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Task #1: Verify Staff Members

See the Security Procedural Checklist for more detailed instructions on Staff Members.
Make sure any counselors you wish to use have a Staff record. Click the magnifying glass

to view their Staff Member details.

Security - staff Member: JAN ADA

Stall Members Stall Member Schools

]
School School Year Job Functions Active

:){ & Elda Elementary School | 2005-2010 Teacher -
3 | & Elda Elarmantary Schasl | 2010-2011 Taachas -
3 | # | Elids Elamentary School | 2005-2006 Teacher -
> | & Ehda Elameantary School | 2008-2009 Teacher -
* | # | Elida Flamentary School | 2007-2008 Teaacher 9
> | # Elida Elementary School | 2006-2007 Teacher v
> | & Elda Elameantary School 2011-2012 Teacher

[ Barturn Ta Wiew Staff Members Page |

Task #2: Add Counselors Job Function to Staff Member

When viewing a staff member’s details, click the Staff Member Schools tab. For a staff
member to be considered a counselor, their current school year’'s Staff Member School

entry must include Counselor as a job function.
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Task #3: Assign Grade Levels to Counselors

Once the staff member is a counselor, you will need to go to the Counselor Maintenance
screen. Edit that counselor’s entry, and check the boxes next to each grade level the
counselor will be working with. (You can assign non-grade-appropriate counselors, but the
default behavior is to use grade-appropriate counselors only.)
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Task #4: Assigning a Counselor during Registration

[TTudent Eaglstatlan Witaig
s s e i it

Sammmaina Baim

If you want a single counselor to be automatically assigned to all students being enrolled in
a specific grade level, select that counselor from the drop-down menu in the Building Grade
Levels Maintenance screen'’s Registration Defaults section.
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Task #5: Counselor Bulk Assignment by Homeroom

To bulk assign counselors to students by homeroom, choose the Homeroom Assignment
Method and select a Homeroom Term.

Counselor Bulk Assignment
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Click Next to go to Options tab and choose a counselor for specific homerooms.
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Click Next to go to Confirmation tab.
— -
Counselor Bulk Assignment
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Click Finish to process the Counselor Bulk Assignment by Homeroom.
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Task #6: Randomly Bulk Assigning Counselors

To bulk assign counselors to students randomly, chose the Random Assignment Method.

Counselor Bulk Assignment
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Click Next to go to the Students tab and select students by Search Criteria, Student IDs, or

Ad-Hoc Membership.
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Click Next to go to the Options tab and choose a counselor for the selected students.

[Counselor Bulk Assignment

Here you cam assign a bulk group of students to counsebors

Detians

Counselors

WILLART, MBS, L
WOGLE, MRS E

L
L

i

Click Next to go to Confirmation tab.

Counselor Bulk Assignment

Bare you can assign a bulk group of stsdests 1o coumsolors

" Previoushy Assignmeents to be Asdlgnments to be Total Student= to be
S Assignied Biemoeid Mach

VOGLE, MRS, E 178 o 1o 153
WILLART, MRS, 17 o 11 153

s ]

Click Finish to process the Counselor Bulk Assignment assigning randomly.

Counselor Bulk Assignment

Here you can assign a bulk group of students o counselors

Results

Student
CONTRARY, MARY M.

Student Number Grade Status Counselor

0005001 10 & ALLEN, MARK
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Task #7: Manually Bulk Assigning Counselors
To bulk assign counselors to students manually, chose the Manual Assignment Method.

Navigation: Studentinformation — Management — Ad-Hoc Updates — Counselor Bulk
Assignment — Assignment Method tab
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Click Next to go to the Students tab and select students by Search Criteria, Student IDs, or
Ad-Hoc Membership.
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Click Next to go to the Options tab and choose a counselor for the selected students.

Counselor Bulk Assignment

Here you can assign a bulk group of shedents 1o counsclors

Comnsebor;  ALLEN, MARE
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Click Next to go to Confirmation tab. Select the students that you wish to assign the
counselor to.

[Counselor Bulk Assignmemnt
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Click Finish to process the Counselor Bulk Assignment assigning manually.

Counselor Bulk Assignment

Here you can assign a bulk group of students to counselors

Results
Student Student Number Grade Status Counselor
Banana, Hannah 488552258 10 A ALLEM, MARK
Contrary, Jesse 48552281 10 & ALLEM, MARK
EYE, CORY ROBERT 00006001 10 A ALLEM, MARK
EYE, PRIVA 00122445 10 A ALLEM, MARK
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[] Assign Counselors Manually — If you don’t want to use Counselor Bulk Assignment,

or if you need to adjust a few students individually, you can select a counselor for a
single student on the Additional tab of that student's profile. If you need to select a
counselor that has no grade levels set, or has a different grade level set, un-check the
"Show grade appropriate counselors only" checkbox to refresh the list.

Navigation: Studentinformation — SIS — Student — Edit Profile — Additional tab

Edit Student Profile

From this screen, you can display and change information regarding a students profile.

General Additional Custom Private FS-Standing FS-Attendance FD-Attributes FN-Attributes FN-Graduate Transportation

Last Modified: 10/24/2014 2:50 PM by User: Amy
Primary Building: HIGH SCHOOL | #
Special Ed: P ] Country of Origin: [US - United States Of America v
Citizenship: 04 - United States citizen v
Building Progression Track: - District Track v Graduation Year l:l
New School: [ v
Pri. Graduation Rule: v Alt. Graduation Rule:
Counsclor: SCHUMMET, MARY 1O (*) & Scheduling Priority:
¥ Show grade appropriate counselors only Locker Assignments: Assign Primary Locker
Homeroom: H137 w| or

- A4

Team: @) Choose from drop down or dlick Auto-Assign which will randomly assign an aveilable grade-level aparopriate homeroom to the student.
E 1 2 3 4 5

frelude i oner il o= N N
Include in Ranking: R
Include in GPA: Wl
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| ] View Counselor Assignments — Navigate to this screen and select a counselor from
the drop-down menu. The screen will display all students assigned to this counselor.
Click on a student's name to view the student's profile.

Navigation: Studentinformation — SIS — School - Counselors

Student Counselor Assignment

ODMTO0E  DONTRARY, JASON WILLTAM  ACTIVE RES

0000134 LEE, HARPER ACTIVE REE
ODSO700E  PEREY, RICHARD MATTHI ACTIVE RES
OOSOTON]  RING, HICOLE SUA2ANST ACTING RIS
OOCOFGMM  SARGENT, LEANK NEAN ACTIVE BES
OOCOT00E  WILLIAMSON, BYAN SETH ACTIVE RES
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