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1.0 Fundamentals

1.1 Logging In

Individuals will receive their login name (username) and temporary password from their school

or district support staff. On initial log in, users will be required to change the temporary
password before they can proceed. Passwords must meet the following criteria:

e Minimum length is 8
e At least one number

e At least one capital and lowercase letter

e At least one symbol that isn’t a letter or number

e Cannot contain ‘password’, login name, first name, middle name, last name, date of
birth, personal id, or only sequential letters or numbers.

Goto

MyEducation BC Prod

MyEducation BC Login ID

Request an account

MyEducation BC Password

%) Log On

Login using BC Services Card below

Enterprise
BCSC Production SSO

D

BC Services Card

Login Information | forgot my password

The Log in using BC Services Card is only for students and/or parents. For more information

please contact your school district.

Fundamentals v3.5
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Enter the following information in the Change Password pop-up that displays next:

Password Requirements

* Minimum length is &

« At least one number

« At least one capital and lowercase latter

« At least one symbol that isn't a letter or number

« Can't contain ‘password’, login name, first name, middle
name, last name, date of birth, personal id. or only sequential
letters or numbers

Cu”ent paaau’.nrd i

New Password

Confirm Mew Password x Your password has expired.

Please create a new one.
(@0 -

e Current Password — enter the assigned temporary password
¢ New Password — enter the new user created password
o Confirm New Password — enter the new user created password a second time

Click OK.

The Security Preferences Update pop-up window opens next. Setting security preferences will
make it possible for a user to use the | forgot my password option that displays on the login
screen. Enter the following information:

e Primary email - confirm or enter the user email that will be used for password recovery
e Security question — select a question from the dropdown list

e Security answer — enter the answer to the selected question

e Confirm answer — enter the answer to the selected security question a second time

Security Preferences Update

To enable self serve password recovery, please provide the following
information

Primary email |emai|@emai|.com |

Security question | e

Security answer | |

Confirm answer | |

R Later

Fundamentals v3.5 Page 6
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Alternatively, select Later and the Security Preferences Update pop-up window will display
again on the next login.

2.0 Managing User Preferences

2.1 Security

The level of access each individual has in MyEducation BC, i.e., what data elements and menu
items they can see, etc., is determined by the security role(s) assigned to their user account by
their district or school.

2.2 Settings Bar

The settings bar is the first level of navigation in MyEducation BC. The options visible to the
user are determined by the security access granted by the district. Select School, for example,
will only appear if the user has access to more than one school.

All users see Set Preferences, in the drop-down menu under their name, and Log Off.

School view w A Select school Staff, New w» @ Log Off

Assessment Schedule Extracurriculars  Global Tools Admin Set preferences

2.2.1 View Navigation

The View that individuals see when they login, e.g., District, School, Staff, etc., is the default
view for the security role assigned to their user account. If a user has several roles assigned,
the preferred View can be set as default under user preferences. Users with access to multiple
views, as illustrated below, have a dropdown selection for view navigation. Selecting a different
view from the dropdown changes the way the information is displayed and scopes the
information to the selected view. The example below shows the options typically available to a
District level user.

Fundamentals v3.5 Page 7
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District view w M Select district Staff, New w @ Log Off

Enterprise

District

Extracurricula

School
Staff

Health
Build

Student Services

Personnel
Family
Student

To change views:

1. Click the drop-down menu under the current View on the settings bar
2. Select a view.

2.2.2 Select School
If the user account has access to more than one school, the Select School option will appear on
the settings bar menu.
To select a school:
1. Click Select School on the settings bar.

2. In the pop-up window that displays, click the radio button beside the appropriate school.
3. Click OK.

Fundamentals v3.5 Page 8
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School view » A Select school Staff, New w @ Log Off

lule Extracurriculars Global Tools Admin

Q. dev03.myeducation.gov.bc.cafaspen/schog
& dev03.myeducation.gov.bc.ca/agen/schoolSelect.do |
| 13:Bakerview Ctr for Legiing v 3646 records (7
a
Name ID
@ Bakerview Ctr for Learning CE 03434000
O Baldonnel Elementary 6060056
@) Bamfield Community School 7070027
@) Bankhead Elementary 2323034
() Banting Middle School 4343093 n
O Barlow Creek Elementary 2828040
O Barlow Creek Strongstart Centre 2825220
(@) Barriere Elementary 7324052 23 - 12:05AM
@) Barriere Secondary 7373084
O Barriere StrongStart Centre 7325176 n
ription
D

2.2.3 Set Preferences

This option on the settings bar allows users to personalize MyEducation BC. The preferences
that display in the pop up are specific based on the roles assigned to the user account and
depend on the view the user is in, e.g., District view is different from School view.

2.2.3.1 General

The settings under the General tab determine the default presentation of screens for the user —
i.e., the default view and school as well other options of a general nature. A user with a Teacher
Security Role you will be also see Gradebook Top Tab. See the table following the screenshot
for a definition of each of these fields.

Fundamentals v3.5 Page 9
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Auto-save interval (minutes)
Dizable User-defined Help
List Optiens

Records per page

Show lower page controls

Warn on save

m

B ]
O

R
Genaral Hiame Saewrity CamifriLnication
Defaut ocale Gt ] |
Diafault Wiew | Disrict v
Default school Q,
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Field

Description

Default Locale

Default Locale determines the Language and Date format for each individual
user. French (Canada) displays French text and report options, while Canada
will display English text and report options.

This selection also affects the display of dates in MyEducation BC:
Canada: Dates appear as date/month/year

French (Canada): Dates appear as year/month/date

US: Dates appear as month/date/year

Note: A Default Locale must be set to prevent exception errors when
saving preferences, including the Gradebook Preference Settings.

Default View Click this drop-down to select the default view when logging on to MyEducation
BC if the user has more than one view.
Default School Click the @ to select the default school when accessing the School view if the

user has more than one school.

Auto-save interval
(minutes)

Type the number of minutes to lapse before the system automatically saves the
information entered on a detail page. The system displays a message to the right
of the Save and Cancel buttons on detail pages, alerting the user of the time of
the last auto-save, or why the auto-save failed.

Disable User-defined Help

This disables the user-defined help icon *® for fields. This icon gives brief “tip”
information on what is expected in that field.

Records per page

This determines how many records display on the screen in a list before moving
to the next page to see more. Set at the Enterprise level, the maximum records
per page is 35.

Show lower page controls

Page controls display at the top of a page where the number of records in the list
exceeds one page. To display the page controls at the bottom of all list pages,
select this checkbox.

I 1:Adams, Gillian - E|I

Warn on save

Check this box to display a warning when the user clicks Save on a list page
after using the Modify List option. This is specific to the Modify List function and
does not affect the user prompts to save when changing screens or tabs in the
application.

Fundamentals v3.5
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2.2.3.2 Home

The Home top tab in Set Preferences has one
setting used in BC. The Tasks checkbox allows
the user access to the Tasks widget on the user
home page. The Tasks widget is used with the
Student Self Assessment and Online Forms
functionality. Check the Tasks box to display the
Tasks widget.

[ oistnct " Swdent " san " Atiendance Conduct Grades ' Assessment  Schedule | Extracuniculars | Giobal Tools  Admin

Weicome io MyEducaion BC PRODUCTION

Click to access Pages

PPPP PP P

General Home

System Makenance & ATnounCEmEnts

B

Security Communication
Announcements O
Favorites O
Student search O
Web sites O
|Tasks |
Reporis ]
Calendar O

Welcome to MyEducation BC PRODUCTION

o P

Protecing Personal Infomnaton

ey

2.2.3.3 Security

The Security sub-top tab in Set Preferences records the user’s email address, and the security
guestion and answer, that are required to enable the | forgot my password functionality on the

login screen. User Passwords can be changed here by clicking the blue hyperlink Change then
entering the current password and new password in the pop-up screen.

General Hame Tnlv Cammunication
Frimary email [email@email car] x|
Altemate email | |
Google Docs emai Ackd Google Acoess
Security question [What is your father's middle name? W
Security answer |---------------------------u-- |
Confirm answer [rmmeememessasaamnrncanaanaanan |
Password Change

E3 E3

Fundamentals v3.5
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Field

Description

Primary email

Type the primary email address. The system sends the password to this address
when the 'l forgot my password' link on the logon page is used.

Note: This is the address that displays in the From field when using the Send
Email option.

Alternate email

If an alternate email address is entered, that address displays. This has no
functionality in MyEducation BC.

Google Docs email

This has no functionality in MyEducation BC.

Security question Click this drop-down to select the security question to be used for the “I forgot my
password” function.
Security answer Type the answer for the security question. This will be case-sensitive.

Confirm answer

Type the security answer again.

Password

Click Change to change a user password. Password requirements can be
viewed by clicking Click to view.

Fundamentals v3.5
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2.2.4 Gradebook

Grade book only appears if you are in the Staff View. Teachers can also set their preferences
on the Scores page and the Class List page by clicking on the gear icon o

General Home Securi
Shade aftemate nes
Track administrater updates [~
[m]
e gradebook features. ]
Assignment column order
Showr p m]
5]
Publish assignment stafistics [~}
dent slerts. =]
Enable student details O
Enable student academics [}
Show course sslaction
recommendaon o
Anchor averages [m]
Grads change tracking days ]
£&udd Assignments
:;(‘a:lila" ed classes by
Migsing Assignments
Show missing column ]
Count empty as missing [}
Shaw unscared =
Averages
Dsfault weighting
Grade scale aX
Semester Cumulafive average | [ &
o [ o |

2.2.5 Communication

The communication tab holds Forum Options, where you can set the number of Forum posts
per page. Setting used in the student portal.

2.2.6 Log Off

Use the Log Off button in the top right hand corner of the Settings Bar to exit MyEducation BC.
This will properly terminate the session.

Fundamentals v3.5 Page 14
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3.0 Save Functionality

As with any software, users should ensure that they are saving often to avoid loss of
work. Save buttons are available at the top and bottom of screens throughout the application.

3 3 CD

3.1 Auto-Save

In addition to the save buttons, many screens in MyEdBC have an Auto-Save feature. While
this is handy functionality, users should not rely on it as a means of saving their work. Regular
use of the save buttons should ALWAYS be the primary method for saving. See the separate
Fundamentals Appendix: Auto-Save Statistics for a list of screens that provide the Auto-Save
functionality as a back-up measure.

Note: The auto-save interval (number of minutes before a screen is auto-saved) is determined
by the user preference settings as outlined in the Preferences - General section above.

3.2 Gradebook and Grade Input Scores Save Functionality

Staff > Gradebook > Scores
School > Grades > Grade Input > Input Grid

The grade entry screens in School and Staff view have a save-as-you-go functionality. When a
score is entered and the user moves out of the cell, the message: Saving, Please Wait....
displays above the score grid and the cell will turn yellow. The mark column entry is saved
when both the message and the yellow cell colour have cleared the screen. To avoid loss of
work, do not begin entering information into the next cell until both the message and the yellow
colour are no longer displayed on the screen, indicating the save has completed.

3.3 Removing Browser Buttons (F11)

Browser buttons for back and forward and cancel should not be used to navigate the
application. Navigating with the browser buttons can generate application errors or browser out
of synch errors.

F11 will hide the browser menu, removing the back, forward and cancel browser navigation.
This is a toggle function; pressing F11 again will return the browser buttons.

Fundamentals v3.5 Page 15
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4.0 Navigation Tools & Selecting Records

4.1 Top Tabs and Side Tabs
Top tabs represent functional areas of MyEducation BC. These are scoped to the user view

and role so a user will only see what they have been given access to view and work with. The
top tab that is highlighted indicates where the user is in the application.

Side tabs provide access to additional details of the top tab functional area.

Pages School m Staff Attendance Conduct Grades Assessment Schedule Extracurriculars Gl

Student List
Details
on Name
Contacts
0 of 56 selected (7
Attendance
) LegalFirst LegalLast LegalMiddle Pupil # PEN Gender DOB Grade  Grade sub level
Conduct
O F 06
Transcript
0O M 03
Assessments 0O E 06

4.2 Sub-side Tabs, Sub-top Tabs and Leaves

Side tabs usually contain sub-side tabs, leaves and sub-top tabs.

Pages School EEJLELEM Staff Attendance Conduct Grades Assessment Schedule Extracurricula

Student List :: 03 - la i)
Details ) — — -
Contacts

0 of 27 selected (7

Attendance

Absences: 11.5 (5.5 unexcused) Tardies: 15 (14 unexcused)

Daily [J Date Code Time Absent? Late? Dismissed? Reason Excused? PentAbs

Attendance
Detail

s (J 26042023 L 945AM N Y N N 0.0
Daily Trends O 04/2023 A Y N N N 1.0
Class O 13/04/2023 L 9:17 AM N Y N N 0.0

Attendance
O 15/03/2023  A-E Y N N Y 1.0

Class Trends

—‘ O 14/03/2023 L 9:23 AM N Y N N 0.0

Fundamentals v3.5 Page 16
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Sub-top tabs display at the top of a list, when a side tab is selected.

Pages School E30LELIE Staff Attendance

Conduct

Assessment Schedule Extracurriculars Glob

Student List :: 03 - 1 (L

Details
Contacts
Attendance
dresses Alerts
Conduct

Transcript Pupil #

Personal Education Number @

SR-SSESEIEIS

Citizenship

Language &

Gulture Buses Mis:

Permissions

4.3 Page selector

This navigation tool allows the user to select a range of records. The tool displays by default at
the top of the list of data, and will display at the bottom of the list as well if the preference to

Show lower page controls has been set.

Use the drop-down arrow to select a page in the list, or the back and forth arrows at either side

to move through the pages consecutively.

< | 1:Acharya, Surui |v| >

In the drop down menu, the first record on each page is indicated. The number of records that
display on each page is determined by the user preference setting Records per page.

Pages School EOLEL M Staff Attendance Con

Student List

Contacts
1:Aanya, Marcusclaudius v

Attendance 1:Aanya, Marcusclaudius
0 2:Birchdouglas, Leati
3:Cusick, Souvivun
Conduct 4:Gensick, Rantaaj

U 5:Jwaszko, Marykris

Details
=3

Fundamentals v3.5
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4.4 Record Navigation Bar

The Record Navigation Bar can be used to change the record being viewed.

For example, if the user is in the Student top tab > Details side tab, only one student is
displayed. The user can:

o Use the L= in the record navigation bar to search for a new student without returning
to the student list.

e Use the forward and back arrows on the record navigation bar to move to the next
consecutive record.

e Use the first and last record buttons to move to the first record in the page selector or to

the last record in the page selector.

45 Search Tool

The search tool is present throughout the application to provide the ability to search the values
in a field set or pop-up list. The user can enter the search criteria. The search is conducted on
the first column of information in the field set, or the column of data that represents the primary
sort. Clicking on a column header will sort the data on that column, and the search function will
work on the selected column. The Search tool indicates which column the search is using with
a Search on ... prompt before text is entered in the field.

Filters determine the students included in the search. For example, if the filter is set to Primary
Active Students in the student list, the search will not return results for a student who is a
secondary student. For details on Filters see the Filters section.

Results are returned with the closest match the system can make. The closest match record
will be selected in the list.

1. Enter the value to search for in the search field.
2. Click the magnifying glass or the enter key to execute the search.

. Search on Name -

4.6 Finding and Selecting a Student by Name

There are four ways to find that student on the Student List:

e Type the name in the Search box !! ~/, and then click Q
e Use the Find pop-up (CTRL+F).
e Use the Page drop-down '~ = T,

e Press CTRL+I to search for a student by initials.

Fundamentals v3.5 Page 18
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If you are on a student details page (Student > Details) and want to look for a different student,
click @ on the record navigation bar and search through the student pick list.

-
Depending on your district's Student preferences, the Student Search icon - appears in the

record navigation bar (in place of Q). To search for a different student, click «= . A pop-up
appears:

~
-

> pl

Required Search Fields

Name or ID * |

Or

Optional Search Fields

Fundamentals v3.5 Page 19
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4.7 Hyperlinks

Hyperlinks are in blue lettering and an underscore displays when the user hovers over them
with a mouse. Clicking on a hyperlink will take the user to the details of that particular record.

Staff Attendance Conduct Grade

Pages School

Student List

Details
cn

Contacts

Search on Name

1:Aanya, Marcusclaudius v

Attendance

O Name Alerts Gender
Conduct

2 Aanya, Marcusclaudius o il
Transcript

() Abapo, Yaotong M

4.8 Breadcrumbs

When a user has selected a record and is viewing the details, a breadcrumb trail will appear at
the top of the list to indicate the path used to arrive at that location. The breadcrumb presents

with blue hyperlinks, clicking on any of the hyperlinks within the breadcrumb will return the user
to that location.

In the example below, the user is viewing student transcript record for a sample student in the
School view.

The user arrived at this screen by following this path: Student > Transcript > Details. The
steps to follow the path are:

o Click the Student top tab

e Select the checkbox next to the student name in the Student List

e Click the Transcript side tab

o Click the Details leaf (or click into the blue hyperlink on the transcript record)

The user can return to the Student Details by clicking on the Student Name in the breadcrumb
trail, or return to the Student List by clicking on Student List in the breadcrumb trail.

Fundamentals v3.5 Page 20
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Pages School EEIULEL I Staff Attendance Conduct Grades Assessment Schedule

e
[Studen@. 11 - Abbottnelson, Alexahjesh i: BC FIRST PEOPLES 12 '@;‘
[

Aftendance \

puate Grades: Update GPA: Update ¢ ndate Credits
Conduct w
Year ID * [l2022-2023 Final Mark
Transcript School = Name Kelowna Secondary Qx Blended Mark

Transcript Grade level 11 Override [ Provincial Exa
» Details

Number * MBCFP12-43 Q i

I ___

4.9 Checkboxes vs Radio Buttons

There are many selection lists throughout MyEducation BC. If a list shows round radio buttons,
it indicates that only one record can be selected. If a list shows square checkboxes, then
multiple records can be selected.

4.9.1 Checkboxes
A sample of the Checkboxes are found on the Student list:

e More than one student can be selected at a time using the checkboxes in front of their
names. Checking the checkbox at the top of the list will select all of the records visible
on the page.

hool Student Staff Attendance Conduct Grade

1:Abdalsamie, Jania v

(] LegalFirst Legallast Name
[
[ Jania Abdalsamie Abdalsamie, Jania
[ Sharalyn Abdulkadir Abdulkadir, Duriel
4 Krystellegeoff Abibas Abibas, Krystellegeoff
R

Fundamentals v3.5 Page 21
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4.9.2 Radio Buttons
A sample of Radio Buttons is found in Student > Options menu > Snapshots:

e Only one snapshot can be selected because there are radio buttons in front of them.

Mame

. 2017, Girls Rugby, April

attendance snapshot

Copy of Rugby Thundeq

4.10Clearing Record Selections

When multiple records have been selected in a list, a user may clear them using one of the
following options:

¢ Manually uncheck the box in front of a record. This will de-select an individual record.

e Use the a icon at the top of the list of selected records. This will clear ALL selections.

¢ Changing the filter to generate a new list.

e Leaving the top tab to navigate to another area of the application. This is only true if the
user is on the main list and has not performed an Options > Show Selected on the
records.

e Logging out of MyEducation BC.
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5.0

Icons and Alerts

MyEducation BC will display a number of icons throughout the application to indicate additional
information or alert information. Hovering over these icons will provide a tool tip that displays
what type of information the icon contains. Clicking on the icon will generate additional
information. These icons include:

n

Medical and health alerts: DL

Legal alerts: E-‘E'"
Other alerts: o lw;

Quick Status for locating a student:
Student Services alerts: =

~
Family alerts: *£4

Information on maintaining student alerts is included in the Enrollment Management and
Student Demographics and Student Services documentation.
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6.0 Menu Bar Buttons

The menu bar buttons display just below the top tabs in MyEducation BC. The menu bar
buttons are the same regardless of the top tab the user selects, and the list of items in the list
display based on the screen.

Pages

Details
Contacts

Attendance

School

Student List

SGEL Staff Attendance  Conduct

Grades Assessment Schedule

lEea'ch on Name

S N

1:Aason, Keithmaverick v

O Name

>

Alerts

0 of 1835 selected (7

Gender  Pupil # PEN

Extracurriculars

Photo

YOG  School

The items displayed in the dropdowns of the menu will change, depending on the top tab and
side tab the user has selected.

The various tools in the menu bar are described in the following sections.

6.1 Options

The Options menu is an action centre where a user can initiate actions on the data that is
displayed on the screen. The Options list may include items with an arrow, indicating a fly out
menu with additional options.

Pages LU CL  Student

Student List

Contacts

Attendance

Conduct

Transcript

Assessments

Academics

Schedule

Membership

Transactions

Documents.

At Risk

Snapshots

Details

Modify List
Mass Update
Send Email
Query.
Snapshots.
Show Selected
Omit Selected

Staff Attendance Conduct Grades Assessment Schedule Extracurriculars Global Tools Admin

Analytics

Assign Couriers

Assign Student Leaming Group

Assign Student Programs

BC Create Parent User Accounts

Blended Marks to Transcript

31> Name QuickStatus

na Secondary e

Central Interior DE M

Copy Active AIP to Selected Year for Multiple Students na Secondary

Course Exam Synchronize Procedure

Create Secondary School Associations.

Create Student User Accounts

Create User Accounts.

Delete At Risk Results

Exports

Flag Student for Retrieval

GDE

Import Photos
Imports

KEV Export

Populate Homerooms

Program of Study Creator - Primary

Registration
Request Student
Requests
Student Portfolio

Validate Records.

PEN

Pages

Validate Student PEN and Demographic Data

na Secondary
na Secondary “
na Secondary 2

na Sacandan:

BC 1701 FTE Extract

BC 1701 STD Extract

BC Baragar Extract

BC Online Forms Response
BC PHN Validation

BC TRAX Extract - Course File

BC TRAX Extract - Exam File
Class Size Verification

Class Size for Ministry
Course Request Tally
Public Heaith

All Active Students

BC 1701 DL Reconciliation Extract

BC TRAX Extract - Demographic File

Class Size Verification Extract - SPED Deta

a

Homeroc
288
Gr10-12¢
Gym-Snu
149

255€

182
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6.2 Reports- Print and Publish

The Reports button displays a list of reports available. This list is based on the top tab, side tab
and leaf currently selected. For example: When in School > Student > List the Reports button
provides a number of reports related to student demographics which can be printed for multiple
students. When in School > Schedule > Master > Sections the Reports button provides a list of
reports related to scheduling and course sections. The Reports list may include items with an
arrow, indicating a fly out menu with additional reports.

Pages School ESULEL @ Staff Attendance Conduct Grades Assessment Schedule Exiracurriculars Global Tools Admin

Student List
Details =
opsorse [ resers+ [ren - | PTG @D = = o m = ®
Contacts
1-Aasor] Annual Instructional Plan Student Unscheduled Periods All Active Students
Attendance BC Homeroom List w. Grid Students Outside DOLS Catchment Area
Name| ¢ student Course Change History Leaming Update | N
Conduct )
Aason] BC Student Information Verification Form Learning Update-Test icondary 288
Transcript BC Student Information with Photo *Report Cards Prior to July 1, 2023 -
0  Ababaf al Interior DE Gr10-12¢
BC Student Parmission Audit BC Class Lists 3
Assessments o
Abalos)  BC Student Withdraw Form Grad Reports -
Diploma Information
Class Absence Letter Labels .
Academics Abam Diploma Verification
Honor Roll Ministry Reporting -
Schedule ] Abbo Graduation Progress
. Nominal Roll Other Jurisdiction . -
Graduation Status Update
i ] Abdel PEN Request Report Scheduling Reports 3
Membership - . " 1 e Not Meeting Graduation Requirements
PEN Validation Report Quick Chart
Transactions 0  Abdol P ! Not Meeting Graduation Requirements
Permanent Student Record Quick Report
A School Transcript
becd  Permanent Student Record Labels My Job Queue.
Documents v Graduation Progress Chart
[] Ablay| ReportCards
At Risk
B Report Cards image check
] Aboyid tcondary 129
Snapshots Student Request Entry Status

Selecting a
report brings up a parameter form with items to select before running the report. Reports with
publish functionality will display an additional tab for the outgoing message sent to
parents/students when the report is published to the Family or Student Portal. To use the
publish functionality the user must have a Security Role to see the Publish Sub Top Tab.
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Delivery type

Email subject

Email message

BC Student Information Verification Form

Publish

Sample email subject
Preview

BLWoehR ==

Arial - | 12

+= | [o) Source

O

lil
» Il

- | Normal

-B- B I U x x*

~

Sample email for items published to the portal - enter any message as required

body p

Viewing start date 23/04/2019 =
Viewing end date 07/05/2019 B
Cleanup date 14/05/2019 E
[xom |
Fields Descriptions
Publish Previewing a report does everything except send a notification email and put
Preview the report into the Published Reports widget.
gumb?gct Type a subject for your email message. Limit of 100 characters.
Email Enter the desired content for your report.
Message
Viewing Start | This is the date that you want the report to appear in the Published Reports
Date widget. Default value is today. Edit if needed.
\[;ietvving End | This is the date that you want the report to disappear from the Published
ae Reports widget. Default value is two weeks from today. Edit if needed.
Note: All published reports must have a viewing end date. They cannot
display in the widget indefinitely.
Cleanup This is the date that the report and publish log are completely removed from the
Date system. Default value is one week after the viewing end date. Edit if needed.

The My Job Queue item in the Reports list will present a window that shows reports the user
has run and the report status. It is not necessary to wait for a report to finish once Run has
been selected. The report can be retrieved later from My Job Queue.
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Quick Chart
Quick Report
My Job Queue...

Helpful Tip:

If a school realizes they published the wrong data, a Service Request (using template Change
Report Viewing Dates) can be submitted through HEAT by the District L1 and the Service Desk
can roll back the dates, which removes the report from the parent portal. This can only be done
for the entire report card run and not for an individual student.

6.3 Help

The Help button provides several options for online instructions and tools that are core to the
Follett product. The Help list may include items with an arrow, indicating a fly out menu with
additional tools.

Note: The tools in the Help menu are not customized for MyEducation BC and may reference
options or functions that are not available to District and School Users due to BC specific
standards and configuration.

Pages School Ea0LEL M Staff Attendance ' Conduct Grades @ Assessm

Student List

Details ] -

Contacts Help for this Page
< | 1:Abdelkodous, Ferna

Help Center
Attendance [l Name Release Notes » ler  Pupil#  PEN
Conduct [] Abdelkodous, Femandf USer Guides > 1374568 13632696
About MyEducation BC
Transcript [ Abdulmenaan, Yamatol s . 1477018 13822620

The About MyEducation BC item provides information about the server to which the user’s
session is connected. This will display below the copyright information and can be useful
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information for the service desk if users are experiencing problems with performance or report
running in MyEducation BC. Example: vaspnapprd5 indicates that the user is on server 5.

ISH MyEducation BC

nBia | MyEducationB(

Version 5.8.0.599

Copyright @ 2003-2017 Follett School Solufions. All rights reserved.
vaspnapprds

6.3.1 Online Help

Help for this Page and Help Center open in a new window and provide a variety of ways to
search for information.

The Help for this Page functionality identifies where the user is, and directs them to information
related to that top and side tab. For example, if the user is in School > Student > Membership
and selects the Help for this Page option, they are directed to Working With Student Enrollment
Information in the online guide. In addition, Help topic(s) are listed to the left of the screen.

The Help Center functionality displays a screen with a search bar, results page and topic icons
to assist with navigation.

QFollett

i <% 4o R T Y e < A4

7 g o
lisingmelp ¢ oy Tr)ining M‘(ejals % Release Notes

- N
Follett Learning

Aspen Help Center *

Search ﬂn

Tell me about...

Aspen Basics Attendance Conduct Gradebook Grades

Groups and Pages Health Aspen IMS Reports Scheduling

Special Education Staff Information Student Information Students and Family

F?atu red As you get ready to start the 2023-2024
Videos school year, there’s some prep work you can
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If the user enters a specific search term, a results page will display related results and to the left
of the screen Help topics will be listed. If the user selects a topic icon, a drop-down of related
topics will display for selection. Once selected, the specific topic page will display and Help
topics will list on the left of the screen.

The information in the On-line help is not customized for MyEducation BC and may reference
options or functions that are not available to District and School Users due to BC standards and
configuration

6.3.2 Release Notes
Release notes will provide information about the latest changes to the software product. This
information refers to the Follett application as a whole; it is not customized for MyEducation BC.

The release notes will reference options or functions that are not available to District and School
Users based on BC standards and configuration.

6.3.3 User Guides

User guides open up as documents with hyperlinks in the table of contents. These guides are
not customized for MyEducation BC.
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7.0 Queries

A query is dynamic. A query performs a new search and displays current information each time
the query is run. For example, the list of students assigned to a homeroom may be different
today than it was yesterday because a new student enrolled and was assigned to the
homeroom.

7.1 Creating a Simple Query

1. Inthe Options menu, select Query.
2. Inthe New Query window, use the following table to select appropriate fields:

Fields | Descriptions

Tables Select the table where the search information resides. The selected table determines the
selections in the Fields area.

For example, if the Student table is selected, fields in the student details appear.

Fields At Fields, select the field to be included in the search criteria.

Note: Fields within each reference table are listed from most commonly used to least commonly

used. To change this order to alphabetical, click the Alpha Sort button

Operator | Select an appropriate operator.
For example, if the search is for students with a specific year of graduation, select Year of
graduation in the Fields box, and select the Equals operator.

Value Enter the search value. In some cases, this may be a pick list or drop down menu.

3. Click Add to add the criteria to the Search criteria box. To add other criteria, select
the Table, Field, and Operator, and enter the Value, if appropriate.

4. Click And or Or to determine if the students should meet the first criteria, the second
criteria, or both to be included in the search.

5. Confirm the correct search criteria are displayed in the Search criteria box. To delete
the criteria from this search, highlight it in the Search criteria box and click Delete.

6. Inthe Search based on field, use the drop-down to select which students should be
included in the search.

7. Click the Search button to execute the search.
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Once a query has been executed, the records matching the search criteria will be displayed on
the screen. The upper right corner of the screen, above the list, will indicate that the records

displayed are a custom selection. Use the |? @ icon to return the list to all records or
another selection.

New Query

Tables

Fields

Operator

Search criteria

Grade level Eq

Simple Mode ~

Student v

Alternate email
Next homeroom teacher
Google Docs email
Locker

Use mailing address
Enrollment status

Equals ~

Active A

uals 10

And Enrollment status Equals Active

Search based on | Primary Active Students v |

=

il i Delete

(-)
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7.2 Saving a Query

If a query will be used frequently, it can be saved for quick retrieval.

1. Create a query using the instructions above.
2. Click Save as. .. The Save as dialogue box displays.

a. Name: Give the query a name that will make sense later. If it will be saved as a
filter, it is best to keep the name concise.

b. Owner type: Click the drop-down to select one of the following:

e User: to give an individual user access to the query.

e School: to give users at a school access to the query. User must have
access to the school view to use this option.

o District: to give all users in a district access to the query. User must have
access to the district view to use this option.

c. Owner Name: click the magnifying glass to change the owner of the query. The
owner can edit a saved query.

d. Save as filter: Select this checkbox to have this query automatically appear on
the f"l menu for all users who have access to it. If this checkbox is
selected, the next three fields are accessible.

e. Filter Owner type: Click the drop-down to select the owner type as appropriate.
These options are defined the same as the Query Owner Type options.

f. Filter Owner name: click the magnifying glass to change the owner of the
guery. The owner can edit a saved filter.

g. Move to the top of my list: Checking this box will place the query at the top of
the f | menu. If a query is first on the filter menu, it becomes the default
filter for that screen.

3. Click Save.
Mame Wy Query
Query
COwner type User
Qwner name Stafi, New Q
Eilter
Save as filter o
Owner type User
Qwner name Stafi, New Q
; Move to top of my
151
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7.3 Editing a Query
Users must have the appropriate permissions to edit the query.

1. Inthe Options menu, select Query.

2. Inthe New Query pop-up window, click the Select button. A list will pop up with all the
gueries.

3. Click the radio button beside the query to be edited.

4. Click Edit.

5. Adjust the Name and Owner fields, if necessary.

6. Click Save.

7. Ensure the query is still selected and click Use.

8. Adjust search criteria as necessary.

9. Click Save.

]

x

| Tables | < || 1:Ab Ancesiry

Search on Name

@152.m)~ Query Pick List - Google Chrome -

| New Q ts2.myeducation.gov.bc.ca/aspen/manageSaved Queries.d...
=l {

Y|/ > | 68records a

Simple Mode v

Advanced Mode v

& Current Enroliment No Int

Fields

W, MyEducation BC: Save As - Google Chrome

Tables

Edm
p—

mﬂmm

i
@ ts2.myeducation.gov.bc.ca/aspen/own

Operatol Al
Fields
Value A Name Blank Citizenship C
| A

Student

Identifier

Legal last name
Legal first name
Legal middle name
Title

Citizenship Code Mot equal to Intl Funding Mot Elig

Search based on | All Active Students

Owner Globally Unigue |dentifier m
Type School v Equals
Search ¢ Al ” —— 2 n
| Name Twain Sullivan Elem | Value Source | Constant v
Al
Value
. El o
_ =] B value
— \
ci
Search by
c Search criteria

W Delete
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7.4 Copying a Query

Users can copy a query that contains elements they want and adjust it to suit their need.

< || 3:D69-Bus Information v = 67 records (7
Search on Name
Name OwnerType
. D&9-Bus Information School
Elem Student 2016-17 School
Elementary Students School
ELL and INT'L Students School
Enrolment Numbers School
Enrolment numbers School
Enrolment numbers School
Grade & Gender School
Grade = KF District
Grade 3 NY School
=

1. Inthe Options menu, select Query.

2. Inthe New Query pop-up window, click the Select button. A list will pop up with all the
gueries.

3. Click the radio button beside the query to be copied.

4. Click Copy.

5. Give the new query a Name and Owner type.

6. Click Save.

7. Ensure the query is still selected and click Use.

8. Adjust search criteria as necessary.

9. Click Save.

7.5 Deleting a Query
If a query has become obsolete, it can be deleted

1. Inthe Options menu, select Query.

In the New Query pop-up window, click the Select button. A list of queries will pop up.
Click the radio button beside the query to be deleted.

Click Delete.

Click Cancel to close the query list popup.

Click Cancel to close the New Query window.

o gk wN
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8.0 Snapshots

A snapshot is different from a filter. Where a filter is dynamic and always returns the latest data,
a shapshot is a static list. It always displays the same records unless it is manually edited.
Only the user who created the snapshot can add or remove students from it.

8.1 Creating and Deleting Snapshots

8.1.1 Creating a Snapshot

1. Inthe School view, click the Student top tab. Select the records to be included in the
shapshot.

2. If records have been manually selected in a large list, be sure to go to the
Options menu and click Show Selected. Users can also use a filter or query to isolate
the records for a snapshot. Snapshots will include any records that appear on the

current

list.

In the Options menu, select Snapshots.

In the pop-up window, click the New button.

a.
b.

Name: Give the snapshot a name that represents the data in the snapshot.

Owner: Who will see and use this snapshot? If the user has district or school
access, they have the ability to set this to all users with those views. If the user
sees no other option, they are creating a user snapshot.

Save as filter: If this is selected, the snapshot will appear in the filter menu

under the J/L'J icon.

Move to the top of my list: If this is selected the snapshot will appear as the
first item in the filter menu and will become the default filter for that screen.

5. Inthe Records to Include box, select one of the following:

a.
b.

Current List: includes records selected on the list page.

Snapshot Combination: this will combine two existing snapshots and is only
available if two or more snapshots have already been defined. This provides 3
options:

i. Union: Any records that appear in the first snapshot selected or the
second shapshot selected. For example, for a snapshot of students who
are in grade 12 or have a program of study, select Union.

ii. Intersection: Only records that appear in both the first and the
second snapshots selected. For example, for a snapshot of students who
are both in grade 12 and have a program of study, select Intersection.

iii. Difference: Any record that displays in the first snapshot selected, but
not in the second. For example, for a snapshot of students who are in
grade 12 but do not have a program of study, select Difference.

6. Click Save.

Fundamentals v3.5

Page 35



BRITISH

[e®)
COLUMBIA My.EdU.C&tiOIl FUJ[TSU

iy Snagen
Staff, New v
Save as filter '

Move to top of my list

Records to Include

O Current List

Snapshot Combination

2017, Girls Rugby, Aprila
Union

2017, Girls Rugby, Aprila

T

8.1.2 Removing a Snapshot from the Filter Menu

If a snapshot was saved as a filter in error, or is no longer needed as a filter, it can be removed
from the filter menu.

Click on the J/ ) icon and select Manage Filters.

In the Manage Filters window, click on the snapshot so it is highlighted.
Click the Delete button.
Click Close.

E A

Note: Deleting the filter does not delete the snapshot behind it. The filter can be restored
by creating a new filter and selecting the snapshot.

8.1.3 Deleting a Snapshot

If a snapshot has become obsolete, it can be deleted from the snapshot menu.

1. Inthe Options menu, select Snapshots.

2. Select the snapshot to be deleted.

3. Click Delete. Note that it warns the user that any filter associated with the snapshot will
be deleted.

4. Click OK.
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8.2 Add a Snapshot to a Student

Snapshots are static lists and will not update automatically when a new student meets the
criteria the snapshot was based on.

8.21

abrowbdne

Adding a Snapshot to a Student

In the Student top tab, select the student to be included in the snapshot.
Click the Snapshots side tab.

In the Options menu, select Add.

Select the snapshot from the list.

Click OK.

8.3 Removing a Snapshot from a Student

If a student no longer meets the criteria for the snapshot, a user may want to delete them from
that snapshot.

8.3.1

1.

A

o gk w

To remove a snapshot from a student.

In the Options menu, select Snapshots.

Select the snapshot to be modified. Click Use. The list of students in the snapshot will
appeatr.

Check the box beside the student(s) to be removed from the snapshot.

Click the Snapshots side tab.

In the Options menu, select Delete.

Click OK.
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9.0 Menu Bar Tools
The menu bar provides several tools for filtering, displaying, sorting and exporting data in
MyEducation BC. The menu tools are the same regardless of the top tab the user has selected,

with the exception of the quick letter function on the Student top tab. The options that display
when using these tools will vary depending on the top tab and side tabs selected.

] & &2 o = =

9.1 Filters and Advanced Filter mode

The Filter functionality is used to determine the records that display on a page. Selecting the
Filter icon displays a list of filters currently available to the user. This list is based on the top
tab, side tab and leaf currently selected, as well as the security role(s) assigned to the user.

Filters are built from queries that provide a real time list of the students meeting the criteria
defined in the query. For example: The Filter Homeroom = ? returns all the current students
with the selected homeroom assigned. If a new student is assigned to the selected homeroom,
they will immediately display in the filter list.

Filters can be created at the District, School or individual user level.

System Filter Description

All Active Students Primary Active, Active No Primary and Secondary Active Students

Primary Active Students Primary students with a status of Active or Active No Primary.

All Primary Students All Primary students for which this school is or was the last school of record,
regardless of the current student Enrollment Status.

All Secondary Students | Students that have a secondary school association to this school, with a status of
Active or Active No Primary.

All Students All Primary students for which this school is or was the last school of record,
regardless of the current student Enrollment Status, Active No Primary and
Secondary students.

Current Members All students with current admission dates, including students with secondary

school associations that have a current start date. This filter does not include
students with a future admission date, or students with future secondary school
association start dates.

Former Students Students who were withdrawn, but have a former school association to this
school. If this association record is deleted, the student will no longer appear in
the filter.
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System Filter Description

Next Year Students Students with a Next School value field populated with the name of this school.

The filters that appear in the list have been created at the system, enterprise or district level.

Click the icon and select Manage Filters. In the Manage Filters pop-up window, users
see the following in brackets beside the name of the filters:

a.

System: these filters are part of the core application. They can be hidden or
moved up or down in the list, but cannot be modified.

Enterprise: these filters have been created at the enterprise level and display
for all districts and schools. They can be hidden or moved up or down in the list,
but cannot be modified.

District: these filters have been created at the district level for the district level
views. They can be hidden or moved up or down in the list, but cannot be
modified unless the user has access to the District view.

School: these filters have been created either by a school user, or by a district
user in the school view. They are visible to all users with access to the School
view. These filters can only be modified or deleted by a school user or a district
user with school view access.

User: these filters have been created by an individual user. They will only show
in the list for the user who created them and therefore can only be modified or
deleted by the user who created them.
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Manage Filters...

< | 1:Abdelkeodous, Fern&l

Hame

IEII:IEIEI

Abdelkodous, Ferna
Abdulmenaan, Yama

Abouhaidar, Selshes

« Al Active Students

Primary Active Studemnts Designation YOG  School » Namd)
All Primary Students
WE0E4 2028 Alex Hope Elem
All Secondary Students
21l Studants 204 2027 Alex Hope Elem
Current Members 283 2026  Alex Hope Elem
—

0 of 575 selected

Manage Filters

All Active Students [System]
Primary Active Students [System]
All Primary Students [System]

All Secondary Students [System]
All Students [System]

Current Members [System] A Up
Former Students [System]

Next Year Students [System]

Incoming Transfer Students [System]

Outgoing Transfer Students [System]

Aboriginal Ancestry [District]

Active Program = 7 [District]

Active Remedy = 7 [Enterprise]

Active with Designation [Enterprise]

At Risk Alert [Enterprise] 7

GJlr=]

9.1.1 Moving a Filter

A user can set the filter they use most often as the default for that screen by moving it to the top

of the list.

1. Click the

’®

icon and select Manage Filters . . .

2. In the Manage Filters pop-up window, click on the name of the filter to be moved. It will
be highlighted.

3. Click the or buttons to position the filter in the list. The filter at the very top of
the list is the default filter when entering that screen.

4. Several filters can be moved at once by using Shift + click and using the or

buttons.

5. Click Close.
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9.1.2

4.

913

Hiding a Filter

Click the J/H icon and select Manage Filters . . .
In the Manage Filters pop-up window, click on the name of the filter to be hidden. It will
be highlighted.

Click the button. If the Show All box is checked, the filter will still appear
here, but is now greyed out. This means the filter will no longer appear in the list when

the f = icon is clicked. The item can be restored at any time by clicking the

button to put it back in the list. If the Show All box is not checked, the
filters which have been hidden will no longer be visible. This checkbox will need to be
enabled in order to restore a hidden filter.

Click Close.

Creating a New Filter

Filters are connected to queries and snapshots. Users can access those queries and create
them as a filter by using the New button in the Manage Filters window.

Click the f':' icon and select Manage Filters . . .

In the Manage Filters pop-up window, click the button. A list of available queries will
appeatr.

a. Filter Type: This allows a filter to be created from an existing query or snapshot.
Changing this selection will change the list of options below.

b. Owner: Who will see and use this filter? If the user has district or school
access, they will have the ability to set this filter for all users with those views. If
the user sees no other selection, they are creating a User filter.

c. Name: Give the filter a name that makes sense for its function.

Click the radio button beside the query or snapshot in the list that the filter will be based
on.
Click OK. The filter will now appear in the Manage Filters window and in the list below

the f ) Jicon for this screen.
Click Close on the Manage Filters window.
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Filter Type Saved Query v

< || 3:Grade = KF Y= 62 records £7

Search on Mame

Name OwnerType
. Grade = KF District

Grade Level = 7 Enterprise

Group = ? Enterprise

9.1.4 Editing a Filter

A user can only edit a filter that exists at the level of their user role view. In other words, a
district user who has access to both district and school views can edit a District or School filter.
A school user can edit a School filter because they have school view access. A user with staff
view will only be able to edit their own User filters.

1. Click the f"l icon and select Manage Filters . . .

2. In the Manage Filters pop-up window, click the button.
3. In the pop-up window:

a. Filter Type: This allows a filter to be changed from its current query or snapshot,
to a new query or snapshot. Changing this selection will change the list of
options below.

b. Owner: Who will see and use this filter? If the user has district or school
access, they will have the ability to set this filter for all users with those views. If
the user sees no other selection, they are creating a User filter.

c. Name: Give the filter a name that makes sense for its function.

4. Click OK.
5. Click Close on the Manage Filters window.
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Filter Type Saved Query v
Staff, New v
My Filter

< || 3:Grade = KF v = 63 records (7

Search on Name

MName OwnerType
Grade = KF District
Grade Level =7 Enterprise
Group =7 Enterprise
Homeroom = 7 Enterprise
HSS District
Legal Last Mame = 7 Enterprise
Legal, Medical or other Alert? Enterprise
LKE District
MME District
. My Filter User

73 =

9.1.5 Copying a Filter

Because a filter is connected to a query or a snapshot, there are few reasons to copy a filter. A
user may decide to copy a filter in order to rename it to something that is more meaningful.

1. Click the f"l icon and select Manage Filters . . .
2. In the Manage Filters pop-up window, click on the name of the filter to be copied. It will

be highlighted. Click on the button.
3. Inthe pop-up window:

a. Name: Give the filter a name that makes sense for its function.

b. Owner: Who will see and use this filter? If the user has district or school
access, they will have the ability to set this filter for all users with those views. If
the user sees no other selection, they are creating a User filter.

4. Click Save.
5. Click Close on the Manage Filters window.

If a filter has been copied, it may be practical to hide or delete the original to avoid confusion.
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Copy of My Filter

Dwner

MName Staff, New Q

9.1.6 Deleting a Filter

A user can only delete a filter that exists at the level of their user role view. In other words, a
district user who has access to both district and school views can delete a District or School
filter. A school user can delete a School filter because they have school view access. A user

with staff view will only be able to delete their own User filters.

1. Click the fH icon and select Manage Filters . . .

2. In the Manage Filters pop-up window, click on the name of the filter to be deleted. It will

be highlighted.

3. Click the [E button.
4. Click Close on the Manage Filters window.

Deleting a filter does not delete the query behind it. If a filter is deleted in error, it can be

restored by using the Add button.
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9.1.7 Advanced Filter Mode

Some list pages now have an Advanced Filter mode. Use this mode to filter the list of records
before Aspen loads data to the page. This saves time on pages with many records. Click the
Advanced Filter mode toggle switch to turn it on or off. The system remembers your choice of
whether to display the Advanced Filter on each list.

Pages School EEIOLELIE Staff Attendance Conduct Grades Assessment Schedule Extracurriculars Global Tools Admin

Student List

Details v —
X

Contacts

Advanced Filter

Altendance
Usual last name

Conduct Usual first name

Transcript Pupil #
School > Name
Assessments
Grade level ~
Academics

Search fields | Aboriginal Enrollment Search based on [ All Active Students ~v|

Schedule

Sortby[Name v

Membership
Q search 2 Clear % Close

Transactions

When the Advanced Filter mode is on, an overlay appears. The overlap displays the fields for
that page's field set.

Enter values in the fields, and then click Search. MYEDBC displays the filtered records. See the
Help topic " Use the Advanced Filter Mode" for more information.
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9.2 Field Sets

Field sets display information in a list. By selecting a different field set, the user is choosing to
display different columns of information for the same records in the list. Field sets are useful for
grouping commonly used sets of information and then extracting those into a spreadsheet for
analysis or manipulation.

The field sets that display in the list have been created at the Enterprise level or have been
created by district users who may have created them for their schools.

1. Click the @ icon and select Manage Field Sets . . .
2. In the Manage Field Sets pop-up window, users may see the following in brackets
beside the name of the field sets:

a.

System: these field sets are part of the core application. They can be hidden or
moved up or down in the list, but cannot be modified.

Enterprise: these field sets have been created at the enterprise level and
display for all districts and schools. They can be hidden or moved up or down in
the list, but cannot be modified.

District: these field sets have been created at the district level for the district
level views. They can be hidden or moved up or down in the list, but cannot be
modified unless the user has access to the District view.

School: these field sets have been created either by a school user, or been
created by a district user in the school view. They will be visible to all users who
have access to the School view. These field sets can only be modified or deleted
by a school user or a district user with school view access.

User: these field sets have been created by an individual user.

Manage Field Sets

Default [Enterprise]

(MyBluePrint) - Student Info File [District]
1701 Fields [District]

Aboriginal Enrollment [District]

Aboriginal Information [District]
Aboriginal Information w/Parent Names [District]
Aboriginal Information w/Parents [District]

Aboriginal Student Birthday [District] m
Address book - School Connects [Enterprise]

Alerts/Students Care card info [District]

All Contacts Email [District]

ASSESSMENTS _ Kirsten's View [School]

Automation - First Priority Parent Contact Info [District]

Bus Information [Enterprise]

Contacts [Enterprise] v

ShowfHide

0= e

Save

Show All
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9.2.1 Moving a Field set

A user can set a field set they use the most as the default in that screen by moving it to the top
of the list.

1. Click the === icon and select Manage Field Sets . ..
2. Inthe Manage Field Sets pop-up window, click on the name of the field set to be moved.
It will be highlighted.

3. Click the or buttons to position the field set in the list. Any field set placed at
the very top of the list will become the default field set when entering the screen.

4. Several field sets can be moved at once by using Shift + click and using the or

buttons.

5. Click Close.

9.2.2 Hiding a Field Set

1. Click the === icon and select Manage Field Sets . ..
2. In the Manage Field Sets pop-up window, click on the name of the field set to be hidden.
It will be highlighted.

3. Click the button. If the Show All box is checked, the field set will still
display here, but is now greyed out. This means the field set will no longer appear in the

list when the f':' icon is clicked. The item can be restored at any time by clicking

the button to put it back in the list. If the Show All box is not checked, the
field sets which have been hidden will no longer be visible. This checkbox will need to
be enabled in order to restore a hidden field set.

4. Click Close.

9.2.3 Creating a New Field Set

Click the === icon and select Manage Field Sets . . .

2. Inthe Manage Field Sets pop-up window, click the button.
3. Inthe pop-up window:

a. Name: Give the field set a name that makes sense for its data set.

b. Owner: Who will see and use this field set? If the user has district or school
access, they will have the ability to set this field set for all users with those views.
If the user sees no other option, they are creating a User field set.

c. Inthe Available Fields window, use the drop-down menu to select the table from
containing the desired data fields. These are listed in the order most frequently
used. If the user is having trouble finding a field, use the =" | putton to sort
them into alphabetical order.

d. Click on the desired field to select so it is highlighted in the list.
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e. Click the [E button. This will move the field into the Selected Fields
window.
Note: Multiple fields from multiple tables can be selected for the same field set.
4. Once all fields have been selected, click Save.
5. Click Close on the Manage Field Sets window. The field set will now appear in the list

for selection.

My Field Set
Staff, New ~

Elementary Catchment
Eligible for Busing < < Remove
Enroliment status

Enroliment type

FAX_MNO

Family Courier

Father Deceased Date

Federal Immigration |D

Field Trip Permission?

First Language hd

: A A

Available Fields 12 Selected Fields

| Student v Pupil #

ELL International a Name

Legal last name
ELL Level
ELL Service Legal first name
i J
D it i)
EXT_REF_LIBRARY_SYS A Up
- = — Homeroom

Enrollment status

'%

W Down

@

9.2.4

Editing a Field Set

A user can only edit a field set that exists at the level of their user role view. In other words, a
district user who has access to both district and school views can edit a District or School field
set. A school user can edit a School field set because they have school view access. A user
that only has staff view will only be able to edit their own User field sets.

1.
2.

w

Click the @ icon and select Manage Field Sets . ..
In the Manage Field Sets pop-up window, click on the name of the field set to be edited.
It will be highlighted.

Click the button.

In the pop-up window:
a. Name: Enter the new name for the field set, if appropriate.
b. Owner: Who will see and use this field set? If the user has district or school
access, they will have the ability to set this field set for all users with those views.
If the user sees no other selection, they are creating a User field set.

Fundamentals v3.5 Page 48




BRITISH

e (o2}
COLUMBIA MYEdUC&tiOIl FUJITSU

5. In the Available Fields window, click the fields of information to add to the field set. Click
the [ 293> pytton. Alternatively, in the Selected Fields window, click the fields of

information to be removed from the field set. Click the button.
Click Save.
7. Click Close on the Manage Field sets window.

o

Editing My Field Set
Staff, New v
: i A
Available Fields 12 Selected Fields
[ Student v| Pupil #
Name
Ilnitials “ Legal last name
Language Most Used Legal first name

Last IEP evaluation date
Last IEP review date
Last Name Suffix
Legal first name
Legal last name
Length of stay
License Plate #
Lock (Paid)

Locker

IMemao

Migration date

¥ 4

S D

Date of birth (dd/mm/yyyy)
Grade level
Homeroom

< <FETTE Enroliment status

'%

9.2.5 Copying a Field Set

A user may see a field set in the list that suits their needs, but would like to add or remove some
information from it. If the user does not own the field set, a copy can be made and adjusted to
suit the need.

1. Click the @ icon and select Manage Field Sets . ..
2. In the Manage Field Sets pop-up window, click on the name of the field set to be copied.
It will be highlighted.

Click the button.

4. In the pop-up window:
a. Name: Give the field set a name that makes sense for its data set.
b. Owner: Who will see and use this field set? If the user has district or school
access, they will have the ability to set this field set for all users with those views.
If the user sees no other selection, they are creating a User field set.
5. Click Save.
6. Click Close on the Manage Field sets window.

w
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If a field set has been copied, the user may want to consider hiding or deleting the original to

avoid confusion or duplication in the field set list.

Onwner

Type

Mame

Copy of My Field Set

User -

Stafi, New Q

o3

9.2.6 Deleting a Field Set

A user can only delete a field set that exists at the level of their user role view. In other words, a
district user who has access to both district and school views can delete a District or School
field set. A school user can delete a School field set because they have school view access. A

user that only has staff view will only be able to delete their own User field sets.

1. Click the @ icon and select Manage Field Sets . ..

2. In the Manage Field Sets pop-up window, click on the name of the field set to be

deleted. It will be highlighted.

Click the [E button.
4. Click Close on the Manage Field Sets window.

w

Fundamentals v3.5

Page 50



as <
cisia - MyEducation FUJITSU
9.3 Sorts

There are different ways to sort data in a field set, which are defined below. The options for
sorting data in a field set are:

¢ Click the header of a column of data, a triangle displays pointing up or down in the
column header to indicate the sort column and order. The field set sorts by the data in
that column, opposite to its original sort order. Clicking the header again sorts the data
back to its original order. This function can be used for multi-level sorts of up to 3
columns of data at a time. For example: clicking the Gender column in the Student top
tab, then clicking the Pupil # column, then the Grade column, the grade would be the
primary sort. Data displayed will be in order by Grade, then by Pupil #, then by Gender.

Lovors- J oo~ v - | ESTPOTINNEN Wi B o i m S
< [1:1057344 102727027 v|

1 School > ID UsualLast UsualFirst Grade Homeroom HomelLang Email1

e Use the @ jcon, which simply sorts the data in the field set by the list value chosen for
the sort. The sort icon can also be used to set any sort back to the default.

The field sets that appear in the list already have been created at the Enterprise level or by
district users who may have created field sets for their own schools.

1. Click the 2™ icon and select Manage Sort Orders. . .
2. In the Manage Sort Orders pop-up window, the following will appear in brackets beside
the name of the field sets:

a. System: these sort orders are part of the core application. They can be hidden
or moved up or down in the list, but cannot be modified.

b. Enterprise: these sort orders have been created at the enterprise level and
appear for all districts and schools. They can be hidden or moved up or down in
the list, but cannot be modified.

c. District: these sort orders have been created at the district level for the district
level views. They can be hidden or moved up or down in the list, but cannot be
modified unless the user has access to the District view.

d. School: these sort orders have been created either by a school user, or been
created by a district user in the school view. They will be visible to all users who
have access to the School view. These sort orders can only be modified or
deleted by a school user or a district user with school view access.

Fundamentals v3.5 Page 51



BRITISH

COLUMBIA

o
MyEducation FUJITSU

Manage Sort Orders

Name [System]

Grade level [System]
Homeroom [System]

FSA Student List Sort [District]

 Up

“ Down

[iL]

Show/Hide Show All

0

9.3.1

Moving a Sort Order

A user can set the sort order they use the most as the default in that screen by moving it to the
top of the list. Users can also create custom sorts.

N e

w

H

o

9.3.2

=

Click the 22! icon and select Manage Sort Orders . . .
In the Manage Sort Orders pop-up window, click on the name of the sort order to be
moved. It will be highlighted.

Click the or buttons to position the field set in the list. Any sort order placed
at the very top of the list will become the default sort order when entering the screen.

Several sort orders can be moved at once by using Shift + click and using the or

buttons.

Click Close.

Hiding a Sort Order

Click the "22£l jcon and select Manage Sort orders . . .
In the Manage Sort orders pop-up window, click on the name of the sort order to be
hidden. It will be highlighted.

Click the button. If the Show All box is checked, the sort order will still
appear here, but is now greyed out. This means the sort order will no longer appear in

the list when the 22 icon is clicked. The item can be restored at any time by clicking

the button to put it back in the list. If the Show All box is not checked, the
sort orders which have been hidden will no longer be visible. This checkbox will need to
be enabled in order to restore a hidden sort order.

Click Close.
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9.3.3 Creating a New Sort Order
Click the 2%l icon and select Manage Sort Orders . ..
2. In the Manage Sort Orders pop-up window, click the button.
3. In the pop-up window:

a. Name: Give the sort a name that makes sense for its function.

b. Owner: Who will see and use this sort? If the user has district or school access,
they will have the ability to set this sort for all users with those views. If the user
sees no other selection, they are creating a User sort.

c. Inthe Available Fields window, use the drop-down menu to select the table from
which to sort fields. These are listed in the order most frequently used. To help
find a field, use the |- **"“Z | putton to sort them into alphabetical order.

d. Click on the field to select it. It will be highlighted in the list. Click the LA99>>
button. This will move the field into the Selected Fields window.

Note: Multiple fields from multiple tables can be selected or the same field set.
4. Once all fields have been selected, click Save.
5. Use the and buttons to arrange the fields in the desired sort order. The
Change sert ptton will cause (desc) to appear beside the field highlighted when clicked.
This means the data in that field will be sorted in reverse (descending) order when this
new sort is applied to a field set.
6. Click Close on the Manage Sort Orders window. The sort order will now display in the
list for selection.
My Sort
Staff, New v
Alakeee a Selected Fields
| Student v E:ﬁ:mom
e
s o)
:g::: zc‘:‘r;it:gl\;ut in MyEducation

9.3.4 Editing a Sort Order

A user can only edit a sort order that exists at the level of their user role view. In other words, a
district user who has access to both district and school views can edit a District or School sort
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order. A school user can edit a School sort order because they have school view access. A
user with staff view will only be able to edit their own User sort orders.

1. Click the 22 icon and select Manage Sort Orders . ..
2. In the Manage Sort Orders pop-up window, click on the name of the sort order to be
edited. It will be highlighted.

Click the button.

4. In the pop-up window:

a. Name: Enter the new name for the sort order, if appropriate.

b. Owner: Who will see and use this sort order? If the user has district or school
access, they will have the ability to set this sort order for all users with those
views. If the user sees no other selection, they are creating a User sort order.

5. Inthe Available Fields window, click the fields of information to be added to the sort

order. Click the [Ada>> button. Alternatively, in the Selected Fields window, click the

fields of information to be removed from the sort order. Click the button.

6. Click Save.
7. Click Close on the Manage Sort Orders window.

w

Staff, New v

Available Fields a Selected Fields

| Next School v Name
- Homeroom
School Identifier Grade level
Follett customer ID Next School = Name
Name A Up

Type
School level
Is inactive?

Is archive?
Start grade

Number of grades Change sort
Active directory group name

Disable waiting list indicator

School Zone

Walk Zone Eligibility Percentage

ShortName

Class to Daily Attendance Procedure? =

g

9.3.5 Copying a Sort Order

A user may see a sort order in the list that suits their needs, but wants to add or remove some
information from it. If the user does not own the sort order, a copy can be made and adjusted to
suit the need.

1. Click the 22£ jcon and select Manage Sort orders . . .
2. Inthe Manage Sort orders pop-up window, click on the name of the sort order to be
copied. It will be highlighted.
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3.
4.

5.
6.

Click the button.

In the pop-up window:

a. Name: Give the sort order a name that makes sense for its data set.

b. Owner: Who will see and use this sort order? If the user has district or school
access, they will have the ability to set this sort order for all users with those
views. If the user sees no other selection, they are creating a User sort order.

Click Save.
Click Close on the Manage Sort Orders window.

If a sort order has been copied, it may be practical to hide or delete the original to avoid
confusion.

9.3.6

Deleting a Sort Order

A user can only delete a sort order that exists at the level of their user role view. In other words,
a district user who has access to both district and school views can delete a District or School
sort order. A school user can delete a School sort order because they have school view
access. A user with staff view will only be able to delete their own User sort orders.

w

Click the '@2£ jcon and select Manage Sort Orders . . .
In the Manage Sort Orders pop-up window, click on the name of the sort order to be
deleted. It will be highlighted.

Click the @ button.
Click Close on the Manage Sort Orders window.
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9.4 Quick Charts

Charts provide an organized way to represent data visually. The Quick Chart feature enables
the user to create bar, line, and pie charts from any standard list page. These charts can be

saved for future use. Users with privileges to manage school and/or district resources can
create charts to share at both the district and school levels.

Click the (b icon to access the following options:

e Create Quick Chart: Brings up the Quick Chart Wizard, which allows the user to

customize many different areas of the resulting chart.
e Bar Chart: Brings up a streamlined Quick Chart screen, which requests only minimal

information required to create the bar chart.

e Line Chart: Brings up a streamlined Quick Chart screen, which requests only minimal

information required to create the line chart.

e Pie Chart: Brings up a streamlined Quick Chart screen, which requests only minimal

information required to create the pie chart.

9.4.1 To Create a Quick Chart:

1. Click the (b icon and select Create Quick Chart to open the Quick Chart wizard, or
select Quick Chart from the Reports menu. The Create Quick Chart wizard displays:

Quick Chart: Source Step 1 of §
5
H Source
3
H B Series1
1 mSeries2 . MNew chart
1@\ g Saved chart
oF &di i
5
a]
34
2] =Series1
1 —Series 2
0 P
c;‘v‘df o"ﬁ o
B Category 1
 Category 2
Category 3
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2. Step 1: Source.
a. Select New chart.
b. Click Next.
3. Step 2: Report Type
a. Click the Report Type drop-down to select one of the following:
i. Quick Chart—Bar
ii. Quick Chart—Line
iii. Quick Chart—Pie
4. Click the Format drop-down to select the format for the chart. Select one of the
following:
a. Standard
b. Enhanced

Quick Chart: Report Type Step 2 of 5

Report type Quick Chart - Line v

Serizzl This is a line chart. Pick one or two group by fields to display.

faries The information is displayed as a series of data points

o connected by line segments. Each data point reprasents the
frequency of each category (horizontal axis) for each series
{legend entries).

31 AW o

Format Standard Line Chart v

1 ; ; i =Series 1

=3Series2

S e oW B o

= oo

5. Step 3: Field Selection.

a. Inthe Categories (Horizontal Axis) box, click the Q icon at Group by
field and make a selection. The user can choose from the tables and fields that
are related to the records in the current list. The Categories (Horizontal
AXxis) box, sometimes called the independent variable, sets the data to measure.
If the choice is a Numeric, Date or Time field, additional options appear to further
organize the data which will be displayed on the chart.

Fundamentals v3.5 Page 57



g <
A, MyEducation FUJITSU

Quick Chart: Field Selection Step 3 of 5

Categories (Horizontal Axis)

3

Serizsl Group by field Year of graduafion Q
T Interval Total summation v
Group trivial results as "Other” | [# Less than |5 %

D e—

3 g Series (Legend Entriss)

3 4

2 mosmest Group by field ‘Year of graduation Q

I Series?

0-+— = - Interval Chart each value separately »

R
Ub‘d? U#df U#ﬁ Group frivial results as "Other”

== =3 =

b. For bar and line charts, a Series (Legend Entries) box is available. Click the Q
icon at the Group by field and make a selection. Series groups appear in a
legend to the right of the chart and provide a color-coded guide to data shown in
the chart.

Note: Bar and line charts do not require both a category and series to be selected. Charts that
exclude a category will not have x-axis labels. Charts that exclude a series will not include a
legend.

6. The Interval drop-down menu for numeric has the following options:

a. Chart each value separately: Each numeric value gets its own data point.

b. Interval group: The Interval field groups the results according to the number
entered in the Interval group size field. For example, to display the group Year
of Graduation in the chart in pairs, a 2 would be entered in this field.

The Interval group size displays. The value in this field sets the number of data
points that get combined into a single category.

c. Interval group summations. The Interval group size displays. The value in
this field sets the number of data points that get combined into a single category.

d. Total summation: Sums the values of the Group by field.

7. If the list of data being charted contains trivial cases which should be excluded from the
chart, the option Group trivial results as "Other” is provided. Select this checkbox if
the users wants to group all data points of less than a certain percent together into a
single point called Other. For example, if the user is only concerned with viewing the
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most common conduct codes, select this option and enter a value of 5% in the Less
than % field. This will group all codes which total less than 5% of the total data into a
single Other group.
Note: This option can only be used in the Categories or Series, not both.
8. Click Next to continue the wizard and set chart header and footer display options.
9. Click Finish to create the chart.
Note: The Finish button can be clicked at any point in the wizard. New charts use the
default format options if Finish is clicked at any point before the final step in the wizard.
9.4.2 To Use a Saved Quick Chart
1. Click the (b icon and select Create Quick Chart to open the Quick Chart wizard, or
select Quick Chart from the Reports menu. The Create Quick Chart wizard displays:
Quick Chart: Source Step 1 of 5
o —
S Source
=]
2 B Seriesl
1 N Series2 New chart
s
& 0‘*}{;’5@ 1 record 7
5 —
4 g Name OwnerType
: =5eries 1
. Wy quick chart User
1+ =Zeries2
=t A a
£
B Category 1
B Category 2
Cstegory 3
 EE=
2. Step 1: Source. Click Saved report. A table of saved Quick Charts displays in the
dialog box. Select the Quick Chart to be viewed or edited.
3. Click Next to continue editing, or click Finish to show the chart.

Fundamentals v3.5

Page 59



g <
A, MyEducation FUJITSU

9.5 Quick Print

Users can generate a Quick Print using the = icon in the menu bar on any list page.
9.5.1 To generate a Quick Print using the Quick Print icon:

1. Go to the list page containing the type of data to be reported on.

2. Select the records to be included in the report.

3. Ifindividual records have been manually selected from a large list, be sure to go to the
Options menu and click Show Selected. Users can also use a filter or query to isolate
the records to report on. Quick Prints include any records that appear on the current list.

4, Click the Quick Print icon ::Jj in the menu bar.

MH

Create Quick Report...
Web Page (HTML)
T

C5V

Microsoft Word (DOC)

Fat Pl et

5. Select one of the format options.

a. Web Page (HTML): to view the information in an HTML file.

b. CSV: to view the information in a text file that separates each field with a comma.
If saved, the file will have a .CSV extension

c. TXT: to view the information in a text file that separates each field with a comma.
If saved, the file will have a .TXT extension.
Note: The two comma-separated values formats (CSV and TXT) create identical
files; the only difference is the file extension. Some Web browsers only handle
one extension properly.

d. Microsoft Word (DOC): to view the information in a Word document.

Note: Different browsers handle quick prints in different ways. Users may need to change

browser settings to allow downloads, or use shortcut keys such as Ctrl + S to save the data
prior to opening it.

95.2 MaximizeIEI & Minimize El

Users can click on these icons to hide top tabs to allow more records per page to be
visible or to return top tabs to their view.
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10.0 Quick Reports

Quick Reports provide an opportunity for a user to create a customized report that contains

specific data elements from one or more tables. If the report is something that would be run
multiple times or by multiple users, a Quick Report can be created and saved, then selected
from the list as needed.

Quick reports can be created in different areas of the application with elements that are relevant
to the chosen area (top tab and side tab) of the application.

10.1 Creating a Quick Report

Quick Reports can be created with different presentations. The following sample reports use the
same fields, but are present differently:

e Simple: Alist of records and the selected fields

Release of Info
04/04/2018

»
School Homeroom Release

Student Pupil # DOB Grade | GrSubLvl | EnrStatus
Name of Info

Adedoyinbolaji. | 70525 | o 05106/2003 Active | Slaremont | 5054 pg No
Liamjames Secondary

Claremont
Secondary =

Critch, Pushwinder | 706309 20/11/2001 Withdrawn

Claremont
Secondary

SD63
215916 281111997 Active Continuing | BRMD10
Ed

Achenn, Kaivalya | 304269 24/10/1998 Graduate 2017-07

Linharesdeoliveira,
Mihaisebastian

o Detail: A page for each record with selected fields aligned vertically
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Release of Info

04042018

Student:

Adedoyinbolaji, Liamjames

Pupil #:

Alerts:

708925

L

DOB:

05/06/2003

YOG:

2021

Grade:

09

Gr3ublvl:

EnrStatus:

Active

School » Name:

Claremont Secondary

Homeroom:

2021-06

PAC:

Yes

Release of Info:

Mo

Release of Info

04042018

Critch, Pushwinder

706809

o Group: Alist of records and the selected report fields, grouped by a selected field

(School Name in the sample)

Release of Info
04/04/2018

School > Name: Claremont Secondary

Student

Pupil # [ Alerts

DOB

Grade | GrSubLvl

EnrStatus

School >
Name

Homeroom

Release
of Info

Liamjames

Adedoyinbolaji,

706925 [ &

05/06/2003

202109

Active

Claremont
Secondary

2021-06

Critch, Pushwinder

706809

20/11/2001

2019 (10

Withdrawn

Claremont
Secondary

ZU02

Achenn, Kaivalya

304269

2411011998

2017 (12

Graduate

Claremont
Secondary

2017-07

School > Name: SD63 Continuing Ed

Student

Pupil # | Alerts

DOB

Grade

GrSubLvl

EnrStatus

School >
Name

Homeroom

Release
of Info

Linharesdeoliveira,
Mihaisebastian

215916

TOs

2811111997 12

Active

SD6E3
Continuing
Ed

BRMD10
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COLUMBIA

e Summary: Cumulative values based on the records selected (School Name in the sample)

Release of Info
04042018

Summary School = Name: Claremont Secondary

Totals |School = Mame: Claremont Secondary |3

Summary School > Name: $D63 Continuing Ed
Totals | School > Name: SD63 Continuing Ed | 1

Report Summary
Totals | Qverall | 4

In the example below, the simple Quick Report will provide a school with a report indicating
which students have Release of Information indicators, and is created from the Student top tab.

1. Inthe School view, click the Student top tab
2. Click the Quick Reports Icon and Select Create Quick Report or, Click the Reports

menu item and select Quick Report

Create Quick Report...

Web Page (HTML)
TXT

Csv
Microsoft Word (DOC)

3. In Step 1 of the Wizard, select New Report. Click Next.

Quick Report: Source Step 10f 8
5
& Source
3
2 L W Series]
= u Series2
0 o aved report

=Series 2

; ; § =Series 1
~ a2

u Categoryl
u Category 2

Category 3

*® cancel
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4. In Step 2 of the wizard, select Simple. Click Next.

Quick Report: Report Type Step 2 of 8

By
2l

L Report type Simple  w

2 W Seriesl Description This is a simple list
1 m Series2 format. Pick your

0

columns and sort
order, add optional
totals or statistics,
and run.

%)
; ; i =Series1

=Series2

u Category 1
u Category 2

Category 3

5. In Step 3 of the wizard, the current field set will display as the selected fields
6. Select the desired fields and click the Add >> button to move it to the Selected Fields
box.
a. The drop-down menu Under Available Fields can be changed from the Student
table to a different table to combine data elements from other areas of the
application.

b. The Sort button E will sort the available fields for the selected table in
alphabetical order, making it easier to locate specific fields.
7. Inthe Selected Fields box, click on any fields not needed and click the Remove button.

Quick Report: Field Selection Step 3 0of 8
5
i Available Fields Selected Fields
2 u Series1
1 u Series2 :Sludenl v] Ean#
e T upil
s o
& & Gender
& Legal last name

Legal first name

Add > > Photo

5
AU
g #;‘geal midde name Year of graduation -
B School > Name
2 =Series1 Globally Unique Identifier
1
0

Personal Education Num |

Suffix

=Series2 Globally Unique Identifier

LR Name
$
ﬁ\ﬁﬂ & a\a‘fp Gender
SE 8 Globally Unigue Identifier
Address

Date of birth (dd/mm/yyy
wCategorya | L [PUPT# -
u Category2

Category3

8. Click Next.
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9. In step 4 of the wizard, select the field(s) to sort by in the Available Fields list and use
the Add button to move them to the Selected Fields box. The primary sort will be the
first field in the Selected Fields box; the secondary sort will be the second field, etc.

Quick Report: Sort Order Step 4 of 8
o
Y Available Fields “ colociod Ficide
A s Grade evel
0 GPA-Term 2 " Name
;Qa;f“’ GPA-Term 3
1 Gender Identity Add > >
74 G;l;\.lry Uenrwlq‘l.le Identifiel -
= PR Globally Unigue Identifiel
21 Globally Unique Identifiel
L =Series2 Google Docs email
L Grade 10
& & Grade 11
& & P Grade level
Grade sub level
Graduation history notes
HS notin MyEd Name  +
m Category 1
m Category 2
Category 3
=
10. Click Next.
11. Step 5 of the wizard is optional. Use these functions to create counts, and page breaks
if desired.
12. Click Next.
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13. In Step 6 of the wizard:

a. Report Title: Enter a title for this report.

b. Print date: If selected, the date the report was generated will appear on the
report.

Body > Format: Select the format for the report.

d. Exclude byte order mark: Can be checked if the report will be loaded to a
system requiring limitations in text. Hover over the question mark symbol for
details.

e. Body > Font Face: Select the font for the report.

f. Body > Font Size: Select the font size for the report.

g. Body > Grid lines: Select whether the report should have grid lines for
horizontal, vertical, or both, or none.

h. Shade alternate lines: If selected, the data will appear with grey shading on
alternate lines.

e

Quick Report: Format Options Step 6 of 8
Header
Report fille Release of Info
Print date 7
Boy
Format Web Page (HTML)
Exclude byte order mark @
Font face Al
Font size Medium ¥
Grid lines Horizontal & Vertical v
Shade attemate | ?
14. Click Next.

15. Step 7 of the wizard is optional. It allows the user to rename the fields that will appear
on the report. To adjust the name of a field, select it from the Field drop-down. In the
Title field, enter a name. Note that the field is only being re-named for the report — not
for the application. Font, Size, Bold, Italic and Underline can be selected to tailor the
field name in the report.
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I Quick Report: Field Format Options Step 7 of 8

I Field: | Name A

| Title Student
Custom Width
Number of characters
COverflow handling Wrap
Font face Arial v
1
Font size Medium v
Bold <
Italic v
Underline v
= [ J o
16. Click Next.

17. In Step 8 of the wizard, the report may be saved for future use. To save this quick

report, click the Save As radio button.

a. Name: Enter a name for the saved report.
b. Owner Type: Select from the drop down list.
i. District: Report will be available for District users

ii. School: Report will be available for School users in the selected school
iii. User: Report will be available for only the user creating the report

c. School: Select the school (if applicable)

Quick Report: Save Options Step 8 of 8

Save Options

Don't save
Save

| Name Release of Info |

Owner

Type School r

MName Claremont Secondan

== =

18. Click Finish.

10.2 Running a Saved Quick Report

If a report was saved, it is now available in Quick Reports based on the Owner type selected.
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Quick Reports provide an opportunity for a user to create a customized report that contains
specific data elements. For the example below, this is done from the Student top tab, but quick
reports can be created in different areas of the application with elements that are relevant to the

chosen area of the application.

1. Inthe School view, click the Student top tab

2. Click the Quick Reports Icon (printer) and Select Create Quick Report OR Click the

Reports menu and select Quick Report

Gr

Create Quick Report...
Web Page (HTML)
TXT
CSV
Microsoft Word (DOC)

P w

In Step 1 of the Wizard, select Saved report.

The available saved reports will display, select the report.
5. Click Finish to run the report as is or click Next to make changes to the report an
proceed through the steps of the wizard as outlined in Creating a Quick Report.

Enrolment Summary bs
Field Trip Report (filter firsf) bs

Parent Contact List

Quick Report: Source Step 1 of 8
Source
Mew report
I . Saved report I
4 records £7
MName OwnerType

District

District

School

. Release of Info

School
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11.0 Email Functionality
11.1 Email

A Primary Email Address must be entered in User Preferences > Security tab for email
functionality to work

11.2 School View Send Email

Whenever you are on a person based list in MYEDBC, such as Student List or Staff List you can
send:

¢ A mass email to everyone on the list
¢ An email to a selected group on the list
¢ An email to one person on the list

11.2.1 To send an email from a person based list.

1) Go to the list containing the records of the people you want. Note — you can narrow down
this list of records by using Show selected, Omit Selected, a query, a filter, or a snapshot.

[V
Modify List Anslytics

Mass Update Assign Couriers

Send Emeil Assign Student Programs

Query BC Create Parent User Accounts
Snapshots... Blended Marks to Transcript
Show Selected Caurse Exam Synchronize Procedure

Omit Selected Creste Secondary School Associstions.
Creste Student User Accounts
Creste User Accounts.

Delets At Risk Results
Exports

Flag Student for Retrieval
GDE

Import Photos.

Imports

KEV Export

Populate Homerooms.

Program of Study Crestor - Primary

Registraton

Requests
Student Portfolic Pages

Validste Records.

Fundamentals v3.5 Page 69



Bl F "
i MyEducation

o
FUJITSU

2) From the Options menu, click Send Email. The Mass Email pop-up appears:

Boz:

Subject:

Attachment:

MEOR ==

Font

€ Emsil will be sent to 992 recipients. Recipient list i too long to display

Contacts [] Teachers Total Recipients: 093

Ml Include Primary Email Address
[ Include Alternate Email Address

= | Format

Note: The email functionality in MyEducation displays a maximum of 150 email
addresses, regardless of the number of recipients selected when sending emails. This is
a performance safeguard, View the email log in School, District or Staff view for a
complete list of recipients.

3) Use the following table to fill in the fields:

Field Description

From

This address is the primary email address listed in your user
preferences.

To

The names of the recipients who will receive the message appear.

Note: Attempting to send while there are no addresses in the To
field, will result in an error message. This can occur if you manually
delete all addresses by clicking the x in the corner of each address,
for example, or if you open the Mass Email pop-up after creating a
query that returns no results.

Note: Within a subset of email addresses, you can delete a particular
address by clicking the x in the corner. The Total Recipients number
updates accordingly.

Bcc

To use multiple email addresses use commas between each email
address
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Students Contacts
Teachers

Use these checkboxes to select or deselect students, their contacts
who opt to receive email (according to the student contacts details
page), and their teachers as recipients of the email.

Include Primary
Email Address

Select this checkbox if to send an email to the primary email
address(es) of the recipient(s) included in the To field.

Note: This checkbox might be selected by default, depending on
your district’'s communication preferences.

Include Alternate
Email Address

Select this checkbox to send the email to the alternate email
address(es) of the recipient(s) listed in the To field.

Note: This checkbox might be selected by default, depending on
your district’'s communication preferences.

Subject

Type a subject for your email message. Limit of 200 characters

Attachment

If you want to attach a file to your message, click Choose File to
navigate to the file you want to send.

Emails sent from the MyEducation BC application have a combined
attachment size limit of 7.1MB (total limit for all attachments in an
email). If the total attachment size is larger than 7.1MB the email will
not send successfully.

There is also a limit of 56 characters for the file name of each
attachment. If a file name exceeds 56 characters the email will send
successfully, however an error message will appear:

The error message is related to how the application is trying to handle

the attachment, not the actual process of sending out the
message. The message will send successfully.

Text Box

Type your message inside the text box. A rich text editor provides
the following formatting options:

e Font

e Font size

e Formatting, including bold and italics, bullets and numbering
e Color

e Hyperlinks and images

Note: To insert an image, click in the URL field, copy and paste the
URL of the image. Then click OK.
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4) Click Send, a confirmation message displays. Confirm the details.
5) Click yes or No. If you click yes, a progress meter appears
a) Note: There are only two direct recipients of the email message — the sender and the
districts incoming email address. Everyone else on the list is the blind carbon copied
(Bce'd) If you would like a copy of the message, include your own email address in the
Bcc: field.

11.3School or District View Email Log

Use the email log to review a list of emails sent by MYEDBC users through Send Email on the Options
menu. The log contains records for messages sent from the District, School, Staff, Health, Personnel, and
Special Education views.

Users who need to see the Email Logs will need to have a security tag in their existing base role or
added.

In Admin top tab > Security side tab, create a role or add the security tag to a created role with the
following: School View > Core > Email Log > Read (checkbox). Please refer to security documentation
on the L1 Information Station for assistance with security roles.

From the log, you can see the details of a particular email that was sent.

To view the email log:

1) Log on to the District, or School view.
2) Click the Admin tab, and then click the Logs side-tab.
3) Click Email Log.
4) Use the Filter menu to view records for the following:
a) Today (default)
b) This Week
c) This Month
d) All Records
5) For each record, the list displays the following:

To review an email’s details:

1) Select the checkbox in the row of the email you want to review.
2) On the side-tab, under Email Log, click Details. The emails details page appears.

In addition to the information in the table above, the details page displays the email’'s message, and lists
any attachments that were sent. It is not possible to open the attachment.
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School = Student = 5taff = Attendance ' Conduct = Grades — Assessment

Email Log
Referencs >
(o]
Commentis
‘ = |[1:4;32020 v
Kezz= ‘ [] Date Time Subject Name
Logs O 4320 4:33 PM Osh. Pbgw'r Ipbqq pjosppl Mzarschalk, Kingkiu
Publish Log O 4a20 IM13PM Piznuy kck Cofd Bayben, Athenaaliyahrmes
Access Log O 43020 310 PM Wbl Glyldgxg Bonon. Mattzoroberto
[0 43020 3:10 PM Soua rapa HMH ijrt foh bnpskbh! Bayben, Athenaaliyahrmes
Email Log i
Detalls 0O 432020 2:55 PM Tounyfs lapkj Mzundila. Lachman
O 2020 Z54FM Fprowhud Lxiiu Mzundila, Lazhman
0O 42020 2:54 PM Dixfrip Jmbcp Mzundita, Lachman

11.4 Mass communications via emalil

MyEducation BC has functionality to send out mass communications via email. When School and/or
District send out mass communications to staff it is important to note the difference between sending
email messages via the Student Top Tab versus Staff top tab.

The following functionality is the same in both School, Staff and District View.
Student Top Tab:

e Emails sent using the Student top tab scope to the student. When selecting teachers from
here, the system will send an email to ALL teachers of ALL students in the list, regardless
of the School or District the applicable teacher resides.

e Student Top Tab > Contacts Side Tab:

e Emails sent from this screen will send to all contacts with a valid email address, it does not limit
to only those with receive email selected.

Staff Top Tab:

Emails sent using the Staff top tab scope to the school or district sending the email and will limit the
recipient list to staff members within in the School/District.

Troubleshooting

e If a teacher reports receiving emails from an out-of-district source; look for students that have
secondary associations for the schools/districts that sent the emails. Next, look at courses and
homerooms associated to those students. These steps will help determine if the recipient is a
teacher for any of those students.

11.5Send an Email to Group Members

Whether your group or Page is for the high school chorus, j.v. soccer team, or English department
faculty, it is likely that at some point you will want to send members an email. You can send your
message to all or just some of the group members.
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To send an email to group/Page members:

e Log on to the District view. Click the District tab, then the Groups side-tab.
e Log on to the School view. Click the School tab, then the Groups side-tab.
e Log on to the Staff view. Click the My Info tab, then the Groups side-tab.

1) Select the checkbox of the group you want to work with.

2) On the Groups side-tab, click Members > People.

3) On the Options menu, click Send Email. The following pop-up appears:

Pages Student Staff Attendance Conduct Grades Assessment Schedule Extracurriculars

Groups
Setup 5 - — »
optons I sepos~ = @
Online
Registration 0 of 16 selected &7
Schedules O Title OwnerType  PagesStatus Name  Status Members Admil
THETIEE O School Page enabled for all members Qtbtgyghwe, Mxyin Vgphhy
o O Academic School Page enabled for all members Ovjnb, Bdetq Jjebnuks
vents
O  Academic School Page enabled for all members SoPtomugj, Qpodumo Bhjcpdvo
Lockers
O Academic School Page enabled for all members Lpawil, Vihjg Irfs
Membership
O  Academic School Page enabled for all members Dsvpsmiio, Ovfiown
Journals
O  Academic School Page enabled for all members Ugvtprxeowv-Wkfg, Tqmem Mosjdpce
Cashier's
Office O Academic School Page enabled for all members Bsyamge, Ivdtp Jdleg
£d. Plans O Academic School Page enabled for all members Pupdcio, Pmsjkt Amhj Dijjhiwd
Grid Codes O Academic School Page enabled for all members Qqunljn-Inoaggf, Alpvsv Kenhv
O Academic School Page enabled for all members Svnlj, Rdtbcig Hkkvuokor
Groups
Details _
Members O YOG 2020 A-L School Page enabled for all members Udiiweu, Bhstuh Xcslbaosq
Events
Page Tabs O YOG 2022 A-L School Page enabled for all members Ixhkho, Ddgeacbf Xbwgb
Access Log
0 YOG2022M-Z  School Page enabled for all members Iwwilp, Jsphod Qtk

11.6 Staff View Send Emaill

A Primary Email Address must be entered in User Preferences > Security tab for teacher email
functionality to work.

Send Email can be found in the Options menu under the Student top tab or from a class
roster. The former will default to send to all of the teacher’s students, the latter only to the roster
of a selected class. A quick access icon to email a class is also found on the Teacher Classes
widget at the far right of the class.

EOLEL I - Attendance | Gi Teacher Classes I
Student List Tuesday, April 7 =3
Classes Meeting Attendance  Posted Grades ™@gsted Email
Details " —
= 50 AN 1-WSS-112-S00AL . 5 8 o =
Contacts = 1
end EmaEi riai R4 9:58 AM 1-VED-1A-12- TEAGHER... [y El $ L) k4
Attendance Query...
UsualLast _
S Snapshots... 11:30 AM 2 - MSS--10-05 - SOCIAL .. Sl =i ¥ g
& Show Selected Abadillo
A " Omit Selected 1:34 PM 3 - MSS—10-06 - SOCIAL .. gl & =i Eg
ssessments Abdulahao
Schedule Metareinart Abercrombied 8:35AM 4 - MS5-11-06 - SOCIAL ... sl & =i =]
Membershi Lilyyuping Aeinparast
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Provided there is a Student email address in the student’s basic demographic details, they will
be selected for email. Teachers can also include parent/guardian contacts for their students.
Contacts must have a Primary email and Receive email checked on their details.

When using email in MyEd all recipients are Bec'd.

Recipients are colour coded according to students, contacts or teachers. Note the option to
Include Alternate Email Address as well as the primary. Sending emails to all teachers will
include teachers from other Schools or Districts that also teach the student(s).

). Mass Email - Google Chrome
@ ts2.myeducation.gov.bc.ca/aspen/studentMassEmail.do Q,
From: Shi, Mehta <myemail@email.ca=
T Saarenpaa, Ja X Woiczikowsky, ... X Lamglois, Haith... X Sundararaja, R.. X a
Tschech, Diann X Winyasapit, Ho X Jemimajwassu X Lizamaquintani x
Dubelt, Cnguy... X Wasyuluk, Ageel X Schom, Anjalie.... X Patelas, Donoil.... X
Bienert, Zhechao x
# Students # Contacts Teachers Total Recipients: 33

¥ Include Primary Email Address
Include Altemate Email Address
Bee: Shi, Mehta <Rbgb.Ntur@rb42 citg>
Subject: PE 10 Hudson Bay Mountain Ski Trip
Attachment: | Add File |

mmoer = =[5
Arial »|| 12~ || Nomal - A-@-| B I U| x, x| T,

i
s
[
[E3)
0
o
=
3
1]
Ll
LY.l
o

]
lih
1
+

Everyone meet at the bus with your ski and boarding gear no later than 8:30 AM

11.6.1 Staff View Email Log

Use the email log to review a list of emails sent by MYEDBC Staff View users through Send Email on the
Options menu.

From the log, you can see the details of a particular email that was sent.

To view the email log:

1) Log on to the Staff view. Staff View>My Info Top Tab>Email Log Side Tab
2) Click the My Info Top Tab, and then click the Email Log side-tab.
3) Use the Filter menu to view records for the following:

a) Today (default)

b) This Week

c) This Month

d) All Records

To review an email’s details:

1) Select the checkbox in the row of the email you want to review.
2) On the side-tab, under Email Log, click Details. The email's details page appears.
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In addition to the information in the table above, the details page displays the email's message, and lists
any attachments that were sent. It is not possible to open the attachment.

11.7 BC Student Email Import

The BC Student Email Import will help district users to mass load both student primary and
alternate email addresses.
Please refer to documentation BC Student Email Import located on the L! Information Station
Records in the import file are validated based on following criteria:

e District ID in the file matches the District ID on the parameter screen

e District ID matches the District ID in MyEducation BC

e  Pupil number is active and primary to the District ID on the parameter screen

e  Primary email contains both an @ symbol and a (.)

e Alternate email address contains both an @ symbol and a (.)
Notes: Students can change the Primary email address in the user preferences. Student
alternate email addresses can be added to a field set for viewing in School and Staff view
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12.0 Enhanced Characters

Some tables and fields will support Unicode characters. Users will be able to enter, store, and
print progress comments with Indigenous language text and other special characters in the
fields.

Some fields connect to ministry and downstream legacy systems that cannot support Unicode
characters. Some validations are on those fields, so they remain unaffected by the rollout of
Unicode characters and Users will not be able to enter, store, and print progress comments with
Indigenous language text and other special characters in the fields.

Student records cannot accept any Enhanced Characters in any of their name fields.

Staff Records cannot accept any Enhanced Characters in there Usual First and Last Name
fields.

Contact records can accept Enhanced Characters in both Legal and Usual Name fields.

Not all fields support enhanced characters yet. You can enter them, and you will see them in the
front end of the application until your cache is refreshed, at which time those characters will
revert to question marks. (???). We are working with Follett to get all fields supported, but it is a
long term, process. If the user gets question marks they need to remove those characters for
the time being.

The fields that have validations (cannot use Unicode characters) are as follows:

Table Field GDE Appearances
Address City Student Demographic

Student Demographic—Enhanced
Address City Prov PC N/A
Address Country Student Demographic

Student Demographic—Enhanced
Address RR Number/PO Box Parent Information
Address State/province N/A
Address Street address Student Demographic

Student Demographic—Enhanced
Address Street name Parent Information

Student Demographic
Student Demographic—Enhanced
Address Street type N/A
Person Gender Student Demographic
Student Demographic—Enhanced
Student Next Year New GDE
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Table Field GDE Appearances

Person Legal first name Accident Information
Admission/Withdraw Information
Course Marks
Cross Enrolled School Information
Curriculum Marks Information
Curriculum Marks History
Emergency Contact Information
Emergency Contact Information—
Enhanced
ESL Number of Year
Homeroom and Staff Assignments
Incident Information
Medical Information
Parent Information
School Team
Sibling Information
Standardized Tests
Student Course History
Student Course Request
Student Course Selection
Student Daily Absences
Student Demographic
Student Demographic—Enhanced
Student Next Year New GDE
Student Period Absences
Student Period Absences—Enhanced
Student Programs
Student Schedule Drops
Transportation Information
User Account Information

Person Legal last name Accident Information
Admission/Withdraw Information
Course Marks
Cross Enrolled School Information
Curriculum Marks Information
Curriculum Marks History
Emergency Contact Information
Emergency Contact Information—
Enhanced
ESL Number of Year
Homeroom and Staff Assignments
Incident Information
Medical Information
Parent Information
School Team
Sibling Information
Standardized Tests
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Table

Person

Person

Person

Person

Person

School

Field

Legal middle name

Usual first name

Usual last name

Usual middle name

Preferred Second Name

Name

GDE Appearances

Student Course History

Student Course Request

Student Course Selection

Student Daily Absences

Student Demographic

Student Demographic—Enhanced
Student Next Year New GDE
Student Period Absences

Student Period Absences—Enhanced
Student Programs

Student Schedule Drops
Transportation Information

Student Demographic

Student Demographic—Enhanced
Student Next Year New GDE
Published Reports Export

School Messenger Address Book
Sibling Information

Student Demographic

Student Demographic—Enhanced
Published Reports Export

School Messenger Address Book
Sibling Information

Student Demographic

Student Demographic—Enhanced
Published Reports Export

School Messenger Address Book
Sibling Information

Student Demographic

Student Demographic—Enhanced
Published Reports Export

School Messenger Address Book
Sibling Information

Student Demographic

Student Demographic—Enhanced
Build View Workspace

Course Marks

Cross Enrolled Student Information
Curriculum Marks Information
Curriculum Marks History
Published Reports Export

School Details

School Team

Student Course History
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Table Field GDE Appearances
Student Course Request
Student Demographic
Student Demographic—Enhanced
Student Next Year New GDE
Student Programs
User Account Information

School School Email N/A

School Course Description Build View Workspace
Course Information
Course Information—Enhanced
Student Course Request
Teacher Course

Staff Name Admission/Withdraw Information
Build View Workspace
Course Marks
Cross Enrolled School Information
Curriculum Marks Information
Emergency Contact Information
Emergency Contact Information—
Enhanced
ESL Number of Years
Homeroom and Staff Assignments
Incident Information
Medical Information
School Team
Sibling Information
Staff Information
Staff Information—Enhanced
User Security Information

If you enter a character that is not supported in any of the fields above, you will receive an error
message saying “***Field Name*** cannot contain non-ascii characters”

Student Legal Last Name
x cannot contain non-ascii
characters (SPC007T)
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12.1Reports and Extracts
The following reports and extracts will display enhanced characters where available

e Learning Update

¢ Competency Based IEP Report

¢ Individual Education Plan Report

e Competency Summary Report

¢ Annual Instructional Plan Report

e Interim IB MYP Report Card

¢ International Baccalaureate Report Card

¢ International Baccalaureate — New Report Card
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