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Guidelines for enrolling a student:

Make sure that the adult’'s name who is enrolling the student corresponds with
the name on the legal document that has been provided, unless court papers are
provided
o |If person is not parent or legal guardian, person must fill out form titled
Affidavit of Guardianship and have it notarized.

Make sure the proof of address has the same name as the adult who is enrolling
the student.
o If person is not parent or legal guardian, person must fill out form titled
Affidavit of Residence and have it notarized.

Questions to ask the Parent/Guardian before enrolli ng a student:

1. What is your address?
Ask for proof
Verify that the address is in the school’'s boundaries
YES — Continue to next question
NO — Help parent find correct school to enroll child.

2. Do you have withdrawal papers from the student’” s previous
school?
YES — Continue to next question
NO — Ask parent to go back to previous Arizona school to withdraw student
and get withdrawal form.
o If parent is unable to go back to the previous Arizona school, enroll the
child and send for records.

3. Do you have the student’s original birth certifi cate or a certified* copy of
the birth certificate?

YES — Continue to next question

Ensure the adult’'s name that is enrolling the student corresponds with
the name on the legal document provided, unless court papers are
presented.

If person is not parent or legal guardian, person must fill out form titled
Affidavit of Guardianship and have it notarized.

NO — Ask parent to retrieve a copy from previous school or provide other
reliable proof along with a complete and notarized Affidavit in Lieu of
Birth Certificate .

Reliable proof includes a baptismal certificate, application for social
security number or original school registration records.

*Certified implies an official of the state or county recognizes and attests to the accuracy of the document.
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4. Do you have the student’s immunization records  ?
YES - Give the parent/guardian the school’s enrollment packet.

NO — Ask parent to get a copy from previous school or from doctor’s office.
See school nurse for Exemption Form if parent has opted not to immunize.

Once enrollment is verified, the Parent/Guardian will complete the enrollment packet.

1. ENROLLMENT PARENT PACKET — Standard for each scho__ ol
To be completed by Parent/Guardian

For All Schools:
Enroliment form — ESR100
Records Request form - ESR400
PHLOTE - Primary Home Language Other Than English Home Language Survey
form — ESR200
Free/Reduced Meal Application form
Health History (Light Pink)
Varicella Form (Light Pink)
Special Education Records Transfer Notice (Bright Pink)
Support Programs Form (Green)
Student Handbook with Parent/Student page signed and dated

ADDITIONAL ENROLLMENT FORMS
To be provided to Parent/Guardian upon enrollment

Bus Information and Dismissal Times
School Calendar

Food Service Menu

Any additional school specific information

2. Make copies of the following documents:
Legal documents including court papers (ex: divorce decree,
guardianship, foster, restraining order), if provided.
o Court orders, order of protections etc..should not be kept in the
cumulative folder but in a secure separate place in the office.
Proof of address. Acceptable-current utility bill, rental agreement, sales
contracts, notarized documentation, etc.
Immunization record or Exemption form.

3. Review the Enroliment Form:
If “Has the child ever received Special Education Services?” = “YES”,
forward info to School Psychologist
If “Has the child ever received Gifted Services?” is checked “YES”,
forward info to the Gifted Representative .

4. Review the PHLOTE form — if a language other than English is indicated,
send form to school ELL Representative
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5. Verify that all forms have been filled out properly and that the Parent/Guardian has
signed and dated the forms.

6. Complete the “For Office Only” box on each form and disperse appropriately.
The enrollment date and enter code contained on the form must match
SASIxp.
The date entered should equal the enrollment date.

For Office Use Only
ST Dysart Unified School I
E:'?Cnde E:::’E Puglll Regéf.[:'a[:-_nt.
4 DateEntered By e
* K The Date is the
date the student is
The Date Entered Last physically in class
refers to the date the for the first time.
student was entered
into SASL

If the child has a name change (a legal document such as a birth certificate must be
provided), remember to change the student’s information on the cumulative file and in
SASIxp.

If address changes are submitted, new proof of residency must also be provided.

An enrolliment form containing complete, accurate an d updated information must
always be contained in the cumulative folder.
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Students must be entered and scheduled in SASIxp on their first day of
attendance. Students cannot attend classes until a SASIxp enrollment
and schedule has been completed.

The enter date in SASIxp must match the enter date on the enrollment
form.

1. Open the Enrollment Atom in SASIXp.

2. Select the “Add Student” option from the Data Menu at the top of the screen.

k ndows  Dats Enrolment  Help

- Eind Student Chrl4+F
Last b w
| [elete Student

B Inactivate Student

| ek Chrl+] *

fﬁii Previous Chrl+[ S

Sork List

I_ Rieset Calumns Width [
Fastd  Expork List, ..
=53 araphi .. TITILINI
=43 hore
= Hide Items Boxes “tuder
o Hide Contral Buttons
o+ Period Attendance T_I

3. Enter Student’s last and first name and click on FIND.
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4. If the student is listed, highlight the student name by clicking on it and select
TRANSFER.
h

Last Mame First Mame icldle Rame Student ID\ Birthdste

|Robbins Jezsica
Transter From Year (2006 -

Safim
Cancel Transfer
Lazt Mame First Mame Middle Mame Ztudent ID Birthidate
Schveartz | |
Tranzfer From Year (2006

e b F 112 - CIMARRON 5
142587 chw artz. Treman 01 (M |09/22/89 [103 - LUKE ELEMES
25463 Schwin, Kristopher 05 M |04/02/96 [103 - LUKE ELEMES
133234 Schwin, Lorils 02 [F |DE/26/9 [106 - KINGSYWOOD
162545 'Strsam. Finola 01 [F|07/2200 (112 - CIMARRON SH—
15223 Strinzer. Anm [0z [F |o7r2ms (118 - SUNSET HILL
122233 Strinzer, Belvin 01 M |05/24/00 [108 - WEST POINT
142578 S igart, Kavier 12 |M_[10/2888_[210 -WILLOW CAH
+jﬁ 1114585 F.amos, Ramon O M |DBMOS/93 500 - District Archil 6]
@ F

5. If the student is listed but their information is “grayed out”, change the
Transfer From Year and select Find again. If the student is not listed, try
searching by just the birth date. If the student has attended our district
before, every attempt to locate that record and avo  id duplicates should
be made. If the student is still not found, select ADD.
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6. Enter Middle Name, Generation if applicable, Grade, Gender, Enter Date,
Enter Code (see list) and both Residence and Mailing Addresses(Select the
drop down menu on “Mailing Address” to change the box to “Residence

Address”) then select SAVE.
archives update the information listed above.

If the student was transferred from the district

I Enrollment Ed |
L ast Mame First Mame Iiddle Mame Fotn Grd  Gen Studert ID l
|R|:|bbins Jessica Lee 02w F - EEREEARERLLE
Enter Date Code  Leave Date Code 15 sch Dst Tch  Teacher Mame A0A
|oGr2smE B3 - 112 S Vo
Effective Date Register Cod
| |Regular Edlucation
[Mailing 2ddress - City
|1 S547 W Sugusta Ave Surprize
S ZipCode Parent/Guardian MName
|.ﬂ\z 85374 Ernest and Janice Korpela
Telephone Lnl - BHirthdste Soc Sec Mo Eth Grid#® YriGrad
|823-555-5555 « |06/23/99 -
I | 1| |
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1. Select the fast access arrow to open the Student Data Entry atom.

2. Finish entering all data from the enrollment form or updating any existing data

if student was a transfer and click SAVE.

Field Name
NickName
OtherLastName
Birthplace

State of Birth *
Country of Birth *
ResAddr

ResCity

ResState
ResZipCode
MailAddr

City

State

ZipCode
Telephone
PrtnGuard
EmailAddrFather
Father'sFirstName
Father'sLastName
Father'sEmployer
Fathe'sWrkTel
FatherActiveMilitary?
Father'sAddress
Father'sCity
Father'sState

Data
Randi

Phoenix

AZ

us

13267 N Lincoln Ave
El Mirage

AZ

85335

PO Box 766
El Mirage

AZ

85335
623-555-5555

Ronald and Jessica Robbins

rr3342@coxx.net
Ronald

Robbins
Southwest Airlines

N

13267 N Lincoln Ave
El Mirage

AZ

Page 10

Description
Name student goes by
Name student uses, non-legal last name

Drop down menu

Must be completed

Must be completed

Always include area code
Parent/Guardia nhame to appear on correspondence

Required field
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25 Father'sZipCode 85335
26 Father'sTelephone 623-555-5555
27 AltTelFather 623-876-5532
28 EmailAddrMother ji6645@coxx.net
29 Mother'sFirstName Jessica
30 Mother'sLastName Robbins
31 Mother'sEmployer Dysart Unified School District
32 Mother'sWrkTel 623-876-7981
33 MotherActiveMiltary? N Required field
34 Mother'sAddress 13267 N Lincoln Ave
35 Mother'sCity El Mirage
36 Mother'sState AZ
37 Mother'sZipCode 85335
38 Moter'sTelephone 623-555-5555
39 AltTelMother 623-555-9595
40 EmerContactl Linda Weatherbee
41 EmrgRelation1 * 03 Drop down menu
42 EmrgTelephonel 623-555-5554
43 EmerContact2 Gerald Reyes
44 EmrgRelation2 * 14 Drop down menu
45 EmrgTelephone2 623-858-8588
46 State of Prev Sch * Wi Required for student enrollment from out of state
47 PrevSchICTDS Enter if known. Must also enter PrevStulD
48 PrevStulD Enter if known. Must also enter PrevSchICTDS
49 EthnicCode * Wi Required field
50 HomelLng * 00 Required field
51 PrimaryLng * 00 Required field
52 Special Services? Y Notification that special services were notes on form
53 SAISID 2255441 Enter if known
54 Responsible Party Last Name Robbins Required field
55 Responsible Party First Name Jessica Required field
56 Register Code = 1000 1000 Enter 1000 for regular ed
57 Teacher# 155 Elementary "homeroom" teacher number
58 Transportation * Drop down menu
59 Open Enroliment Complete if on open enrollment
Enter “Y” for signed user agreement (student
60 Tech User =Y Y handbook)
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When enrolling an ABA, Bridges or Sundown student, select the appropriate register
code in the Enrolliment atom. This will automatically default to the Student atom on
page three. See below for program code examples.

Enrollment atom

Student atom
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Classes atom

Add the student into the AM Session and PM Session assigned to the ABA teacher.
See example below:

Period Attendance atom

Attendance will be entered by the home school or other designee. ABA personnel will
send an e-mail or fax with the student attendance on a weekly basis. Three attendance
codes are used:

P = Present

A = Excused Absence

U = Unexcused Absence

Enter this information in the Period attendance atom using the codes below:
P = Leave Blank

A=0TH
U=UEX
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SASI addresses MUST be entered as follows

House NUMBER DIRECTION STREET STREET TYPE APARTMENT NUMBER

13843 N Ash St 4

15634 W Mauna Lau Ln , 16

The apartment number should be added with only a , " (comma) to separate it.
14005 S Poppy Ln

15966 W Park Ct

Example 11652 W Evan Dr, 12
Example 11234 N 123" Dr

Abbreviations List
Direction should only include -

N
S
E
w
Street Type — Should only include
St = Street
Ln = Lane
Dr = Drive
Rd = Road
Ave = Avenue
Ct = Court
Crt = Court
Pl = Place
Blvd = Boulevard
Cir = Circle
Trl = Trall

Things to watch for:
* Luke Air Force Base addresses will some times have no direction or street type.
Example : 1905 Sioux Glendale AZ 85338

5236 Thunderbird St Glendale AZ 85338

1227 W Fighter Country Ave Glendale AZ 85338
* The area in our district will generally have N and W directions. There are several
exceptions to this rule in El Mirage.
Examples: S A St

B St as well as N B St

* Spelling is also critical for all areas but El Mirage also has some exceptions.
Examples: There is an N Tanya St as well as an N Tonya St. These streets run
together and are easy to confuse please double check all proofs of address.

If you see data that is incorrect in the SASI, please update the information
immediately.
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If a student needs to be withdrawn, but has never attended school this school year, the
student will be No Showed.

1. Open the Enrollment atom and select the appropriate student.
2. Select the No Show button in the bottom center of the window.
3. Select Save in the lower right hand corner.
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4. Select ok to Delete Records.

5. Open the AZ SAIS Supplemental Atom and select the appropriate Summer
Withdraw Code from the drop down menu.

6. A message window “Do you want to DROP ALL CLASSES this student is
currently active in” will appear, select Yes.

7. A message window “Do you want to include this students’ dropped classes in
grading?” will appear, select No.

8. A message window “Do you want to PERMANENTLY DELETE remaining course
requests for this student for THIS YEAR?” will appear, select Yes.

9. Click Save and close.

Parentheses appear around the student’s name indicate the student is withdrawn.
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1. Print a list of students that have been marked as No Show.

The query shown below will provide a list of students who have been marked as
“no show” and what the summer withdrawal code is for each student. The
example shows the query being sorted alpha order. If preferred, change the sort
to grade order, then alpha order.

2. Review the list specifically looking at the summer withdrawal code.
Every child that has been no showed MUST have a sum ____mer withdrawal
code in the SAIS Atom.
If there is a child without a summer withdrawal code, open the AZ SAIS
Supplemental atom and enter the appropriate summer withdrawal code,

/

3. If corrections are made, rerun the query. Remember to change the sort if
needed.
4, Keep the no show list for year-end auditing purposes.
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1. Open the Period Attendance atom for the appropriate student. Locate the last
day of actual attendance. This will be the Leave Date.

Do not withdraw a student prior to their last day of attendance.

2. Print the Attendance Report by Student (ATP13) report for this student.
3. Open the Enroliment atom and select the appropriate student.

4. From the Data drop down menu, select Inactivate Student.
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4. Enter the appropriate Leave Date and withdraw code and select Save.

See page 22 for list of withdrawal codes.

Once Save is selected, a message window will appear asking “Do you want to DROP
ALL CLASSES this student is currently active in?”

Select Yes

Another window will appear asking “Do you want to include this students dropped
classes in grading? This is a site administrator’s decision. Please check with your
administration regarding the rules for grading of withdrawn students.

Does this student
need a report card?
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Complete withdrawal form and disperse.
White — Student or parent
Yellow - Records
Pink — Nurse
Gold — Nutrition Services

Complete the CUM file by placing the following documents listed below inside front of
cum file.
Yellow copy of completed withdrawal form
Attendance report
Print final report card if applicable

When a student is withdrawn, the following documents should be provided to the
Parent/Guardian:
White copy of the completed withdrawal form
Immunization information — run report IMMO5 from the Health Atom
Copy of transcript or report card
Copy of birth certificate if requested
Copy of AIMS scores (high school level) if requested

Once a records request is received from a school outside the district, the following
documents should be sent:

Withdraw Form

Copy of Birth Certificate

Copy of shot records

Discipline Report

Copy of report card or Transcript at High School

Copy of AIMS Testing data

Parentheses appear around the student’s name indicate the student is withdrawn.

Withdrawal dates in SASI must match the withdrawal date on the form.
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For 11™ and 12™ grade students who graduate prior to the end of the year a special
withdrawal must be completed.

1. Withdraw the student in the enrollment atom with a W7 as of their last day of
attendance.

2. Enter the End of Year Status(EQY) code on page 2 of the Student atom.
3. Enter the graduation date on page 2 of the Student atom. The graduation date
entered is the last month and year of their last attended semester.
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El

E2

E3

E4

ES

E6

E7

ES8

E9

E10

E1ll

E12

I

Student entering Arizona public school for the first time this school year; last
school attended was this school.

Student entering Arizona public school for the first time this school year; last
school attended was another school within this district.

Student entering Arizona public school for the first time this school year; last
school attended was outside this district, but within the state of Arizona.
(Includes other options such as not enrolled in any school the prior year or
enrolled in a private school the prior year.)

Student entering this school who was previously enrolled this school year in
another Arizona public school outside the district

Student entering this school who was previously enrolled this school year in
another Arizona public school within the district

Student entering Arizona public school for the first time this school year; last
school attended was outside the state of Arizona (can be from another state or
another country).

Student entering Arizona public school for the first time this school year; who was
coded by previous school as a dropout (W5); last school attended was another
school within this district.

Student entering Arizona public school for the first time this school year; who was
coded by previous school as a dropout (W5); last school attended was outside
this district, but within the state of Arizona.

Student entering this school who was previously coded this school year in
another Arizona public school as a dropout (W5); last school attended was
within this district

Student entering this school who was previously coded this school year in
another Arizona public school as a dropout (W5); last school attended was
outside this district , but within the state of Arizona.

Student entering Arizona public school for the first time this school year; in most
recent schooling, student was home taught in the state of Arizona.

Student entering this school for the first time this school year who has NOT
received a passing score on the AIMS test; last school attended was this
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E13

E1l4

E15

El6

W1

W2

W3

w4

W5

W6

W7

school (applies to fifth year students ONLY, see State Board of Education rules
to determine Class Cohort).

Student entering this school for the first time this school year who has NOT
received a passing score on the AIMS test; last school attended was another
school within this district  (applies to fifth year students ONLY, see State Board
of Education rules to determine Class Cohort).

Student entering this school for the first time this school year who has NOT
received a passing score on the AIMS test; last school attended was another
school outside this district , but within the state of Arizona (applies to fifth year
students ONLY, see State Board of Education rules to determine Class Cohort).

Student entering Arizona public school for the first time this school year; last
school attended was a detention facility ~within the state of Arizona.

Student entering this school who was previously enrolled this school year in a
detention facility within the state of Arizona.

TRANSFER. Withdrawn before scheduled end of school year to continue studies
in another school, or to attend as a full-time post-secondary student.

ILLNESS. Withdrawn before scheduled end of school year due to chronic illness
(withdrawal may not be required; refer to district's chronic iliness policy.)

EXPELLED OR LONG TERM SUSPENSION. Expelled or suspended on a long
term basis before scheduled end of school year.

ABSENCE/STATUS UNKNOWN. Withdrawn before scheduled end of school
year for 10 consecutive days of unexcused absence, status or location is
unknown to the school or school district. (The effective date of withdrawal is the
last day of actual attendance.)

DROPOUT. School received verification that student has withdrawn from school
before scheduled end of school year; student does not intend to complete
requirements for a high school diploma.

AGE. Withdrawn before scheduled end of school year because student is not of
school age (under 6 or over 21 years of age).

GRADUATE. Student has completed course of study requirements for high
school and received a passing score on the AIMS test (applies to mid-year
graduates). Graduates are issued a high school diploma by the school district.
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w8

W9

W10

W11

W12

W13

DECEASED. Student died before scheduled end of school year.

TRANSFER: Home Taught. Student withdrawn before scheduled end of school
year to be home taught. (Code is used for a student who, after filing an affidavit
with the County School Superintendent, transfers out of the public school system
to be taught at home. Verbal notification from a responsible adult is sufficient to
apply the W9 code.)

TRANSFER: Detention. Withdrawn before scheduled end of school year
because student was transferred to a state detention or correctional facility.
(Verbal notification from a responsible adult is sufficient to apply the W10 code.)

GED. Student withdrew before scheduled end of school year expressly for the
purpose of obtaining a GED. Students of high school age must withdraw to take
the GED test. Verbal notification at the time of withdraw is sufficient to apply the
W11 code.

VOCATIONAL SCHOOL. Student withdrew to continue studies at a technical or
vocational school; this includes ALL schools or education programs that DO NOT
meet Arizona requirements for obtaining a high school diploma. Verbal
notification from a responsible adult is sufficient to apply the W12 code.

COMPLETED (AIMS). Student has completed course of study requirements for
high school or Individual Education Plan but DID NOT receive a passing score
on the AIMS test (applies to mid-year completers). Completers have concluded
their high school education and are not expected to re-enroll.

** Withdrawal Codes (Enrollment atom) and Summer

Withdrawal codes (AZ SAIS Supplemental atom) should be
changed during the school year as additional inform ation

becomes available.
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Re-entry (R) codes are used to re-enroll students who were enrolled in the same school
and grade earlier in the school year.

R1  Student re-entering after withdrawing from this school as a W1.
R2  Student re-entering after withdrawing from this school as a W2.
R3  Student re-entering after withdrawing from this school as a W3.
R4  Student re-entering after withdrawing from this school as a W4.
R5  Student re-entering after withdrawing from this school as a W5.
R6  Student re-entering after withdrawing from this school as a W6.
R9  Student re-entering after withdrawing from this school as a W9.
R10 Student re-entering after withdrawing from this school as a W10.
R11 Student re-entering after withdrawing from this school as a W11.

R12 Student re-entering after withdrawing from this school as a W12.
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S1

S2

S3

S4

S5

S6

S7

S8

S9

S10

S11

S12

S99

Summer TRANSFER out of district. Student transferred out of this school district
during the summer.

Summer ILLNESS. Student will not be returning to school due to illness during
the summer. (same criteria as W2)

Summer EXPULSION. Student will not be returning to school due to expulsion
during the summer. (same criteria as W3)

Summer ABSENCE or STATUS UNKNOWN. Students who are enrolled at the
end of the prior school year but fail to show at any time during the next school
year and whose status or location is unknown to the school or school district.

Summer DROPOUT. Student dropped out during the summer.(same criteria as
W5)

Summer NOT OF SCHOOL AGE. Student is not of school age during the
summer. (same criteria as W6)

Summer EARLY GRADUATION. Student met course of study requirements and
received a passing score on the AIMS test. (same criteria as W7)

Summer DECEASED. Student died during the summer. (same criteria as W8)

Summer TRANSFER: Home Taught. Student became home taught during the
summer. (same criteria as W9)

Summer TRANSFER: Detention. Withdrawn because student was transferred
to a state detention or correctional facility during the summer. (same criteria as
W10)

Summer GED. Student withdrew to receive a GED certificate during the
summer.
(same criteria as W11)

Summer TRANSFER: Vocational School. Student withdrew to attend a
vocational school during the summer. (same criteria as W12)

Summer TRANSFER: Within District. Student transferred to another school
within this district during the summer.
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W = White (Non-Hispanic) a person having origins in any of the original peoples of
Europe, North Africa or the Middle East. Excludes persons of Hispanic origin.

B = Black (Non-Hispanic) = A person having origins in any of the black racial groups in
Africa. Excludes persons of Hispanic origin.

H = Hispanic_= A person of Mexican, Puerto Rican, Cuban, Central or South American,
or other Spanish culture or origin, regardless of race.

| = American Indian or Alaskan Native = A person having origins in any of the original
peoples of North America and maintaining cultural identification through tribal affiliation
or community recognition.

A = Asian or Pacific Islander _ = A person having origins in any of the original peoples
of the Far East, Southeast Asia, the Indian subcontinent or the Pacific Islands. This
area includes, for example: China, India, Japan, Korea, the Philippine Islands and
Samoa.
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At the end of the school year, every student must have an End of Year Status code.
Valid codes include:

A =12 Not Return Not Pass = A student has either met course study requirement or
IEP nor received a passing score on the AIMS test or turned 22 years of Age or was a
twelfth grade foreign exchange student.

C = Completed = A student has either completed course of study requirements but did
not receive a passing score on the AIMS test or completed IEP requirements but did not
receive a passing score on the AIMS test.

G = Graduated = A student has either completed course of study requirements and
received a passing score on the AIMS test or completed IEP requirements and received
a passing score on the AIMS test.

P = Promoted = Student was promoted to the next grade level.

R = Retained = Student was retained to the same grade for the upcoming school year.

SA = 12 Pass CRS Study Not AIMS = A 12" grade student is still enrolled because
student fulfilled course of study requirements but did not receive a passing score on the
AIMS test or completed IEP requirements but did not receive a passing score on the
AIMS test.

SC = 12 Pass AIMS Not CRS Study = A 12" grade student is still enrolled because the
student either did not meet course of study requirements for graduation but received a
passing score on the AIMS test or did not complete IEP but received a passing score on
the AIMS test.

SE = 12 Not Pass Any Req_ = A 12" grade student is still enrolled because the student
neither met course study requirements nor received a passing score on the AIMS test or
Neither completed IEP nor received a passing score on the AIMS test.

Dysart Unified School District #89 Page 28 2007-2008



SASIxp offers two types of scheduling processes. Each is utilized at different times
throughout the year.

Mass Scheduling _is the process of building a school-wide class schedule. This
process begins in the Spring prior to the new academic year. Major changes should be
completed prior to the first day of school. Schedules should be set by the end of June.

Prior to the Mass Scheduling process, decisions on how students will be scheduled
should be determined.
Teams — students travel as a group at some point during the day.
Popcorning — students are randomly placed in classes throughout the day.
Note: Popcorning can only be completed in Mass Scheduling.

When Mass Scheduling is complete and no further major schedule changes will be
made, the schedule is transferred from Mass Scheduling to Basic Scheduling. Note:
Once this transfer is made, information can not be transferred back to Mass Scheduling.

Basic Scheduling _is the process used during the school year. This process allows for
minor changes and scheduling of individual students.
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1. Select the Teacher atom from the SASI Modules or from your toolbar.
2. From the Data menu select “Add Teacher”.
3. Fill in the following fields for each teacher: Last Name, First Name, Short

Name (this is what appears on schedules, report cards, etc.), Gender, Dept
1(Grade or Subject) and e-mail address.

4. Select “Save”.

Create a new teacher account for any new teacher.

Teacher records are never deleted. If a teacher leaves, select inactivate from the Data
menu in the Teacher atom.
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Sections are a snapshot of an actual classroom. The Section atom provides the title
of the course being taught, the teacher name, when and where the class is being
held and a list of the students in the class.

1. Open the Sections atom and select Add Section from the Data drop
down menu.

2. Open the Course List atom, by clicking on the arrow next to Course.
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Course List

3. Enter the appropriate course number into the Section atom. Course
IDs can be entered by typing in the Course box. Course IDs can also
be entered by clicking on the Course ID in the Course List window,
holding for three seconds, then dragging and dropping onto the
Sections window.

4. Enter the information related to this section. Information should include
the period the course will be offered, Term, Lo and Hi grades,
maximum number of students allowed in the class, and the Tch #. If
the teacher number is not known, click on the next to Tch# to
open the Teacher List atom.

5. After entering the information select “Save”.

6. If the class only meets on specific days (other than M-F), define the
schedule on the Meeting Days Tab.
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7. Remove the periods from the days when the class does not meet. The
class shown below only meets on Tuesday’s and Thursday’s.
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To save time when creating multiple sections, it may be helpful to duplicate a
section.

1. Open the Sections atom and Select “Duplicate Section” from the Sections drop
down menu. This will create a new Section but copy basic information from the
current Section.

2. Once duplicated, change the Beginning and Ending Periods, Term, Grade levels,
and Teacher information.

3. In order for the student count information to be accurate, select Update Counts

from the Sections menu. When running Update Counts, an active Section with
students listed must be on your screen!
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Teams are SASIxp’s way of knowing that a group of student’s should attend specific
classes together. For example, a Kindergarten student would have the same teacher all
day. To make sure they are scheduled correctly, all sections for that teacher should be
assigned the same team number. This can also be used for just a few classes a day.
For example, if a student needs to have Science and Social Studies with the same
teacher or group of students, those sections can be assigned the same team number.

1. Open the Scheduling Sections atom and locate the first section for which the
students will be teamed.

2. Select the drop down menu in the Team box and chose one of the teams
listed.
3. Open the next section that these students will be teamed in and select the

Team used in step two.

Do not change Team numbers until you finish the first group of students. Each
student group should have the same team number for their sections.
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1. Open the Generic Selection Atom located inside the Utilities folder.

2. Highlight the student you would like transferred and select the arrow in the
middle to move the student to your list.

3. Once all the students are selected. Click on the Selections bar at the top of
the right hand column. This will highlight all of the students.

4, Click and hold for three seconds on the highlighted list of students. Drag the
list to your desktop. An icon will now appear with the first student’s name.
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5. Open the section the students are going to be assigned to. Click on the
student atom and drag it to the sections window. Once released, the students
will be scheduled for that class. If applicable, be sure to change the start
dates.
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1. Open the Scheduling atom and the Teacher List atom, both located in the Mass
Scheduling Folder.

2. Select the student in the Scheduling atom.
There are two options for inputting course requests.
A. Go to “Data” drop down menu and select “Add Request” or Ctl+A. A

cursor will appear in the Crs ID column and you can then enter the
appropriate course ID number.

or

B. Select the desired course in the Course List atom. Click on the Course ID
and hold for two seconds, then drag and drop the box onto the student’s
Scheduling atom.

Sort the Course list by double-clicking on Course ID, Course Title or Duration.
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3. Open the Mass Assign atom located in the Mass Scheduling folder.

/

4. Select “Add”.

5. Enter the name of the group you will be assigning the classes to, such as 9"
grade.

6. Highlight the Assignment Group you want to work with and select the appropriate
grade level and/or gender.

N\
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7. Click on the to select the Courses to be assigned.

8. Double-click on the title of the course to assign to this group.

Quick Tip -
Type the course
title in the
Locate box to
quickly move
thru the list.

9. Once all the courses for this group are listed in the Selections column, click
“Done”.

10. Highlight the Group Name by clicking on the “Ln” number and select Assign
Courses at the bottom of the window. When asked if it is OK to Mass Assign
Course Requests, select “Yes”.

ONLY RUN ONCE PER GROUP OR COURSES WILL BE DOUBLED!
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The Less than Full Sched (SSS19) report will identify any students in your school who
are enrolled but have not been scheduled into classes or are not scheduled fully. To
utilize this report, follow the instructions below:

1. Open the Scheduling atom in SASIxp and from the Scheduling menu, select the
Less than Full Sched (SSS19) report.

2. On the Report Interface window, enter the number of periods in your school day.
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3. Click on the Custom button and change the sort fields to Grade, LastName,
FirstName.

4. Below is a sample of the report. The first student shown does not have a
schedule. Kindergarten students will be listed accurately because they only have
a half day schedule.

Dashes (-----
indicate no
schedule.

12-45-7
indicates a
schedule
missing 3"
and 6™
periods.

A

The More than Full Sched (SSS20) report will identify any students in your school who
are enrolled and who have been scheduled into too many classes. To utilize this report,
follow the instructions below:

1. Select SSS20 from the Scheduling menu. The More Than Full Schedule will
show you a listing of students who has a conflict in their schedule.

2. Students listed on this report have duplication in their schedule. Open the

Scheduling atom to view the student’s entire schedule and make necessary
corrections.
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1. Open the Walk-in Scheduling atom from the Basic Scheduling folder and locate
the appropriate student.

2. Open the Generic Selection atom from the Ultilities folder.
3. Click select ACRS — Course from the “Search File” dropdown menu.
4. To quickly sort through the list, type the first few letters of the desired course.

5. Select the course by double-clicking it or by highlighting the course and clicking
the

6. Continue selecting until all Courses are listed under Selections.

7. Click on the word “Selections” to highlight all desired courses.
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8. Click and hold on the highlighted area. Drag the list and drop in on the Walk-in
Scheduling window.
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1. Open the Walk-In Scheduling atom and find a student in the same grade level as
the new student registering. Highlight the courses listed on the request tab, by
holding the shift key down and selecting on the Course ID. Now, click and hold
on one of the Course ID’s and drag the list to your desktop.

2. Close all open windows on your SASI desktop. Click once on the atom created
in step one. From the File drop down menu select “Atom Info”. Enter a title for
this group of requests (example, 8" grade requests). This atom can be used
again when entering another student in this grade level.

3. Reopen the Walk-In Scheduling atom and located the new student. Click on the
atom created in step one. Drag and drop this atom on the Walk-In Scheduling
window. The course requests have now been added.
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4. From the Scheduling drop down menu, select Schedule Student then select Ok.
SASIxp will schedule this student to the classes with the least amount of
students. If teams are used, the computer will follow the team schedule.

5. Once scheduling of this student is complete, a message will appear. Was the
student’s schedule was processed successfully or the schedule was rejected?

6. If the schedule was rejected, check the analysis tab to find out why. The
sections may be full or there might be a grade level restriction.
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The Less than Full Sched (CLS19) report will identify any students in your school who
are enrolled but have not been scheduled into classes or are not scheduled fully. This

report should be reviewed on a weekly basis year-long to ensure scheduling accuracy.
To utilize this report, follow the instructions below:

1. Open the Classes atom in SASIxp and from the Classes menu, select the Less
than Full Sched (CLS19) report.

2. On the Report Interface window, enter the number of periods in your school day.

3. Click on the Custom button and change the sort fields to Grade, LastName,
FirstName.

a.
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4. Below is a sample of the report. The first student shown does not have a
schedule. Kindergarten students will be listed accurately because they only have
a half day schedule.

Dashes (-----)
indicate no
schedule.

12-45-7
indicates a
schedule
missing 3"
and 6™
periods.

A

The More than Full Sched (CLS20) report will identify any students who are enrolled
and who have been scheduled into too many classes. This report should be reviewed
on a weekly basis year-long to ensure scheduling accuracy. To utilize this report, follow
the instructions below:

5. Select CLS20 from the Classes menu. The More Than Full Schedule will show
you a listing of students who has a conflict in their schedule.

6. Students listed on this report have duplication in their schedule. Open the
Classes atom to view the student’s entire schedule.

Notice this student is scheduled for
two 4" hour classes on WRF.

/

7. Once duplication is identified, a correction to the schedule should be made.
See page 44 for instructions.
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Class rosters are needed during various times of the year including prior to the start of
school when Class Lists are posted. Class lists can be printed for only “homeroom” or
1% period classes by inserting a query condition on the Custom tab of many reports.

1. Open the selected Report Interface window. (The Special Class List — STU43
works well and will be used in this example.)

2. Click on the Custom button.

f

3. Enter “begperiod = 01" into the query condition box.

v
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The advisor field contains the “homeroom” teacher for students at the elementary level.
This information is used for various reports and other programs so accuracy is
important!

This information can be updated in the Student atom or the Enrollment atom.

Student Atom
1. Select the appropriate student in the Student atom.
2. Click in the Advsr# field. Delete the old number and type in the new teacher
number.
3. Select Save in the lower right hand corner.
4, A window will pop up. Enter the effective date for this change and select
save.
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Enrollment Atom

Select the appropriate student in the Enrollment atom.

Click in the Tch field and type in the new teacher number.

Enter the date this change took effect, in the Effective Date box.
Select save in the lower right hand corner.

PwpNpPE

Dysart Unified School District #89 Page 51 2007-2008



When dropping classes in the Classes atom, there are several choices.

1. Open the Classes atom and select appropriate student.
2. Highlight Section(s) to be dropped and from the Data menu, select Delete
Classes and Save.
3. A window will appear asking several different questions regarding how to handle
the dropped classes.
a. Drop classes, Move to Class History and not Include in upcoming grade
report. This option should be used if a student report card is not needed.

b. Drop classes, Move to Class History and Include in upcoming grade
report. This option should be used if a student report card is needed.

Drop Permanently (No History Record) should never be used after a student actually
attended the class.
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Attendance Staff must have documentation as to why the original absence or tardy code marked
by the teacher has been chanaed.

After bell rings...

1. Enter tardies

After 1st 10 minutes of school (elementary) or afte  r each period (high school)....

1. Print Teachers Not Taking Attendance Report. Call teachers who have not taken attendance. Rerun
the report and repeat the procedure until all teachers have taken attendance.

2. Check attendance line and make changes in SASI

3. Enter any additional attendance changes from notes, calls, etc...Initial and date each note and keep
with attendance records for that day.

4. After all absences are entered, run Mass Change to fill periods and Mass Change to fix TDYs
(Elementary school level only).

5. Run Absence Report (ATP25) for UKN (elementary) or UEX (high school) absence reasons. (ATP11)
may also be used.

6. Call Parent/Guardians for all students on this report to confirm absence. Document who you spoke to
i.e. “Sick per Mom.” As you make additional changes, corrections and enter calls, mark and initial the
changes on this report and keep.

ARS 15-807 “within two hours after the first class in which the pupil is absent, (the school) shall make a
reasonable effort to promptly telephone and notify the parent or other person who has custody...”

7. After calls are placed and corrections are made in SASI, rerun the ATP25/ATP11 and staple to the old
ATP25/ATP11.

8. The auto dialer can be used at this time but should not be used prior to the steps above.

Afternoon....

1. Check attendance line again and make changes. Remember to mark these on your ATP25/ATP11
report.

2. Make attendance changes in SASI from Sign In and Out logs at the end of the day and print a final
ATP25 report.

3. Print a final ATP25 report at the end of the day. Remember...keep all reports together.
4. Run the ATPQ9 to find the students who have been absent 10 consecutive days absent.

Create attendance letters daily for high schools an ~ d weekly for elementary schools.

Don't forget!!! On Friday...collect Teacher Veriftation
Reports!!!!
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Attendance is taken electronically by the teacher in the classroom using ClassXP.
Any changes to attendance records are completed by the Attendance Clerk. In
absence of the Attendance Clerk, the Administrative Secretary or Office Manager
should make changes.

Elementary attendance is based on half day attendance. High School attendance is
based on minutes present.

1. Open the Period Attendance atom and select student.

2. Click on the appropriate class period and day, select an attendance code
from the drop down menu and click save.

To change the attendance in the periods the rest of the day, right click in the period
square and the attendance from the last period will appear.

Any student with 10 days of consecutive unexcused absences MUST be withdrawn.
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Attendance attachments can be used to log comments about a particular absence or
tardy. When logging comments be sure to use discretion. The comments are a part of
the student’s education record.

1. Open the Period Attendance atom and select the appropriate student.

2. On the Full Year tab, locate the attendance period and code for which a
comment (red flag) will be used

3. Hold down the Ctrl key and click on the appropriate code. An Att Attachment
window will appear.
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4, If a student is Tardy, the Attendance Clerk may enter the minutes late. If a
student leaves early from a class, the Attendance Clerk may enter the
minutes early. The large field is for any additional information. Once all
information is added, select OK to close the window. Once the window is
closed a red flag in the upper right hand corner will appear. To view the
information again, select Ctrl and click on the appropriate box.
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Elementary Attendance must be taken once a day. You will use the Mass Change
Atom to mass fill all other periods. High School attendance must be taken during every
class.

It is important that you enter all known Absence Reasons before you run Mass Change
(elementary level) to fill in the blank periods. The process will not change a reason that
has already been entered, but will only fill in the blank periods specified.

SASI will copy a Tardy Absence Reason the same as any other Absence, so after each
mass fill you will need to Run Mass Change to clear these tardies.

Open the Mass Change atom, found in the Period Attendance briefcase.

In the Grade field select ALL or a grade level.

Bubble in “Fill Period Reasons”

Select the period range that is to be mass changed (Second hour to the last
period students are assigned to minus the period for band. For example if
band is 8" period, put in a period range of 02-07.)

Select the date range (generally will be current date)

Select the period from which to copy the reason — use period 1.

PwpNPE

o g
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Now you must clear the Tardies

7. In the In the Grade Field select All or a grade level

8. Bubble in “Use Rules List”

9. Select “Day” in the Mass Change Using Rules List field
10.  Select the date range (generally will be current date)
11. Click on Change
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1. Log into SASIxp and open the Class Attendance atom.

-

2. Click on the Class-Attendance menu and select “Tch Not Taken Attend”
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3. Enter/verify the desired date and click on Print.

4. Teachers Not Taken Attendance sample report.

When printing in the morning, only
periods 4567 should appear. Whe
printing in the afternoon, all periodg
should be blank.

=)

In this example, Teacher Click has
correctly taken AM attendance —
only PM periods are being reported.

Teacher Coffin has not taken
attendance correctly — all periods
are being reported.
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0+12 3 & 045

Students with 10 consecutive unexcused absences must be withdrawn. This report will
identify those students and should be run daily.

Open the Period Attendance atom.

Select the Absent N Times (ATP09) report.

Enter the Date Range of the last 10 days of school.

Enter Number of Abs: 10 (see completed screen below).

PowbdPE

5. Click on the Absences tab: Under Absence Reason select : “In Letters”

6. Select Print or click on the Custom tab and select Preview.
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Attendance Letters are sent to students who miss 3, 5, 10, 15 and 18 absences.
Attendance Letters for 3, 5 and 10 absences are created using a mail merge of Word
and Excel documents and information exported from SASIXp.

Attendance Letters 3, 5, and 10 unverified

1. Open the Attendance Letters atom in SASIxp. Assign your absence cut off’s to
3.0, 5.0 and 10.0 as shown below.

2. Enter your date range parameters. The first date will be the first date of this
semester for the high schools and the first date of the school year at the
elementary level. The second date will be the previous school day. For example
if you are running this report on Tuesday, November 14, the second date would
be November 13th.

3. Select Export.

4. Three documents will export from SASI. One for each of the absence cutoffs.

5. Select where you want to save the files (H:drive- create attendance letters
folder).

6. Select a title for each file. The file export will contain 3 absences data. The
second will contain 5 absences and the last file will contain 10 absences. Itis
recommended that you name these with the number of absences and the ending
date range. For example, 3" absences 11-13-06.
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7. A window will appear asking if you would like to print a list of the students, select
yes.

8. Minimize SASI.

9. Open Excel and select the file dropdown menu. Select Open...

10.Browse to your H:drive Attendance Letters folder.

11.Change the Files of Type to “All Files”

12.Select the appropriate file, by selecting your H:drive from the dropdown menu.
Then find your attendance folder and double-click. Find the Excel file you
created for this letter, for example....3 absences 080907. Select open.

13. A text import wizard window will appear. Select Finish in the lower right hand
corner.

14.Go to the file dropdown menu and select “Save As...”

15. Change the files of Type to Microsoft Office Excel Workbook.

16.Continue steps 8 through 14 for the remaining two files.

17.0pen the Microsoft Word document for 3™ Absence Letter.

18. Select the Tools dropdown menu, Letters and Mailings, and Mail Merge.

19. A window will appear asking if you want to use the Excel Workbook the letter was
created with, select “No”

20.Follow the steps on the sidebar to complete the mail merge process.

21.Complete step 16 through 19 for 5™ Absence Letter and 10" Absence Letter.

Attendance letters should be created everyday by the same individual. If more
than one person runs this, your counts will be off.
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Attendance Letters 10, 15, 18 Total Absences

Open the period attendance atom.

Select the Period-Attendance drop down menu.

Select the Absent N Times (ATPO9) report.

Put in the range of dates needed. Put in the number 10 in the first Num of Abs
box. Select More in the

Less/More/Range:

PowbdPE
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5. On the Absences tab choose the Unverified Types, Excused Types and Not
Excused Types box.

6. If you only want current students to appear, add the following query statement on
the custom tab.

Dysart Unified School District #89 Page 65 2007-2008



7. Select Print in the lower right hand corner.
8. Your report will appear as such.

9. Go through the list and mark which students should receive the 10 day total
letter, the 15 day total letter and the 18 day total letter. If a student has 10
absences in one period and 8 in each of the others, the student should still
receive a 10 day letter. Do not send the same letter to a student who has
already received the letter.

10. Create the following query. Select Export in the lower right hand corner.
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11.Select Ok.

12.Save it to your attendance letters folder in your H: Drive.

13. Open up your H drive.

14.0pen your Attendance Letters folder.

15. Double click on the export that you just saved.

16. A window will appear asking you what program you would like to open the
document with. Select Excel and click OK.
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17. The document will now open in Excel. Highlight In 1

18. Select the Insert drop down from the menu bar and insert a Row.

19. Now add Column headings to the Rows.

20. Go the file drop down menu and select SAVE AS...(do not select Save).
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21.Change the file type to Microsoft Excel Workbook(found at the very top of the list.
You may have to find it by using the up arrow.)

22. Close the excel document.

23. Open the word document for 10 total absences.

24. Modify the document to make it current(change the header and footer to show
your information and the current school board members, put your name and title
and principals information on the bottom of the letter.)
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25. Highlight the date that appears. Go to the insert drop down menu and select
Date and Time.

26. Save the document.
27. Go to the Tools drop down menu and select letters and mailings. From the side
menu that appears, select Mail Merge.
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28. Select letters in the right hand column.

29. Select Next in the bottom right.
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30. Select Current document and then Next: Select recipients in the bottom right
corner.

31. Select Use an existing list and select Next: Write your letter.
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32. A window will appear asking you to find the excel document you created.
Browse to your H drive from the dropdown menu. Select your excel document
and open it.

33. The window below will appear. This is just confirming what spreadsheet you
want. Select OK, because we only have one spreadsheet in our document.
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34. Select Clear All to remove the check marks next to each student’s name.

35.Now move through the list and place a mark in the box next to the student’s
name who will receive a ten day letter. You can double click on a column heading
to sort the column.
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36.Select Next: Write your letter.

37.Delete out the address information on the top of your letter. Then from the menu
on the right hand side select More items.

38. Highlight Parent and select Insert.
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39. Continue highlighting the other fields for the parent address...(Street Address,
City, State, Zip Code) Then Select Close.

40. Highlight the Student name area and once again select More items. Select the
First name and Insert, select the student’s last name and insert. Close

41. Highlight the parent guardian name on the salutation line and once again select
More Items. Highlight Parent and insert then close.

42. Save your word document.

43. Select Next: Preview your letters.

44. The letter will preview on your screen showing a merged document.

45. Select Complete the merge in the lower right hand corner.

46. Select Print your letters.
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At the elementary level, attendance is calculated by absences. To figure out exactly
what constitutes a half or full day absence, utilize the charts found in Appendix A. A
sample of this calculation is shown below:

Title Abbr | Use When... Type

Tardy - 25 | TDY | Student is less than 25 minutes late Excused
Student is absent and no reason is provided or reason not

Unexcused | UEX | accepted as excused Unexcused
Student is absent and reason not known. (All UKN should be

Unknown UKN | resolved by end of day) Unexcused

Tardy - Exc | TYE | Student is more than 25 minutes late - Excused Excused

Flu FLU | Student is absent due to Flu Excused

Gen lll ILL Student is absent due to illness other than Flu, Chick Pox Excused

Other OTH | Student is absent (excused) and not due to ILL, FLU or LICE | Excused

Tardy - Unx | TYU | Student is more than 25 minutes late - Unexcused Unexcused

On Campus | OCR | Student was out of the classroom in OCR School Activity

Suspension | SUS | Student was absent due to suspension Excused

Activities ACT | Student was absent due to a school activity School Activity

Chick Pox CPX | Student is absent due to Chicken Pox Excused

Homebound | HMB | Student has been approved for homebound instruction Excused

Chronic ILL | CHR | Student is absent due to a medically certified Chronic lllness | Excused

Lice LIC | Student is absent due to lice infection Excused

Office OFF | Student was in the administrative center School Activity

Sweep SWP | Student was out of the classroom due to being tardy School Activity

Dysart Unified School District #89

Page 77

2007-2008




All teachers responsible for taking attendance, must run complete a weekly attendance
verification report. The teacher is to review attendance, note changes as necessary*,
date and sign the report and turn it in to the office for record keeping purposes.

*If changes are noted, they will be completed by the Attendance Clerk. The school
office must keep the verifications for each teacher sorted by date.

To run the Class Attendance Summary report for a long-term substitute teacher...

1. Open the Class Attendance atom.

2. Click “Class Attendance” on the menu bar and select the “Class Attendance
Summary (ATP17) report.

3. To complete the Report Interface;
a. Enter the dates of the current week (Monday — Friday) in the Date fields.
b. Inthe YTD Date field, enter the first day of school and the Friday date of
the current week.
c. Enter the teacher number.
d. Select “B” for both Absences and Tardies in the YTD Totals field.

4. Click on Print.
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It is the school’s responsibility to keep accurate student attendance records.
These records can be requested by internal and exte  rnal auditors at any time.
This information is to be kept in an easily accessi ble location. Attendance
records must be retained for 5 years.

1. Keep the following information filed together by date.
ATPO09 (Used to identify 10 consecutive unexcused absences).
ATPO7 if applicable. (Used at the High School level).
ATP25 and/or ATP11 (Used to identify UKN — Elementary or UEX — High
School for phone calls).
Student Sign In & Sign Out logs
Tardy passes/logs
Phone logs
Absence notes referring to absences and tardies
Guest Teacher manual attendance logs
2. Weekly Teacher Verification Reports should be filed by date and easily
accessible.

A absence that has not been verified by the Parent/Guardian within 24 hours of the
student’s return will be unexcused. Any changes to the original attendance record
must be documented, signed and dated by the employee making the data change in
SASIxp.
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During the year, students may be promoted or demoted. These grade level changes
must be accurately reflected in SASI.

Enrollment Atom

1. Open Enrollment atom and locate the appropriate student.

2. Click on the Enrollment menu and select “Change Name...ID Info”.

3. In the Grd field, select the new grade level.

4, In the “Tch” field, enter the new teacher number. Click the tab key to see the
teacher name appear in the “Teacher Name” field.

5. Select Save and view the “History” tab to ensure data accuracy.

SAIS Atom

1. Open the AZ SAIS Supplemental atom and locate the appropriate student.

2. In the “Grade Exit” field, select D = Demoted or P = Promoted and click on
Save.

3. Enter the Effective Date for the change in the pop up window and click Ok.

4, Make any necessary changes to the student’s schedule. See page XXX for

instructions.

Be sure the start dates for new classes are accurate.
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When schedule changes are made, the decision of whether or not dropped classes
should be included in grading is made. Prior to the grading period, this information

should be checked. The query below will list dropped classes that are being included in
grading.

ASTU ACLH LastName FirstName ID Grade StartDate EndDate InclGrade if InclGrade
=X

Students appearing have had a schedule change (or have withdrawn) and those
dropped classes are going to be included in grading. Chances are this is inaccurate.
Follow the instructions below to correct the information for each student.

1. Open the Classes atom and select the appropriate students. Select the History
page.
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2. Double click on the class that needs to be changed. The window below will be

displayed.

3. Click on the Include in Grading field.
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4. Choose No and select Save.
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Report cards for grades 5-12 are printed from SASI. Teachers export grades from
IGPro and these grades are imported into SASI. Once imported, grades must be
verified.

1. Open the Query atom and create the filter below to view only the desired
sections. (This filter will have to be changed each quarter.)

An example query for Q1 is shown below.

2. Open the Class Grades atom.
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3. Scan through each class and note teachers with missing or empty grades.
If grades are missing, notify the teacher or administration.

Sample of complete grade file.

Sample of incomplete grade file.
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4. Open the Grades atom and from the Grades menu at the top, select the
Mark Verification By Teacher (GRD15) report.

5. Select the Custom Tab and in the 3" Sort Field select SectionID.

6. Click on Print.

7. Distribute this report to teachers for verification. Teachers should mark
any changes to grades and sign the top of the page. All reports must be
returned prior to the deadline set by administration.
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8. As the verifications are returned, changes should be made in the Class
Grades Atom. Keep these verifications for your records. Once all
verifications are received and changes have been made, report cards can
be printed.

]

1. Prior to printing actual report cards, print and make copies of the District
approved report card form. (Elementary school only).

2. Load the pre-printed report card forms in your printer.

3. Open the Grades atom. From the Grade drop down menu, select Report
Cards (GRDO04).
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4. On the Report Interface window, enter the appropriate grade levels. (05 -
08 or 09 — 12)

5. On the print tab, clear the Permit Number, Permit City and Print
PRESORTED fields.
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6. There are different options on how to sort the report cards.
a. Report cards can be sorted by class period. Use this option if
report cards are going to be handed out during class.

b. Report cards can be sorted by zip code. Use this option if
report cards are going to be mailed home.
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c. Report cards can be sorted by Advisor, Last Name then First
Name. Use this option if report cards will be handed out in
“homeroom” or during Parent/Teacher conferences.

7. After choosing the sort method, select Print.

Report Cards are printed horizontally (landscape).
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Open the Course History Atom.

Find the student you would like to print the transcript for.

Click on the Course History dropdown menu.

Select Transcripts (CHS12).

Enter the student’s id number in both boxes labeled Student ID.
In the requirements dropdown menu, select H.S.\Comm College.

QA WNE

7. Select Print.
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1. Select the Discipline atom either from your toolbar or from the SASI Modules.
2. Do afind for the student you will be entering the discipline report for.
3. Select the Data drop down menu and select “Add Incident”.

4. The following screen will appear. The first line will default from the student atom.
5. Incid Date: This is the date that the discipline incident took place.

6. Incid Loc: Choose the Location where the incident took place.

7. Disc Cd: Choose from the drop down menu the appropriate discipline code.

8. Disp Cd: Choose from the drop down menu the appropriate disposition code (the
action that was taken in regards to the incident.)

9. Referred By: Place the first initial and last name of the person who referred the
incident to the administration. Also add the Refer Date.

10.The Comments section is for any additional notes regarding the incident.

11.Select Save.
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FILE SUBMISSION PROCESS

SAIS submissions must be completed on a weekly basis. Reconciliations with
ADE/SAIS will be completed by Information Technology (IT) on a monthly