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Student Scope

The Student Scope is a link found in the Quick Links on many of the main pages in
JMC’s Next Gen Office Application.

The Student Scope allows you to simultaneously view 6 different types of data for a
student from the JMC Next Gen database. Each individual user may specify which 6
types of data they wish to view in the Student Scope.

The following is a list of the types of data that may be viewed within the Student Scope,
depending upon what access is assigned to your user account in JMC:

- Attendance

- Schedules

- Student Lunch Transactions
- Period Attendance

- Discipline

- Health Immunizations

- Report Cards

- Student Contacts

- Student Progress Report

- Student Transcript

An example of how to get to the Student Scope is shown here is Schedules — Student —
Edit Schedules.

Sunnyville High School Day: 177 - 05/21/2015 - Thursday 2014-2015 Logout

Grade: | All v | Find: | Switch Building:
Student ID: 569 Student Mame: Adams, Carla Grade: 7 I Sunnyville HiEl
l Add Courses... ]l Print ][ Save ] [ Midterms T LT
Lock  [Section Course Q1 Q2 [Hi[H2|T1[H3| s1 [H4a[T2] Q3 Q4 [Hs[Hs[T3| s2 Ex_|vr[con] student Dats

- [=]| stien. ~||s67BAND IH X = [+ [+] [+]

Student Scope

— [=]| stzen. ~||573MATH 7 X[ = = = = [

- [&]| stzss. v |ssocuimenstuoyr x| [& = = =] R ched

- [=]| st3en. ~||s70s0ciAL7 e = = [~ Wl erint Transcript

- |#|| st4En. ~ ||571SCIENCE 7 % =] [+ [ L= Sl

- [=]| stsen. +||575 PE/HEALTH 7 [ = = I = = CH ==

- [=]| st7en. + ||569 ENGLISH 7 X =] [+ [+ = Copy Schedule

From Another

- [=]| s21en. ~||557 BAND IH X = < =] [ student

- [=]| s22En. ¥ ||573MATHT X =] = =] [+]

— [o]| s2zss.. v ||ss0GUIDED STUDY7  [x L = L =

- [=]| s23en.. ~||570S0CIAL 7 X = = = =

- [=]| s24en +||571SCIENCE 7 X | =l = | =l =1 [

- |#|| s25En.. ~ ||575PE/HEALTH 7 % =l L= =l [+

- [=]| s27en. ~||569ENGLISH 7 X = = el

Notice the Student Scope link on the right of the page under Quick Links. If you click
on the Student Scope link you will get a page that pops up similar to the next figure.

A Quick Link to Student Scope may also be found on Edit — Student Data and Grading —
Entry — Edit Grades.
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& http://localhost:53212/5tudentScope.aspx

Student ID: Name: Gender:
Adams, Carla F

Phone:

StatelD:
1234567890123

Stu Email:

cadams@someisp.net

Student Progress Report

- l Print

Schedules

'l Print

Period Teacher
D Schultz
1 Ashford
P Hughes

Q) MNeidermeier

Course
BAND JH
MATH 7
SOCIAL 7
SCIENCE 7
PE/HEALTH 7
ENGLISH 7
BAND IH
MATH 7
SOCIAL 7
SCIENCE 7
PE/HEALTH 7
ENGLISH 7

Term
Seml
Seml
Seml
Seml
Seml
Seml
Sem2
Sem2
Sem2
Sem2
Sem2
Sem2

Progress Term
Qtr2
Qtrz
Qtrz
Qtr2
Qtr2
Qtrz

Qtri
Qtri
Qtri
Qtrt
Qtrt
Qtri

M Kelsey

G Peterson

D Schultz

] Ashford

F Hughes

Q Neidermeier
M Kelsey

MU B WO H M T R W

5 Peterson

Period Course

BAND JH
MATH 7
SOCIAL 7
SCIENCE 7
PE/HEALTH 7
ENGLISH 7
BAND JH
MATH 7
SOCIAL 7
SCIENCE ¥
PE/HEALTH 7
ENGLISH 7

567
573
570
571
575
569
567
573
570
571
575
569

BT N I R

Course# Term 3

ays
et
Seml 12
Sem1 12---
Seml 12---
Seml 12---
Seml 12---
Sem1 12---
Sem2 12---
Sem2 12
Sem2 12---
Sem2 12---
Sem2 12---
Sem2 12---

Teacher

D Schultz

J Ashford

P Hughes

Q Neidermeier
M Kelsey

G Peterson

D Schultz

J Ashford

P Hughes

Q Neidermeier
M Kelsey

G Peterson

Room

BAND

ROOM 132
ROOM 133
ROOM 125
ROOM 131
ROOM 134
BAND

ROOM 132
ROOM 133
ROOM 125
ROOM 131
ROOM 134

Student Lunch Transactions ~ | Pri

Period Attendance

Family Lunch Balance = § -2.20

Deleted Date User Transaction Purchase Status AmountBalance
02/03/2015 JIMCADMIN Transfer: $2.20 $0.00
02/03/2015 IMCADMIN Student Lunch P $-2.20 $-2.20
07/10/2014JMCAD  Deposit $0.00 %0.00

Periods

for Day 2

Mo absences or tardies for this student.

1] 0 0

Reason Code Reason

1]

No Note or Call
Sent to Office

Sick
Appt-Other
Doctor

Dental-Ortho

Overslept

Health Immunizations

Discipline

Date
(Age)
10/1/2001 -
(0¥ 2M)  Full
12/3/2001 -
(oY 4aM)  Full
2/4/2002 -
(oY 6M)  Full

10/28/2002 -
1y 3M)  Full

9/19/2005 -
(4Y 1M)  Full

Exemption
Immunization Dosage at School
DTaP
Diptheria, Tetanus, and Pertussis
DTaP
Diptheria, Tetanus, and Pertussis
DTaP
Diptheria, Tetanus, and Pertussis
DTaP
Diptheria, Tetanus, and Pertussis
DTaP
Diptheria, Tetanus, and Pertussis

To change the type of data viewed in any of the 6 panels in the Student Scope, simply
click on the menu in the upper left corner of that panel and select a different data type.
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JMC Period Attendance Module Overview

The Period Attendance Module of JIMC Next Gen Office Application is gives your
district the ability to keep track of attendance by period for your students. Typically this
is used when students are scheduled into courses. Absences and tardies can be reported
from Online Teacher, but these records are updated in the office to indicate whether the
absence or tardy is excused or unexcused. Reasons for absence may be defined by the
user.

AM/PM Attendance vs. Period Attendance

The Attendance Module includes features necessary to record AM/PM (full-day/half-day)
attendance whereas the JMC Period Attendance Module expands upon that to allow for
recording of attendance by period. In the Period Attendance module a conversion from
Period Attendance to Attendance can be generated which allows for full day / half-day
attendance to be updated in the Attendance module based on number of periods absent
and the reasons for their absence.

Custom Forms

Custom forms may be generated in the Period Attendance module and may be used in
conjunction with reports from various Next Gen modules for customized reporting.
Custom form options include period attendance form letters, student information forms,
report cards (including standards-based report cards), and other form letters.
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Instructional Videos for Period Attendance Module

Learn how to run daily attendance in the office, work with absences/tardies teachers have
sent to the office, and run reports.
http://jmcinc.com/resources/view/intro_to_period_attendance next-gen

Instructions for designing and creating form letters from the Period Attendance module.
http://jmcinc.com/resources/view/period_attendance form_letters

Introduction to creating period attendance form letters, student info forms, and custom
report cards.
http://jmcinc.com/resources/view/form_designer_intro
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Period Attendance—Data — Edit Attendance

This selection is used to enter and edit period absence and tardiness for students. Editing
may be done either for a student, day, grade level, or activity. The reason for the absence

or tardiness may also be desginated for an entire day or by period. Also, a comment may
be recorded for the entire day or by period.

1. Select Period Attendance—Data—Edit Attendance. The page will appear similar
to Figure 1.

Sunnyville High School

‘ @ student

Day: 177 - 05/21/2015 - Thursday

2014-2015

Day © Grade ':'Actiwty

Find:IEf;-:' Day or Student Active: Find: |Search List
Adams, Carla o (12 - 03/03/2014 - Wednesday g 10 - 08/29/2014 - Friday =
Adams, Katherine 11 - 09/02/2014 - Tuesday .

i 13 - 09/04/2014 - Thursday Flgure 1
Adamson, Jared 14 - 09/05/2014 - Friday
Aguilera, Alejandro = — 15 - 09/08/2014 - Monday
Alderson, Mason 1 16 - 09/09/2014 - Tuesday
Ambrose, Elizabeth 17 - 09/10/2014 - Wednesday d‘ b
Anderson, John 18 - 09/11/2014 - Thursday E ltll’lg
Arnold, Allan 19 - 09/12/2014 - Friday .
Arnold, Mary - - 20 - 09/15/2014 - Monday - Perlod
Day: 12 - 09/03/2014 - Wednesday Attendance
Student Name: Adams, Olive Grade: 10 Student ID: 20 f

All Day 1] 1 2 3 4 5 3 7

NA +| | Pres «| [Pres «| [ Pres «| [Pres «| [pres «| [Pres o] | Pres «| [ Pres - Student

Pres
AbsE (=
Abs U
TdyE _

Tene 11
Reasons:

= =  F R - B

[ AbsE |
AbsU &
Tdy E

TdyU

LAbsE]
AbsU |z
Tdy E

TdyU

[ AbsE |
AbsU |z
Tdy E

Tdyu

LAbsE]
AbsU |z
Tdy E

TdyU

[ AbsE |
AbsU &
Tdy E

TdyU

LAbsE]
AbsU |z
Tdy E

TdyU

[ AbsE |
AbsU |z
Tdy E

Tdyu

LAbsE]
AbsU |z
Tdy E

Tdyu

Reasons:

1 Sent to Office
2 Sick

3 Appt-Other

4 Doctor

5 Dental-Ortho
6 Overslept

7 Missed Bus 2

m| »

Comments:
All Day 1] 1 2 3 4 5 3 7

2. Select the students whose attendance you want to view or edit by selecting Student,

Day, Grade, or Activity and then completing your student selection appropriately.
See Figures 2-4.

To edit one of the Active days, click on it. The current data for that day is displayed in
the grid on the right.

To change any of the data on the page, click in the new data.

The reason for the absence or tardiness may be edited in the middle of the page, either
for the entire day of for each individual period. First click in the Reasons: box
beneath All Day or the specific period and then select a reason from the Reasons list.
A comment about the absence or tardiness may be edited at the bottom of the page,
either for the entire day or for each individual period.

Click the Save button to save any changes to attendance data.
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Note: If a student had been accidentally marked absent or tardy on a particular day,
click on Pres in the All Day column. The next time this day’s data is displayed, that
student will not appear in the Active list in the middle of the page.

To add an Active Day to the list, select the day from the scrollable list of days. A quick
way to select the day is to enter the day number in the Find box above the list of days.
When the day name is highlighted in the Days list, click Add. Then edit the
attendance or tardiness displayed on the page for that day. Click the Save button to
save any changes to attendance data.

To edit period attendance for a day, click Day in the upper left corner of the page. The
page will appear similar to Figure 2.

To add student absences, first select the day in the left-most list and then select
students from the list in the upper right corner of the page and then click the Add
button.

You may also wish to edit the period attendance and reasons for that day and
selected student(s).

A comment about the absence or tardiness may be edited at the bottom of the
page, either for the entire day or for each individual period.

Click the Save button to save any changes to attendance data.

Sunnyville High School Day: 177 - 05/21/2015 - Thursday 2014-2015
| Student @ Day Grade Actwlty| .
Figure 2
Find:l_::'.=' Day or Student Active: Find: |S=arch List
5097087 2015 - Thursaay A MEYER, BRETT KENNETH A
14 - 09/05/2014 - Frida 141
15 - 09/08/2014 - Monzay MEYER, MADELINE CHRISTINE Edltlng
16 - 09/09/2014 - Tuesday MEYER, MAKENZIE LEE .
17 - 09/10/2014 - Wednesday MEYER, MARCUS ROBERT PerlOd
18 - 09/11/2014 - Thursday [ MEYER, NICHOLAS KENNEDY
b b i (oo ot ines Attendance
20 - 09/15/2014 - Monday R
MILLER, TAGEN JAMES f D
22 - 09/17/2014 - Wednesday MOCK, CASSANDRA RAE ora ay
22 Thured: S MODJESKL CASSIE JO e
Day: 21 - 09/16/2014 - Tuesday
Student Name: Grade: Student ID:

To edit period attendance for a grade, click Grade in the upper left corner of the page.
The page will appear similar to Figure 3. This will allow you to edit the attendance
for all students in a grade at once, for example for a field trip.

To add student absences, select the grade or range of grades from the Grade
From and To menus, then select the day from the right-most menu and then click
the Add button.

You may also wish to edit the period attendance and reasons for that day and
selected student(s).

A comment about the absence or tardiness may be edited at the bottom of the
page, either for the entire day or for each individual period.

Click the Save button to save any changes to attendance data.
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Sunnyville High School Day: 177 - 05/21/2015 - Thursday 2014-2015 I
‘ © student O Day @ Grade O Activity Figure 3
Grade: Active: Find: [S=arch List
From: 7 [+[To: 12[+] 10 - 08/29/2014 - Friday a ..

11 - 09/02/2014 - Tuesday Ed]t]ng

12 - 09/03/2014 - Wednesday | .

13 - 09/04/2014 - Thursday

i:] 14 - 09/05/2014 - Friday PerlOd

15 - 09/08/2014 - Monday

16 - 09/09/2014 - Tuesday Attendance

17 - 09/10/2014 - Wednesday

18 - 09/11/2014 - Thursday

19 - 09/12/2014 - Friday - for a Grade
Day:
Grade: 7 to 12

To edit period attendance for an activity, click Activity in the upper left corner of the
page. The page will appear similar to Figure 4. This will allow you to edit the
attendance for all students in an activity at once, for example for an early release for a
sporting event.
- To add student absences, select the activity from the Activity menu, then select
the day from the right-most menu and then click the Add button.
- You may also wish to edit the period attendance and reasons for that day and
selected student(s).
- A comment about the absence or tardiness may be edited at the bottom of the
page, either for the entire day or for each individual period.
- Click the Save button to save any changes to attendance data.

Sunnyville High School Day: 177 - 05/21/2015 - Thursday 2014-2015
| O student ) Day () Grade ‘@'Actwlty| :
Figure 4
Activity: Active: Find: |Ssarch List
Cross Country-Boys || 7 - 08/26/2014 - Tuesday - ..

8 - 08/27/2014 - Wednesday Ed]tln g

9 - 08/28/2014 - Thursday b

10 - 08/29/2014 - Friday

i::] 11 - 09/02/2014 - Tuesday PerlOd

12 - 09/03/2014 - Wednesday

13 - 09/04/2014 - Thursday Attendance

14 - 09/05/2014 - Friday f

15 - 09/08/2014 - Monday

16 - 09/09/2014 - Tuesda! Or an
by Activity
Activity: Cross Country-Boys
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Period Attendance—Data — Edit Reasons and Cutoffs

This selection is used to enter and edit the reasons used in the period attendance option.
Up to 32 different reasons may be used.

1. Select Period Attendance—Data—Edit Reasons and Cutoffs. The page will appear
similar to Figure 5.

Sunnyville High School Day: 177 - 05/21/2015 - Thursday 2014-2015
Include in Number Reason | | Number of Periods to be considered absent for .
Conversion half or full day: Flgure 5
Edit o No Note or Call Grade Half Day Full Day
Edit 1 Sent to Office Edit > 3 3
Edit 2 Sick Ed?t g 2 : Ed' R
Edit 3 Appt-Other :::: 3 3 5 lt easons
Edit a Dactar Edit 3 3 5 and Cutoffs
Edit 5 Dental-Ortho =| |Edit 10 3 5
Edit & Owerslept Edit 1 3 5 page
Edit 7 Missed Bus Fit 12 3 s
Edit 8 Out of Town
Edit 9 Funeral
Edit 10 Hunting
Edit 11 Vacation
Edit 12 Testing
Edit 13 Skip-Truant
Edit 14 Family
Edit 15 Needed at Home
Edit 16 Weather
Edit 17 Treatment/Shelte
Edit 18 Extended Medical
Edit 19 Left Class 2

To edit a reason, click on the Edit link to the left of the row you wish to edit, then
update the text of the reason as desired, then click the Update link on the left side of that
row to save the changes.

Note: Do not change a reason once attendance has been entered for a student
using that reason.

Include in conversion Certain period attendance reasons can be set to not count
towards regular attendance for the student. To do so, remove the check mark in the
Include in conversion column to the left of the reason while editing that row, then click
on the Update link for that row to save the change. An example of this would be an
"Extra Curricular" reason so students can be marked absent when they are attending extra
curricular activities during school hours but it will not count against their attendance.

Period Attendance Conversion Cutoffs: The conversion between regular attendance
and period attendance is accomplished through cutoffs for full and half days. For
example, if the half day cutoff is set to 2, students must have been reported absent for at
least 2 periods in order for their regular attendance to show a half day absence. If the full
day cutoff is set to 5, students must have been reported absent for at least 5 periods in
order for their regular attendance to show a full day absence.
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Retroactive If changes are made on the Edit Reasons and Cutoffs screen they may
need to be made retroactive to the start of the school year. By clicking on the
Retroactive button, all attendance for all students will be recalculated/reconverted
starting from the beginning of the current school year.

Period Attendance—Reports — For A Day
This selection prints a report by period of student absences and tardiness for a day.

1. Select Period Attendance—Reports—For A Day. The page will appear similar to
Figure 6.

Sunnyville High School Day: 177 - 05/21/2015 - Thursday 2014-2015

Days: Figure 6

2 - 08/19/2014 - Tuesday o

3 - 08/20/2014 - Wednesday

4 - 08/21/2014 - Thursday

5 - 08/22/2014 - Friday M

Period

7 - 08/26/2014 - Tuesday

8- 08/27/2014 - Wednestay Attendance
[ sort by Grade Report For
Period Attendance For A Day - Day #: 6 - 08/25/2014 - Monday - a Da‘y

Student Name StudentID Grade Phone Number o 1 2 3 4 5 OpthIlS aIld
Baker, Daniel 290 10 651-564-0823 AbsE 2 AbsE 2 AbsE 2 AbsE 2 AbsE 2 AbsE 2 AL .

Barber, Lori 72 9 651-564-1523 . . . . . B! preview
Bollinger, Brooks 24 12 651-555-4444 . Abs U B . . .

Select the day for which the report is to be printed.

To print the report in alphabetical order by grade, click the box Sert by Grade.

Click Print to print the previewed report.

Click Export to export the report for the specified day to a CSV (comma-separated) text

file.
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Period Attendance—Reports — For Student(s)
This selection is used to print reports of absences and tardiness by period.

1. Select Period Attendance—Reports—For Student(s). The page will appear similar to

Figure 7.
Sunnyville High School Day: 177 - 05/21/2015 - Thursday 2014-2015
Select: Day From: Day To:
= . 1 - 08/18/2014 - Monday - 13 - 09/04/2014 - Thursday o
_ By Sequential 2 - 08/18/2014 - Tuesday m 14 - 09/05/2014 - Friday K|
@ By Randem 3 - 08/20/2014 - Wednesday 15 - 09/08/2014 - Monday |
- 4 - 08/21/2014 - Thursday 16 - 09/09/2014 - Tuesday
) By Grade 5 - 08/22/2014 - Friday 17 - 09/10/2014 - Wednesday
6 - 08/25/2014 - Monday 18 - 09/11/2014 - Tursday .
~ By Advisor 7 - 08/26/2014 - Tussdav 19 - 09/12/2014 _ Friday 2 Flgure 7
Find:l-__=_=: Nsme or Student ID
Reasons:
Adams, Carla + | Adams, Carla - .
Adams, Katherine [ 0 No Note or Call n PeI'IOd
Adams, Olive ;?nkttoofﬁce [
Adamson, Jared =
Aguilera, Alejandro 3Appt-0ther Attendaﬂce
Alderson, Mason Doctor
Ambrose. Elizabeth ke e 5 Dental-Orthe RepOI't FOI‘
g Qverslap

- [ 1nclude Comments smdent(S)

Day #: 1-08/18/2014 - Monday Through Day #: 19 - 09/12/2014 - Friday

options and

Student: Adams, Carla Student #: 569

Grade: 7 Advisor: .
preview
Contact(s): Grace & Gavin Adams 612-111-2222
Periods for Day (i} 1 2 3 4 5 6 7
No absences or tardies for this student.
o o 0 o 0 0 o 0

2. Select the students for whom schedules are to be printed. Options will vary
depending upon which Select option you choose.
- Sequential: specify the range of student Ids
- Random: select one or more students from the list by clicking
- Grade: specify the grade range
- Advisor: specify the range of advisor numbers

3. Enter the range of days to be included in the report.

4. Select the absence/tardy reasons for this report. By default the report will include all
reasons. To include only certain reasons, click on the reason(s) to be included from
the Reasons list. Use shift-click or Ctrl-click to select random reasons

Note: Each time the reason screen is displayed, it reverts to include the entire
list of reasons.

Note: The list of reasons may be edited on Period Attendance — Data — Edit
Reasons and Cutofts

Include Comments  Click Include Comments to include the "hand-typed" comments
that can were entered for students on Period Attendance — Data - Edit Attendance.
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Click Preview to preview the report.

Click Print to print the previewed report.

Click Export to export the report for the specified student(s) to a CSV (comma-
separated) text file.

Period Attendance—Reports — For a Reason

This selection prints a report of student absence and tardiness by period for a selected
reason.

1. Select Period Attendance—Reports—For a Reason. The page will appear similar to
Figure 8.

Sunnyville High School Day: 177 - 05/21/2015 - Thursday 2014-2015
Reason: | 13 Skip-Truant El .
Figure 8
Day From: Day To:
1 - 08/18/2014 - Monday - 13 - 05/04/2014 - Thursday L
2 - 08/19/2014 - Tuesday | 14 - 05/05/2014 - Friday :
3 - 08/20/2014 - Wednesday — 15 - 09/08/2014 - Monday L Period
4 - 08/21/2014 - Thursday 16 - 09/09/2014 - Tuesday
S - 08/22/2014 - Friday 17 - 09/10/2014 - Wednesday Attendance
6 - 08/25/2014 - Monday 18 - 09/11/2014 - Thursday
7 - 08/26/2014 - Tuesdav ¥ 19 - 09/12/2014 - Friday ¥ Report For a
Day #: 1 - 08/18/2014 - Monday Through Day #: 15 - 09/12/2014 - Friday Reason: 13 Skip-Truant = Reason
Student ID Student Name Day (1] 1 2 3 4 5 6 Optlons and
195 Wincent, Troy 13 Thu 09/04/2014 AbsE3 Abs U .
preview

2. Select the reason from the Reason menu.

Note: The list of reasons may be edited on Period Attendance — Data — Edit
Reasons and Cutoffs

3. Enter the range of days to be included in the report.
Click Preview to preview the report.

Click Print to print the previewed report.
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Period Attendance—Reports — Absent / Tardy Check

This selection prints a report of students with a specified number of absences or tardies.

1. Select Period Attendance—Reports—Absent / Tardy Check. The page will appear
similar to Figure 9.

Sunnyville High School Day: 177 - 05/21/2015 - Thursday 2014-2015

Day From: Day To: Reasons: /| Select All

- 11 - 09/02/2014 - Tuesday ~ No Note or Call

2 - 08/19/2014 - Tuesday [l 12 - 08/03/2014 - Wednesday a3 Sent to Office

3 - 08/20/2014 - Wednesday 13 - 09/04/2014 - Thursday | Sick

4 - 08/21/2014 - Thursday 1‘; - Eg;’ggggii - ;ridzv Appt-Other .

- - - - Monda

- Oa/se/a01s - Manday 16 05/09/2014 - Tussday Figure 9
7 - 08/26/2014 - Tuesday 17 - 09/10/2014 - Wednesday

8 - 08/27/2014 - Wednesday 18 - 09/11/2014 - Thursday

9 - 08/28/2014 - Thursday .

10 - 08/29/2014 - Friday 20 - 09/15/2014 - Monday Perlod

1 gy LT e,

ii B Eiﬁgﬁﬁﬂﬂ . #i‘i!ﬁ;”f" 23 - 09/18/2014 - Thursday Attendance
14 - 09/05/2014 - Friday < 24 - 09/19/2014 - Friday <2 Report

2 Excused ) Unexcused ) Both Absent /
Range: | == IE‘ excused absences 0 Total Type: | Total E'
Period to Check: | 2ll Iz‘ [l sort by Grade -i Print I Export Tardy Check
Day #: 1 - 08/18/2014 - Monday Through Day #: 19 - 09/12/2014 - Friday - .

== 0 Excused Absences Total Period checked: All B OptIOIlS aIld
|Student ID Student Name Grade 012345 6 7 Total Days - .

560 Adams, Carla 7 e e .o . . [ preVleW
19 Adams, Katherine 2 ... ... - . . .

20 Adams, Olive 10 111111 1 1 8 1.0

979 Adamson, Jared 7 P 1 0.1

208 Aguilera, Alejandro 7 .. ... 11 d 0.3 L

958 Alderson, Mason 7 e e - . . 3

209 Ambrose, Elizabeth - S N

505 Anderson, John 1 .. .. .. - .

967 Arnold, Allan 7. e ..

222 Arnold, Mary 7 .. ... . . . .

496 Baker, Craig 11 1 1 2 2 2 11 1.4

250 Baker, Daniel 10 2z 2 11 1.4

304 Barber, Arianna 9 1 1111 1 1 8 1.0 =

72 Barber, Lori S 111222 3 3 15 2.0

N

Enter the range of days to be included in the report.

3. Select absence or tardiness.
- If absence is to be checked, click Absence.
- If tardiness is to be checked, click Tardiness.

4. Select the type of absence or tardiness to be checked.
- If excused only, click Excused.
- If unexcused only, click Unexcused.
- If both excused and unexcused are to be included, click Both.

5. Select whether low numbers or high numbers of absences or tardies are to be
identified.
- If greater than or equal to some number, select >= in the menu.
- If less than or equal to some number, select <= in the menu.
- Enter the cutoff number

6. Select the period(s) to be checked.
- By default All Periods will be checked.
- If only one period is to be checked, select it from the menu.

7. Select how the cut-off number is to be applied.
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- Select total from the menu if the cut-off number refers to the total number of
absences or tardies.

- Select for a period from the menu if the cut-off number refers to the total number
of absences or tardies in any one period.

8. Select the absence/tardy reasons for this report. By default the report will include all
reasons. To include only certain reasons, click on the reason(s) to be included from
the Reasons list. Use shift-click or Ctrl-click to select random reasons

Note: Each time the reason screen is displayed, it reverts to include the entire
list of reasons.

Note: The list of reasons may be edited on Period Attendance — Data — Edit
Reasons and Cutoffs

Click Preview to preview the report.
Click Print to print the previewed report.

Click Export to export the report for the specified student(s) to a CSV (comma-
separated) text file.

Period Attendance—Reports — Lunch Count / Attendance by Teacher

This selection prints a report of all teachers with an indicator of whether they submitted
the lunch counts and/or period attendance for a particular day. If the teacher submitted a

lunch count then the appropriate numbers will appear in the appropriate lunch count
columns.

1. Select Period Attendance—Reports—Lunch Count / Attendance by Teacher. The
page will appear similar to Figure 10.

Sunnyville High School Day: 177 - 05/21 /2015 - Thursday 2014-2015
Days:

z .
2~ 08/15/2014 - Tuesday Figure 10
3 - 08/20/2014 - Wednesday
4 - 08/21/2014 - Thursday
5 - 08/22/2014 - Friday .
6 - 08/25/2014 - Monday Per]od
7 - 08/26/2014 - Tuesdav = A d
ttenaance
Lunch Count/Attendance by Teacher - Day #: 1 - 08/18/2014 - Monday - Report
Teacher Name Per. 0 Per. 1 Per. 2 Per. 3 Per. 4 Per. 5 Per. 6 Per. 7
Total 0 14 12 13 14 13 14 13 Luncb Count
1 Smith - s s s - s . . E
) Simore : . . . : . . . 7|| /Attendance
K Miller . R R . R R . R
5 Schmic : A A " A A " . by Teacher
B Woodward 5 o o 5 o o o
C Krueger . R R R . R R .
G Thorn s R R R R s R R
1Dgoe

2. Enter the day number for which the report is to be printed.

Click Print to print the previewed report.
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A value of "." listed on the report indicates that nothing has been reported/received
for that period or lunch count.

A value of "R" listed on the report indicates that attendance was reported for that
period.

Period Attendance—Reports — Form Letter

This option is used to print a custom period attendance form letter. These forms must
first be designed or edited using the JIMC Form Designer application. Please refer to
Appendix A of this document for an overview of how to set up period attendance form
letters and Appendix B of this document for details of how to create and edit a custom
form using the JIMC Form Editor software. Contact JMC if you need the Form Designer
software installed.

The period attendance form letter may include period attendance from a specified date
range for combinations of absences and tardies that are excused, unexcused, or both.

The period attendance form letter is a custom form that can also include as a large variety
of other data elements, such as demographic, contact, and sibling data. For assistance
with creating a custom period attendance form, please contact JMC technical support.

1. Select Period Attendance—Reports—Form Letters. The page will appear similar to
Figure 11.

Sunnyville High School Day: 177 - 05/21/2015 - Thursday 2014-2015

Form Letter Configurations:
Add Row

Form Description [viclation Consequence
|AttendFormLetter_Sem1_5 |Attendance Notification - Sem1 - 5 Days [Attendance Violation|S Absence Letter Sent
|AttendFormLetter_Sem1_3 |Attendance Notification - Seml - 8 Days |Attendance Violation|g Absence Letter Sent
iattendFormLetter_Sem1_10|Attendance Notification - Seml - 10 Days|Attendance Violation|10 Absence Letter Sent| Figure 1 1
|AttendFormLetter_Sem2_5 |Attendance Notification - Sem2 - 5 Days |Attendance Violation|S Absence Letter Sent

Edit Delete
Edit Delete
Edit Delete
Edit Delete
Edit Delete
Edit Delete

|AttendFormLetter_Sem2_3 |Attendance Notification - Sem2 - 8 Days |Attendance Violation|g Absence Letter Sent
|AttendFormLetter_Sem?2_10|Attendance Notification - Sem2 - 10 Days|Attendance Violation|10 Absence Letter Sent| -

o (n| s |w|m] s

Print
Form
Select: Letters

_ By Sequential Grade:

5 8y Random options

@ By Grade From: 5 E‘To: 12 Iz‘

_) By Advisor

Select Form: | Attendance Notification - Sem1 - 5 Days E‘ l Hide Forms Configurations ]

[ sort by Primary Contact
|:| Print at most one form per Primary Contact
[ primary Contact - Print only intended recepient's contact data

[ZlEmail If Possible

Reply To Email: |

cc: |

cc:

I
cc: |
cc: |

Remember to click the button below after getting the PDF file for your period attendance form letters.

l Create Corresponding Discipline Records ]

2. Select the form to be printed by using the menu in the upper-left corner.
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3. Select the student pool for whom attendance notification letters are to be printed.
Options will vary depending upon which Select option you choose.
- Sequential: specify the range of student Ids
- Random: select one or more students from the list by clicking
- QGrade: specify the grade range
- Advisor: specify the range of advisor numbers

Sort By Primary Contact This option allows the printed reports to be sorted by
primary contact as opposed to student name.

Print at Most One Form per Primary Contact This option will limit the number of
custom forms printed to one per primary contact.

Primary Contact — Print only intended recipient’s contact data This option will
keep potentially sensitive data (addresses and phone numbers for example) from being
displayed for a primary contact if the form being printed is for a different primary contact
for that student.

Email If Possible This option may be used to email form letters (where possible) instead
of printing them.
Note: In order for form letters to be emailed the students’ primary contacts must
have at least one email address entered if the primary contact is checked for In
Mailings and In Reports on Edit — Student Data. If the primary contact has
multiple email addresses then the form letter would be received at each email
address.

Note: In order for form letters to be successfully emailed, the SMTP server
settings must be configured. For more information about configuring your SMTP
server. Please refer to Appendix C of this document.

Enter a Reply To Email address as needed.
4. Click Print to print the period attendance form letters.

5. Once the form letters can be previewed (this may take a while), you may chose to
print or save the PDF file containing these forms.

6. As a final step you will likely want the corresponding discipline records to be created
for the appropriate students. To do so, click on the Create Corresponding
Discipline Records button at the bottom of the page.
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Appendix A

Custom Period Attendance Form Letters Overview

A custom period attendance form letter may be created in the JMC Forms Generator
application. This form will be used in conjunction with student period attendance,
discipline, and demographic data to send notices for students who have attendance issues
that are to be communicated with their parents.

It is common for a school to request help from JMC in designing and configuring period
attendance form letters. To do so, please contact JMC technical support at 800-524-8182
or support@jmcinc.com and a representative will be assigned to help you. The best time
to work on projects like this are prior to August 1 or after October 1. However, you can
be assured that JMC is willing to help you with your custom period attendance form
letters whenever you contact us..

JMC Instructional Videos for working with custom forms may be found at the following
links:

http://jmcinc.com/resources/view/form_designer_intro

http://jmcinc.com/resources/view/period _attendance form_letters

The relationship between a custom form and student discipline records is configured
when printing the custom form using Period Attendance — Reports — Form Letter.
Typically, the form configuration will be used to govern the conditions for a form to be
generated and whether the student has already received the notification of the period
attendance violation, such as exceeding 10 absences for the semester.

In the JMC Discipline module, one violation and one consequence per threshold (e.g. 5,
8, or 10 absences) must be defined and these will be associated with the period
attendance form letter. Also, discipline records can be automatically created for students
who receive a period attendance form letter as a result of an attendance violation. The
existence of such a record will keep the student from receiving more than one letter for
the same violation; however, different thresholds of attendance violation may be defined,
(5 days/instances, 8 days/instances, etc.). Once each new threshold is encountered an
additional form letter and discipline record will be generated. When defining multiple
thresholds per term it will be necessary to create multiple forms, one for each term and
threshold combination. For this example, a total of 6 custom forms would be needed, 3
for each semester.

Additional consequences may be assigned to the student by the school official in the
Discipline module as well, such as detentions or suspensions if needed.

Once a custom period attendance form letter has been created in the Forms Editor
application, these forms may be utilized with Period Attendance — Reports — Form
Letters. Itis on Period Attendance — Reports — Form Letters where the form is linked to
specific discipline violations and consequences and also where attendance violations may
be ascertained and documented.
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Sample Custom Form Letter

A period attendance form letter will typically consist of some header information (school
name, date, attendance administrator name), a greeting (student and/or parent name), a
message describing the attendance violation and policies, details about the student’s
attendance, and other messages as deemed appropriate by the school district. Figure Al
shows an example of one such letter that has many of the simpler items already included
in the design.

Design Student Inf

Choices:

—TEX‘ i Choose Font. Alignment: | Left hd
Line |
Rectangle Frame: -
Contact
aurrent Dates>
| <<School Year>>
| <<Student ID>>
e (e st
[<<Name (Firstjs> Sunnyvill High School <cCument Date>>
<<Name (L F)>> ‘Stusent Attenssnce Notfieaton
<<Nama (L FMi F : 1
el e . igure A
| <<Gradess
Piaves
| <<Lockers> Dear Parent/Guardian of <<Name (F L}>>
i
s h— Jou o i st s fo v e s .
<<Birth Date his semester. HeiShe is in jeopardy of not 1EGeIViRg any Gi=5i for these cizsses this semester P rt lly
iR et artia
| <<Birth CDUMW A copy of that policy is included on an additional sheet. M
|<<Last Sch Aftend=> i deSI l’led
[ <<Entry Date District>> The sttendance pol for each semester. The first semester of this school year concludes on
|<<Entry Date Schoob» Friday, Jantary 24th, 2014, It i our practio fo ma rfioes when students r2ach 5, 8, and 10 abseroes fo enswre
i vots L s s
c<Stste oo = et diborot custom
| <<Building #>>
Pt s ot e s i i i e e 5 .
<<hdvisors P d
o b oot et confiming the il speitrent €rio
[<<County=> As o s office has dosur will be excused from the total issed at the end of
<<ounty> g bt o it o e e i e o Attendance
[<<Transported>> S sed due to 20t ons o .
Tt T et o stos frctons ot ot o e i e
<<Am ndian - Alaskansx If you have any questions, please fesl fres to contact me at B51-655-5555.
B T Form Letter
[ <<Black - Afr Am=> Respectiully,
| <<Hawaiian - Pacif Isl>>
hite=>
o
Ethnicity Grid
| <<Home Lang (Numj=>
| <<Comment=>
oottt
< Sivient etz
P
| <=Graduation Date=>
| <<Lunch Status>> L
o
< opc Caveamones
oa pans
| <=<Siblings=>
| <<Locker Combo>>
|<<PIN #>>
<<Last Physical Date=>=
| <<Last Par Permission Date
| <<Health Hist - Conditions>: ™
®:
Y.
I~ Include Mailing Label
Page Setup.
Save
T Bone Y 5 ﬂll

Some of the items included thus far are simple data lookup items such as a name or date
field. In the Form Designer software these items will be displayed like <<Current
Date>> or <<Name (F L)>>; however, when these forms are later used in the JMC Next
Gen Office Application by selecting Period Attendance — Reports — Form Letters these
lookup items will be replaced by the actual current date and student’ first and last name.

Next the item <<Per Attend — Absences>> is dragged to the form, at which time a
dialog similar to Figure A2 will appear on your screen.
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Beginning Day #: |1 Monday 08/18/14
Ending Day #: ISEI Friday 01 /16415

¥ Include Student Detail

¥ Include Summary

Select All Reasons |
Deselect All Reasons |

Cancel | Ok I

WSO AW SO

Yalid Reasons:

No Note or Call
Sent to Office
Sick
Appt-Other

Doctor

Treatment/Shelte
Extended Medical
Left Class

IS§

0Ss§

With Counselor
With Principal
Teacher Pass
Nurses Office
College Visit
Sport at State
Job Shadow
Behavioral

Field Trip

Car Trouble

Figure A2

‘ @« E d U d " Both ‘ x:trasl'—:;ho PerlOd
HOUZE NEXCLEE o :I:?T;;{-’Rs:,i Attendance _
F o 10 Hunting Absences
quuals LI 5 [ excuzed absences m - Vacation .
Testing ltem
Skip-Truant .
Periodto Check: Al ~ Famil
[an~] amiy configuration
Weather Screen

This screen should look familiar to those who have used JMC Period Attendance reports
in the past as this is essentially the same criteria as used by Period Attendance — Reports
— Absent / Tardy Check.

JMC Period Attendance Documentation

Beginning / Ending Day These would likely be set to the start and end days for a
term, such as the first and last day of semester 1. In this case the days should be set to
start on day 1 and end on day 90 (approximately — varies by district). You may find
that you will “clone” this form and in copies for semester 2 you would specify days
91 and 180 as the beginning and ending days.

Excused / Unexcused / Both This refers to how the period attendance data was
designated in the office as excused or unexcused and which of these designations are
to be included when determining if the student has encountered an attendance
threshold.

Greater Than or Equals / Less Than or Equals / Equals For this example this
option would likely be set to Equals; however you may select the option that best fits
your needs.

Threshold (number) In Figure A2 there is a number “5” displayed to the right of
the menu that is currently set to the “equals” option. This number is the threshold.
For this example the number would be set to 5. You may find that you will “clone”
this form and in the other copies you would set this value to 8 or 10 or whatever
number is appropriate for the form you are generating.

Total / For a Period The threshold may be specified for either the total number of
periods of absence or for a specific period.

Period To Check You may specify All or you may select a specific period.
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Include Student Detail If this item is checked then a detailed list of the student’s
attendance will be included on the form letter when printed. This will include a
period-by-period breakdown for every day where at least one absence or tardy was
recorded. Also, the reason for the absence or tardy will also be displayed.

Include Summary If this item is checked then a summary of the student’s
attendance will be included in the form letter when it is printed.

Reasons Only the reasons selected on this form will be used to determine if the
student has encountered the attendance threshold for this attendance policy violation.
Selected reasons will be highlighted in blue on this screen. You may select and/or
deselect reasons as deemed appropriate by your school district. Reasons are defined
by selecting Period Attendance — Data — Edit Reasons and Cutoffs.

Once you have specified the settings for this period attendance item, click OK and the
screen will appear similar to Figure A3.

Design Student

Choices:
Name (LF)=> Choose Font. | Alignment: I Left vl
<<Name (L,FM)=>
<<Name (Lastj== Frame: I vl
<<Name (Middle)=>
<<Grade=>
<<Sexr
<<Locker=>
<<Combination==
<<Bus #=x = Sunnyvile High Schogl <<Curent Date>>
<<Birth Date== Student Attendanos Notification
<<Birthplaces>
<<Birth Country=>
<<Last Sch Attend=> <<Echonl Years>
<<Entry Date District=>
-<<Entry Date School=>
<<30C Sec #=x
<<State ID==
<<Building #>> This latter is to inform you that your child has accumulsted 5 shsences from one or more classes
this semester. He/She is in jeopardy of not receiving any credit for these classes this semester
due to the district’s attendance policy.

Dear Parent/Guardian of <<Name (F Lj>>

<<Resident Dist=>

<=Adyisors=

<<Adyisor Email== R .

<County>> A copy of that poicy i included on an additional sheet

<<Resident=> The sttendance policy is for ssch semester. The first semester of this school yesr concludes on

<<Transporteds» Friday, January 16th, 2015, It is our practice to mail notices when students resch 5, 8, and 10 sbsences to ensurs

<<Higpanic-Lating=> quality communication

<<Am Indian - Alaskan=> with parents/gusrdisns.

<<dsianz=

<<Black - Afr Ams= Please note that absences missed dus to doctor's appointments will not count toward the grading policy s long as we

<<Hawaiian - Pacif Isk> havea

ccWhites= doctor's nole confirming the medical appointment

<<Ethnicity== . . - i

Ethnicity Grid As long as the principal’s offios has documentation, they will be excused from the total days missed at the end of the
ter.

<<Home Lang (Num)>> semest ) B

Commentoy Aiso, days missed dus to school functions do not count toward the grading policy.

<<Student Emaill=> If you have any questions, please feel free to contact me at 651-555-5555.

<<Student Email2s=

<zlsernames=> Respactfully,

<<Password=>

<<Graduation Date=>
<<Lunch Status=>
<<Economic Indicators=

Feriod Attendance Summary and Stedent Details: Absent =5 0 Excesed Day1-50 Per All Reas All

<Special Educations=
<504 Planz=

<<Siblings==

<<Locker Combo>>

<<PIN #=>

<<Last Physical Date=>
<=L ast Par Permission Datg|
«<<Health Hist - Conditions:=:|
<<Health Hist - Insurance>=|
<<Health Hist - Med Em Plan
<<Health Hist - Medicines>=
<<Per Attend - Absences=;
<<Per Attend - Tardigs=»
<«<Per Attend - Abs/Tdy==
«<Per Attend - Reasons=»
<<ANPI Attend - Absence—
<<AM/PW Attend - Tardies=| 7|

%
hs
I Include Mailing Label

Page Setup. |
Save |

Figure A3: Custom Form with Period Attendance Data Item Included
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Once you have added the Period Attendance Data Item to the form it essentially becomes
a 2-page form. For this reason the period attendance item should be added at the bottom
of the form with the understanding that some attendance information will spill over to the
second page. For a sample of how this form actually appears when printed please refer to
Figures A7 & AS.

Combining the Custom Form with Discipline Violations/Consequences

The custom form is just one link in the chain for the attendance notification letters. Keep
in mind that there may be several forms designed that will look very similar but will have
different ranges of days (terms) and thresholds (number of absences).

When printing the period attendance form letters you will have the option of selecting a
form and combining it with the appropriate discipline violation and consequence. Each
custom form that you plan to use (semester 1/2, thresholds 5/8/10 for example) must be
configured in combination with the appropriate discipline violation and consequence.
See Figure A4 for examples of these combinations.

Sunnyville High School Day: 177 - 05/21/2015 - Thursday 2014-2015 .
Figure A4
Form Letter Configurations:
Add Row Sample Period
# |Form Description Violation Consequence
Edit Delete|1 |AttendFormLetter_Sem1_5 [Attendance Motification - Sem1 - 5 Days |Attendance Violation|5 Absence Letter Sent Attendance
Edit Delete|2 |AttendFormLetter_Sem1_8 [Attendance Motification - Sem1 - 8 Days |Attendance Violation|8 Absence Letter Sent C F
Edit Delete|3 |AttendFormLetter_Sem1_10[Attendance Motification - Sem1 - 10 Days|Attendance Violation[10 Absence Letter Sent| uStom orm
Edit Delete|4 |AttendFormletter_Sem2_5 [Attendance Motification - Sem2 - 5 Days |Attendance Violation|5 Absence Letter Sent :
Configurations
Edit Delete|5 |AttendFormletter_Sem2_8 [Attendance Motification - Sem?2 - 8 Days |Attendance Violation|8 Absence Letter Sent
Edit Delete|6 |AttendFormLetter_Sem2_10[Attendance Motification - Sem2 - 10 Days|Attendance Violation|10 Absence Letter Sent| [ -
Select Form: | Attendance Notification - Sem1 - 5 Days El l Hide Forms Configurations ]

Only one violation would need to be defined at Discipline — Data — Edit Violations. See
Figure AS.

Sunnyville High School Day: 177 - 05/21/2015 - Thursday 2014-2015 .
Figure A5
= — .
e 97 Phone violation ‘1 Defining the
Edit 38 Terroristic Threats
Edit 39 Unexcused Absence Attendance
Edit 40 Attendance Violation . .
Edit 41 Violation
Edit 42

One consequence per threshold would need to be defined at Discipline — Data — Edit
Consequences. See Figure A6.

Sunnyville High School Day: 177 - 05/21/2015 - Thursday 2014-2015

Figure A6
Edit 20 Suspension-2 Days -

Edit 21 Suspension-3 Days

Edit 22 Suspension-4 Days :

Edit 23 Suspension-5 Days Deﬁnlng the
Edit 24 Removal from Class Attendance
Edit 25 Parent Call Attempted

Edit 26 5 Absence Letter Sent Violation

Edit 27 3 Absence Letter Sent

Edit 28 10 Absence Letter Sent Consequences
Edit 29

Edit 30

Edit 31
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See Figures A7 and A8 for sample printouts of how the custom period attendance form

letter would appear when printed.

Sunnysille High Schaal
Student Attendance Notiication

20142015

Dear Parent/Guardian of  Ofive Adams

This letter s o inform you that your child has sccumulated 5 absences from one or more classes
this semester. He/She is in jeopardy of not recsiving any credt for these classes this semestar
due to the districts atiendance poiicy.

A capy of that policy is includad on an additional shast.

The atiendance policy is for each semester. The first semester of this school year consludes on
communication

with parentsguardians.

Gostor's note confirming the medical appointment.

semestar.

Also, days missed due to school functions do not count toward the grading policy.

If you have any questions. please feel free io contact me at 851-555-5555.

Respectiully.

Friday. January 16th. 2015. It is our practics to mail notices when students reach 5, 5. and 10 absenoss fo ensura quality

Plesss note that absences missed dus to doctar's sppointments will not count toward the grading palicy 35 long 35 we have 3

As lang as the principals offics has documentation, they will bs excused from the total days missad at the end of the

Sunnyville High School

Student: Adams. Olive Student # 20 Grade: 10 Advisor: M Inving
Period Attendance Summary: Absent Excused Day 1 - 2014-08-18 through Day 80 - 2015-01-16
o 1 2 3 4 5 s T Tot
1 1 1 1 1 1 1 1 8 10
Period Attendance Detail

5 [ T Day  Date

REZ  AEZ  AEZ  AEZ  AEZ  AEZ  AEZ  AEZ 12 Wed 08/03/14
T oete cnee 2300 2 escne < pocr = cermomo
& e — & cuorromn = e 1o g
it vacan 12 Tesng 15 ST 4 Fmay 15 Nesdod e
& Wt 17 Treente 15 Sl 5 e 68
= o vt e — - ip— o reamo

Figure A7 — Page 1
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Once the period attendance form letters are generated as a PDF file you can review and
print them as you see fit. If you attempted to email where possible then those letters that
were successfully emailed will not show up in the PDF file.

Create Corresponding Discipline Records Most likely you will want to perform this
action right away so that the appropriate discipline records are created at this time. Once
you lick this button at the bottom of the page Period Attendance — Reports — Form Letters
you will see a summary of the discipline records that were created. You may choose to
print this summary if desired.
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Appendix B

Creating the Custom Form

1. To create a custom period attendance form letter, select Design Student Information
Form from the Design Forms menu of the JMC Form Editor application. The screen
will appear similar to Figure B1.

| Sunmville High School

Figure B1

CustomForm_Attendance

Design Student
Information
Form — List of
Available Forms

[ielete |

Delete To delete a custom form file from the list, click on the form name in the list and
then click Delete.

New To create a new custom form, click New. The Design Student Information Form
screen will then appear with only the default settings.

Cancel To cancel this operation and return to the main screen of the JMC Form
Designer application, click Cancel.

Select To select an existing custom form, click on the form name in the list and
then click Select. The same result may be achieved by double-clicking the
filename.

2. The Design Student Information Form screen will appear similar to Figure B2. The
particular settings for this screen will depend upon the action taken at step 1.
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Mot . Choose Font

Line =
Rectangle

Contact
| <<Current Date=»
Years:

Alignment: -
Frame: -

| <<Student D=>
<<Name (First Last)==
| <sName (Firstj>>
<=Name (L F)>>
<<Name (L FM)=>

| <<Name (Lastj>>

| <<Name (Middle)s=
<<Grade»>

<<Combinati
<<Bus
| <<Birth Date=>

| <<Birthplace»>
<<Birth Country>>
<<Last Sch Atiend>>

<<Entry Date Districts>
<<Entry Date Schook»
| <<Soc Sec #=>
<<State ID>>

m

| <<Resident>>
orted:

|<<Transporteds=
<<Hispanic-Latino=>

| <<Am Indian - Alaskan=>
<<Asian=>

| <<Black - Afr Am=>
<<Hawaiian - Pacif Ist>
| <<inites>

<<Ethnicity=>

Ethnicity Grid

[<<Home Lang (Numj=>>
<<Comment>>

| <<Student Emai1s>

| <<Student Emaizs>

| <<Username==

| <<Password=>
<<Graduation Date>>

| <<Luncn Statusss

| <<Economic Indicator=>
| <<Special Education=»
Plan>>

nnnnn
<<PN 2>

| <<Last Physical Date=»
<<Last Par Permission Date
|<<Health Hist - Conditions>> =

b3
v
I Include Maiing Label

Page Setup.
Save
:

Design Student Inf

Figure B2

Designing a
Custom Period
Attendance
Form Letter

| r]—

Note: The Design Student Information Form screen may be resized (made larger)
by grabbing the handle in the lower right corner of the window and dragging until the

screen is the desired size.

Editing the Custom Form

Adding Items from Choices List Items in the list of Choices may be dragged
onto the report card. Once on the report card, these items may be resized,

relocated, and edited.

Selecting an Item An item on a report card may be selected by clicking on it.

Selecting Multiple Items

Multiple items may be selected in the report card

window by either clicking and dragging over the items or by holding down the
shift key while clicking on items. If multiple items are selected and you wish to
deselect one or more of those items, hold down the shift key and click on the
items you wish to deselect.

Selecting All Items All items in a report card may be selected simultaneously
by pressing Ctrl-A on the keyboard.

Relocating an Item Any item on the screen may be relocated by simply
dragging it to a new location. Additionally, the currently selected item(s) in the
report card may be relocated by using the arrow keys on the keyboard (see Figure
B3). Each time an arrow key is pressed the selected item(s) will move one pixel

JMC Period Attendance Documentation

Page 26 of 32

Last update on February 16, 2017



in the appropriate direction. Items may be aligned with other items by noting the
horizontal and/or vertical position of the selected item in the lower left corner of
the design screen and shifting/relocating the item to match coordinates with the
other items.

Figure B3

Arrow keys on
keyboard

Aligning Multiple Items The currently selected item(s) in the report card may
be aligned by pressing Ctrl-arrow on the keyboard, where the arrow pressed
would be one of the four directional arrows on the keyboard (see Figure 20). The
alignment achieved will vary depending on the direction of the arrow and the
items selected.

Resizing an Item The currently selected item(s) in the report card may be
resized by dragging on the lower right corner of the item until it is the desired
size.

Making an Item Fit the Text The currently selected item(s) in the report card
may be resized to fit the text within them by pressing Ctrl-F on the keyboard.

Deleting an Item The currently selected item(s) in the report card may be
deleted by pressing the Backspace key on the keyboard.

Editing an Item — Text Formatting The currently selected item(s) in the report
card may be edited with regard to Font, Size, Alignment, Style, and Frame. To
edit the Font, Style, or Size you must click on Choose Font... and then a screen
similar to Figure B4 will appear.

Note: Available fonts will vary from computer to computer. If a report
card settings file is to be shared by more than one user, then care should be
taken to ensure that all users have the necessary fonts installed on their
computers.

Note: Default Fonts. For Windows computers the default font is Arial.
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Font 2] x|
Fort: Font style: Size:

[ [Feguar ] oK | Figure B4
| Requar | _I

‘il Black ltalc Ceies)
B Comic Sars M5 Bold 2
Covrier Bold talic 28
B Courier New 36 j ChOOSC FOl’lt
Fizedsys 43
B Impact =l iz = screen
— Sample
Script:
IWestem hd I

This is a TrueT ype font. This same font will be used on both
your printer and your screen.

Keyboard Shortcuts and Mouse Options for Editing Report Card Designs

Double-click to edit text in a text box

Drag-select for selecting multiple items

Shift-click select for selecting and deselecting multiple items

Drag-resize by grabbing lower-right corner handle and dragging

Drag item to relocate

Ctrl-F to make the rectangle of an item fit the text it contains

Alt-click to force one item behind another (if overlap)

Ctrl-D to duplicate selected item(s) below the originals items (increment curricular or
attendance items)

Shift-Ctrl-D to duplicate selected item(s) to the right (increment curricular or attendance
items)

Ctrl-A to select all items in the report card

Ctrl-arrow to align the selected items (Ctrl-right arrow is align right, Ctrl-up arrow is
align top, etc.)

Backspace key to delete selected item(s)

Items from the Choices List
Free-form Drawing Items

Text The Text item is a text box that allows the user to enter any text they
choose. Examples of text boxes in Figure A2 include the school name
(Sunnyville High School), the report card title (Student Attendance
Notification), and the greeting (Dear Parent/Guardian of). Once a Text item is
placed on the form, the user may double click on the text in the box to edit it.
Text in a Text item will appear the same on all report cards when printed.

Line The Line item used to create lines on the form, such as a border between
the header and the body of the form.

Rectangle The Rectangle item is used to create rectangles on the form.

School Demographic Data Items
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School demographic data items are specific to the date and time for which the
form(s) will be printed. The following school demographic data items may be
included on a custom form:

<<Current Date>> The current date

<<School Year>> The current school year, formatted YYYY-YYYY

Student Demographic Data Items

Student demographic data items are specific to the students for whom the custom
form(s) will be printed. For example, if custom forms are to be printed for all
students in the 1% Grade and the <<Name (L,F)>> item is contained in the custom
form design, then the names of the appropriate 1% Grade students will be listed on
each custom form that is printed. On the Design Student Information Form screen,
however, the item will appear generically as <<Name (L,F)>>. The following
student demographic items may be included on a custom form:

<<Student ID>> Student ID

<<Name (First Last)>>  First and Last Name
<<Name (First)>> First Name

<<Name (L,F)>> Last Name, First Name
<<Name (L,FM)>> Last Name, First Name and Middle Name
<<Name (Last)>> Last Name

<<Name (Middle)>> Middle Name
<<Grade>> Grade Level

<<Sex>> Sex (gender)
<<Locker>> Locker Number
<<Combination>> Locker Combination
<<Bus #>> Bus Number

<<Birth Date>> Birth Date
<<Birthplace>> Birthplace

<<Birth Country>> Birth Country

<<Last Sch Attend>> Last School Attended
<<Entry Date District>> Entry Date into the District
<<Entry Date School>> Entry Date into the School

<<Soc Sec #>> Social Security Number

<<ID #>> ID Number

<<State ID>> State ID

<<Building #>> Building Number

<<Resident Dist>> Resident District Number
<<Adyvisor>> Advisor (teacher)

<<Adyvisor Email>> Advisor (teacher) Email Address
<<County>> County (Student Data General Tab)
<<Resident>> Resident (Student Data General Tab)
<<Transported>> Transported (Student Data General Tab)

<<Hispanic-Latino>> Hispanic-Latino (Student Data Race-Ethnicity Tab)
<<Am Indian-Alaskan>> Am Indian-Alaskan (Student Data Race-Ethnicity Tab)
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<<Asian>> Asian (Student Data Race-Ethnicity Tab)
<<Black — Afr Am>> Black—African Am (Student Data Race-Ethnicity Tab)
<<Hawaiian-Pacif IsI>> Hawaiian-Pacific Isl (Student Data Race-Ethnicity Tab)

<<White>> White (Student Data Race-Ethnicity Tab)
<<Ethnicity>> Legacy Race Code (Student Data Race-Ethnicity Tab)
Ethnicity Grid Grid showing what the legacy race-ethnicity codes mean

<<Home Lang (Num)>> Home Language Code (Student Data Entry Tab)
<<Student Email 1>> Student Email 1(Student Data General Tab)
<<Student Email 2>> Student Email 2(Student Data General Tab)

<<Username>> Username (Student Data General Tab)
<<Password>> Password (Student Data General Tab)
<<Graduation Date>>  Graduation Date (Student Data General Tab)
<<Lunch Status>> Lunch Status (Student Sensitive Data)

<<Economic Indicator>> Economic Indicator (Student Data MARSS Tab)
<<Special Education>> Special Education (Student Data Spec Ed Tab)
<<504 Plan>> 504 Plan (Student Data Spec Ed Tab)
<<Siblings>> Siblings — other students with same primary contact

More Complex Custom Form Items

Many items that may be included on a custom form are more complicated and may
involve some calculations or configurations of data from within your JMC database or
may contain a list of data items from the student’s JMC data. Therefore when some of
these items are dragged onto the form there may be extra things to consider in addition to
their location on the form.

Some of these items will simply need to be resized so that enough space is provided for a
list of multiple rows of data to be displayed. One example of such an item is Health
History Conditions since the student may have more than one such record,

Other more complicated items may require you to provide some configuration
information. One such example is Period Attendance Absences as there are several
settings that need to be specified for this data item.

Here is a list of some of the more complex data items that can be included on a JIMC
custom form:

Student Health Data Items
<<Last Physical Date>> Physical Exam Date — Health History
<<Last Par Permission Date>> Parent Permission Date — Health History
<<Health Hist-Conditions>> Conditions — Health History
<<Health Hist-Insurance>> Insurance — Health History
<<Health Hist-Med Em Plan>> Medical Emergency Plan — Health History
<<Health Hist-Medicines>> Medicines— Health History
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Period Attendance Data Items

<<Per Attend-Absences>> Absences — Period Attendance

<<Per Attend-Tardies>> Tardies — Period Attendance

<<Per Attend-Abs/Tdy>> Absences/Tardies — Period Attendance
<<Per Attend-Reasons>> Reasons Grid — Period Attendance

Attendance Data Items
<<AM/PM Attend-Absences>> Absences — Attendance
<< AM/PM Attend-Tardies>>  Tardies — Attendance
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Appendix C
Email Setup — Admin Options

In order to reports to be successfully emailed, the SMTP server settings must be
configured by selecting File — Administrator Options and entering the SMTP server

address and other appropriate settings. If you have any questions about how to configure
JMC Next Gen for sending email please contact JMC technical support at 800-524-8182.

Note:

Once you have configured the email settings correctly you would not have to

change them again unless something changes with your email server, internet service

provider...

Note:
each building.

Sunnyville High School
Security:

The configuration for sending email from JMC Next Gen must be done for

Day: 177 - 05/21 /2015 - Thursday

Allow users to save passwords at login time

School Settings:

Number of periods in a day: | 7 El
Days in Cycle: | 2 El

Day Labels:
1.1

2,2

Sort schedules by:

@ Semester

Trimester

Quarter

Sending Email:

SMTP server: |5mtp.on|inejmc:.c:orn:25

< Figure D1:
Send From
Email \
Add H .
e Configuring
SMTP server requires secure connection (SSL) / JMC NeXt Gen
for
| SMTP server requires authentication / emailing reports
Account ID: Isunnvville@onlinejmc.corn on
Password: |password R
! Administrator
Options page
Student Photos:

|Import Student Photo Linking File |

Set Usernames and Passwords:

|Set random student and parent passwords |

Phone Settings:

Phone Dialer Settings

Initialize Contact Phone Mumbers

Update
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