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Class	Title:		 	 StudentInformation	Admin	Mobile	Application	
	
Class	Description:	 	
This	class	will	instruct	you	the	options	available	in	the	mobile	application	and	how	it	might	be	used	by	school	
administrators.	
	
Pre-Requisite:		
In	order	for	a	StudentInformation	user	to	view	student	profiles	on	the	mobile	app,	the	role(s)	assigned	to	them	must	
have	the	correct	permissions	enabled.		Please	refer	to	your	security	administrator	if	unable	to	use	app.	
	
Introduction:			
The	ProgressBook	SIS	Admin	mobile	app	allows	schools	administrators	to	access	the	essential	data	necessary	for	making	
in-the-moment	decisions	about	the	students	in	their	school	even	while	away	from	their	desk.	
	
What	you	need	to	know:	The	mobile	app	allows	the	administrator	to:	

n Search	for	student(s)	that	exist	in	the	administrator’s	school	district.	
n View	a	student’s	picture	and	important	profile	information.	
n View	the	student’s	contact	information.	
n View	the	student’s	current	course	schedule.	
n View	the	student’s	recent	attendance	history.	
n View	the	student’s	course	grades	throughout	the	school	year.	
n Device	integration	which	includes	call	and	email	initiation	and	integration	with	the	device’s	mapping	app.	
n View	a	school’s	bell	schedule.	

	
Recommendations:		
The	mobile	app	will	timeout,	but	it	recommended	that	the	user	logout	once	done	with	the	application.		This	secures	
data	when	the	device	in	not	in	the	presence	of	the	user.	
	
Objectives:	
	
1. Accessing	the	Mobile	App	

1.1 Download	app	from	Apple	iTunes/Google	Play.	
2. Logging	into	the	Mobile	App	

2.1			Select	a	Domain.	
3. Settings	

3.1 How	to	change	the	default	building	in	App.	
3.2 Understand	your	picture	options.	
3.3 How	to	change	your	selected	school	year.	

4. Student	Search	
4.1 How	to	change	the	school	building.	
4.2 How	to	search	by	student	name	(first	or	last).	
4.3 How	to	use	Advanced	Search.	
4.4 How	to	Access	Student	Profile.	
4.5 How	to	view	all	student	contacts.	
4.6 Calling	or	emailing	contacts.	
4.7 How	to	view	student	attendance.	
4.8 How	to	view	student	grades.	

5. Bell	Schedule	
5.1 How	to	view	bell	schedule	(if	setup	in	StudentInformation).	

	



SI	Trainer	Series	

Rev.8/31/2016													2	

	
Objective	1	–	Accessing	the	App	
The	ProgressBook	SIS	Admin	Mobile	App	is	a	free	application	that	can	be	downloaded	from	Google	Play	or	the	Apple	App	
Store.		

Apple	iTunes	App: https://itunes.apple.com/us/app/progressbook-sis-admin/id1133686392?mt=8	

	

	

	

	

	

	

	

	

	

		

	

	

	

	

	

	

This	app	is	designed	for	both	iPhone	and	iPad.	
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Google	Play:	https://play.google.com/store/apps/details?id=com.progressbook.mobile.SISAdmin&h	l=en 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Objective	2	–	Logging	into	the	App	

1. Once	the	app	is	opened	on	your	device,	tap	the	 	icon.		The	ProgressBook	app	login	screen	will	display.	
	

	
	

2. Select	from	the	dropdown	list,	the	district	you	need	to	log	in	to,	then	tap	the	Go	button.	
	

	
  
	
	
	
	

	

	

The	mobile	app	is	designed	to	support	StudentInformation	users	that	have	access	to	a	single	district.		Users	
that	have	access	to	multiple	districts	may	experience	degraded	perfomance	and/or	unexpected	results	while	
using	the	app.	

3. Enter	your	StudentInformation	login	credentials	(same	as	the	web	version),	then	tap	the	Sign	In	button.	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

4. After	Initializing	ProgressBook	App…	completes,	you	will	see	a	Welcome	screen.	
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You	will	know	the	school	year	you	are	working	with	from	the	school	year	banner:	

	
	

	 	
5. The	welcome	Screen	gives	you	two	options:	you	can	tap	the	 	in	the	upper	left	corner	to	go	to	the	Other	

Options	menu	or	tap	 	in	the	upper	right	corner	to	go	directly	to	the	Search	screen.		
We	will	be	going	to	the	Other	Options.	
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Objective	3	–	Settings	
	
The	Other	Options	screen	has	4	features	here:	
	
• Student	Search	–	Use	to	search	for	a	particular	student.	 	
• Bell	Schedule	–	Use	to	view	a	school’s	bell	schedule.	 	
• Settings	–	Configure	available	settings	 	
• Sign	Out	and	Exit	–	Log	out	of	the	ProgressBook	SIS	Admin	app   
	

Before	using	the	app,	we	should	be	familiar	with	how	to	change	certain	settings	first.		The	settings	screens	will	allow	us	
to	do	that.	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
• Default	School	(required)	–	Select	the	school	used	in	context	for	app	features.	 	

When	you	log	in,	the	app	always	defaults	to	your	selected	default	school	in	the	StudentInformation	
application.	If	you	previously	selected	a	different	default	school	in	the	app,	this	preference	is	not	retained	
upon	your	subsequent	login.	 	

• Show	Student	Photo	by	Default	–	Select	this	check	box	to	display	student	photographs.	De-select	this	check	box	to	
hide	student	photographs.	 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• Only	Download	Photos	via	WiFi	–	Select	this	check	box	to	download	student	photographs	only	via	WiFi.	De-select	this	

check	box	to	download	student	photographs	via	3G/4G	or	WiFi	when	needed.	 	

If	you	select	Show	Student	Photo	by	Default	and	Only	Download	Photos	via	WiFi,	and	are	not	connected	to	
WiFi,	student	photographs	do	not	display.	Once	you	connect	to	WiFi,	the	student	photographs	display.	 	

• Select	School	Year	–	To	change	which	school	year	you	are	working	in;	you	can	choose	another	from	the	dropdown.	It	
defaults	to	the	current	working	school	year. 	

When	you	log	in,	the	app	always	uses	the	current	date	to	determine	the	current	school	year	as	configured	by	
your	district.	If	you	previously	selected	a	different	school	year	to	use	in	context,	this	preference	is	not	retained	
upon	your	subsequent	login.	 	If	you	select	a	non-current	school	year	(15/16),	the	school	year	banner	changes	
to	yellow	 	

	

Settings	are	saved	automatically	-	to	go	back	to	the	Other	Options,	tap	the	Touch	Menu	icon	 	in	the	upper	left	
corner.	
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Objective	4	–	Student	Search	
You	can	use	the	Student	Search	feature	to	look	for	particular	students	in	a	school.	After	locating	a	student,	you	can	view	
their	basic	information:	birthday,	grade	level,	age,	gender,	language,	counselor,	home	room,	and	contact	details.	You	can	
also	review	a	student’s	contacts,	class	schedule,	attendance	events,	and	grades.  	

NORMAL	SEARCH	
	

 

	
	
	
	
	
	

1. On	the	Other	Options	screen,	tap	Student	Search. 	
	

2. Select	the	school	building	in	which	you	want	to	search	from	the	drop-down	list.		

  
 
 
 
 
 
 
 

3. Next,	in	the	Search	for	a	student...	text	box,	enter	at	least	three	letters	of	a	student’s	first	or	last	name	to	search	
for	a	student.	 The	search	results	display	instantly.		

You	can	search	by	either	first	or	last	name;	no	reason	to	use	full	name	because	spaces	are	not	recognized.	
Wildcards	are	not	needed.		
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The	search	only	displays	a	number	of	results	that	fit	on	one	screen;	if	there	are	more	results	than	can	fit	on	
one	screen,	the	additional	results	do	not	display.		

	

If	you	do	not	receive	the	results	you	are	looking	for,	try	entering	more	letters	to	narrow	the	search	results	or	
use	Advanced	Search	(see	below).	 Note:	If	you	do	not	receive	any	search	results	or	if	specific	students	do	not	
display	in	the	search	results,	ensure	the	correct	building	and	school	year	in	context	are	selected	(see	
Objective	3)	 	

	

ADVANCED	SEARCH	

You	can	conduct	an	advanced	search	if	you	want	to	narrow	the	search	results.	 	

1. On	the	Student	Search	screen,	tap	Advanced	Search.	

	

  
	
	
	
	
	
	
	
	
	
	
	
	
	

	
You	can	select	and	enter	any	number	of	the	parameters	below.		
• School	(required)	–	Select	the	school	the	student	is	in;	defaults	to	your	chosen.	 	
• Select	Grade...	–	Select	the	student’s	grade	level.	 	
• Select	Student	Status...	–	Select	the	student’s	status	in	the	school.	 	
• Student	Number...	–	Enter	the	student’s	ID	number.	 	
• Student	Name...	–	Enter	first	or	last	name.	 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2. If	you	filter	on	grade	10	and	student	status	A	and	tap	Search,	you	will	get	a	list	of	all	10th	graders	with	an	A	

status.	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
SELECT	STUDENT	PROFILE	
	

1. 	Once	using	the	search	or	advanced	search,	to	select	the	student	profile,	tap	a	row	of	the	student	you	would	like	
to	view.	
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2. Optional:	You	can	tap	 on	the	right	of	the	screen	or	swipe	left	to	see	more	details	about	a	student’s	contacts,	

attendance,	and	grades.		
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
You	can	tap	on	a	contact’s	phone	number	to	start	a	call,	an	address	to	map	the	location,	and	an	email	to	start	
an	email	draft	using	your	mobile	device’s	default	applications.		

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
3. Optional:	To	return	to	the	previous	screen	(e.g.	Profile,	Student	Search),	tap	 .	To	return	to	the	Other	

Options	screen,	tap	 	.		
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Objective	5	–	Viewing	Bell	Schedule	
You	can	view	the	bell	schedule	of	all	school	buildings	associated	with	your	district.		

1. On	the	Options	screen,	tap	Bell	Schedule;	the	bell	schedule	of	your	default	school	displays.		

	

 

 

 

 

 

 

2. Optional:	To	view	the	bell	schedule	of	a	different	school	in	your	district,	select	the	school	from	the	drop-down	
list.	  	

	

	

	

	

	

	

	

	

3. Optional:	To	return	to	the	Other	Options	screen,	tap	 	.	 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Objective	6	–	Logging	out	of	App	
	
	

	
	

	
	

1. You	receive	a	confirmation	–	Are	you	sure	you	want	to	logout	and	exit	the	App	Yes	or	Cancel?	
	
If	you	tap	Yes,	you	are	signed	out	and	exit	the	App.	

	 	 If	you	tap	Cancel,	you	go	back	to	the	Other	Options	

	


