STIClassroom Win — Rosters,
Attendance, Lesson Plans
and Textbooks

Student Class Roster

To access the student class roster, click the icon in the Classroom desktop. From the Roster screen,
teachers may access the items described below (access rights to these features must first be granted in
Principal’s Module).

% Roster 32567.01  Test Class

Teacher: Alligood, Ronnie 3256701 Test Class
: Term: 1 Period: 4 Count: B

Group: -

Camp, Jeremy 235659 10333

Jones, Bridgette 124578 10333

Knapp, Jennifer 159264 10333

Wigst, Matthew 246802 10 | 333
Pririt
Pictures
Lahels |

Y Demographics | Discipline | Schedule | Attendance Tests | jj: ‘? éw

e Group: Usethedrop-down list to restrict the display of studentsto a particular group.

e Demographics: Users have access to student demographics and guardian information from
STIOfficeon a VIEW-ONLY basis.

e Discipline: Users have accessto view or print discipline records for a selected student. Also, the
user may have the option to initiate adiscipline record if accessrights are granted in Principal’s
Module.

QRG STI_110106 STIClassroom Win — Rosters, Attendance, Lesson Plans and Textbooks e 1



e Schedule: The user may view a selected student’s schedule and also a class roster by selecting
the class in the schedule and clicking the Roster button. A hard copy of thisinformation may be
printed here, aswell.

o Attendance: Herethe user may view and print attendance history for students.

e Tests: User may insert, view and print testing information on the selected student.

e Special Instructions: Specia instructions entered in ST1Office may be viewed by clicking on
the button. At least one of the instructions must be awarning in order for this button to
appear.

e Special Ed: If theg button is active, the student isin Special Education.

e Medical Alert (not available for KY Users): If theﬁ button is active, the student has been
flagged with amedical aert.

e Internet Access: If the button is highlighted, the student has permission to use the Internet.

e Print Pictures: The user can print aroster with picturesif pictures are loaded into the software.

e Print Labels: Thisalowsyou to print various types of mailing labels using Avery 5160 labels,
or you may print on envelopes. Perform the following steps to print labels:
0 Click the Labels button under Print. The Student/Guardian Mailing Labels menu will
appear.

0 Usethedrop-down arrow to select the individual for whom the labels are to be printed (either
Student or Guardian).

0 If student labels are being printed, choose the label type to use: Detail, Simple or Name & 1D
Only.

0 If guardian labels are being printed, check the Print Student Name box to print a“RE:
<Student Name>" line on the label.

0 Select the Address to Print. There is also an option to check for mailing switchesin the
Guardian records.

0 If student labels are being printed, check the Skip Duplicate Phone # box to print only one
label per phone number.

0 Student Name Format: If student labels are being printed, select the order in which student
names are to be displayed.

0 Check the Print on Envelopes box to print directly onto envelopes, rather than onto labels.

0 Special Starting Point: Check this box to begin the printing job on a selected shest, if
applicable- thiswill help prevent labels from being wasted.

o0 Enter aFirst Line Message if desired- this text will appear atop each label. Example: To the
Parents of...

0 Click Print when ready to generate labels.

=

e Print Student Roster w/o Pictures: Click on theJ icon in the lower right corner of the
screen to print course rosters without pictures. Select the Report Type and click Print.

e
e Seating Chart Icon: Click the ™™ | button to view, print or edit seating information. Pictures
may be selected for inclusion in the seating chart printout.

QRG STI_110106 STIClassroom Win — Rosters, Attendance, Lesson Plans and Textbooks e 2



Student Attendance Roster

To access the student attendance roster, click the Jél icon in the Classroom desktop. This screen is used to
enter or view the following student attendance information.

LR 478.02 Classroom Attendance ; x|
A25.02 Spanizh Il Honors Termd  Period: 1 Absent 0

P\UG 24 2006 Period  Ezcused EPrusunt 48

Stuseri bame | Number | Grate | Home Rm | o:uel BiDsy [ _Perod 2] @y o

Abs| Tar| Abs| Ta

B Corter, Bryce E. 105 11 1110 1.00

W Fill, Denniz J. 114 10

W Sculy, Breit 101003

B Willang, Adam J, 1211200

B Wiliams, Mison 1010086

B Wiliamz, &ndrew Q147

B Yilinmz, Annia L. 11 1108

B iliams, Anthory P. 9147

W Wiliams, Azhley 101003

B Willams, Ashiey
I Wiliams, Ashiey B,
B Wiliamz, Ashley C.
B %Wilinmz, Brady 5.

W WWiliams, Brandaon K. 10{1003

W Wiliams, Bryan & 101008

B Willams, Candice £ 101005

B Wiliams, Chriztopher P. 111101

B Wiliams, Clay 10 (1003

B Wiliams, Craig A. 10[1010 Post
B Wiliamz, Dennis B, 11 11103 ;I Change

gamngm;dﬂic:sl Dizcipine | Scheduls Test=z jjil:' ? Ig 3

Demographic, Discipline, Schedule, Attendance, Tests, Seating Chart L . User
Records g: These features offer the same view options described above in the section
“Student Class Roster” on page 1.

e Attendance: Select astudent and click this button to view and/or print the student’ s attendance
history (for All Day aswell as Period attendance if applicable). Check-1n/Check-Out information
isincluded aswell.

e Print: Click the Printer icon to print one of the following attendance reports. Attendance Today;
Monthly Register; Cumulative Absences; or Period Summary.

e Withdrawn Checkbox: Check thisbox to include withdrawn students (this feature will be
available only if permission for the option has been set up in the Principal’s Module).

Viewing the Roster
e  Studentsdisplayed in red font were absent on the previous day.

e  When the user clicksthe a (User Records) icon, there will be an option to choose
Classroom or Office (if activated in Principal’s Module).

Taking Daily Attendance
Follow the steps below to post All-Day attendance from STIClassroom to the STIOffice program.

o All students are marked present by default. Thisisindicated by the red square. Select a student
who is missing and double-click on the red square or press the space bar on your keyboard. The
red square will become a white square.
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e  Students should only be marked Tardy for period attendance. The class on which daily attendance
is calculated should have the student marked Absent. Check in/out records should reflect tardies
from ST1Office. The Principal’ s Module can take the tardy permission away from teachers for all-
day tardies.

e |If you are posting Meal Types from STIClassroom, you mush first enter Meal Types by clicking
on the Lunch button at the bottom of the screen. Take the lunch counts and then click on the
Lunch button again to enter Daily Attendance. Meal Types must first be set up in the Principal’s
Module.

e  Onceadl applicable students have been marked Missing, and the lunch count has been taken, you
are ready to post to STIOffice. Click the Post button. A warning will appear notifying you that
once you post, all changes must be made through the office. Click OK and then click Yes to post
meal types aswell, if applicable.

After attendance has been posted, ared square will appear on the desktop in the A column.

Changing Daily Attendance
If the user has been given access to change a previous day’ s attendance, there will be a button labeled
Change on the Attendance Roster screen. To change an attendance record:

e  Select the date from the drop-down list at the top and click Change.
o  Alter the code as desired and click OK when finished.

e |f the Option to Change Consecutive Absences has been checked in ST10ffice, a message window
will appear offering the option to change consecutive absences through the last date of absences.
Click Cancel to leave consecutive absences unchanged. All periods will be changed to match.

All Day Absences
Absences and tardies are marked and appear in all period rosters al day.

Taking Period Attendance
To post period attendance to the ST10Office Program, follow these steps:

e All students are marked present by default. Thisisindicated by the red square.

e  Sdlect astudent who is missing and double-click on the red square or press the space bar. The red
square will become awhite square.

e |f astudent istardy in aperiod, select the student and click on the Tardy button. A white square
with ared T will appear by the name.

o Onceadl students have been marked tardy (for period attendance only) or absent, you are ready to
post to STIOffice. Click the Post button. A warning will appear notifying you that once you post,
all changes must be made through the office. Click OK.

Changing Period Attendance
To change period attendance (if applicable), perform the same steps listed above for changing daily
attendance.

Note: If changing from a period absence to atardy for a class that lasts multiple periods,
only the 1st period record will be changed to atardy.
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Lesson Planner

FRIDAY AUG 25,2006 | [ wieekly August 25, 2006 |
Unit ar Chapter Inzert
LChange
Delete

Delete Plan |
— Friday Juby 14, 2006
Unit or Chapter Comments |Besources I Categaries |

Objectives |éctivities IMateliaIs IHomework Agsessments I

Actiohs

Copy |
Expart |
|mport I

-l a2 |9l

Today all students will write a paragraph about themselves -
and share with the class

Entering Lesson Plans
e Inthe STIClassroom main menu, select the class for which lesson plans are to be created.
e Click theicon and the Lesson Planner screen will appear.

e Click on the day of the month for the lesson plan (STI1Classroom defaults to the current date, but
lesson plans may be created for future school days ahead or entered for past days.).

e Click the Insert button and the Lesson Plan edit screen will appear.

2B Record will be Added x|

Course
’7T9lm:1 Per: 1 Spanizh Il Honors

Date: Ia,-'24,n’05 3; Thursday [” Obijectives Completed
Unit: |1: Spanizh Alphabet

Homework Reading Azsignments |Tab 3 | Tab 4 | Tabs | TabE | Besources I

Fead pages 10-20 in textbook, d
[]
Lancel |

e Check to make sure the course and date are correct.
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e  Set Date and Unit name (enter thetitle of the chapter, unit or lesson plan).
e Select thetab for the part of the lesson plan that needs entry, such as Objective.

o After the objective has been entered, go to other tabs as necessary (tabs are labeled by the
administrator in Principal’s Module) and enter information such as Activities, Materials,
Homework, Assessments, Comments and Resources. It is not necessary to complete all tabs.

e Right-clicking allows teachers to move Grade Book activities, skills or categories into the planner.

Homework, Feading Assignments |Tab 3 | Tab 4 | Tab s | TabE | Besources |

Fead pages 10-20 in textbook. ;I

GradeEgk Activities

Example

[~

e Click OK when dl datafor the lesson plan has been entered. The plan will now appear in the
lesson plan menu.

e Enter other lesson plans for other dates by repeating the above procedures.

o After teaching thislesson, if the objectives have been met, check Objectives Completed and this
plan will become grayed out (to indicate that the lesson has been completed) in the window that
listsal daily plans.

s Change or Delete alesson plan by selecting the appropriate edit button on the right.

Lesson Plan Menu Options

e Calendar View: Click on aday in the calendar on the left to view lesson plans that have been
created for that date. Non-school dayswill appear dimmed on the calendar

Note that the plan may be viewed in either a Weekly or Daily format. If the Weekly box at
the top of the screen is checked, aweekly format will be used.

e Insert: Allowsyou to add a new entry into the lesson plan.
e Change: Allowsyou to edit a selected entry.
e Delete: Allowsyou to delete a selected entry from the lesson plan.

e Copy: Allows copying or moving from one term to another. If number of days does not match,
the system will fill daysin order until finished. Leftover dayswill be blank. The user hasthe
option to Copy the selected Lesson Plan to other classes and also the option to completely Move
the selected Lesson Plan to another day.
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e Theup and down arrows may be used to move lesson plan records (in the list) that are for the

same day.
I Date | Day | Unlt o Ehapter | Inzert o
: Change f NaSSH
PRy .
Delete_| -fj NEGWS
Selection .-—y—
o STGlassy
Move Il Jlrj r]_J GO
Dkl r—)—
FAKAll STICIassr
Del S I LT S SR
~——{Mowe Current Plan Record Up Oner
Homework | Reading Assignments I Tab 3 I Tab 4 | Tabhb I Categories | r—)—J—‘ \_.l‘_ﬁf
Tabb Fesources Actions
I =l [l VY iRcdows

e Categories: Thisbutton allows the user to select categories from those that have been entered in
the Principal’s Console.

e Print Plans: One week usualy fits on one page. Select aplan and click the Printer icon to print
it.

e Export/Import: Thisoption allows the user to copy an entire year or a specified date range of
lesson plansinto afolder, to be stored onto a floppy diskette for importing. If exporting lessons
plans, the export must be completed prior to the Rollover process. Importing lesson plans should
be performed after Rollover has been run; after courses have been assigned to teachers; and after
the new Calendar has been inserted. .

Exporting and Importing Lesson Plans
Perform the steps listed below to export and import lesson plans.

Exporting Lesson Plans

x

Per1 Alegbrall

Filename: [4:\T2 ALEGER I L L]
Term: il

Datefs) [ 1/03/06 2] to| 5/25/06 2] Daps: 156

Apply I LCancel |

o Filename: This defaults to the name of your class and term, followed by the file extension .LPX.
Users are advised not to change this filename. If filename is changed, lesson plans may import
incorrectly.
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e Click theJ button to the right of the filename and choose the location to which the lesson plan
fileisto be exported.

x

Directary: oK. |
Iu::'xu:h:u:uments and zettingz
Cancel |

= o -
= Docurnents and Se
£ Adrministratar

£ administrator. 5T
£ Al Users
£ dsmart j

Cirive:

I Hc j M etwork... |

0 Todothis, click the Drive: drop-down list and choose a drive. Double-click each folder until
you find the correct location. The location may be afolder on your C:\ drive, afloppy drive
(typicaly A:\), aflash drive or any other location or storage device.

e Term: Choose the term from which you wish to export selected lesson plans.
e Dates: Enter the date range from which the lesson plans are to be exported.
e Click the Apply button.

Importing Lesson Plans

e Click the Import button and repeat steps above for the course into which you would like to import
the lesson plans.

e When choosing the location, browse to the folder in which the lesson plan file (.LPX) was
exported. The name of the exported lesson plan will appear on the left side. Click and highlight the
name of the exported lesson plan. Be sure that you select the correct file that was originally
exported.
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Textbooks

: . B|. o
Choose a class in the desktop and click the J icon to access the textbook management utility.

In the Textbook Tracking screen, click the drop-down list to select the appropriate book.

Note: Textbooks must be assigned to studentsin ST10Office. Please refer to the STIOffice
— Textbook Tracking Quick Reference Guide for more details.

Textbook Tracking il
Course: 920.M World Of Work Period: 3

Book:  world Ot Work | =l

Student Name Student# | Home Bm |

“filliams, Aaron H. 401236653 | 0903

Williams, Alanna A. 543211110 T
YWilliams, Eddie 54320 (1101

Williarns, Stesven L 4318|1208

YWood, Emily D. 543181108

Clear

11l

Eind

Ki D §|ﬂ|

e Out: Highlight a student and click Out to assign a book to a student. Enter the Book #. Select the
Condition of 1-6 based on the school policy. Enter the Date and click Add.

g Check Out: **Williams, Aaron H. i]

— Edit
Book Code: WORKD
Description: World Of'Work |

Author Gawin Press
Fee: 30.00

Cost 30,00

Boak #: I 3:
Condition: |1 vl
Date: I 11401708 3:

A Cancel
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e Change: Once abook has been assigned to a student, the Out button in the Textbook Tracking
screen will be replaced with aChange button, allowing a user to modify the Book #, Condition or

Date.
S
BE Textbook Tracking il o
WS
Course: 920.01 World Of Work Period: 3 el e le]
Book:  |warld OfWork | =] HE rad
SSI00!
Student Name Student # | Horme B | F : TA|
“#illiams, Aaron H. 401235583 | 0903 1238 WE
Williams, Alanna A, 54321 (1110 1234 1 8
- I
YWilliarns, Edidie 54320 [ 1101 — " [check Out Books
“Williams, Steven L. 543191208 1236 T
wWoad, Emily D. 54318|1108 1237
LA | < <100
T
WS
Eind | SERO
o pe T
WS
SERO!
g T
WS
Seifele]
oL o aslal||
WS

¢ In: Highlight the book number of any student to whom a book has been assigned and click In to
check the book back in. If appropriate, select a Return Code to determine if the student should be
charged for any damage to the book. Click Check In. Only booksto which afeeisto be assigned
need to be checked in. All other books may be cleared from the student(s) by using the Clear
button as described below.

LE Check out: *Wiliams, Aaron H. i]

—Edit
Book Code: WOREMN
Description: World Of'Work |
Authar: Gawin Press
Fee: 150
Cost. 30,00

Book #: 1238
Condition: 1
Date lssued: 11,/01/06 Beturmed:

Return Code:

Check In I Cancel |

Note: If abook is returned but is given aReturn Code of anything other than * No Fee *,
after the Check In button is clicked, the book number will still appear next to the
student’ s name with an asterisk, indicating that there is afee to be charged to the student.
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e Clear: Only students who are to be charged a fee need to have books checked in using the In
button. Once books have been checked in for students who are going to be charged afee, al other
books may be removed from students by using the Clear button.

L Textbook Tracking

Course:

920.01

World Of Work Period: 3

Book:  [wiorld

Of Work | ~|

I Change

x|

Student Name Student # | Home Bm
*#illiams, Aaron H. 401235583 | 0903
Williams, Alanna A E4321 (1110 ‘1234
Williams, Eddie = e =T
Wiliams Steven
Wyood, Emily O
) Press OK to clear all books except unaccounted for ones,
ey CAMCELtoreselect
(6] 8 | Cancel I
i

n

L

Eind

1|

£

Find: If abook isfound and needs to be returned to its owner, click the Find button. Select the

textbook from the list available and enter the Serial #. Press Tab on the keyboard. If the book is
currently assigned to a student, the student’ s name, 1D, grade level, and home room will be

displayed.

Course:

920.01

World Of Work Period: 3
Book:  [World O . .
wei Find & Textbook By Serial Number
StudentName - Textbook Information
*“Williams, Aaron
Williams, Alanna | Mame |WDr\d OfwWark | ;I
Williams, Eddie . )
Williarms, Steven Serial Nurnber.
YWood, Emily D D\?
— Student Infarmation
54321 Williams, Alanna A Grade: 11
Home Room: 1110 Gray, Talena
— Course Information
920 World Of Wark
Date Checked:  11/01/06 Condition: 1 Fee: $30.00
<[ |
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