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JMC Admin App Overview
The IMC Admin App allows users to be away from their computer, and still have
the ability to easily access data and information which is useful for completing
tasks, on their mobile device. Information about students’ classes,
communication, attendance and contact information may be viewed using the
JMC Admin App. App users may also access JIMC Message Center to send
notifications to students, staff and parents/caregivers in a variety of formats from
their mobile device, when it is not convenient to get to a computer and do so from
JMC Office.

How to Use This Document Efficiently
This document is designed to help JMC users understand how to manipulate the
module efficiently and effectively. While this document contains important
information, tips, and instructions on each function of the module, it may not be
necessary to read the entire document to get information necessary for efficient
use.

Table of Contents

Scan the table of contents to find the section which relates to your specific needs.

Search Using “Find” Feature
If you are looking for something specific you can do a search on one or more key
words. In Windows do a Ctrl-F, or with a Macintosh use Command-F, then enter
the key word(s) and click on the Find Next button to navigate the document.

Document is a “Living” Document
Since this document is likely to be updated with some regularity, it is
recommended that you not print the document — at least not every time it gets
updated. If you wish to print the document from time to time you may want to
refer to the Change Log at the end of the document to see what is new in the
recent updates.

Making Notes in This Document
As you read through this document online, you may wish to leave notes or
comments to come back to at a later time. This can be accomplished using a PDF
document. If you need assistant converting this document to a PDF, see directions
in Appendix B, at the end of this document.

Leaving Personal Notes in a PDF File
You can leave personal notes in a PDF easily using Sticky notes or Mark Up
editing features.
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Sticky Notes
Using the Sticky-note features, add sticky-notes to the document.
1. Open your PDF document.

N

Right-click on the PDF document where you want to add the sticky-note.
3. Select Add Sticky-note from the right-click menu.

[
Note: This option is not available in edit mode. Click the §j) or IA icon in the
toolbar to switch to a compatible mode.

4. Within the Annotations Editor dialogue box, you can give the note a subject and select
the background color. Enter your comments in the available field.
Note: Adding a Sticky-note is a permanent action upon saving the document. If you
change your mind after making the changes, close the document without saving the
changes, re-open it, and start over. We recommend that you save an original unmarked
PDF file for future reference.

5. Click OK to add the note to the PDF document.

Mark Up
Using the Mark-up features, highlight, underline, or strike out text, without
changing the original content.

=

Open your PDF document.

2. Click the Select Tool icon IA on the toolbar or right-click on the document and
choose the Select Tool from the right-click menu.
3. Select Text by left-clicking and dragging cursor over text in the document.

Note: Marking-up text is a permanent action upon saving the document. If you change
your mind after making the changes, close the document without saving the changes,
re-open it, and start over. If you wish to start over with a fresh copy just go to the IMC
website and download a new one.

4. Right-click on the selected text, and choose Highlight, Strikeout, or Underline from the
right-click menu.
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JMC Admin App Documentation

IMPORTANT NOTE: School District MUST subscribe to JMC’s Message

Center Module to have all of the JIMC Admin App communication features

available.

User Settings for JMC Admin App
Jmc Admin App users must have access to General Student Data in JMC Office,
in the District Building in order to use the App. This can be checked by logging
into the JMC District building and going to File — Who Am I and checking if the
user has these privelages. Similar to Figure: 1

Setting Up A User For General Student Data Access
If the user does not have access to General Student Data, the JMC Administrator
or other person authorized to do so, can grant them access by logging into JMC
and giving then access in the DISTRICT building. This is done by going to File -
Application Security and changing the person’s status to Can Make Changes
next to General Student Data. Figure: 2

Previous Page

2} Home

v File

v v YT VvTwwwvwvowvwvwyow

Administrator Options.
Online Settings

Define Custom Fields
Application Security

Switch School Building
Switch School Year
Messaging Logs

Manage Phone Recordings
Student Registration Settings
Integrations

SIF Events

b Edit

b Attendance

b Activities

Figure: 1 Who Am I Screen Shot

JMC Demo District

Day: 138 - 05/02/2019 - Thursday

Logged in as: JMCADMIN

>

JMC Office access rights:
Attendance:

Scheduling:

Grading:

Period Attendance:
Health:

Discipline:

State Reporting:

General Student Data:
Lunch:

Fee:

Activities:

Passwords:

Sensitive Data:
Standards and Benchmarks:

Can make changes
can make changes
Can make changes
Can make changes
Can make changes
Can make changes
Can make changes
can make changes
Can make changes
Can make changes
Can make changes
Can make changes
Can make changes
Can make changes

Attendance
Schedules

Grades

Health

Discipline

Lunch
WebPOS
Fees
Activities
Passwords

Sensitive

JMC Administrator

Period Attendance

State Reporting

Student General Data

No Access
No Access
No Access
No Access
No Access
No Access
No Access
No Access
Make Changes v
No Access
No Access
No Access
No Access
No Access

No Access

Figure: 2

2018-2019 Logout

Switch Building,
JMC Demo Di ¥

Switch Year:
2018-2019 v

Quick Links:

User Privileges showing “Make
Changes” to Student General
Data, and allowing access to

Admin App user.

Standards and Benchmarks
Communication

Message Center
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Downloading JMC Admin App

The JIMC Admin App can be found on JMC’s webpage and on your device’s
Application Store (App store).

JMC Homepage
JMC Admin App can be found on JMC’s hope page by following this
URL.: http://jmcinc.com/ . It will look similar to

Figure: 3
Figure: 3 JIMC Homepage
/] Phone: 1.800.524 8182
T ooty Tech :::‘o«-ﬁ:m:omc meinc.com

STUDENT RECORD MANAGEMENT SOFTWARE

ur

dabilty:
\ Affors  passed SUPPOTE

CURRENT BUILD DATE:

NextGen: 9/27/17

Downioad / Update Software
Resources

Secretary / Office Professionals
Technology Professionals
Administrators

Teachers

State Aeporting

Food Service Professionals
Hea'th Professionals
Prospactive Clients

Contact Us

Oftice Supplies

Wisconsin Schools:

We are certified for WISEdata
Pubiic & Choice and WISEXd as
well as WSLS/ISES state
reporting.

Remote Technical Support

s

+ JMC is delighted to announce our new fully integrated

Latest Newsy :

JMC Admin Connect Mobile
Appiication is Now Avallablel

P> Google Play
® App Store
L

Learn More
About JMC

Contact Me

I am Interested
in Purchasing!

1o downioad the

For over 30 years JMC has combined the elements of Simplicity, Affordability, and
Support to offer the finest In Student Record Software. We understand
that you face an ever-changing array of tasks so our software is continually evolving
o accommodate clients’ requests.

Secretary/ Office
Professionals

Technology
Ly =
E _grofesslonals

) Administrators
N
v

@ Teachers

5

R 4 State
= Reporting

'™ Food Service
d | _P!ofessmnals

™ Health
.,X.. Professionals

“There is no doubt that we received all three when we

JMC App in Apple Store or Google Play
JMC Admin App can be downloaded from the Apple Store or Google Play by
searching: JMC Admin Connect. After finding it, download to your device. The
app will look similar to Figure: 4

Filters v . jmc admin connect

- JMF Admin Connect @
: Figure: 4

JMC Admin Connect App
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School Settings Page
When opening the JMC Admin App for the first time, the user will be asked to
enter their school JMC site address. (Example: yourschool.onlinejme.com)
Figure: 5
Note: DO NOT enter www. or https.

B W B N
STUDENT RECORD MANAGEMENT SOFTWARE

Figure: 5
Entering School
URL for initial
Please enter your Schools JMC Site address i.e. "myschool.onlinejmc.com". Then press verify to test the connection. Set up

Verify

Secure Network Required
JMC clients whose data is hosted by JMC will have a secure network (https) and
the ability to use the JIMC Admin App.

JMC clients who are self hosted, may not have a security certificate (http) and
WILL NOT be able to use the JIMC Admin App until they do. This is a
requirement of Google and The App Store, not JIMC.

NOTE: Self Hosted JMC Clients should Check with their Schools
Technology Department to see if they are on a Secure Network

School Information Save Page
After school site address has been properly entered, you will be prompted to
SAVE information or RESET SETTINGS if you need to enter different
information. Figure: 6

(T W B
STUDENT RECORD MANAGEMENT SOFTWARE

Figure: 6
Save or Reset
Settings page.
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JMC APP Log in Screen
Log in to JIMC Admin App using your current JMC log-in username and
password. Figure: 7. To save your username, so it doesn’t need to be entered
every time you open the APP, slide the “Save Username” tab to the right.

Figure: 7
JMC Admin Log-in
page with “Save
(O W username” in the

STUDENT RECORD MANAGEMENT SOFTWARE OFF position.

JMC Mobile Demo School ISD

Save Username: D

Home Screen JMC Admin App

Once you are logged in, you will see a Home screen similar to one of the figures
‘ below. Figures: 8 and 9. When using the App on a Phone, tapping the bars at the
upper left of the screen will open the drop down menu for more choices.

W o
STUDENT RECORD MANAGEMENT SOFTWARE - — — o
STUDENT RECORD MANAGEMENT SOFTWARE
JMC Demo District
Thursday, 02 May 2019

5/2/2019

Pupil Count Total Absences

JMC Mobile Demo School ISD
Friday, 22 September 2017

Lk 9 Pupil Count Total Absences

15

Attendance %

100%

Breakfast Served Lunch Served

0 0

Logout

Figure: 8 Figure: 9
Home Page Home Page
Phone View Tablet View
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Date
Current date will be displayed when opening the JIMC Admin App. This date can
be changed by hovering over the date and choosing a previous date from the drop
down box. All data from the new date will then be displayed on the home page.

Pupil Count
Pupil count is the total number of students the school has as enrolled members.
This number will only change when students are added or dropped from
enrollment within your school district. This data cannot be edited in the JMC
Admin App.

Total Absences
Total Absences shows how many enrolled students are absent. Absences are
updated on a Half-Day basis. This data may change, according to attendance
records from morning to afternoon. This data cannot be edited in the JIMC Admin

App.
Attendance %

Attendance percentage is linked to Pupil count and Total Absences. Absences are
updated on a Half-Day basis. This data may change, according to attendance
records from morning to afternoon. This data cannot be edited in the JIMC Admin

App.

Breakfast Served
Breakfast served is a total count of Breakfast meals served that date. This
information will update in “Real-Time” as breakfast is being charged through the
JMC POS Module. Data can be updated by refreshing the page, or leaving the
home page and returning. This data cannot be edited in the JMC Admin App.

Lunch Served
Lunch served is a total count of Lunch meals served that date. This information
will update in “Real-Time” as Lunch is being charged through the JMC POS
Module. Data can be updated by refreshing the page, or leaving the home page
and returning. This data cannot be edited in the IMC Admin App.
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Student Data
Student data can be accessed using the drop down menu from a phone, or
choosing student data from the side menu on a tablet. Screens will look similar to
Figures: 10 and 11 below.

Figure: 10 Figure: 11
qup down menu Full view of screen options
options when using a when using a Tablet access

pAl;"mnfntZ;;“SS MC JMC Admin App.

[ —

STUDENT RECORD MANAGEMENT SOFTWARE

T O B

D

Home

STUDENT RECORD MANAGEMENT SOFTWARE

Student Data

B i

Message Center
JMC Mobile Demo School ISD
Friday, 22 September 2017

Pupil Count Total Absences
15 0
Attendance %
100%
Breakfast Served
0

Settings

Logout

Searching a Student
To search for a student, start typing part of first or last name and information on
all students with that combination will appear. See Figure: 12

Find Students

. Figure: 12
Bernadone, Francis M
oo Search letters “Ber” were
Bernadone, Jim Cntel‘ed al’ld all StudentS Wlth
StudentID: 6000 . . .
w0 this combination appeared as a
oyt result. View from phone screen.

Grade: 4

qiwlelrjtliylulijolp
als|dlflalh]lilk]!

Bz x/clvib|n|im &=
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Student Data View

Student’s current data can be viewed by clicking on the student. If a picture has
been assigned to the student, this will be visible as well. The student’s full name,
Grade, ID #, and other school data will be available on this screen. Also, Primary
contact information from JMC Office will be visible, as well as Lunch, Student
contact information and Fee information. Figure: 13 This Data cannot be edited

from the JMC Admin App.

Francis Bernadone

«
1D#: 45
' Grade: 10
Birth Date: 05/14/2014
i

student1i@school.com

39 contacts:

Primary - Divorced - Dad
Dad Demo

Apt 5

Lake City, MN 55555
training@jmcinc.com
123-456-7652

Primary - Divorced - Mom
Katie Finder

1234 5th Ave

Lake City, 1A 55041

Lunch
Dad Demo

Attendance View

Figure: 13

Example of information
available when Student Data is
chosen after Searching by
name.

Scrolling up or down will
display more information.
NOTE: Attendance, Schedule,
and Communication options at
bottom of Student Information
Screen. User may swipe or tap
on each to scroll through views.

Student’s Excused/Unexcused Late or Tardy attendance data for the current year
will be displayed if the Attendance tab at the bottom of Student Data Page is
tapped. Similar to figure: 14. Data cannot be edited using JMC Admin App.

1 Francis Bernadone
ID#: 45
' Grade: 10
Birth Date: 05/14/2014
L LY

student11@school.com

Mon 08/27/18
Attendance:
Absent Unexcused Period 1

Date:

Wed 08/29/18
Attendance:

Absent Unexcuse: d Period 1

Date:
Thu 08/30/18

Attendance:
Absent Excused Period 1

JMC Communication Documentation

Figure: 14

Attendance view showing Day,
Date, and type of Absence for
this student. Page may be
scrolled to see more
information if necessary.

NOTE: This page will be blank
if the student has not had any
recorded absences for the year.
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Schedule Data View
Student’s School Class Schedule for the current year will be displayed if the Schedule tab
at the bottom of the screen is tapped. View will be similar to figure: 15. This data cannot

be edited using the JMC Admin App.

Francis Bernadone

ID#: 45
Grade: 10
Birth Date: 05/14/2014

student11@school.com

Sem1 Per. 4 2nd Phy Ed Freid

Mrs. Johnson

Sem1 Per. 7 Advanced Lit - PF
Mr. Freid Room 104

Sem2 Per. 1 CAREERS
MTWRF Mr. Duncany GUIDANCE

Sem2 Per. 1 Language Arts - PF
Mr. Freid Room 105

Tri3 Per. 1 2nd Language

Communication View
Communication notes stored in JMC Office can be view when this is tapped. Past notes
can be view by scrolling Figure: 16. Individual notes can be viewed by tapping on the
note wanting to be viewed. A screen similar to Figure: 17 will be displayed.

Figure: 16

b &

Detail:

Date/Time: 8/14/2018 11:48
Reason: Francis was sneaking Baby Ruth's

Francis came in

Francis Bernadone

Figure: 15

Students schedule for current
year is displayed. Scrolling up
or down will display more
information

Figure: 17

ID#: 45 . . Francis Bernadone
Communication reports

Grade: 10 ID#: 45

Birth Date: 05/14/2014 about the student from Grade: 10

JMC Office.

student11@school.com

Detail:

Date/Time: 8/9/2018 09:46
Reason: Francis is Upset

He couldn't bring his turtle to school.

Reaso

Date/Time: 7/24/2018 13:33

Mom stopped by after school... fru...

JMC Communication Documentation

Existing reports cannot
be edited using JIMC
Admin App.

Birth Date: 05/14/2014

student11@school.com
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Adding Communication Notes
Communication notes can be added to a student’s data using JMC Admin App by tapping
on the green ADD icon on the Communications screen. Figure: 18. A Screen similar to
Figure: 19 will appear and allow the user to input information about the student. This
information will become part of the student’s JIMC Communication data, if a report
already exists. Or it will start a new report. This information will be available in JMC
Office.

Note: Date/Time will default to current date/time, but can be changed prior to saving.

Figure: 18 . )
Existing Communication on Figure: 1.9 )
a student. Tap Green button New Communlca}t}ons
Report before editing.

to start new report.

Franr’s Bernadone A
3 . Francis Bernadone

L9 ID#: 45

. Grade: 10

srade: 10
Birth Date: 05/14/2014

student11@school.com

A ‘. Birth Date: 05/14/2014
AN

student11@school.com

BEITANNEE 5/9/2019 | 4:02 PM

Reported By:

Date/Time: 8/14/2018 11:48
Reason: Francis was sneaking Baby Ruth's
Detail:

Francis came in ..........
Reason:

Date/Time: 8/9/2018 09:46
Reason: Francis is Upset
Detail:

He couldn't bring his turtle to school.

Date/Time: 7/24/2018 13:33
Reaso

Mom stopped by after school... fru...
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JMC Admin App Message Center
Message center is available on the JIMC Admin App and can be used to send Email, Text
messages, Voice messages, and recorded messages. It can also be used to view Text
message and Call logs which were sent through JMC message center. Users can access
these options by choosing Message Center from the Menu and the features desired.
Screens will look similar to Figures: 20 & 21.

IMPORTANT NOTE:

SMS (Text) messages, Phone calls, and Recorded calls Features are only available if your
school district has the JIMC Message Center feature of JIMC Office. Email features are

still available.
Figure: 20
Options Menu
I Figure: 21
s secons e sormse Message Center options menu
screen on JMC Admin App

e Home

B B oy
STUDENT RECORD MANAGEMENT SOFTWARE

» Student Data

Message Center

Settings

Logout

e : o
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Email Messages
User can email from the JMC App. Options are similar to JMC Office. Options for
choosing who receives email include by: Sequential, Grade, Advisor, Course, Activity
and Bus Route Number. If students have information entered in JMC Office, you will be
able to email their primary contact person and also have the option of email the student.
Once the information in entered, “Verify” is tapped and a screen similar to Figure: 23
will pop up. At this point the user enters the rest of the information required and either
sends the message, or resets to change who is being contacted.

Note: If you do not get a screen similar to Figure: 23, you have no contacts that fall in
the range of your criteria.

Figure: 22
Options page for who will
receive the message when
sent.

{ Back Email Messages

Select:

By Sequential...
School Building:
All Buildings...

Student ID:

Email Settings:
Email Primary Contacts /L/

Email Student

JMC Communication Documentation

Figure: 23
46 contacts met the specified
criteria search and will be
sent the message.

( Back Email Messages

46 contact record(s) found.
Reply To:

Subject:

Message:

Send Message

Reset
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IMPORTANT NOTE:
SMS (Text), Phone calls, and Recorded calls Features are only available if your school
district has the JMC Message Center feature of JMC Office.

Text Messages (SMS)
User can send Text Messages from the Admin App. Options are similar to JMC Office.
Options for choosing who receives a Text Message include by: Sequential, Grade,
Advisor, Course, Activity and Bus Route Number. Figures 23 and 24. Once criteria have
been chosen, tapping VERIFY will take you to the screen where your message can be
entered. Messages can be up to 160 characters in length.

Figure: 23 Figure: 24 Figure: 25.
Options for sending a Schedule time has been 6 contacts meeting criteria
Text (SMS) message chosen. This will delay the will be sent the message the
from Admin App message until the chosen time. message at 12:45 pm.

¢ Back SMS Messages [ ) < Back SMS Messages [ ) { Back SMS Messages ()4

Select: Select: 6 contact record(s) found.
By Sequential... By Sequential... = age

School Building: School Building:
All Buildings... All Buildings...

Student ID: Student ID:

160 characters left.

Settings:
Contacts

Primary Contacts Only U

Settings:
Contacts

Students
Schedule Time L
5/13/2019

Primary Contacts Only | C/
Students -

Schedule Time Send Message

12:45 PM

Reset
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IMPORTANT NOTE:

SMS (Text), Phone calls, and Recorded calls Features are only available if your school
district has the JIMC Message Center feature of JMC Office.

Text to Voice Messaging
User can send Text to Voice Messages from the Admin App. Options are similar to JIMC
Office. Options for choosing who receives a Text to Voice Message include by:
Sequential, Grade, Advisor, Course, Activity and Bus Route Number. Text to Voice
messages can be up to 1000 characters long.

User must select a Call Group in order to allow this option to work. Emergency/ Weather
related, Student Related, or General School Information. The contact must have phone set
up to receive these messages in order for them to receive the information. Figure: 26

Settings Contacts
Settings contacts selected will send the message to anyone attached to the student
who has signed up to accept messages from JMC Message Center.

Primary Contacts Only
Only the Primary contact associated with the student will receive the message if
they are signed up to receive messages through IMC Message Center.

Students
Students who are associated with the message will receive the message if they are
signed up to receive messages through JMC Message Center

{ Back Text to Voice

Select:
By Sequential...
School Building:
All Buildings...

Student ID:

Figure: 26
Text to Voice page with options

Settings: available.
Contacts

Primary Contacts Only
Students

Call Group:
Emergency/Weather Related

Student Related
General School Information

Schedule Time
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IMPORTANT NOTE:

SMS (Text), Phone calls, and Recorded calls Features are only available if your school
district has the JIMC Message Center feature of JMC Office.

Recorded Phone Call
User can send Recorded Messages from the Admin App. Options are similar to JMC
Office. Options for choosing who receives a Recorded Message include: Sequential,
Grade, Advisor, Course, Activity and Bus Route Number.

User must select a Call Group in order to allow this option to work. Emergency/ Weather
related, Student Related, or General School Information. The contact must have phone set
up to receive these messages in order for them to receive the information. Figure: 26

Settings Contacts
Settings contacts selected will send the message to anyone attached to the student
who has signed up to accept messages from JIMC Message Center.

Primary Contacts Only
Only the Primary contact associated with the student will receive the message if
they are signed up to receive messages through JIMC Message Center.

Students
Students who are associated with the message will receive the message if they are
signed up to receive messages through JMC Message Center

< Back Recorded Phone Call \9

Select:

By Sequential...
School Building:
All Buildings...

Student ID:

Figure: 27
Recorded Phone Call Options
Settings:

Contacts Page *

Primary Contacts Only
Students

Call Group:
Emergency/Weather Related

Student Related

General School Information

Schedule Time

After choosing the option above a tapping VERIFY, you will be taken to a screen with
prerecorded messages in JMC Message Center. You can then choose from these
messages, play the message to assure it is the correct one, and Send the message. If a
scheduled time was selected, the message will not go out until that set time.
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Record a Message
Choosing this option from the menu will allow the user to call into JMC Message center
and record a new message. Creating a new message will require the user to provide the
JMC Message center number Access code which can be found in JMC Office under
District Building, Administrator Options > Phone Dialer Settings. After the user has
recorded the new message and saved it, Recorded Phone Call option may be chosen to
send the new message.

Message Logs
Message Logs allows the App user to view Calls and Text messages which were sent out
using the JMC Message Center. This option will check on a specific date, or date range,
whichever is selected. User chooses between Text Message Log and Call Log prior to
selecting View Log. Figures: 28, 29. Call log will show if the call or text was completed
or failed to process.

Figure: 28 Figure: 30
Call Log Sample Text message log Sample
{ Back Messaging Logs . < Back Messaging Logs .

Text Message Log...
Call Log... 2 -

From: 7/7/2018 To: 5/8/2019
From: 4/4/2017 To: 5/8/2019

View Log
View Log
amily Name: Iribeck, Nicholas & Cortner

Phone#: 15074308528
Status: completed
Sent By: JMCADMIN
Date: 10/20/2017

Family Name: Irlbeck, Nicholas
Phone#: 15074308528
Status: completed

Sent By: demo

Date: 09/23/2017 Done

Family Name: Irlbeck, Nicholas
Phone#: 15074308528 5
Status: completed Call Log
Sent By: demo
Date: 09/05/2017 Text Message Log...

Family Name: Irlbeck, Nicholas
Phone#: 15074308528

Logging Out
To log out of the JMC Admin App, user can tap the Log Out button or close out the
screen. App does not run in the background when user is not logged in.
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