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To:
SchoolTool Student Management System Users

From:
Noelle Zamow, Manager of Student Services

Date:
January 6, 2012
Re:
Schooltool Training Sessions – Winter/Spring 2012
Happy New Year to all our Schooltool districts and best wishes for a productive new year!  The Mid-Hudson Regional Information Center is pleased to offer schooltool training sessions for our schooltool districts.  Please see the attached registration form for the course offerings and the dates & times available for these sessions.  Suggested attendees are also listed for each session.  Please note that while each district performs the same general functions, roles and responsibilities can sometimes be vastly different from district to district.  Please review roles and responsibilities when determining staff attendees for these sessions.  

Each district interested in participating in one or more sessions is requested to complete the attached registration form.  You will receive a confirmation via email and will be given login information if attending a GoTo session.  To log into the GoTo session you will need to have access to an internet browser and telephone.  We have a limited number of connections available for each session and registration will be handled on a first come first serve basis.  We request, if possible, that interested staff from the same building/district co-locate for these sessions.  

If you have any questions on this training session or desire training in other components of schooltool please feel free to contact me.

Please do not hesitate to contact me by telephone or by email with any questions or concerns you may have regarding any aspect of MHRIC Student Services support.   

The Mid-Hudson Regional Information Center thanks you for your continued cooperation and support!

Winter/Spring 2012- Schooltool Training Sessions Descriptions

Review of Scheduling Setup
The session will provide a review of the setup that needs to be completed in schooltool prior to beginning scheduling activities for the next school year (ex: semesters, marking periods, progress periods, etc.).  Attendees for this session include staff responsible for any aspect of the scheduling process.  The focus will be on the Maintenance and Scheduling modules.

Course Catalog Review
Procedures for setting up the new year; rolling the course catalog; period maintenance; adding, searching, and updating courses.  This session is designed for district staff responsible for scheduling students in the new scheduling year.  This training will cover both secondary and elementary schools course catalog setup and maintenance. 
Teaming Students for Scheduling
Procedures for teaming maintenance will be reviewed.  This session is designed for district staff responsible for scheduling students in the new scheduling year.  
PLEASE NOTE:  

There will be separate sessions for Secondary & Elementary

Secondary Teaming Session will be in the morning

                             

Elementary Teaming Session will be in the afternoon 
Student Schedule Builder
This session will provide hints and tips on how to best schedule your students into the master schedule.  Review of the following features will be included in this session; batch edit schedules, constraints, priorities, backups and run history.  This session will also include a discussion on what reports provide the best data for troubleshooting student schedule problems/issues.  Attendees should have scheduling responsibility for secondary students.

Whiteboard Schedule Training

Training will include instruction with the whiteboard, a graphical representation of your master schedule.  The whiteboard allows users to easily review and modify a master schedule including the ability to perform drag-and-drop modifications for course sections.  Attendees would include staff members responsible for the creation/maintenance of the Master Schedule.
Custom Export Training
This training session will cover how to create custom exports, save the custom export, and permit other district staff to run the custom exports.  Prerequisite:  The attendee will need to have been given district-approved permission to the Maintenance module, Export sub-module and Custom Export option in their districts’ schooltool database, in order to do hands-on practice in this session.  This session is designed for the experienced user who has district-approved permission to view all data (i.e.; demographic, enrollment, program services, medical, etc.) in the schooltool application, and has a basic understanding of selecting fields of data from more than one table. 

Actions Tab Training

Learn how to use the Actions Tab from the My Home sub-module to create customized mail merge letters, reports, and labels for groups of students, parents and other users. Merge formats include rtf (Word documents) and .csv (easily converted to Excel .xls spreadsheet).  District staff responsible for creating customized letters, reports and labels that would like to use the actions tab or need a refresher should attend this session.  
State Mapping of Grade 3-8 Courses for NYS Reporting

This session will demonstrate the methods for mapping Grade 3-8 Courses to the correct state codes in schooltool, which are needed for New York State reporting. This session is recommended for staff responsible for inputting elementary course and scheduling data.
Getting the Most out of Schooltool Messaging 
Learn how to use the Messages sub-module in maintenance to communicate with groups of users in schooltool, such as staff, faculty and parents (parent portal). This session will cover the creation of a Banner, Group Banner, Message Board and Login messages.  This session is recommended for staff with access to security groups in the maintenance module.

New Data Warehouse Requirements
You will learn how/where to update fields within the schooltool application to meet the new data warehouse requirements for the 2011-12 school year and for end of year processing.  Staff responsible for entering/reviewing district data should attend this session.

Master Schedule Workshop
Training in the creation of the master schedule which can be built either manually or, using the powerful Master Schedule Builder created from defined course constraints and rules.  Attendees would include staff members responsible for the creation/maintenance of the Master Schedule.
Schooltool Training Registration Form:  Winter/Spring 2012 Training Sessions
	Course Offering
	Type of Session
	Date
	Time
	Instructor

	Review of Scheduling Setup
	GoTo Session
(Instructions to be provided after sign-up)
	Feb 9th
	9:00 – 11:00
	Kathy Curran & Linda Rydant

	Course Catalog Review
	GoTo Session

(Instructions to be provided after sign-up)
	Feb 15th
	9:00 – 10:00
	Kathy Curran & Louisa Forrest

	Secondary Teaming Students for Scheduling
	GoTo Session

(Instructions to be provided after sign-up)
	Feb 23rd
	10:00 – 11:00
	Pascale Louis & Donna Orlando

	Elementary Teaming Students for Scheduling
	GoTo Session

(Instructions to be provided after sign-up)
	Feb 23rd
	1:00 – 2:00
	Pascale Louis & Donna Orlando

	Student Schedule Builder
	GoTo Session

(Instructions to be provided after sign-up)
	Mar 1st
	10:00 – 11:00
	Pascale Louis & Astrida Walz

	Whiteboard Training
	GoTo Session

(Instructions to be provided after sign-up)
	Mar 6th
	10:00 – 11:00
	Pascale Louis &
James Steipp

	Custom Export Training *(Prereq – prior experience w/Batch Selector and District-approved permission to all data in the district's Training database)
	Classroom @MHRIC

MOD-RIC (Modular Building)
	Mar 15th
	9:00 – 12:30
	Donna Orlando & James Steipp

	Actions Tab *(Prereq –prior training or experience w/Batch Selector)
	Classroom @MHRIC

MOD-RIC (Modular Building)
	Mar 26th
	8:30 – 12:30
	Linda Rydant & Valerie Scott

	State Mapping of Grade 3-8 Courses for NYS Reporting
	GoTo Session

(Instructions to be provided after sign-up)
	Apr 12th
	10:00 – 11:00
	Donna Orlando

	Getting the most out of Schooltool Messenging
	GoTo Session

(Instructions to be provided after sign-up)
	Apr 24th
	9:00 – 10:30
	Louisa Forrest & Valerie Scott

	New Data Warehouse Requirements
	GoTo Session

(Instructions to be provided after sign-up)
	Apr 17th
	10:00 – 12:00
	James Steipp & Astrida Walz

	Master Schedule Builder Workshop
	Classroom @MHRIC

MOD-RIC (Modular Building)
	May 11th

	9:00 – 2:00  w/lunch break
	Astrida Walz & Linda Rydant


Upon Receipt of this registration form, we will send you an email to let you know if you are registered or on a waiting list. 
 If you do not receive an email within two weeks, please contact Denise Cooper at 255-1450 ex. 1386
Please email this form to:

ricstudent@mhric.org 

OR 

              FAX:  (845) 255-9104

Attn: Denise Cooper

 (No Phone Registrations Please)

Name:  

Position:  


School Building:  

District  


School Phone:

Home Phone:


Email address:


(PLEASE BE SURE TO COMPLETE ALL INFORMATION)
(PLEASE PRINT CLEARLY)
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