Getting Ready for Opening Day

Note: make sure that dates are correct for new school year. Dates in the pictures
are examples only: please use correct dates for the new school year.

Attendance Personnel
0 Calendar tab of the Attendance Setup atom:

O Set the Calendar Start and End Date from the Change Calendar
option from the Attendance-Setup menu option. Recommended
to set these dates only one time and select the Monday before
the first day of school as the Beginning Date of School and the
Friday after the last day of school as the Ending Date of School.

N Insert Calendar holidays**

& Calendar Attendance Setup

H - for days before the first day and

dGYS fO”OW“’lg the last de of school |:| Calendar |Rep0rt Periods | Bell Scheduls | Sbs Reasons | Other Options | Scanning | lE‘

H - for all scheduled holidays/ vacations Ca"r”""r e | i itondance DTYS b I
hdoncdary Tuesday Wiednesday Thursday Friclay
H - for scheduled Regent Day veek |Date |B)T Date  |BJT)Date  |BJT)oate  |B)T)oate |BJT ]
H - for Staff Development Day 4020103 [0 |H [090203 |0 |H [090303 0| 090403 |0 | |090s03 |0 ]
2|0emem3 [0 (090903 (0| |09M0M3 (0| 09A103F (0| [09M203 |0 =
l0sns03 [0 (094603 (0| |09A7M03 (0| 0SAGO3 (0| [094903 |0
O - for snow days, emergencies gloaz03 0| (092303 (0| |08/4mG (0| 082503 (0| [092613 |0
El0acens [0 (093003 (0| [ommos (0] H00203% 0| [oosos o
B]10/06m03 [0 |H 100703 |0 | [10M8M03 (0| 100903 0| [10/003 |0
V - only Track schools use. For Tracks other 7104303 [0 |H 104403 [0 [104503 (0| [10AB03 (0| [10A7NE |0
than Track 1 when the calendar differs from @l10e00s (0] (102103 (0| (o203 (0] (102303 0| [o240s |0 H
gl1oerns [0 102803 (0| [omems (0| M08003F (0| [osios o
Track 1. 0110303 |0 | (110403 |0 H (110803 |0 | 10803 (0| 110703 |0
114003 |0 | [14103 [0 H (114203 0| [1A303 (0| 114403 |0
92[11A703 |0 | [ad@03 (0] [11A903 0| 12003 (0| 11203 |0
S - should never be used in NY State. Use H q3]11/24003 |0 | (1102503 |0 | [11/26m3 [0 | 112703 |0 |H (12803 [0 H
for Staff Development Day. 94120103 |0 | (20203 [0 120303 0| [20403 (0| 120503 |0
51200803 |0 | (120903 [0 121003 0| [2r103 (0| |[12A203 |0 ||
16121503 |0 |0 (120603 (0| [12A703 0| HzA@ns (0| [12A303 |0
97122203 |0 |H (2023003 [0 |H 12724003 |0 |H 1202503 [0 |H 122603 |0 |H
8122903 |0 |H [12/30/03 |0 |H [12/31/03 |0 |H [01/01/04 |0 |H 010204 |0 |H
19010504 |0 | 010604 [0 |0/07/04 |0 | |01/0804 [0 | (010904 |0
20[01A204 |0 | 014304 [0 |01A404 (0| |014504 |0 [0 014604 |0
0011504 |0 |1 [01/2004 [0 |0/204 (0| |01/2204 (0| (012304 |0
22|01/2604 (0| Jovi27i0d [0 |01/2804 |0 O |01/29004 [0 | |01/30004 |0 ||
Z6|022304 |0 | |0zrz4in4 |0 |0205m4 0| 022604 |0 | |022704 |0 I
27|0z01/04 |0 | [0302004 |0 (030304 (0| 030404 |0 |H 030504 |0
28|0305/04 |0 | [03M0904 |0 (034004 (0| (034104 0| [03M204 |0
25|03A504 |0 | [03M604 |0 |0 |03A704 0| |03AG04 |0 | [03A904 |0
a0[0322004 |0 | [032304 |0 (030404 0| 032504 0| |03c6m4 |0
S|032904 |0 | [03/3004 |0 (033104 [0 040104 0| [040204 |0
52|04/05/04 |0 |H [04/06/04 |0 |H (040704 |0 |H [04/05/04 |0 |H |040904 [0 [H
33|04A2004 |0 |H [0401304 |0 | (04404 0| 044504 |0 | |04rEm4 |0
S[04M1904 |0 | |04/20004 0| (0421004 0| |04/2204 |0 | |04r2304 |0
55|04/72604 |0 | |04/27004 |0 |04/2804 0| |04/2904 |0 | |04/5004 |0
36|050304 |0 | [05m4nd 0| (050504 0| 050604 |0 | [0sc0704 |0
37[05M0m4 |0 | [0s1i04 |0 |05A204 [0 |0SA304 |0 | [0561404 |0
38|05M7/04 (0| [05804 |0 (054904 0| (052004 |0 | [052104 |0
38|05724/04 |0 | [052504 0| (050604 0| 052704 |0 | [05zamne |0
40[05/31/04 |0 |H (06104 |0 | |0B0204 |0 | |0B0304 |0 | |08m4ma |0
#|0607/04 |0 | |0GMS04 0| (050904 (0| |0BA0D4 |0 | [0BA104 |0 =
42|06M4/04 |0 | [0Gr504 |0 |0BAGM4 0| |0BATAO4 |0 | |06 |0 =
43|0621/04 |0 | |062204 |0 |0B2304 [0 | |06/24/04 |0 |H 082504 [0 H T
H = Holiday © = Cther % = Track Yacation 5 = Staff Development D = Deleted Week




Getting Ready for Opening Day

0 For secondary schools using Rotation Days, set the rotation day.

Define the Attendance Reporting Periods on the Report Periods tab of the

Attendance Setup
|:| Calendar | Report Periods | Bell Schedule | 2bs Reasons | CtherOtions | Seanning | |E|
Calendar iew: |Aﬂendance Days -
honcay Tuesday Wednesday A Thursday Fridary
wieek |Date |BJRJT/Date  [BJR|T)Date  |BJR[T|Date [BJRJT)Date  [BIR[T
108530004 0 H 0331704 |0 H 090104 0 A 0smzio4 0 B 09,0304 |0 (C §
20090604 0 D 090704 0 E 09,0804 |0 |F 090904 |0 |4 090,04 0B =]
3091304 0 |C 0aM 404 |0 D 08M5m4 0 |E 0aMeE04 0 F 0aM 704 0 &
41092004 0 |B 092104 |0 C 09722104 0 D 092304 0 E 09,2404 |0 F
5092704 0 & 09:28/04 0 B 09/29/04 |0 |C 0943004 |0 D 10,0104 0 E
6| 10404 0 |F 100504 0 & 10006104 0 B 100704 0 | 10053/04 |0 D
71101104 0 H10M204 0 E 1001304 0 |F 10M404 0 A4 101504 |0 B
G(10M504 0 |C 10904 0D 1052004 |0 |E 1002104 |0 F 102204 |0 A
9|10:/25104 10 |B 102604 |0 | C 10027104 0 D 1002804 0 E 10/29/04 |0 F
10(110104 |0 A& 110204 |0 B 110304 0 C 110404 0 D 110504 |0 E
11 (1108104 |0 F 110904 0 & M004 0B 11104 0 |C 111204 |0 D
12114504 |0 E 11M604 |0 F TIMT04 0 A 11M8104 0 B 111904 |0 | C
13(1102204 |0 D 1142304 |0 E 11724104 0 H 112504 0 H [11/26/04 |0 H
14 (1152804 |0 F 11530004 |0 & 1201104 0 B 1202004 0 | 120304 |0 D
15(1206M04 |0 E 120704 |0 F 12/08104 0 A 120904 0 B 12M0/04 |0 | C
16(121304 |0 D 1211404 |0 E 121504 0 |F 121604 0 A 1211704 |0 B
17 (12020004 |0 H1221/04 |0 H 1202204 |0 H 12523104 0 H 1122404 |0 H ﬂ
18 (122704 |0 H 12:25/04 |0 H |12/25/04 0 H 1255004 0 H 12104 |0 H [
H = Holiday O = Cther % = Track Yacation S = Staff Developmert D = Deleted Wieek

Attendance Setup atom **

(Remember that the attendance report periods are the same for

every school in the district!)

i Reporting Periods Attendance Setup
l:‘ Calendar Hﬂﬂ'ﬂﬂml Bell Schedule | 8bs Reasons | Other Options | Scanning | lE‘
Period | Start Date | StopDate | [Period |Start Date |[Stop Date |
1| 09403035 09,2603 11
2| 092903 10531103 12
3| 110303 11728103 13
411200103 122603 14
S|12/28M035 013004 15
B | 020204 02727104 16
7| 030104 0372604 17
8| 03/28m04 043004 158
9| 05/03104 05,2604 13
100551104 0652404 20

** If have AM & PM kindergarten and/or track school, remember to set up for all
tracks. Remember also to assign students to correct (1). frack and (2). ADA.



Getting Ready for Opening Day
For schools using Classxp

0 Add teachers in the User atom. Remember to Inactivate or Delete teachers
who are no longer teaching.

O Make sure the Attendance Preference atom in the Classroom folder is
accurate. (Suggestion: print out the screen from previous school year as
reference.)

& Attendance Preferences Ei

Taking attendance reasons. .,

Seq | Aber Title | Type

1 Uny | Unverified Unwerified

2 TEX |Tardy ex Excuzed Tardy

5 TUM  |Tardy unex Unexcused Tardy
4 MUR  |Murse Excused

Allow changes to attendance for

m:[ Diay(a) hark Attendance By
" Period

W Attendance From Seating Chart Only - @ Clazs

[ ciose |

0 When student schedules are completed and prior to the first day of school,
run Create New Classroom Seat in the Classroom folder. Remember you must
have exclusive rights to SASIxp. (After Create is completed, Update for
current term on daily basis or as needed.)

s Update Seats Ed

Term  [&l Terms -|

0 Update Existing Clazsroom Seat File

& Create Mew Classroom Seat File




Getting Ready for Opening Day
Guidance Personnel

N Set active year to new school year
Schi b School Mame Alernated Sch Abry Telephone
| —

Basic | General I Schedule Enroliment I Term Durstion I Localization
Address ity St Fip Code
120 Scotchtown Gozhen MY 10924

Country
Province
Principal Mame SchFax Attt Phone
|Robert Litz
District Permit Mumber Active Year
|Local Processing * 2004

(F

0 Define Term Duration in the School atom. The following example is
for a semester school. These dates must be accurate. If you needa
reference, check this setup for the previous school year.

Schi <l School Mame Afternated Sch Lbry Telephone

Basic | General | Schedue | Erroliment Terle.rﬂiml Localization |

semester 1 090304 01521705
Semester 2 0172405 |0B2205 (YR |32
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0

[

Correct dates for Reporting Periods in 6rading Setup atom, periods tab.
The following example is for a semester school. (Remember that these dates
will not save properly unless you remove each date by backspacing - Save
— Enter all dates correctly — Save)

- Grading Setup
l:‘ Periods | Options | Merks | Credits |attendance] Ret Cards | conduct | Advanced | Prn:lE‘

W Lock CLASSxp users to Currert Period Current Period

Reporting Periods Date Range Terms To Process

Fpt | Report Title Starting | Ending DEVEVEDEE
1 |1Progress 08/0304 100504  |vR|S1

20 [luarter 1 090304 110504 |YR[S1
M|2Progress 11108104 (124004  |[¥YR|31
4_||Quader 2 11108104 (124704 |[¥YR|S1

B |3 Progress 010305 |0272505  [YR[s2

B | uarter 3 0202805 |040105  [YR[S2
u|Progress 4 040405 |05/2005  |YR|S2
8_||Quader 4 04004005 |0BMS05  |YR|S2

I

10|

Review the Marks in the Grading Setup atom marks tab that marks
are correctly defined for the new year.

Zip up the previous year's IgpData directory and save for reference. Now
delete all subfolders and files from the IgpData directory
EXPEPT the Template.* files, if they exist.

Export Class Rosters for teachers using InteGrade Pro Data Exchange atom.

SASI Building Coordinator

[

Review the User atom that all users are current: add/delete or
inactivate users.

Run query fo change the year for all users:
CHANGE AUSR Year = 2004

select Show Inactive Records



