.

Find screens close when you change the focus to a different school
or node. The focus change does not affect any detached screens,
however. The detached screens continue to return values based on
the originating school focus.

<n2 >

B s

=i Abel

Find: Staff Hee

Student Name: Acunia, Kenneth 0. SIS Number 110412 Grade 10 Gender- Male
« Select = Clear Selection

Search Results

@ Find Criteria

Last Name First Name Middle Name

A

® Find Result

Afv Staff

Patricia

Harriet

Laurie

Ronald

Rebecca

Gordon

Find: Staff Screen
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Enter Dates

Getting Started with Synergy SIS 153
Chapter 3: Finding and Sorting Records

You can enter dates by typing the numerals of the dates. For example, typing 052215 and pressing

the Enter key results in 05/22/15.

You can also click & and select the date. Today’s date is highlighted in blue.

September -

S MTWTF S

2002 |- 2

12 3 4

29 30 1 2

s 9 10 11 (R

€ 5161718192021 P
22 23 24 25 26 27 28

5 6 7
13 14

4

Synergy SIS Calendar

Enter Time

You can enter the time by typing the numerals of the
entered. For example, 900 formats as 9:00 AM. You

time. The system formats the field once

can also click © and select the time.

Time Out Dispositiol
0715 AM (O
0102|0304 05|06

0o a0 45

n

0808 10 1112

P

Synergy SIS Clock
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Formatting Window

Certain screens in Synergy SIS contain text editors where you can enter custom text or HTML, such
as the Email Content screen found in Synergy SIS > System > Setup.

Language: English

HTML Text
Language Email Subject
English » | Receipt

Email Content

[@) Source | O [@ | 22 4 - 0.'3.3 B I

B I U S| A- B3 || Format - || Font - || Size -

M= Qe s » | @ ™ -
~

Receipt

(@ORGANIZATIONNAME @

@PARENTNAME@
@PARENTSTREETADDRESS@
@PARENTCITY@, @PARENTSTATE@ @PARENTZIPCODE@

< >
body A

When defining the part of the document being uploaded to include in an emailing, make sure to surround the section to use with:
Faor repeated sections use:

IREFEAT_BEGINI ... IREPEAT_ENDI

To repeat the last row of a table, add IREPEAT_BEGIN!! IREPEAT_ENDI before the table

Attach HTML Document

Formatting Window

. B souce goyrce —Toggles the view between What You See Is What You Get (WYSIWYG)
and HTML editing mode

HTML tags display when in HTML editing mode, such as <p> or
0 <b>. For example, a heading using the Heading 1 style would
display <h1>Heading</h1>.

« O New Page — Clears unsaved changes

. 8 Preview — Previews the template design

. cu Maximize — Maximizes the editing window

. =l Show Blocks — Shows block-level elements

. X @ Cut, Copy, and Paste

. @ Paste as Plain Text — Pastes the text as plain text with no formatting. This is helpful

when copying from other programs which may have hidden HTML formatting, such as other
web pages or Microsoft Outlook.
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bl |

H Paste From Word — Inserts text copied from Microsoft Word and allows you to edit the
text to remove special HTML code that Microsoft Word inserts.

1. Paste the text in the pop-up box.
2. Selectthe boxto Remove Styles definitions.
3. Click OK.

* “ Undo/Redo — Undo or redo the last action
Q Find — Searches for text

k3 Replace — Replaces text

H

Select All - Selects all content in the formatting window

x Remove Format — Clears all formatting for the selected text

= " Text Style — Select a built-in format for the selected text.

Font

" Font — Select a font for selected content.
°= " Size — Select a font size for selected content.
A~ Text Color

a- Background Color

Align Left, Center, Align Right, or Justify

B I US Bold, Italic, Underline, or Strikethrough — Formats the selected text as
bold, italic, underline, or strikethrough

FA Table — Inserts a table

Insert Horizonal Line — Inserts a horizontal line

) Insert Special Character — Inserts a special character such as a copyright mark or
currency symbol

1=

2= = |nsert Numbered/Bulleted List — Format the selected paragraphs as numbers or
bullets.

+|:— ~|:—

Increase/Decrease Indent, Outdent — Indent or outdent the selected paragraph.

77 Blockquote — Indents the paragraph on both sides

= Insert/Remove Hyperlink — Insert or remove a link to a website or email address.

™ Anchor — Inserts a place that you can link to inside the template

155
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Pasting Lists from Text Editors

You can paste a list of data copied from an Excel file and most text editors such as a list in a table, list
separated by returns, commas, or tabs into the search fields in Synergy to search for multiple
criteria.

Student Name Example

The following example uses the Student screen and Excel to search for students with a list
containing 16 names.

1. Copy the selected first names from the Excel file.

A B C
1 |Adam Smith
2 [John Jones
3 [Nathan Michaels
4 [Mark Lilly
5 |Andrew Adebayo
6 |Thomas Flynn
7 [Tom Harms
8 [Michael Houston
9 |(Jesse Williams
10 [Joe Abrams
11 [Ming Huffman
12 |will Bailey
13 [William Adams
14 [Liam Ahmed
15 [Chris Singh
16 |Christopher Tsai
17 |Mike Yokohama
18 |Louis Takei

Excel Spreadsheet
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2. Navigate to Synergy SIS > Student > Student.
3. Paste data into the First Name field.

You can paste lists containing an apostrophe or hyphen.
[\,
—) You can paste number and date lists.

Replace the criteria by pasting a list into the same field.

v Student
Menu~ | R ¢ Q » = + Add
Student Name: School: F  K12-Student-FirstName
Demographics Parer (60 - STRING) Emergency Enrollment En
Last Name First Name i+ Middle Name Suffix
| |
Undo
® Student Information Cut
Home Language Spokento S Copy Lz
" =1
X Delete
AKA First Name Ak Last Name
Send to OneMote
State ID Bir Select all i Birth i
Inspect element
Birth State Birth Country Email
Student Screen
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N\
The names display in a condition field.
The search fields on a screen containing a list highlight in a green
background.
Click “** to toggle the condition from OR to AND. OR is the
default condition when pasting lists.
s
Click % to remove an item from the list.
The search list collapses when you move to another field. Click a
green field to re-display the list.
Enter a keyword and click + to add a criterion to a pasted list.
All the criteria are removed when you navigate to another screen or
click &
\. J/
v Student . €| o = E A ¢L-0
lenu- 2 g aly [
Student Name:  School:  Homeroom:  Teacher:
Demographics Parent/Guardian Cther Info Emergency Enrollment Enrollment History Classes Documents Contact Log
Notes Protected Information Doc Tab 2 Tab 12 Tab 13
Last Name First Name 4+ Migdle Name Suffix Perm ID
|
State ID Sirth Year
| OR ¥» Adam
John
@ Student Information Nathan
Home Lanf Mark e Nick Name Last Name Goes By
1 Andrew 2
AKA First me AKA Last Name AKA Suffix
| Thomas
State ID Tom Location of Birth Birth Verification Birth Certificate Mum
_ Michael L ! I
Birth State] | Jesse . Email - Resalve 1D Ed-FilD
Deceasef Joe -
O
Student Screen
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4. Click Find to open the Find Result screen that displays the list of students whose first names
match with the search list.

& Find Result - Internet Explorer — [m] x

File Edit VWiew Favorites Tools Help
&2 Hope High School (2018-2019: Show Active and Inactive)

When you paste a list into a field on the Chooser screen, the results
automatically display in the Selected Items section.

Find Result G
B Actions Open In Query Edit Results
@ Query @ Filter
Print = Output Type ‘:F‘DF - Save As Filter | Filter Name V] Make Active
® Students
295 rows
T T T
- Acosta John Alvarez 150265 0020801578
- Aelvoet Jesse Julius 944233 0001267727
“ Akagawa Adam Hidetake 165923 0022551726
n Anderson John Je. 930738 0001265136
Anderson Mark Michael 117346 0001247945
“ Arvanitas Christina T 892796 0001323856
Arvayo Joe Michael 909360 0001258783
n Ashe Johnny James 948760 0001352520
n Asturias Jesse A 956523 0001276594
n Bacon Jesse M 886272 0001658044
n Bailey Michael L 138214 0010520888
Baker Christina M 984564 0002840562
n Baker Michael lan 972425 0001354971 i
HA00% v
Find Result Screen
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Student ID Example

The following example uses the Student screen and Excel to search for students with a list
containing 16 IDs.

1. Copy the selected IDs from the Excel file.

A . B C D
1 |Adam Smith 123456
2 |lohn Jones 785456
3 |Mathan Michaels 147258
4 |Mark Lilly 369258
5 |Andrew Adebayo 963852
6 |Thomas Flynn 852741
7 |Tom Harms 147963
& |Michael Houston 147852
5 |lesse Williams 159753
10 [Joe Abrams 159963
11 [Ming Huffman 159852
12 (will Bailey 159741
12 |william Adams 357741
14 |Liam Ahmed 357852
15 | Chris Singh 357963
16 |Chistopher Tsai 976132
17 |Mike Yokohama 741753
18 |Louis Takei 753369
Excel Spreadsheet

2. Navigate to Synergy SIS > Student > Student.
3. Paste data into the Perm ID field.

7 Student n

CERAENRIEYEINEN o - | Svn | + /oo

Student Name: School Homeroom: Teacher:

Demographics Parent/Guardian Other Info Emergency Enrollment Enroliment History Classes Documents Contact Log Notes Protected Inform
Last Name First Name Middie Name Suffix State ID d
|
- Undo
~ ~ | FESOVEU
Cut
Deceased c
0]
o Lopy

. Delete
@ Race and Ethnicity

Hispanic/Latino Resolved Race/Ethnicity  Tribal Community Select All

Student Screen
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The names display in a condition field.
The search fields on a screen containing a list highlightin a green
background.

Click ™ to toggle the condition from OR to AND. OR is the default
condition when pasting lists.
Click % to remove an item from the list.

The search list collapses when you move to another field. Click a
green field to re-display the list.

Enter a keyword and click + to add a criterion to a pasted list.

All the criteria are removed when you navigate to another screen or
click & .

BSES Documents Contact Log
Perm IDv i+ State
F U OR % 1234 »
TE54
1472
3692
9638
8527
1479
1478
1597 W
< >
B Mail Ag
Student Screen

161
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4. Click Find to open the Find Result screen that displays the list of students whose first names
match with the search list.

& Find Result - Internet Explorer - [m] X

File Edit View Favorites Tools Help
o Hope High Scheol (2018-2019: Show Active and Inactive)

Find Result 00
R Actions Open In Query Edit Results
@ Query @ Filter
Print| Qutput Type \'PDF = Save As Filter  Filter Name 1 Make Active
@ Students

. 295 rows

When you paste a list into a field on the Chooser screen, the results
automatically display in the Selected Items section.

Acosla John Alvarez 150265 0020901578
n Aelvoet Jesse Julius 944233 0001267727
“ Akagawa Adam Hidetake 165923 0022551726
n Anderson John Je. 930738 0001265136
H Anderson Mark Michael 117346 0001247945
n Arvanitas Christina T 892796 0001323856
Arvayo Joe Michael 909360 0001258783
“ Ashe Johnny James 948760 0001352520
n Asturias Jesse A 956523 0001276594
n Bacon Jesse M 886272 0001658044
n Bailey Michael L 138214 0010520888
Baker Christina M 934564 0002940562
n Baker Michael lan 972425 0001354971 o

0% v
Find Result Screen
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List Options
When selecting from long drop-downs, Synergy SIS provides three different options that determine

the behavior of the match when a user uses the keyboard to locate a value. Your system
administrator selects only one of these options. The values entered display in red.

Match Items by a Single Letter

Synergy SIS matches only the first letter of the values based on the letter entered. For example, if
you enter M, the values beginning with M display.

Maine

@Synergy"

Edusation Platfor Marshall Islands
A AT E e =R O Maryland

— Massachusetts
M StUdent A Wichigan
Menu- 3 £ Qa > & NMinnesota

Mississippi
Student Name: Abramson, Sarah L. 9 5icenyr n

Demographics Parent/Guardian |Montana

Hotes Protected Information

= % 3 el

Last Name First Ma d
Abramson Sarah

State ID Grade ]
0001306682 12

© Student Information

Home Language Sp
English
AMKA First Name L

State ID

0001306682
Birth Certificate Num

Birth State
Waine u

Student Screen, Match Items By A Single Letter Example

If you then enter /, the values beginning with M clear and the values beginning with / display instead.

r:‘J« erg ldaho
2 linois

2 ﬁﬁlﬂE%’é‘ Indiana
v Student n oo

Menu~- | & < a > L

Student Name: Abramson, Sarah L.

Demographics ParentiGuardian
Notes Protected Information
Last Name: First Na
Abramson Sarah
State ID Grade

0001306682 12

® Student Information

Home Language Sp
English
AKA First Name

State ID

0001306882
Birth Certificate Num

Birth State |
Idaho

Student Screen, Match Items By A Single Letter Example
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Match Items by a Sequence of Letters

Synergy SIS matches to a sequence of letters. If you enter M, then /in a state list, Maine (the first M

state) and then Michigan (the first Ml state) are selected.

Student Screen, Match Items By Sequence Of Letters Example

Student Screen, Match Items By Sequence Of Letters Example

QSynergy

L AT R EG L

Alabama
American Samoa
Armed Forces Americas excl Canada

Armed Forces Eur, Mid East, Africa, Can

= StUdent -~ Armed Forces Pacific
LA Weu- | A <€ Q » o District of Columbia
Federated States of Micronesia
LN student Name: Abramson, Sarah L. Guam
E Demegraphics Parent/Guardian | Maine
A

Notes Protected Information Marshall lslands
Maryland
Last Name First Nal
llassachusetts
Abramson Sarah
Michigan
State ID Grade {jinnesota
0001306682 12 |uississippi
Missouri
@ Student Information Montana

Home Language Spi
English -
AKA First Name

State ID
0001306682

Birth Certificate Num

New Hampshire

New Mexico

Worthern Mariana lslands.
Oklahoma

‘Vermont

‘Wyoming

Birth State
| Waine

@Syner

Aﬁp-gq,’(;“

Armed Forces Eur, Mid East, Africa, Can
Federated States of Micronesia
Michigan

7 Student »

Wenuv | A

< a » =

Minnesota
Mississippi
Missouri

‘Wyoming

Student Name: Abramson, Sarah L.

Demographics Parent/Guardian

= % m #

Notes Protected Information
Last Name First Na
Abramson Sarah
State ID Grade
0001306682 12

@ Student Information
Home Language Sp
English -
AKA First Name

State ID
0001308682

Birth Certificate Num

Birth Stale |
| Wichigan
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Hybrid Match Strategy

Synergy SIS matches by the last character typed if the sequence typed has no match. If you enter M,
then E, then S in a state list, the values Maine (the first M state), then American Samoa (the first ME
state), then South Carolina (the first S state) are selected.

@ Synergy Alabama

American Samoa
L AT W m E %’ ‘— Armed Forces Americas excl Canada

— (Armed Forces Eur, Mid East, Africa, Can
T StUdent A Armed Forces Pacific

Ll Menu- 2 < Qa » & District of Columbia
Federated States of Micronesia
LN student Name: Abramson, Sarah L. Guam
* Demographics Parent/Guardian | Maine
Notes Protected Information Marshall lslands
ﬂ Maryland
Last Name First Naj
Massachusetts
Abramson Sarah |
Michigan
State ID Grade Minnesota
0001306682 12 Mississippi
Missouri
B student Information Montana

Home Language Spof New Hampshire

English - New Mexico

AKA First Name Morthern lariana Islands
Oklahoma

State D \\fam'"t

0001306682 Ayoming

Birth Certificate Num

Birth State
| Maine

Student Screen, Hybrid Match Strategy Example

& Synergy’ American Samoa

Armed Forces Americas excl Canada

A AW aE %’ & rmed Forces Eur, Mid East, Africa, Can
— | Armed Forces Pacific
= Ik} n
- StUdent Hew Mexico
Ly Menu- 2 ¢ a
U Student Name: Abramson, Sarah L.
* Demographics Parent/Guardian
Notes Protected Information
A
Last Name First Nal
Abramson Sarah
State ID Grade
0001308682 12

© Student Information

Home Language Sp
English -
AKA First Name

State ID

0001308682
Birth Certificate Num

Birth State
| American Samoa

Student Screen, Hybrid Match Strategy Example
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Alaska L)
American Samoa
| o Arkansas

Armed Forces Americas excl
Canada

Menu~ | 2 ¢ al» 4| Armed Forces Eur, Mid East, Africa,
Can

Student Name: Abramson, Sarah L. § Armed Forces Pacific

n

* Demographics ParentiGuardian | District of Columbia
Federated States of Micronesia

A

Notes Protected Information
lingis
Last Name First Nal ianzas
Abramson Sarah | | qyisiana
State ID Grade | Marshall lslands
0001306682 12 Massachusetts
Minnesota
© student Information Wississippi
= Home Language Spo Missouri
lo Photo Nebraska

English -

New Hampshire
AKA First Name

New lJersey
. Horthern Mariana lslands
i State D Pennsylvania
0001306682

Rhode Island
Birth Certificate Num | Sputh Carolina

South Dakota

Birth State Tennesses
|W Texas
Deceased Trust Territories.
O Virgin lslands
Washington

Student Screen, Hybrid Match Strategy Example
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Managing Your Synergy SIS Account

There are several areas where you can customize your account if your security settings in
Synergy SIS allow for it. You can change the home page, set up a custom dictionary for spell
checking, and edit your address and phone information at Synergy SIS > User Preferences >
User Profile.

User Profile AL £ CElEe
Menu = | ol « Save | * Undo

User Name: User, Admin Login Name: Admin

Demographics Navigation Menu Security Access Spell Check Options POV

@ Login @ Password

Email Password Confirm Password
Is Administrator
staffdemo@mail gasynergyloca

@® Address @ Preferences
Address City State Zip Code Default Mode
- Edit -
Paging Size Paging Row Size

Show Quick Launch

POV Home Page
Change POV Home Page

@ Phone Numbers + Add

R R

User Profile Screen
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Your User Profile

The first tab of the User Profile screen is the Demographics tab. This tab displays the email
associated with your login, your address, phone, and preferences. It also provides a place to change

your password if needed.
« Any white field can be edited directly on the screen.

« Enteranew password in Password and Confirm Password to change your Synergy
SIS password if you are not using your network account.

User Profile A S eSLr SdlElo

Menu~ | o

User Name: User, Admin Login Name: Admin

Demographics Navigation Menu

Security Access Spell Check Options POV

@ Login @ Password
Email Password Confirm Password
Is Administrator
staffdemo@mail.qasynergyloca

@ Address @ Preferences
Address City State  Zip Code Default Mode

- Edit -

Paging Size Paging Row Size

Show Quick Launch

POV Home Page
Change POV Home Page

@® Phone Numbers + Add

% Tume vy 6 e | e 6 oo ¢ o o
LIEN

Ccell v 480-555-1234

User Profile Screen

Setting Preferences

® Preferences

Default Mode
Edit -
Paging Size Paging Row Size

Show Quick Launch

POV Home Page
Change POV Home Page

User Profile Screen

Setting the Default Mode
Select Inquiry or Edit to set the Default Mode used when looking at a screen in Synergy SIS.

« Inthe Inquiry mode, all screens are set to read-only. You can still edit records by clicking Edit
at the top of the screen, but the records return to read-only mode when you select a new

screen.
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« Inquiry mode can help prevent accidental edits to records, but can add an extra step for data
entry personnel who constantly edit records.
« Edit mode, which opens screens for updating, might be a better choice.

Setting the Paging Size and Paging Row Size

Toincrease the Paging Size and Paging Row Size settings so that advancing through records
takes fewer pages to load:
1. Enter aPaging Size number to change the number of pages displayed at the bottom of a

search. The defaultis 15.
2. Enter aPaging Row Size number to change the number of records displayed on one page.

Default is 20 rows.

{ E This may slow the search slightly as more records are returned. J

3. Select Show Quick Launch to display the Quick Launch in the Title Bar.

Setting Your Home Page

The POV Home Page is the initial screen displayed in the Content Area when you first log in to
Synergy SIS. This is the default Synergy SIS home page and displays announcements, a task list,
and the dashboard widgets.
1. Click Change POV Home Page to change this page to another screen. The
UserPADTreeFind screen opens.
2. Navigate to the appropriate screen as you would navigate the Synergy PAD Tree.
3. Click Select. The UserPADTreeFind screen closes and the screen name displays in POV
Home Page.

UserPADTreeFind
PECESM | Clear Value Close

Navigation Tree

p ESD
P Synergy SE
- Synergy SIS
P Accommodations
w Attendance
b Reports
Reports Daily
Reports Period
Scanning
Setup
- Attendance Letter
Attendance Verification
Class Daily Attendance

Class Period Attendance

v v v

m

LR H R

UserPADTreeFind Screen
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Adding a New Phone Number

1. Click Add in the Phone Numbers section.
2. Select the Primary phone number used to contact you.
3. Select the Type of phone and enter the Phone number. Enter the Extension if appropriate.
« Select Contact if this phone number can be used to contact you.
» Select Listed if the number is listed in the phone directory.
4. Click Save.
@ Phone Numbers o Add
| % |une [prmay &1 we &|  Prone & emenson $| comct 3|
“ Cell v | 480-555-1234

User Profile Screen

Editing the Navigation Menu

Add a New Toolbar

Y ou can modify custom toolbars on the Navigation Menu tab of the User Profile screen. Make sure
nothing is selected (highlighted) under the Navigation Menu. If it is, click refresh.

‘Eleso

Synergy SIS Refresh Button

1. Select Add Group from the Actions... menu. The Add New Group screen opens.

User Profile AT LSeL coiio
Menu~ | o

User Name: User, Admin Login Name: Admin

Demographics Navigation Menu Security Access Spell Check Options POV

Navigation Menu Actions...

P Default I Add Group to 'Navigation Menu' I
P Synergy SIS
P Synergy SE

User Profile Screen, Navigation Menu Tab
2. Enter aName for the toolbar and click Save. The new group displays in the Navigation Tree.

Add New Group

@ Add Group Name

Name*

Add New Group Screen
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3. Select the Line of the group to highlight it and adjust the new group order.
4. Click Move Up or Move Down.

Demographics Navigation Menu Security Access Spell Check Options POV
Navigation Menu Actions...

p Default
b Synergy SIS
b Synergy SE

@ set Group Order

Move Up| | Move Down

User Profile Screen, Navigation Menu Tab

5. Repeat as needed.

Removing a Group

El
1. Select | = | on line of record to delete.
2. Click Save.

Add Screens, Reports, and Links to a Group

1. Select the Group name under the Navigation Menu. The name highlights.
2. Click Actions... and select an option. A new screen opens based upon your selection.

Add Link to ' Default'
Add Report to ' Default’
I Add View to ' Default!
Delete ' Default’

User Profile Screen, Navigation Menu Tab
3. Selecta View Lookup option to add.

4. Click Save to add the item. The screen closes and the new item (screen, report, or link)
displays under the Group.

TeacherVUE screens must be added for TeacherVUE users only.
— TeacherVUE screens display (K12. TXPInfo) following the name of the
screen.

Set Item Order

You can adjust the order of multiple items in a Group the same way as groups.
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The Security Access tab displays some of the security assigned to your account. You probably

cannot change this information.

User Profile
=

Menu - + Save = Undo

User Name: User, Admin Login Name: Admin
Demographics
@ Focus

Focus Year Selection
2018-2019

Focus Organization
Kennedy High School

@ Year Extensions
Possible Year Extensions

1 Night ] Regular [~] Summer

® Security Settings
Discipline Security Discipline Organization Security
Highest

Allow Override of Max Students in Class TeacherVVUE Administrator
Yes

View All - Disregard Organization Security -

@ Organization Year Access

Current Year Permission
Update

Previous Year(s) Permission
Update

@ Organizations
2_ Middle Schools
1. Elementary Schools
- 5. Closed Schools

3. High Schools
4_ Special Schools

®
Role - Admin
Update - District
n Admin Testing
Dual Login

Organization Name

User Groups

User Group Name

Navigation Menu Spell Check Options

Conference Visitation
Highest

MNext Year(s) Permission
Update

« Skl -0

POV

Show Inactive Students
Active Only

Organization Update
Update

Update
Mone
Update

Update

Use Menu Group

|

ol

User Profile Screen, Security Access Tab
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Spell Check Options

Customize the spell checker to meet your needs.

1. Selectthe Spell Check Options tab.
2. Select or deselect spell check options as needed in the Options section.

- =
User Profile Am®® S eS¢y SO0
Menu~ | ol « Save || *Undo
User Name: User, Admin Login Name: Admin
Demographics Navigation Menu Security Access Spell Check Options POV

@ Options

Ignore All-Capital Words Ignore Mixed-Digit Words Ignore Filenames

Ignore First-Capital Words Ignore Hyphenated Words Ignore Html Tags

Ignore Mixed-Capital Words Ignore Repeat Words Ignore Internet Addresses
@ Custom Word List .| 4 Add
E

User Profile Screen, Spell Check Options Tab

Adding Custom Words to the Dictionary

You can also add custom words to the standard dictionary. For example, you might want to add the

name of the district and/or schools.
1. Click Add in the Custom Word List section. A new line displays.
2. Enterthe new Word.
3. Click Save.

@ Custom Word List

+ Add

R R

User Profile Screen, Spell Check Options Tab
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POV

Dashboard Controls and Widgets

e See Customizing the Dashboard and Overview of Dashboard Widgets for
==/ more information on setting up the dashboard and widgets.

Task Setup

Tasks provide a to-do list on the home page of Synergy SIS. For example, there might be a reminder
task for the health office to administer medication to students or a notification to review demographic
updates submitted by parents using ParentVUE. The tasks that display may vary upon the user’s
group and individual user preferences. Some tasks automatically display daily and cannot be
removed from the list. Others are a one-time occurrence that the user can remove from the list.

Good Afternoon, Admin User Ag®TLSLr 00
Show Dismissed Messages
Announcements
m Organization Name Dismiss or Recall Message
@ Tasks
I R Description hcton
08/23/2017 515 PM [=]]} Online Registration g ypdates are pending review [V 4

12/14/2017 7:38 PM 5, Zuniga, Katleen  Electronic Student Data Response from: Other School District - Other High School

Home and mail address were changed by Rob Wilson at Adams Elementary. Both home and mail
12/26/2017 1:51 PM s Abbott, Billy C new addresses: 1955 S Val Vista Dr. Mesa, AZ 85204 Please confirm and acknowledge the change
by clicking the checkmark at the right.

Local Date/Time Total Parent/Student Logins - 2 weeks Top 10 process server jobs

Friday, September 29, 2017

4:00:34 PM MST I

Home Screen

Display a Task List

1. Select Show Task List.

2. Select the tasks to display as needed. This list is customized by your school district.

@ Task Setup

Show Task List

Selected Task Groups to Show in Task List

[ School Workfiow [ A disposition has been added to a student. [] Transportation

[ Transportation [ Student Workflow [ An incident has an active disposition (start and end date).
1A teacher has submitted an incident referral. This task will be removed when a disposition is added (] Referral [Registration Approval
LCIESR District Registered [ Registration [JHealth

[ Conference [ PVUE Updates I Family Change
[ Student Repsonse [ Dstrict Registered LCIESR Student Response
Student Referral [ Transportation [ Medication
[ Incoming Request [ Student Concurrent Enrollment

User Screen, POV Tab
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Your Password and Preferences

In addition to using the User Profile screen, you can also modify your Synergy account on the User

Password and Preferences screen.

1. Navigate to Synergy SIS > User Preferences > User Password and Preferences.

2. Follow the instructions to change your login password.

User Password and Preferences 3| o) | €

Menu~ = o

User Name: User, Admin
Password Preferences Report Preferences
@ Change Your Logon Password

Type your current password:
Type a new password:
Type 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

3. Click Save.

Preferences

Use the Preferences tab to customize the number of pages displayed in a search, the number of
records displayed on a page, to change the POV Home Page, and your preferred login application if

available.

=

P
| =

User Password and Preferences

Menu~ ol

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

Paging Size Paging Row Size

@ Point 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 -

SL ccho

User Password And Preferences Screen, Preferences Tab
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Changing the Number of Records Displayed on One Page

1. Enter Paging Size number to change number of pages displayed at the bottom of a search.
Default is 15 pages.

2. Enter Paging Row Size number to change number of records displayed on one page.
Default is 20 rows.

Changing Your Home Page

The POV Home Page is the initial screen displayed in the Content Area when you firstlog in to
Synergy SIS. This is the default Synergy SIS home page and displays announcements, a task list,
and the dashboard widgets.

1. Click Change POV Home Page to change this page to another screen. The
UserPADTreeFind screen opens.
2. Navigate to the appropriate screen as you would navigate the Synergy PAD Tree.

3. Click Select. The UserPADTreeFind screen closes and the screen name displays in POV
Home Page.

UserPADTreeFind

Navigation Tree

p ESD
P Synergy SE
= Synergy SIS

p Accommodations

w Attendance

p Reports

Reports Daily
Reports Period
Scanning
Setup
Attendance Letter

Attendance Verification

m

C\Efg![-vvvv

Class Daily Attendance

Class Period Attendance

I<fi<B

UserPADTreeFind Screen

Changing Initial Application

If you have access to both TeacherVUE and Synergy SIS, you can select which application opens
firstin the Log In Preferences section.

1. Selectthe Preferred Application To Log Into.
2. Click Save.
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Report Preferences

1. Selectthe Report Preferences tab to modify your report preferences.

User Password and Preferences AunLs S ©
Menu~ ol

User Name: User, Admin

Password Preferences Report Preferences
@® student Profile

[F] Suppress Photo

[C] Hide Health Conditions

[C] Hide Parent Info

[C] Hide Emergency Info

[T Hide Physician Info

[T Hide Signature Info

[T Include Health Condition History
[] Show Homeroom Teacher

@ Student Schedule

[C] Hide All Personal Info

[C] Hide Perm ID

D Full Schedule When Printed From Menu
Sort Options

-

User Password And Preferences Screen, Report Preferences Tab
2. Select the report profile preferences, as needed.
o Select Mask Phone Numbers to mask unlisted phone numbers on reports.
» Select Use Custom Acknowledgment Text.
« Entera Custom Acknowledgement Text.

IDS801 Preferences refers to the printable Disciplinary Action Form

— located in the Discipline Incident module. The form contains a
customizable acknowledgement statement in the Signature box.

® Phone Number Options

IMask Phone Numbers

® 1DS201 Preferences

[J Hide Custodial Information

[ Hide Messages to Parent

[J Use Custom Acknowledgement Text

Custom Acknowledgement Text:

4

User Password And Preferences Screen, Report Preferences Tab

3. Click Save.
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Setting Checklist Security

The Checklists option can be hidden from all but authorized users using PAD Security.

1.
2.

N e

Navigate to Synergy SIS > System > Security > PAD Security.

Navigate to Synergy SIS > User Preferences > ST_Content.aspxin Product Access

Definition Security.

Select Publicin User Group Name.

Click Show Detail.

Select No for NAV: Checklists.

Click Save.

PAD Security
Menu ~

Navigation Security
Product Access Definition

© Global Access
View Access ReportAccess Audit ACcess

Yes ~| |Yes ~| |Yes

Product Access Definition Security

b Mass Scheduling

p Mobile Apps

p MTSS

p Non PAD

b Online Registration
b Parent

b Query

p Schedule

p Staff

p Student

b Student Programs
b Survey

p System

p TeacherVUE Views
p_Test History

Document Security

Delete All Rows
~| [No

8 2/aa i [2le

© Administrator
User Name
- User, Admin | &

< - 2 3 »
Line User Group Name - oRELFLEH

A
P Admin Hope High -

n Bethany's Test Group

n Dual Login

n Dual Login - POV SIS

“ Kylie's Test Group

ParentVUE User

Tab Name hd
NAV: Checklists No v

Type hd

PAD Security Screen, Access Detail
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Synergy Accessibility

Synergy SIS contains features for system accessibility in accordance with 508 Compliance. The
Synergy SIS login and home pages contain a link for tips on using the JAWS reader within the
application, including frequently used shortcut keys. This page is visible only to screen readers or at
<<Synergy URL>>/accessibility.html.

O You can also view this screen using the keyboard shortcut Tab + Tab +
= Enter.

Synergy SIS has been designed to work best with the JAWS reader on
E Firefox while in accessibility mode. While it is guaranteed to be compliant

outside of those constraints, there is no guarantee that alternative

combinations of browsers and screen readers have the same ease of use.

Synergy Accessibility Tips

Overview
Synergy Accessibility has been designed to work best with the JAWS reader on Firefox while in accessibility

mode. While it is guaranteed to be compliant outside of those constraints, there is no guarantee that alternative
combinations of browsers and screen readers will have the same ease of use.

The following usage patterns and shortcuts assume the usage JAWS with the latest version of Firefox.
Jump Lists

The very first region on the page will be the jump list. This 1s a configurable list of shortcuts and actions that can
be accessed at any time using a configurable accessor key (default 1s control) and the provided shortcut key.

Synergy Accessibility Screen
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Overview of Dashboard Widgets

The Synergy SIS home screen displays dynamic sources of information called dashboard widgets.
Examples include graphical reports that track student data trends, such as attendance patterns, and
links to external sources of web-based information, such as images or RSS feeds.

Good Morning, Admin User AL ™ L SE 0|8

Show Dismissed Messages

Announcements

| urgency | Organization Name Dismiss or Recall Message

@ Tasks

I E— peserpion acton
08/23/2017 515 PM [=l]" Online Registration g updates are pending review v

12/14/2017 7-38 PM ;_.‘ Zuniga, Kalhleen  Electronic Student Data Response from: Other School District - Other High School

Home and mail address were changed by Rob Wilson at Adams Elementary. Both home and mail new
12/26/2017 1:51 PM &, AbDoft, Billy C addresses’ 1955 S Val Vista Dr. Mesa, AZ 85204 Please confirm and acknowledge the change by v
clicking the checkmark at the right.

Local Date/Time Total Parent/Student Logins - 2 weeks Top 10 process server jobs

Tuesday, October 3, 2017
9:12:12 AM MST

Weather: Fountain Valley, AZ

Now  Today Tonight  Tomorrow

= - - -

65° 65° 83° 65°
B3° G0° Last Update: 06/12/2018 06:51.00
67° 70°

Last Updste:

Synergy SIS Home Screen

You can select the gear icon on the top right of the Synergy SIS home page to open the Dashboard
Configuration screen. This allows you to turn Tasks and Announcements on or off and change the
layout of Dashboard Widgets. The image above shows widgets in the Three Column layout.

\JT Demo School Distric‘ Admin User (Show active and inactive)
-~

Excellence In Education 2016-2017 Hope High School

A AmEMN _@%‘ Quick Launch £ Lock SignOut Support Help

= Good Afternoon, Admin User el o El =
, .

M Configuration T cancel

* moﬁ Show Tasks

m off Show Announcements

Choose the layout for this page:

ERRIIEN I mEimaill il

One Column Two Columns | Wide Right Wide Left Three Columns Four Columns

Dashboard Configuration Screen
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Types of Dashboard Widgets

The Synergy SIS home page has four types of dashboard widgets available: Query, External Image,
RSS Feed, and SQL Query.

« A Query widget displays information from an existing Synergy SIS public query. It displays the
data results from the query in a graph or chart, such as a bar graph or pie chart.

YTD Absences by Grade

)

>

Query Widget, Doughtnut Graph

Last Update: 10/03/2017 09:10:00

« An External Image widget displays an image from an external website, such as a weather
radar map or traffic update. Click the link on the right to open the external site in a new
window.

Last Update: 12/18/2017 08:22:00

External Image Widget
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« An RSS Feed widget shows the live results of an RSS feed.

NASA Education News

Thu, 28 Sep 2017 11:49 EDT. South Carolina Students to Speak with NASA Astronaut on Space Station

Thu, 21 Sep 2017 12:47 EDT: Students at National Air and Space Museum to Speak with Space Station Astronaut

Thu, 14 Sep 2017 16:18 EDT. Minnesota Students to Speak with NASA Astronaut on International Space Station

Thu, 14 Sep 2017 11:21 EDT. NASA Awards Funding to Support Professional Development Programs for STEM
Educators

Tue, 12 Sep 2017 23:00 EDT: Three New Crew Members Arrive at International Space Station

Thu, 07 Sep 2017 14:06 EDT: NASA Television Coverage Set for Next International Space Station Crew Launch

RSS Feed Widget

« A SQL Query widget pulls data from a database using a SQL query and displays the data in a
graphical format such as a pie chart or bar graph.

Total Parent/Student Logins - 2 weeks

Last Update: 08/19/2018 08:51:00

SQL Query Widget
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Customizing the Dashboard

You can choose which dashboard widgets display on your Synergy SIS home page.

Managing Widgets from the Dashboard

185

1. Click the Add Widgets icon in the top-right on the Dashboard home page. The Available

Widgets page opens.

Good Afternoon, Admin User

nuesee o]

Show Dismissed Messages

Announcements

| urgency | Organization Name Dismiss or Recall Message

@ Tasks
[ Descrpion __hcton
08232017 5:15 PM [ Online Registration g ypgates are pending review (V4
12/14/2017 7:38 PM.A:f Zuniga. Kathleen  Electronic Student Data Response from: Other School District - Other High School

Home and mail address were changed by Rob Wilson at Adams Elementary. Both home and mail
new addresses: 1955 S Val Vista Dr, Mesa, AZ 65204 Please confirm and acknowledge the change (V4

12/26/2017 1:51 PM g, Abbott. Billy G
by clicking the checkmark at the right.

Total Parent/Student Logins - 2 weeks Top 10 process server jobs

|2 [1] 2

Local Date/Time

Friday, September 29, 2017
33310 PM MST

Weather: Fountain Valley, AZ

New Today Tonight Tomorrow

= - . -
86° 86° 72° 71°
. . Last Update: 06/12/2018 08:51:00
720 86°

Synergy SIS Home Screen

2. View widgets to add by selecting All Widgets, Unused, or Used.

« Consolidate shows a list of all available widgets.
« By Group displays widgets under their specific category.

Good Morning, Admin User AL LSer |0 8
Available Widgets | B s 50 oo PR (|
idget Filter Y
Buitln ~ Aftendance  Discipline  Demographics  Miscellaneous  Test History

Local Date/Time Local Weather

Available Widgets Screen

3. Click + next to the widget to add it to the dashboard, or —to remove it.
4. Click and drag the widget box title to reorder widgets. Widgets can also move to another

column if the current layout allows it.
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5. Click the gear icon on the widget box to manage widget options.
« Refresh —Reloads the widget information
« Remove — Deletes the widget from the dashboard
« Configure — Opens the Dashboard Control screen for that widget
« Selecta Graph Type to change the display of a Query widget.

Daily Absence Count fed
Widget Configuration
Configure
65 g
a7 l
il |
23
— —
Last Update: 10/023/2017 02:02:00

Widget Options
6. Click OK.

Dashboard Widget Options

Once added to the user’'s home page, clicking a widget enlarges it. Further actions are available if
the widget’s security settings allow them.

« Click the Print icon to print the widget.
« Clickthe View Query icon to view the underlying query for a graph.
« Clickthe View Results icon to view a spreadsheet of the data.

Daily Absence Count

Last Updated: 10/03/2017 09:09:00

B (i w o]

s s s I
00I042017 09052017 0OIOTR2017 091032017  OOFT20T7  COMA2017 — ODIZBROTT  OBI262017 10022017

Query Widget
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Creating Widgets

[ "la  Contact your system administrator if you do not have access to this
screen.

1. Navigate to Synergy SIS > System > Setup > Dashboard Control.
2. Click Add. The Dashboard Control Add screen opens.

-

Menu~ <€ Q¥ L] [:] m

Name: Group: Focus Based: Widget Type:

Options Advanced Rules User Groups Subscribed Users

Name Group Widget Type Inactive  Widget ID
- - O

Description

Title

@ Dimensions

Height (in pixels) Width (in pixels)

Graph Large Height Graph Large Width

v Dashboard Control AmLsee:

Dashboard Control Screen
3. Enter aName for the new widget.
4. Selecta Group to assign to the widget.
5. Selectthe Widget Type.

Synergy SIS assigns the serialized Widget ID number, which
cannot be changed.

6. Enter information about the widget in the Description field.
7. Enter the Title to display at the top of the widget on the home page.

|Weaﬂ1&r: Fountain Valley, AZ |
Now Today Tonight Tomorrow
= e o, )
67" e7" 63° 65°
iy B0
68" 70°
Widget Title

187
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8. Leave the Dimensions fields blank to use the default values, or enter custom values.

« Height and Width dimensions control how the widget displays on the home page, and
cannot exceed 999 pixels.

« Graph Large Height and Graph Large Width control the size of the enlarged version
of the widget, and cannot exceed 9999 pixels.

Each widget type has unique options under the Options tab,
==l which are explained later in this chapter.

Dashboard Control Auesee)

-

Options Advanced Rules

e

Name* Group® Widget Type Inactive  Widget ID
~ Query - =

Description

Title

@ Dimensions
To fix the widget dimension, enter in the height or width {entering one of the dimensions will cause the browser to render the other
proportionally). Leave blank to use the original width:

Height (in pixels) Width (in pixels)

Use the following Large Height / Large Width fields to specify an exact large rendered height and width. The default is 800 (Height) x 600
(width).

Graph Large Height Graph Large Width
800 600

Dashboard Control Add Screen
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9. Selectthe Advanced tab to specify how often the widget updates.
10. Select the frequency of updates from the Schedule Task list. Widgets can update Once,

Daily, Weekly, or Monthly.

Dashboard Control

Options Rules

Name
Daily Absence Count

Last Updated

@ schedule Job

Schedule Task

-

Once
Daily
Weekly
Monthiy

AE':"”%@K‘“"’ o« e

Group
Attendance

Widget Type Inactive  Widget ID
~ | Query - =

Dashboard Control Screen, Advanced Tab

« The Daily option schedules the widget to update every number of days or at a specific

time of day.

« Tochoose when the scheduled updates should begin and end, enter their Start
Time, Start Date, and Stop Date.

« You can also run updates throughout the day by entering the number of hours
between updates. Enter the time updates end in Hour(s) Ending at.

@ Schedule Job

Schedule Task
Daily -

@ Schedule Task Daily
Every

Every

Start Time:

Start Date Stop Dale
¢} & &

Day(s)

Hour(s) Ending at (e]

Dashboard Control Screen, Advanced Tab
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« The Weekly option schedules the widget to update after a certain number of weeks on
a specific day or days.

« Enter the number of weeks between updates.
« Select the days of the week updates run.

@ Schedule Job

Schedule Task  Start Time Start Date Stop Date
Weekly - ® = =

@ Schedule Task Weekly

Every Week(s) on: [ Monday [[] Saturday
7] Tuesday [] Sunday
[F] Wednesday
[F] Thursday
[ Friday

Every Hour(s) Ending at c]

Dashboard Control Screen, Advanced Tab
« The Monthly option schedules the widget to update monthly on a specific day or days.

« Select the Day of the month under the first option for a specific date.

« Select the drop-down under the second option for updates on a specific
weekday, such as the first Monday of a month. Specify the months to run the
update.

® Schedule Job

Schedule Task  Start Time Start Date Stop Date
Monthly - [c] & &

® Schedule Task Monthly

© Day ~ of the month(s) [C) January [T July

[C] February [C] August

[ March [F] September
[T April [ October
] May [F] November
O] June [ December

© The -
~ of the month(s)

Dashboard Control Screen, Advanced Tab

11. Click Save.
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Creating Widgets from Search Results

You can create a graph widget from search results and add it to your Dashboard page. Create
widgets from any screen that allows you to display search results in a grid.

The following example uses the Zip Code field on the Synergy SIS >
Student > Student.

1. Navigate to Synergy SIS > Student > Student.

2. Hover over Zip Code and select ¥’ in the Home Address section.
3. Click Graph. The Find Result screen displays.

¥ Student »

Menu~= 4 Q| » & :Hundn L FNLE % Delete

Student Name: School: Homeroom: Teacher:

&
($)
Q
e
)

(oo

Demographics Parent/Guardian Other Info Emergency Enroliment

Enroliment History Classes Documents Contact Log
Notes Protected Information TR Test Tab

Last Name First Name Middle Nam i Suffix PermID Grade

® Home Address

® Mail Address
Address Effective Date
& Validate
Ci State ZIP Code
ty E Mail same as Home
Address
Student Screen

4. Click “ inthe top right to save the icon to Dashboard Control. The Dashboard Control
screen opens.

Find Result ERIFTE A0
2ZIP Code 5 Distribution 1 sar[@]a =
Bright| =

1600

1400
1200
1000
&00
500
400
200 I
0 e — — —_—— —— — | | R

55555 85140 85201 85204 85205 85234 85402 85604 85606 85610 85612 85614 85620 85625 85660 85661 85662 85663 85691 85604 B5701 85704 85707 B5780 85999 92¢

HomeZipCode5

Find Result Screen
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5. Modify any settings for the widget if needed.
6. Click the Add Widgets icon on the Synergy SIS dashboard.
7. Locate the created widget and click the + to enable it.

Good Morning, Admin User L o F o
Available Wldgets All Widgets [IGRESHTESCINN Consolicate [EYREUat N OF |
Widget Filter Y

" ' ) )
Daily enroliment change Discipline Dispositions by School Education Media Room - Feedburner H
R\ I. .
Edupoint Release Enroliment Enroliment By School
" R '
Enrollment Daily Delta - District Feed - Shai Graph Student ON (RO_HomeZipCodes)

Synergy Dashboard Screen, Add Widget

8. Click OK.
Good Morning, Admin User 0 B
Show Dismissed Messages
Announcements
[ Ugency | OrgamiationName Announcement | _Dismiss or Recall Message |
® Tasks
Local Date/Time Graph Student ON Top 10 process server jobs

(R0O_HomeZipCode5)
Friday, September 29, 2017

8:56:03 AM MST

Weather: Fountain Valley, AZ

Now Today Tonight Tomorrow

= . . .

g5° 70° 67° 71°
85° 86" Lt oo
74 720 i

Enrollment By School

Total Parent/Student Logins - 2 weeks

Last Update: 05/25/2017 08:55:00

Last Update: 06/19/2018 06:51:00

Last Update: 06/19/2018 06:51:00

Synergy Dashboard Screen
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193
Creating a Query Widget

A query widget uses a public query to display data.

1. Create a query and save it as a public query.

|| See the Synergy SIS — Query and Reporting Guide for instructions
on creating public queries.

2. Follow the instructions outlined in Creating Widgets — selecting Query as the Widget Type.

3. Select a focus for the query.

« Selecta Specific Organization and Specific Year as the focus of the public query by
clicking on the search icon next to those fields. Locate the appropriate organization and
year.

« Select Focus Based to use the focus of the entire query instead of a specific focus.

4. Use ¢ inPublic query providing data for dashboard control to locate the query to use
for the widget.

5. Setthe security options for the widget as needed.
« Do not allow user to open query — Prevents the user from viewing the query
« Do not allow user to print report — Prevents the user from printing the query

« Do not allow user to open query detail — Prevents the user from opening the widget
data in a spreadsheet

@ Specific Focus

Specific Organization

@

Specific Year

@

@ Query
Public query providing data for dashboard control ~ Focus Based
g O
[ Do not allow user to open query
[J Do not allow user to print report

[ Do not allow user to open query detail

Dashboard Control Screen
6. Select the type of graph used for the widget in Graph Type.

o Bar— Compares two or more values
o Curve — Slopes up or down depending upon the data shown

o Doughnut—Shows how proportions of data contribute to the whole, including
secondary level data. Each slice in a doughnut graph ring represents a percentage of
the total of all values.

« Line —Represents a series of data points connected together with a line and shows
data trends
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« Pie —Shows each data item in a category as a pie wedge, with each wedge

proportional to the sum of all data used in the graph

« Surface —Shows a 3D image of two independent variables on the x- and y-axis and a

dependent variable on the z-axis

« Tile Map — Shows an interactive map of data represented by rectangles. Each

rectangle increases size depending on the data recorded.

7. Select which properties the system uses for the graph from the X Column and Y Column

fields, and set the Values from where the data begins.

8. Select Order Graph Data in Query Sorted Order to sort the data in the graph by the same

sort order in the query.

9. Select All Colors are Opaque to show the pieces of the graph in solid colors.

10. Select Chart is Rendered in 3D to show the graph in 3D.

11. Select Graph Show Data Labels to show the names of the properties used onthe Xand Y

axes.

@ Graph Options
GraphType

X Column Value to Start the X Axis From

¥ Column Value to Start the Y Axis From
[ Order Graph Data in Query Sorted Order
] All Colors are Opague
O Chart is Rendered in 3D
[ Graph Show Data Labels

Dashboard Control Screen

12. Click Save.
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Creating Rules for Data Points

195

After saving the widget, two additional tabs become available: the Rules tab and the Subscribed
Users tab. The Rules tab selects each color that displays for the data points in the graph.

See Adding or Removing Users for more information on the Subscribed
Users tab.
v Dashboard Control Alue L L oG
Menu~ € Q¥ o m

Name: Attendance by Grade Level Group: Attendance Focus Based: Y Widget Type: Query
Options Advanced User Groups Subscribed Users

Dashboard Control Screen

1. Selectthe Rules tab.
2. Click Add to create a new rule.
3. Add the appropriate conditions for each rule.

« Condition Order — The order in which the system applies multiple conditions
« Condition —How certain data compares to other data. Conditions include:

o Less Than

o LessorEqual

o Equal

« Greater Than

o Greateror Equal

o Decrease in prior value (in %)

« Increase from prior value (in %)
o Decrease from prior raw value

o Increase from prior raw value

4. Enter the value for the comparison in the Conditional Value column.
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5. Select the color to indicate each condition from the Color list.

v Dashboard Control  cEGe

Menu=- | € Q  » & | |+ACCI % Delete

Name: Attendance by Grade Level Group: Attendance Focus Based: Y Widget Type: Query

Options Advanced User Groups Subscribed Users

Name Group Widget Type Inactive  Widget ID
Aftendance by Grade Ley | Attendance ~| | Query - O 16

@ Graph Creation Rules

nm“m
“- Greater or Equal ~ 80

“- 2 Greater or Equal - 70 Crange -
“- 3 Greater or Equal ~ 60 Yellow -
“n 4 Greater or Equal -0 Green -

Dashboard Control Screen, Rules Tab

6. Click Save.

Creating an External Image Widget

The External Image widget displays images from an internet source, such as weather or traffic
reports.

1. Follow the instructions outlined in Creating Widgets, selecting External Image as the Widget
Type.
Enter the URL for the image in External URL Path.

3. Enterthe URL of the page displayed when the user clicks the option in enlarge view in
External Image Click URL.

@ External Image

External URL Path
http: /i azcentral com/weather/wsi_images/RAD_PHX_STILL SGI.gif

External Image Click URL
hitp:/mmm azcentral.com/weather/articles/rimage._himl

Dashboard Control Screen

4. Click Save.
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Creating an RSS Feed Widget

197

An RSS Feed widget contains dynamic content downloaded through a feed, such as news updates.

1. Follow the instructions outlined in Creating Widgets, selecting RSS Feed as the Widget
Type.

2. Enterthe RSS Feed URL Path.

@ RSS Feed

RSS Feed URL Path
hitp-/fiwww.microsoft.com/seminar/en/bmo-podcastitechnet_SQL_Server_mp3.xml

Dashboard Control Screen

3. Click Save.

Creating a SQL Query Widget

The SQL Query widget displays data from an external or Synergy database.

1. Follow the instructions outlined in Creating Widgets, selecting SQL Query as the Widget
Type.

2. Selecta Database Option.

Select Use External Database or Use Synergy Database as the Database Option.
Select MS SQL or Oracle as the Database Type if using an external database.
Enter the name of the Server hosting the database.

a o T o

Enter the User name and Password to access the information.

@ saL Query

Database Option

Use External Database
@ Database Connection
Database Type

@ MSs saL © Oracle

User
rev

Server
(local)

Password

Database
08Is_Prod

Dashboard Control Screen

3. Select Focus Based to use the current focus of the user when running the query. If not, the
organization and year is taken from the SQL query.

4. Select No Launch Detail to suppress system messages showing the progression of the
query. You might want to leave this option unchecked while creating the widget to view any

error messages.
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5. Enter the query in the SQL Command field. A list of standard parameters to add to the query
displays below this box.

® saL Query
Database Option

[ Focus Based

No Launch Detail

SQL Command

— Enroliment by day &

»

declare @yearGu unigueidentifier

declare @startDt smalldatetime, @stopDt smalldatetime

set @yearGu = @FOCUS_YEAR_GU il
set @startDt = DateAdd (Month, -1, getDate())

The following will be added as parameters in the SQL execution at runtime:

@DATE = Current date (e.g. 9/15/2008)

@FOCUS_YEAR = Focus year for user {e.g. 2008)

@FOCUS_YEAR_GU = Focus year guid for user (e.g. {GUID})
@FOCUS_ORGANIZATION = Focus organization name for user (e.g. Hope HS3)
@FOCUS_ORGAMIZATION_GU = Focus organization quid for user (e.g. {GUID})
@FOCUS_ORG_YEAR_GU = Focus organization year guid for user (e.g. {GUID})
@USER_GU = User guid for current user (e.g. {GUID})

NOTE: Parameter names must appear exactly as listed above (capitalization included).

Dashboard Control Screen

6. Select Order Graph Data in SQL Sorted Order in the Graph Options section to sort the
data in the graph by the same sort order detailed in the query.

7. Click Save.

Viewing and Editing Dashboard Widgets

Dashboard widgets can be viewed and edited from the main Dashboard Control page.

Editing a Widget

1. Navigate to Synergy SIS > System > Setup > Dashboard Control.

2. Find or scroll to the appropriate widget.
3. Select the Edit DashboardWidget Data option in the Menu to edit any and/or all of the fields.

v Dashboard Control

| Edit Dashboardwidget Data |

View Audit Detail For Dashboard Control

Dashboard Control Screen

4. Editthe fields as necessary.

Selecting Inactive removes a widget from current or future use but
does not delete it.

5. Click Save. Once you edit a dashboard widget, you must refresh the widget to display the
modified version on the dashboard.

Edupoint Proprietary and Confidential



Refreshing a Widget

Getting Started with Synergy SIS

Chapter 5: Dashboard Widgets 199

1.
Select the Advanced tab.

Find or scroll to the appropriate widget on the Dashboard Control screen.

Click Refresh Now. The Job Details window provides updates on the status of the refresh.

- <3
v Dashboard Control AT LsEeL ceGeo
Menu- | € Q ¥ L] m % Delete
Name: Attendance by Grade Level Group: Attendance Focus Based Y Widget Type: Query

Options Rules User Groups Subscribed Users
Name Group Widget Type Inactive  Widget ID
Aftendance by Grade Level Attendance ~ Query - 16
Refresh Now | Last Updated
06/28/2016 06:50:00 &
@ Schedule Job
Schedule Task  Start Time Start Date Stop Date
Dally ~| [z02AaM @ 092612008 =

@ Schedule Task Daily

Every | 1 Day(s)

Every Hour(s) Ending at ®

Dashboard Control Screen, Advanced Tab

A new window opens when the refresh process completes displaying the results of the refresh
and the users’ updated home screens.

Job Details:

Job Detail

D Retrieving Details...

Status

@ Refrieving Status .
2

© Check Status Later [§ % Abort

Job Details Window
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Deleting a Dashboard Widget

1. Find or scroll to the appropriate widget on the Dashboard Control screen.
2. Click Delete.

v Dashboard Control

Menu- € Q » A& +Add

Name: CNN Headline News Group: Miscellaneous Focus Based: N Widget Type: RSS Feed

Al @ 8 €L

Options Advanced Rules User Groups Subscribed Users
Name Group Widget Type Inactive  Widget ID
CNN Headline News Miscellaneous ~| RSS Feed - 3
Description
Title

CNN Headline News
@ RSS Feed

RSS Feed URL Path
hitp-//rss.cnn.com/rssfcnn_topstories.rss

Dashboard Control Screen

3. Click Yes on the confirmation message.

Confirm

This operation cannot be undone. Are you sure you wish to delete this record?

Confirmation Message
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Adding or Removing Users

The User Groups and Subscribed Users tabs on the Dashboard Control screen display all users

who have the widget active on their home page.

Added widgets display in the first row of a user’'s home page. Widgets can
be reordered on the user’s dashboard page.

Adding a User Group to a Widget

201

1.

Select the User Groups tab.

2. Click Chooser.

7 Dashboard Control AntLESL cecGeo

Menu~ € Q| » A save undo JEEGIEEE SUSCY

Name: CNN Headline News Group: Miscellaneous Focus Based: N Widget Type: RSS Feed

Options  Advanced Rules Subscribed Users

Name Group Widget Type Inactive  Widget ID
CNN Headline News Miscellaneous ~| |RSS Feed - O 3
@ User Group Access

I ™
-- Role - Admin

A Role - Assistant Principal
3 Role - Clerk
n Role - Principal

5 Role - Superintendent

L B 9 9 9

Dashboard Control Screen, User Groups Tab

3. Locate the appropriate user group or groups.

Chooser 0o

Name: CNN Headline News

Search Results
@ Find Criteria

User Group Mame

Add All Row(s) ==

@ Find Result @ selected ltems

‘E e oo
BB omin ope
USGTGTOUP Name

Curriculum Directors
Dual Login
Report Card Specialist - Art
Reporl Card Specialist - PE.

n Role - Admin
Role - Assistant Principal

Chooser Screen

4. Click Save.
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Adding Subscribed Users

1. Selectthe Subscribed Users tab.
2. Click Chooser.

7 Dashboard Control AangTLSE cCheo

Menu ~ < Q > L] - CHIR NG 4 Add | X Delete

Name: CNN Headline News Group: Miscellaneous Focus Based' N Widget Type: RSS Feed

Options Advanced Rules User Groups Subscribed Users

Name Group ‘Widget Type Inactive  Widget ID
CNN Headline News Miscellaneous ~ | RSS Feed - L} 3
@ Users who are subscribed to this widget

[ line| wemame losmame  $ smeomeime 3
User, ReadOnly ReadOnly

User, Admin Admin

Aquilar, Yolanda TchET

Bettin, Toni Secrg

Dashboard Control Screen, Subscribed Users Tab

3. Locate the appropriate user or users.

Chooser cee
Name: CNN Headline News
QFind 4 Select X Close
Search Results
@ Find Criteria
Last Name First Name Login Name
( J
Add All Row(s) ==
@ Find Result @ Selected ltems
<P:: 5 ¢ 7[e0 0 e w > [xine Lt
Aderson Gordon TchHs1
Aguilar Yolanda TchEl4T
A\drich Heidi haldrich
Anemma Jason JAriemma
<0 Baniszewski Nancy TchHs2
j Barnett Katherine Secr1
Chooser Screen
4. Click Save.
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Sample Query Widgets

You can create the following Query widget samples within Dashboard Control. You must save the
query information provided as a public query before using it in a widget.

|| See the Synergy SIS — Query and Reporting Guide for instructions on
creating public queries.

Attendance by Grade

This widget shows the year-to-date absences by grade level.

v Dashboard Control AlutLee ceGeo

Menu < Q » ol =+ Add | % Delete

Name: Attendance by Grade Level Group: Attendance Focus Based: Y Widget Type: Query

Options Advanced Rules User Groups Subscribed Users
Name Group Widget Type Inactive  Widget ID
Attendance by Grade Level Attendance ~ Query - 16
® Query

Public query providing data for dashboard control  Focus Based
Aftendance List g

[£] Do not allow user to open query

[[1 Do not allow user to print report

[T Do not allow user to open query detail

@ Graph Options

GraphType

Doughnut =

X Column Value to Start the X Axis From
R1.Grade -

Y Column Value to Start the ¥ Axis From

[C] Order Graph Data in Query Sorted Order
All Colors are Opaque

Chart is Rendered in 3D

Graph Show Data Labels

Dashboard Control Screen

This widget uses the following query:

K12.Student RO, Kl2.EnrollmentInfo.StudentSchoolYear RI1,
Kl12.EnrollmentInfo.StudentEnrollment R2,

K12 .AttendanceInfo.StudentDailyAttendance R3,
K12.AttendanceInfo.Setup.SchoolAttendanceReasons R4
(CodeAbsReasSchYearGU,R3.CodeAbsReaslGU, Outer),
K12.AttendanceInfo.Setup.DistrictAttendanceReasons R5
(CodeAbsReasGU,R4.CodeAbsReasGU, Outer)

COLS RO.FormattedName, RO.Age, RO.BirthDate, R3.AbsDate,
R5.Abbreviation, R5.Description, R5.Type (,,,,,,,Code), Rl.Grade
(yrrs,,,Description)

If R5.Type In ('EXC', 'UNV', 'UNE') And R3.AbsDate <'S$DATE' And
R3.AbsDate >='SDATE-30"'

Birth Month distribution
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Daily Absence Count

This widget shows absences per day for all grades at a specified school.

v Dashboard Control

- < Q>

Name: Daily Absence Count Group: Attendance Focus Based: Y Widget Type: Query

Options Advanced Rules User Groups Subscribed Users
Name Group Widget Type Inactive  Widget ID
Daily Absence Count Attendance + Query - 13
® Query

Public query providing data for dashboard control  Focus Based
Aftendance List &

[C] Do not allow user to open query

[7] Do not allow user to print report

[£] Do not allow user to open query detail

@ Graph Options

GraphType
Bar =
X Column Value to Start the X Axis From
R3 AbsDate -
Y Column Value to Start the Y Axis From

~| |0
[C] Order Graph Data in Query Sorted Order
[ All Colors are Opague
[] Chart is Rendered in 3D
Graph Show Data Labels

AntsEee cecGo

Dashboard Control Screen

This widget uses the following query:

K12.Student RO, Kl2.EnrollmentInfo.StudentSchoolYear RI1,
Kl12.EnrollmentInfo.StudentEnrollment R2,

K12 .AttendanceInfo.StudentDailyAttendance R3,
K12.AttendanceInfo.Setup.SchoolAttendanceReasons R4
(CodeAbsReasSchYearGU,R3.CodeAbsReaslGU, Outer),
K12.AttendanceInfo.Setup.DistrictAttendanceReasons R5
(CodeAbsReasGU, R4 .CodeAbsReasGU, Outer)

COLS RO.FormattedName, RO.Age, RO.BirthDate, R3.AbsDate,
R5.Abbreviation, R5.Description, R5.Type (,,,,,,,Code),
(yrrss,,Description)

If R5.Type In ('EXC', 'UNV', 'UNE') And R3.AbsDate <'S$SDA
R3.AbsDate >='SDATE-30"'
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The graph uses the following settings on the Rules tab:

¥ Dashboard Control AnLeL cecGo

Name: Daily Absence Count Group: Attendance Focus Based: Y Widget Type: Query
Options Advanced User Groups Subscribed Users

Name Group Widget Type Inactive  Widget ID
Daily Absence Count Aftendance ~| Query - 13

® Graph Creation Rules + Add

e oo ot > cotore S| oo &
- 1 10 Red -

2

3

Greater or Equal -
Greater or Equal - 3 Yellow -

Greater or Equal ~ 0 Green -

Dashboard Control Screen, Rules Tab

Sample SQL Query Widgets

You can create the following SQL Query widget samples within Dashboard Control.

Enroliment by Day

This SQL Query widget shows the number of students enrolled each day at the specified school.
This widget uses the following query:

-- Enrollment by day

declare @yearGu uniqueidentifier

declare (@startDt smalldatetime, @stopDt smalldatetime

set Q@yearGu = (select YEAR GU from REV_YEAR where EXTENSION = 'R’

and SCHOOL_YEAR = @FOCUS_YEAR)

set @startDt = DateAdd (Month, -1, getDate())

set @stopDt = @DATE

-- The following is the SQL string that uses the above 3 parameters

declare @curDt smalldatetime

declare @result table (TDAY smalldatetime, ENRCNT int, DOW int)

declare @QcurEnr int

set QcurDt = @startDt

while @curDt <= @stopDt

begin

set @curEnr = (select count (*) NumStu from EPC STU SCH YR ssy
inner join REV _ORGANIZATION YEAR oyr on (oyr.ORGANIZATION

YEAR GU = ssy.ORGANIZATION YEAR GU)

where oyr.YEAR GU = (@yearGu and ssy.ENTER DATE <= @curDt

and ssy.ORGANIZATION YEAR GU = @FOCUS ORG_YEAR GU

and (ssy.LEAVE DATE is null or ssy.LEAVE DATE >= @curDt))

if (DATEPART (dw, @curDt) <> 1 and DATEPART (dw, QcurDt) <> 7)

insert into @result values (@curDt, @curEnr, DATEPART (dw, @curDt));

set @curDt = dateadd(day, 1, @curDt)

end;
select replace (str (month(TDAY)) + '/' + str (day(TDAY)) + '/' +
str (year (TDAY)), ' ', '') as 'TDAY', ENRCNT from @result
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The graph uses the following options:

@ Graph Options

GraphType
Bar -

The graph rendered from a SQL query must have various aspects defined. The fields below allow you to modify what data is graphed (X/Y/Z Column), the
graph fitle based on column descriptions (X/Y/Z Column Description) and (if you are using aggregation; e.g. Count, Sum, efc_) the column that represents the
aggregated value (X/Y/Z Column Aggregation).
X Column X Column Description X Column Aggregation Value to Start the X Axis From

TDAY Day ENRCNT V]

Order Graph Data in SQL Sorted Order

[Z] All Colors are Opaque

Chart is Rendered in 3D

Graph Show Data Labels

Dashboard Control Screen

The graph uses the following settings on the Rules tab:

- +
v Dashboard Control AneLsee coGeo
Menu~ € Q¥ L] « Save | =y Undo [ FNUH R EeEE
Name: Enreliment by Day Group: Attendance Focus Based: Y Widget Type: SQL Query
Options Advanced User Groups Subscribed Users
Hame Group Widget Type Inactive  Widget ID
Enrollment by Day Attendance ~|  SQL Query - 12
@ Graph Creation Rules .+ Add

n Condition Order % Condition = Condition Value “
KRN - -

Decrease from prior raw value
n 2 2 Decrease from prior raw value A 2 Orange h
n I 3 Decrease from prior raw value - 1 Yellow A

nn 4 Increase from prior raw value - 1 Green -
n 5 B Greater or Equal + |0 Gray -

Dashboard Control Screen, Rules Tab

Enroliment by Week

This SQL Query shows the number of students enrolled each week at the specified school. This
widget uses the following query:

-—- Enrollment by week
declare (@yearGu uniqueidentifier
declare (@startDt smalldatetime, @stopDt smalldatetime

set Q@yearGu = (select YEAR GU from REV YEAR where EXTENSION = 'R’
and SCHOOL YEAR = QFOCUS_YEAR)
set @startDt = '09/09/2008"'

set @stopDt = @DATE
-- The following is the SQL string that uses the above 3 parameters
declare @curDt smalldatetime
declare (@result table (WEEK smalldatetime, ENRCNT int)
declare (@curEnr int
set @curDt = @startDt
while @curDt < @stopDt
begin
set @curEnr = (select count (*) NumStu from EPC_STU SCH YR ssy
inner join REV_ORGANIZATION YEAR oyr on (oyr.ORGANIZATION
YEAR GU = ssy.ORGANIZATION YEAR GU)
where oyr.YEAR GU = @yearGu
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and ssy.ENTER DATE <= (@curDt

and ssy.ORGANIZATION YEAR GU = @FOCUS ORG YEAR GU

and (ssy.LEAVE DATE is null or ssy.LEAVE DATE >= @curDt))
insert into Qresult values (@curDt, QcurEnr)

set @curDt = dateadd(week, 1, @QcurDt)

end;
select replace (str (month(WEEK)) + '/' + str (day(WEEK)) + '/' +
str (year (WEEK)), ' ', '') as 'WEEK', ENRCNT from @result

The graph uses the following options:

@ Graph Options
GraphType

Bar -

The graph rendered from a SQL query must have various aspects defined. The fields below allow you to modify what data is graphed (X/Y/Z Column), the
graph title based on column descriptions (X/Y/Z Column Description) and (if you are using aggregation; e.g. Count, Sum, efc.) the column that represents the
aggregated value (X/Y/Z Column Aggregation).
X Column X Column Description X Column Aggregation Value to Start the X Axis From

WEEK Week ENRCNT 0

Order Graph Data in SQL Sorted Order

All Colors are Opaque

[C] Chart is Rendered in 3D

Graph Show Data Labels

Dashboard Control Screen

Enroliment Daily Delta

This SQL Query displays the change in the number of enrolled students from day to day, for the
specified school. This widget uses the following query:

-- Enrollment by day

declare @yearGu uniqueidentifier

declare @startDt smalldatetime, @stopDt smalldatetime

set @yearGu = (select YEAR GU from REV_YEAR where EXTENSION = 'R'
and SCHOOL YEAR = QFOCUS_YEAR)

set @startDt = DateAdd (Month, -1, getDate())

set @stopDt = @DATE

-- The following is the SQL string that uses the above 3 parameters
declare @curDt smalldatetime

declare (@result table (EDAY smalldatetime, ENRCNT int, DOW int,
DELTA int)

declare @QcurEnr int

declare @lastVal int

declare (@delta int

set QcurDt = @startDt

set @lastval = 0

while @curDt <= @stopDt

begin

set @curEnr = (

select count (*) NumStu from EPC STU SCH YR ssy

inner join REV_ORGANIZATION YEAR oyr on (oyr.ORGANIZATION YEAR GU =
Ssy.ORGANIZATION YEAR GU)

where oyr.YEAR GU = @yearGu and ssy.ENTER DATE <= @curDt

and oyr.organization year gu = @FOCUS ORG YEAR GU

and (ssy.LEAVE DATE is null or ssy.LEAVE DATE >= @curDt))

set @delta = @curEnr - @lastVal

if (@lastval = 0)
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set @delta 0
set @lastVal = @curEnr
if (DATEPART (dw, @curDt) <> 1 and DATEPART (dw, QcurDt) <> 7)
insert into @result values (@curDt, @curEnr, DATEPART (dw, @curDt),

@delta) ;

set QcurDt = dateadd(day, 1, @curDt)

end;

select replace (str (month(EDAY)) + '/' + str (day(EDAY)) + '/' +
str (year (EDAY)), ' ', '') as 'DAY',

ENRCNT, DELTA from (@result

The graph uses the following options:

@ Graph Options

GraphType
Bar -

The graph rendered from a SQL query must have various aspects defined. The fields below allow you to modify what data is graphed (X/Y/Z Column), the
graph title based on column descriptions (X/Y/Z Column Description) and (if you are using aggregation; e.g. Count, Sum, eic_) the column that represents the
aggregated value (X/Y/Z Column Aggregation).
X Column X Column Description X Column Aggregation Value to Start the X Axis From

DAY Day DELTA

Order Graph Data in SQL Sorted Order

All Colors are Opaque

Chart is Rendered in 3D

Graph Show Data Labels

Dashboard Control Screen

The graph uses the following settings on the Rules tab:

¥ Dashboard Control Aonthsee ceGe

Menuv € Q¥ L NE- TR NG 4 Add | X Delete

Name: Enreliment Daily Delta Group: Attendance Focus Based: Y Widget Type: SQL Query

Options Advanced User Groups Subscribed Users

Name Group Widget Type Inactive  Widget ID
Enroliment Daily Delta Aftendance ~| | SQL Query - [ 14
@ Graph Creation Rules + Add

1 Less or Equal - -3 Red >
2 <= - -1 Yellow -
a »= - 0 Green -

Dashboard Control Screen, Rules Tab

Edupoint Proprietary and Confidential



Getting Started with Synergy SIS

Chapter 5: Dashboard Widgets 209

Enrollment Daily Delta — District

This SQL Query displays the change in the number of enrolled students from day to day for the
district. This widget uses the following query:

-- Enrollment by day
declare @yearGu uniqueidentifier
declare @startDt smalldatetime, (@stopDt smalldatetime
set @yearGu = @FOCUS_YEAR GU
set @startDt = DateAdd (Month, -1, getDate())
set @stopDt = @DATE
declare @lastVal int
declare (@delta int
set QcurDt = @startDt
set @lastval = 0
while @curDt <= @stopDt
begin
set QcurEnr = (
select count (*) NumStu from EPC STU SCH YR ssy
inner join REV_ORGANIZATION YEAR oyr on (oyr.ORGANIZATION YEAR GU =
Ssy.ORGANIZATION YEAR GU)
where oyr.YEAR GU = (@yearGu and ssy.ENTER DATE <= @curDt
and (ssy.LEAVE DATE is null or ssy.LEAVE DATE >= @curDt))
set @delta = @curEnr - @lastVal
if (@lastVval 0)
set @delta = 0
set @lastVal @curEnr
if (DATEPART (dw, @curDt) <> 1 and DATEPART (dw, @curDt) <> 7)
insert into @result values (Q@curDt, @curEnr, DATEPART (dw, @curDt),

@delta) ;

set QcurDt = dateadd(day, 1, @curDt)

end;

select replace (str (month(EDAY)) + '/' + str (day(EDAY)) + '/' +
str (year (EDAY)), ' ', '') as 'DAY',

ENRCNT, DELTA from (@result

-- The following is the SQL string that uses the above 3 parameters
declare @curDt smalldatetime

declare @result table (EDAY smalldatetime, ENRCNT int, DOW int,
DELTA int)

declare (@curEnr int

The graph uses the following options:

® Graph Options

GraphType

Bar -

The graph rendered from a SQL query must have various aspecis defined. The fields below allow you to modify what data is graphed (X/Y/Z Column),
the graph title based on column descriptions (X/Y/Z Column Description) and (if you are using aggregation; .g. Count, Sum, efc.) the column that
represents the aggregaled value (X/Y/Z Column Aggregation).
X Column X Column Description X Column Aggregation Value to Start the X Axis From

DAY Day DELTA

Order Graph Data in SQL Sorted Order

All Celers are Opaque

[0 Chart is Rendered in 3D

Graph Show Data Labels

Dashboard Control Screen
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The graph uses the following settings on the Rules tab:

v Dashboard Control AL

Menu- € Q¥ L] + Save | *y Undo

Name: Enroliment Daily Delta - District Group: Attendance Focus Based: N Widget Type: SQL Query

Options Advanced User Groups Subscribed Users

E

=
a4
¢
0
c
D
o

Name Group Widget Type Inactive  Widget ID

Enroliment Daily Delta - District Attendance ~|  8QL Query - 15
@ Graph Creation Rules + Add
“ 2 Less or Equal - 5 Yellow -
“ 3 Greater or Equal ~ 0 Green -

Dashboard Control Screen, Rules Tab

Students Per Birth Month

This SQL Query widget shows the number of students born in each month. This widget uses the
following query:

select BD =

case MONTH (BIRTH DATE)
WHEN '1l' THEN 'January'
WHEN '2' THEN 'February'
WHEN '3' THEN 'March'
WHEN '4' THEN 'April'
WHEN '5' THEN 'May'
WHEN '6' THEN 'June'
WHEN '7' THEN 'July'
WHEN '8' THEN 'August'
WHEN '9' THEN 'September'
WHEN '10' THEN 'October'
WHEN '11' THEN 'November'
WHEN '12' THEN 'December'
end, count (*) as TOTAL

from REV_PERSON

where BIRTH DATE is not null
GROUP BY MONTH (BIRTH DATE)
ORDER BY MONTH (BIRTH DATE)
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The graph uses the following options:

@ Graph Options

GraphType
Bar -

The graph rendered from a SQL query must have various aspects defined. The fields below allow you to modify what data is graphed (X/Y/Z Column),
the graph title based on column descriptions (X/Y/Z Column Description) and (if you are using aggregation; e.g. Count, Sum, etc ) the column that
represents the aggregated value (X/Y/Z Column Aggregation).
X Column X Column Description X Column Aggregation Walue to Start the X Axis From

BD Month TOTAL

Order Graph Data in SQL Sorted Order

[T] Al Colors are Opague

[C] Chart is Rendered in 3D

[ Graph Show Data Labels

Dashboard Control Screen

Sample External Image Widgets
You can create the following External Image widget samples within Dashboard Control.

Kennedy Space Center Launch

This External Image widget displays a stillimage of NASA’s Kennedy Space Center, which updates
periodically during shuttle launches.

v Dashboard Control AnTLeL ceGeo

Name: Nasa - Kennedy Space Center C4 Group: Miscellaneous Focus Based: N Widget Type: External Image

Options Advanced Rules User Groups Subscribed Users
Name Group Widget Type Inactive  Widget ID
Nasa - Kennedy Space Center C4 Miscellaneous ~ |External Image « 18
Description

Kennedy Space Center photo image feed from channel 4

Title
Kennedy Space Center - Channel 4

® Dimensions

® External Image
External URL Path
httpz/iscience.ksc.nasa.gov/shuttle/countdown/video/chandlarge. jpg
External Image Click URL
http-//science ksc.nasa gov/shutile/countdown/videos

Dashboard Control Screen
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« External URL Path — http://science.ksc.nasa.gov/shuttle/countdown/video/chan4large.jpg
« External Image Click URL - http://science.ksc.nasa.gov/shuttle/countdown/video/

Kennedy Space Center - Channel 4

Last Update: 01/11/2018 10:42:00

Kennedy Space Center Widget

Weather in the Pacific Northwest

This External Image widget displays a satellite image of the weather radar for the Pacific Northwest.

v Dashboard Control AntLsee ceGeo

Menu~ € Q » & m

Name: Weather - Pacific Northwest Group: Miscellaneous Focus Based: N Widget Type: External Image

Options Advanced Rules User Groups Subscribed Users
Name Group Widget Type Inactive  Widget 1D
Weather - Pacific Northwest Miscellaneous ~ | |External Image | ~ 9
Description
Title
Pacific Northwest Weather
® Dimensions

® External Image
External URL Path
niip /fimages intellicast com/\Wximages/RadarLoop/mo_None_anim gif
External Image Click URL
hitp:/mwwwintellicast.com/national/radar/current. aspx?loc ation=USNV0076&amp;animate=true

Dashboard Control Screen

o External URL Path — http://images.intellicast.com/WWxImages/RadarLoop/rno None
anim.gif
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« External Image Click URL -
http://www.intellicast.com/national/radar/current.aspx?location=USNV0076&animate=true

Pacific Northwest Weather

Last Update: 12/15/2017 05:22:00

Pacific Northwest Weather Widget

Copyright 2016-2020 Edupoint Educational Systems, LLC


http://www.intellicast.com/national/radar/current.aspx?location=USNV0076&amp;animate=true

	About This Manual
	Conventions Used in This Manual
	Before You Begin
	Software and Document History

	Table of Contents
	Chapter 1: Preparing to Use Synergy SIS
	Synergy SIS Overview
	What is Synergy SIS?
	Why is Synergy SIS special?
	Is the information as secure?

	Preparing Your Browser Before You Start
	Uninstall Toolbars
	Allow Pop-Ups

	Connecting to Synergy SIS
	Login Screen
	Logging in to Synergy SIS

	Logging in with Two Factor Authentication

	Chapter 2: Introduction to Synergy SIS
	Parts of the Synergy SIS Screen
	Title Bar
	About System
	Focus
	TeacherVUE
	Home
	Synergy Mail
	Streams
	Announcements
	Tasks
	Job Queue
	Quick Launch
	Synergy Options
	Lock
	Sign Out
	Support
	Help

	Navigation Options
	Navigation
	Quick Nav
	Enhanced Standard Navigation
	PAD Tree Menu
	Bookmarks Menu
	History Menu
	Continue Where You Left Off Menu

	Content Area
	Group Boxes
	Grids
	Sorting
	Filtering Examples
	Hiding Grid Columns
	Export Options
	Hiding and Reordering Columns
	Creating and Modifying Presets

	Comment Fields
	Memo Templates
	Add a Memo Template
	Edit a Memo Template
	Insert a Template in a Memo Field
	Delete a Template

	Feedback Button
	Using New Feature Assist
	Using Snooze and Don’t Remind Me Again

	Action Bar
	Filter
	Screen Name
	Bookmark
	Quick Nav
	Refresh View
	Detach View
	About
	Screen Utilities
	Context Sensitive Help
	Menu
	Actions
	Previous
	Find
	Next
	Print
	Edit/Find/Save
	Undo
	Add
	Delete
	Student Notifications
	Checklists

	Searching Setup Options

	Chapter 3: Finding and Sorting Records
	Scrolling to Find Records
	Searching by Primary Field
	Find Mode
	Autocomplete Search Lookups
	Autocomplete Advanced Mode

	Searching Using Multiple Fields
	Using Keywords
	Using Multiple Find Conditions

	Searching Using Find Result
	Search Using Secondary Fields
	Search Using *
	Selecting the Record
	Loading Find Results Immediately

	Searching Using Grids
	Printing or Exporting Find Results
	Using Filters
	Creating a Filter
	Deactivating a Filter
	Deleting Filters

	Creating Charts
	Creating a Query from the Chart
	Changing the Chart Type
	Saving to Dashboard Control
	Printing the Chart
	Inverting Series Results
	Changing the Color Scheme
	Printing the Find Results
	Creating Filters
	Viewing the Students Included in the Chart Results

	Searching Using Chooser
	Synergy How-To
	Use Keyboard Shortcuts
	Use the Find Foreign Key
	Enter Dates
	Enter Time
	Formatting Window
	Pasting Lists from Text Editors

	List Options
	Match Items by a Single Letter
	Match Items by a Sequence of Letters
	Hybrid Match Strategy


	Chapter 4: Your Synergy SIS Account
	Managing Your Synergy SIS Account
	Your User Profile
	Your Password and Preferences

	Setting Checklist Security
	Synergy Accessibility

	Chapter 5: Dashboard Widgets
	Overview of Dashboard Widgets
	Types of Dashboard Widgets
	Customizing the Dashboard
	Managing Widgets from the Dashboard
	Dashboard Widget Options

	Creating Widgets
	Creating Widgets from Search Results
	Creating a Query Widget
	Creating Rules for Data Points
	Creating an External Image Widget
	Creating an RSS Feed Widget
	Creating a SQL Query Widget

	Viewing and Editing Dashboard Widgets
	Editing a Widget
	Refreshing a Widget
	Deleting a Dashboard Widget

	Adding or Removing Users
	Adding a User Group to a Widget
	Adding Subscribed Users

	Sample Query Widgets
	Attendance by Grade
	Daily Absence Count

	Sample SQL Query Widgets
	Enrollment by Day
	Enrollment by Week
	Enrollment Daily Delta
	Enrollment Daily Delta – District
	Students Per Birth Month

	Sample External Image Widgets
	Kennedy Space Center Launch
	Weather in the Pacific Northwest



