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Preface

This document is a reference for the user of a school’s Chancery SMS® system, 
including the following types of people: 
• School Administrator: Maintains the Chancery SMS system for one or more 

schools in the same district. This involves such tasks as scheduling courses and 
classes, configuring grading, enrolling students, assigning teachers, validating 
addresses, tracking immunizations, adjusting student information, and 
assembling student information for various administrative purposes. A School 
Administrator may do this work for more than one school. Typical School 
Administrators hold such positions as school IT manager, vice-principal, office 
data specialist. See also Base roles [p. 190].

• School user: Uses the Chancery SMS system in one school. This involves such tasks 
as taking attendance, entering grades, and reviewing student information. 
Typical school users hold such positions as teacher, office secretary, vice-
principal, counselor, nurse, clerk and office assistant.

Note: This document may describe some tasks, processes, and features that are not 
available to your role [p. 12]. 

Note: To view documentation for a District Administrator, sign in [p. 10] to Chancery 
SMS as a district-level role and re-open eDocs [p. 6]. 

What’s new in Chancery SMS 7.6.0
This section describes new capabilities in Chancery SMS 7.6.0.

Grading

School administrators can enter a student’s grades for a grading period that 
occurred before the student was scheduled into the class [p. 75].

Log on

There is a new logon page in Chancery SMS 7.6 [p. 10]. This page functions in the 
same manner as the previous logon page but is named “Sign in”.

Permanent Record

For cumulative GPA definitions with included/excluded courses where a historical 
course is subsequently manually added, the new historical course is automatically 
included in the calculation regardless of the case in the course number. 
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For the Academic Planner set up and its student credit calculations, each course 
number is still considered unique.

Scheduling
• On the Master Schedule and Class Setup pages, school administrators can 

schedule more than three teachers into a class, indicate what role each teacher 
played in the classroom, and view a history of teachers assigned to the class. For 
further information, refer to the Chancery SMS 7.6.0 Managing Teacher Class 
Assignments Technical Bulletin, available in the  Chancery SMS 7.6.0 eDocs 
Addenda. 

• Withdrawn students are no longer included in the Homeroom count.
• The Classes and Homerooms pages display the number of active students in the 

class. For details, refer to the Chancery SMS 7.6.0 Release Notes.

Student Behavior

On the Student Behavior page users can search the Student Number field, located 
in the “Most Frequent” category in the Basic and Detail search page [p. 77]. The 
search operators are: “Contains”, “Starts with”, “Ends with” and “Equals”.

Getting help with using Chancery SMS
If in the course of your work, you need information on some aspect of the system, 
you can get that information quickly. You can get detailed information on Chancery 
SMS in general or access to a user support web site. 

To get information on the page currently displayed:
1 On the page, click the Help menu.
2 Click Dynamic Help. The relevant page in the Chancery SMS 7.6.0 eDocs appears 

in your web browser.

To get information on Chancery SMS in general:
1 On any page, click the Help menu.
2 Click Contents. Chancery SMS 7.6.0 eDocs appears in your web browser. 

You can find specific information using the table of contents or index, 
or by text search.
Some documents require the use of Adobe Acrobat Reader (http://
get.adobe.com/reader).

To view the user support site:
1 On any page, click the Help menu.
2 Click Support Website.... The PowerSource Login page opens in your web 

browser. 
For access to Pearson PowerSource (https://
powersource.pearsonschoolsystems.com), you must have a User ID 
and Password issued by your organization. The User ID determines the 
services to which you have access. 

https://powersource.pearsonschoolsystems.com/help/sms/760/schooluser/
https://powersource.pearsonschoolsystems.com/help/sms/760/schooluser/
http://get.adobe.com/reader/
http://get.adobe.com/reader/
https://powersource.pearsonschoolsystems.com/
https://powersource.pearsonschoolsystems.com/


 Preface 
Chancery SMS 7.6.0 School Administration Manual, Build: 6/24/11

7

Getting technical help
For assistance with technical aspects of a district’s Chancery SMS system, such as 
installation, upgrading, and data management, consult the personnel assigned by 
the district or your school to the task of troubleshooting or training. Also, the 
district or your school may provide a user support web site or printed reference 
materials.

As a further source of assistance, Pearson offers several user support options, which 
are available by subscription (that is, to personnel within an organization that has a 
support agreement with Pearson in place). Options include access to a technical 
support engineer and access to Pearson’s user support site: Pearson PowerSource 
(https://powersource.pearsonschoolsystems.com). PowerSource contains 
information and services such as a knowledge base, user forums, technical bulletins, 
downloads, documentation for older Chancery SMS versions, and tracking of support 
incidents set up by support technicians. 

To consult a support technical support engineer:
Telephone 800-688-9939.

Telephone service is available Monday to Friday, between 5 am and 5 
pm Pacific Time.
Or email psstechsupp@pearson.com
Or send a fax to 800-446-5650.

https://powersource.pearsonschoolsystems.com/
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1 Introduction

Chancery SMS is a software tool for managing student and staff information and 
activities in a school district and its schools. A typical Chancery SMS system is used 
for a large public urban district with many schools, both elementary and secondary, 
serving grades in the K through 12 range.

About Chancery SMS
A Chancery SMS system operates from one or more servers running in a central 
location. Users connect to the system using a web browser [p. 29] on a personal 
computer, which connects through a local network, a wide-area network (WAN), or 
the Internet [Figure 1].

FIGURE 1: Access to a Chancery SMS system

A typical Chancery SMS system is large and used by many different people for 
different purposes. For reasons of security and system integrity, each person’s 
access to the system is limited to the information and tools that person needs to do 
his or her job. For example, a School Secretary can view student information for one 
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school and enter attendance figures, whereas a District Administrator can view all 
students in the district, register new students, and define how the system 
automatically assigns student numbers.

A default Chancery SMS system has a set of standard pages and data (also known as 
core pages and core data). In general, this document describes such a system. 
Whereas the actual system on which you work may be subject to modifications. Such 
customization [p. 215] is undertaken by technicians and District Administrators to 
meet the requirements of a particular district and its schools. The Chancery SMS 
cTools feature enables customizers to modify standard pages and add new pages. 
Also, once a system is in operation, a District Administrator may have some ability 
to modify the system, such as by adding choices to fields via setup lists, adding new 
pages, and linking such pages to the control bar.

A Chancery SMS system can also operate in conjunction with other systems, such as 
the following: 
• PowerTeacher™: Pearson’s web-based gradebook that enables teachers to record 

student grades without being connected to the Chancery SMS system. These 
grades are periodically synchronized with the Chancery SMS system.

• ParentCONNECTxp™: Pearson’s web service that enables a student’s parent to 
view school-based information about that student [p. 131].

Getting started
You get access to Chancery SMS using a web browser such as Internet Explorer® or 
Safari® to sign in [p. 10] to a web page set up for use across your district. Each web 
browser page gives you access to information that is stored in a central location on 
the network.

Signing in
To work with Chancery SMS, you must first sign in to your district’s system. For this 
purpose you need:
• A User ID

The User ID matches a user account [p. 185] and determines the role(s) [p. 12] to 
which you have access. A User ID is provided by the system’s administrator. On 
some systems, the ID’s prefix is a domain name and the ID matches your domain 
login ID.

• A Password
This is provided by the system’s administrator for use with a User ID. It is case-
sensitive. On some systems, the password is identical to the domain login ID. The 
user can change his or her own password [Figure 3].

• The web address of the district’s Chancery SMS system.
Also known as a URL, this address is provided by the system’s administrator [see 
System maintenance & setup, p. 199]. An example is “http://DistrictServer/
ChancerySMS/User/Login.aspx”.

To sign in to Chancery SMS:
1 On your computing device, open a web browser.
2 In the browser’s Address field [Figure 2], enter the web address of your district’s 

Chancery SMS system.
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Once you have entered the address in the web browser, consider 
adding it to your list of favorites so that you can return to it without 
typing.

3 Press the Enter key. The Chancery SMS Sign In page opens [Figure 3].
This page displays the version number of the Chancery SMS system 
software [Figure 3].

4 Enter a User ID.
The User ID field is not sensitive to case. 

5 Enter a Password.
The Password field is sensitive to case. 

6 Click Sign In. The home page appears [p. 14].
If your user account has more than one role and you have not yet 
chosen a default role [p. 189], the Choose Role dialog appears. Select 
the default role that you would like to enter automatically each time 
you sign in.
You can switch roles while staying logged on [p. 12].

FIGURE 2: Web browser: Address field

A Address: Provided by the system 
administrator.

FIGURE 3: Sign In page

A Reset your password?: Click to 
change the password. If you forget your 
password, contact a system 
administrator who can change it for you. 

The password must contain at least one 
special character. 

B Sign In: Click or press Enter to sign in. 
C Version number

A

B
C

A
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Logging off
When you sign in to a Chancery SMS system, you start a work session. Chancery SMS 
continues your session until you log off or until you do not interact with Chancery 
SMS for a certain period of time (typically about 20 minutes), in which case 
Chancery SMS logs you off automatically. This is called a session timeout.Note: If 
your session times out, any changes that you had not saved may be lost. 

To log off from Chancery SMS:
In the Chancery SMS task bar [Figure 5], click Log Off. The Sign In page appears.

Or click the web browser’s close button [Figure 4] 

FIGURE 4: Web browser: Close

A Close button

Understanding your role
Your User ID determines the information and tools to which you have access. Each 
User ID is associated with one user account [p. 185]. A user account is associated 
with one or more roles [p. 186], such as a Teacher, District Health Professional, or a 
School Administrator. Each role has a scope, typically one school or district-wide [p. 
186]. Each role also has a standard set of permissions, which control a role’s access 
to specific types of information and to actions, such as changing information or 
configuring how it is stored [Role permissions, p. 189]. Finally, each role is derived 
from one of a few base roles [p. 190], which are controlled by a District 
Administrator.

Switching between roles
Your User ID may give you access to more than one role [p. 186]. Once you have 
logged on, you may have to switch to another role in order to accomplish a 
particular task. For example, in a District Administrator-type role you enroll a new 
student in the district and then change to a School Administrator-type role to assign 
that student to classes in a particular school. Any customization you undertake for 
your home page, such as quick links [p. 17] or reports [p. 98], are stored with the role 
in which they are created.

To choose another role:
1 On the Home page’s [p. 14] Actions menu, click Switch Role. A list of roles 

appears. Your current role is indicated.
2 Click a role.
3 Click OK.

Your default role
When you sign in with a user account [p. 185] that has more than one role, Chancery 
SMS logs you on with the default role [p. 189]. You can change this default role for 
future sign-ins. 

A
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To set your default role:
1 On the Home page’s [p. 14] Actions menu, click Change Default Role.... A list of 

roles appears. The default role is indicated as “Current”.
2 Choose a role.
3 Click OK.

Working with Chancery SMS
Since you work with Chancery SMS in a web browser, most of the controls you use to 
move around the system [p. 13] are standard to many web applications and sites.

Moving around the system
In a Chancery SMS system, the general procedure is to click on a link in the control 
bar, such as Awards, which opens the main page of that system area. The actions 
available to you (which are specific to that area) appear on the task bar. Above the 
task bar, the page path indicates the page on which you are working and its location 
in the hierarchy of pages [Figure 5].

FIGURE 5: Page controls

A Current area: The area of the system 
currently displayed is indicated in the 
control bar. 

B Control bar: This menu displays the main 
areas of the system. The content varies 
according to the current user role  
[Understanding your role, p. 12].

C Page path: This path (also know as bread 
crumbs) names the page displayed and 
indicates its location in the system 
relative to other pages. It indicates this 
by means of a path or hierarchical 
listing. The other pages in the path are 

displayed as links on which you can click. 
Note: To go back to the previously 
viewed page, we recommend that you 
click that page’s name in the page path 
rather than use the browser’s Back 
button.

D Task bar: Contains menus specific to the 
page displayed, such as Actions, Edit, 
and Reports. The contents of these 
menus are also specific to the page (in 
other words, the contents of the Actions 
menu varies from page to page). The 
Help menu always appears, as does the 

B

A

C FE

D
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link to the system’s home page and Log 
off. The task bar may also display an 
alert [Figure 23].

E Help menu: This menu gives you access 
to several sources of information on 

Chancery SMS, including information 
specific to the page currently displayed 
[p. 6].

F Home: Displays your role’s home page 
[p. 14].

Home page
When you first sign in to your system [p. 10], when you switch your role [p. 12], or 
when you click Home on the task bar, your system’s home page appears. The home 
page differs according to role [p. 186]. For most roles, the home page is the Quick 
Search page [Figure 6]. For a Teacher role, the home page is the My Classes page [p. 
15]. 

FIGURE 6: Quick Search page example

A Student name or ID [p. 36]: A search of 
students based on students’ last name, 
first name, or ID number. 

B Advanced Search [p. 38]
C Quick Search [p. 36]: A few predefined 

searches, typically of all students and 
students by grade level. All Students 

displays all the students that your role 
[p. 12] has permission to view. My 
Students displays all the students to 
which a Counselor is a assigned.

D Alerts [p. 30], which monitor the system 
for specific information and conditions 
relevant to your role.

A home page may also display some of the following:
• One or more Predefined Searches [Figure 28], each of which enable you to run a 

system-defined search on the information currently in the system.
• One or more Saved Lists [p. 43], each of which contain the saved results of a 

previously run search. Any new lists you save automatically appear in this list.
• One or more Reports, which assemble certain kinds of information from the 

system. Of the reports available to you in the system, you can add your choice to 
the home page [p. 98]. If you have not done so, then the Reports section is not 
displayed.

• One or more Quick Links [p. 17], which provide shortcuts to other pages. You can 
choose up to ten quick links to display on the home page [p. 18]. If you have not 
added any quick links, then the Quick Links section is not displayed.

• One or more Scheduled Events, including scheduled Reports [p. 99] and exports.

D
A

C

B
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My Classes home page
If your role [p. 12] is that of a Teacher, when you log in, the home page [p. 14] that 
appears is the My Classes page [Figure 7]. This page gives you direct access to all 
classes assigned to you and the students in those classes. The My Classes page for an 
elementary school Teacher differs slightly from that of a secondary.

FIGURE 7: My Classes home page

A Display by: Enables you to list the 
classes by period and day [Figure 9]. This 
is particularly useful for attendance 
taking [p. 67]. A secondary Teacher can 
also view classes by term and meeting 
pattern.

B My Classes: Appended to the class name 
is the room number and the homeroom 
number (in round brackets) or class 
number [in square brackets].

C Upcoming Birthdays: Displays the names 
of students in the Teacher’s homerooms 
and classes whose birthday is within # 
days of today’s date. Where a name is in 

italics, that student’s birthday has 
passed.

D Meeting pattern: The class’s meeting 
pattern; for example, Monday, 
Wednesday, Friday at 9 a.m.

E Roster: Click the icon to view a roster of 
students in the class [p. 15].

F Grading: Click the icon to enter grades.
G Attendance: Click the icon to take 

attendance [p. 67]. “!” indicates that 
attendance has not been taken for the 
current attendance period. If 
supplementary attendance is set up for 
this class [p. 144], an attendance icon 
appears.

Class roster
When you open a roster page [Figure 7], Chancery SMS displays a list of students 
scheduled to attend that class or homeroom. What you can do with this roster 
depends on your role; for example, a School Administrator can use the roster for 
scheduling (add a student, transfer a student, drop a student, and so on) a School 
Secretary can record a behavior incident [p. 80] for one or more students (in the 
Actions menu, click Add Behavior Incident), a Teacher or School Administrator can 
save the roster as a list [p. 43] (in the Actions menu, click Save to List...). 

A

E F G
C

D

B
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FIGURE 8: Class Roster page

A Columns: The School Administrator can 
adjust the columns displayed [p. 22].

B Student Name: Click a name to view the 
student’s record.

C Student: The School Administrator can 
filter the list according to a student’s 
status: active, incoming, or withdrawn: 
from the Edit menu, select Include 
Incoming Students or Include Withdrawn 
Students (Current Year).

Class and homeroom lists
For the role [p. 12] of a School Administrator, Chancery SMS displays all classes on a 
Classes page [Figure 9], which is similar in function to My Classes page [Figure 7], and 
all homerooms on a Homerooms page.

To view the school’s classes:
On the home, in the control bar under CLASS, click Classes. The Classes page 
appears [Figure 9].

FIGURE 9: Classes page

A View Classes: Filters the list of classes 
by grade level.

B Class: Appended to the class name is the 
homeroom number (in round brackets) or 
class number [in square brackets].

C Room: The number of the room to which 
the class is assigned. The building name 
is appended in brackets.

D Roster: Click the icon to view a roster of 
students in the class [p. 15].

E Attendance: Click the icon to take 
attendance [p. 67]. “!” indicates that 
attendance has not been taken for the 
current attendance period. If 
supplementary attendance is set up for 
this class [p. 144], an attendance icon 
appears.

BA

C

You can do this if your role is:
School Administrator

A

B C D E
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To view the school’s homerooms:
On the home, in the control bar under CLASS, click Homerooms. The 
Homerooms page appears [Figure 10].

FIGURE 10: Homerooms page

A HR: Click a homeroom name to view a 
roster of students in the class [p. 15].

B Room: The number of the room to which 
the class is assigned. The building name 
is appended in brackets.

C Roster: Click the icon to view a roster of 
students in the class [p. 15].

D Attendance: Click the icon to take 
attendance [p. 67]. “!” indicates that 
attendance has not been taken for the 
current attendance period. If 
supplementary attendance is set up for 
this class [p. 144], an attendance icon 
appears.

E Grading: Click the icon to enter grades.

Moving between pages
Since your system operates across a network and handles large amounts of 
information, on occasion Chancery SMS may take a noticeable amount of time to 
arrange or process information in preparation for display. In these circumstances, 
we recommend that you refrain from clicking buttons or links repeatedly—this does 
not speed the process. 

To help you assess a potential delay, Chancery SMS may display an icon or cursor that 
denotes a delay, such as an hour glass. The web browser’s Status Bar may also 
provide useful information. To display the Status Bar, in the web browser’s View 
menu click Status Bar. 

Quick links to other pages
For a page that you use frequently, or just want to recall, you have the option of 
bypassing normal navigation through your Chancery SMS system by creating a 
shortcut, or quick link, to that page. 

You can create as many quick links as you need and name each as you see fit. Quick 
links you have created are available to your role [p. 12] from the Actions menu on 
most pages, or on the home page [p. 14].

To use a quick link:
1 On a page, in the Actions menu click Quick Links. A submenu appears.
2 Click a quick link in the submenu. That page appears.

To create a quick link:
1 On a page, in the Actions menu click Quick Links. A submenu appears.
2 Click Quick Link this Page.... A dialog appears.
3 For Quick link name, type a unique name for the link.

You can do this if your role is:
School Administrator

B C D EA

You can do this if your role is:
Secretary
Teacher
School Administrator
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4 Click OK. Chancery SMS adds the quick link to the Actions menu on most pages 
and to the Quick Links section of the home page [p. 14].

A quick link does not appear in the Actions menu of the page to which 
it is a shortcut.

Displaying quick links on the home page
You can control the quick links [p. 17] displayed in the Quick Links section of your 
home page [Figure 6] [Figure 7]. You can also rename the quick links displayed and 
delete any of those you have created. Such customization is specific to the user 
account and role [p. 12] in which you are working when you create it; in other words, 
Chancery SMS preserves the customized home page and displays it when your user 
account is logged on and (if that account has more than one role available) that 
particular role is chosen. 

To add a quick link to your home page:
1 On the home page, in the Actions menu click Customize Home Page.... The 

Customize Home Page page appears.
2 In the Quick Links panel [Figure 11], in the Available Quick Links list, select the 

link and click Add. The link appears in the Quick Links on Home Page list.
To rename the quick link, select it and enter a new Quick link name.
To delete a quick link that you have created, select the link in the 
Quick Links on Home Page list and click Remove. Chancery SMS 
deletes it when you click OK.
To remove a quick link from the home page, select the link in the 
Quick Links on Home Page list and click Remove.

3 Click OK.

FIGURE 11: Customize Home Page page: Quick Links

A Quick link name: Enables you to name 
or rename a quick link selected under   
Quick Links on the home page. 

B Quick link url: Displays the URL of a 
quick link selected under Available Quick 
Links.

C Available Quick Links: A list of quick 
links you have created [p. 17].

D Quick Links on Home Page: If this list is 
empty, the Quick Links section is not 
displayed on the home page.

You can do this if your role is:
Secretary
Teacher
School Administrator

A

C

B

D



1 Introduction 
Chancery SMS 7.6.0 School Administration Manual, Build: 6/24/11

19

Working on a page
On a typical Chancery SMS page, you also work with information using web-standard 
elements such as fields, check boxes, lists, grids, icons, buttons, and links [Figure 
12] [Figure 13]. Some pages organize the contents into several collapsible panels. On 
many pages, it is important to save your changes before moving on to another page.

FIGURE 12:Page elements

A Tab: Organizes information into layers. 
Click the tab to view its information. 
Your access to a tab may be restricted by 
your role. Changes made on a tab are 
saved only when you save the page [p. 
20].

B Field: An area into which you can type 
information. The type of field (text, 
numeric, or date) determines the 
amount or kind of information you can 
enter. In this manual, a field name is 
indicated by bold text.

C List: Contains several items from which 
to choose.

D System-set field: An area in which 
Chancery SMS displays information 
derived from elsewhere.

E Panel: Organizes information on a long 
page into collapsible sections. 

F Panel arrow: Click to collapse or expand 
the section.

G Context field: An area you have access 
to only in specific circumstances, such as 
a setting in another field on this page.

H Button: Acts on the page, panel, or tab 
in which it is located. In this manual, a 
button label is indicated by bold 
underlined text.

FIGURE 13:Other page elements
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A Panel: Organizes information on a long 
page into collapsible sections. 

B Panel arrow: Click to collapse or expand 
the panel.

C List: Contains several items from which 
to choose.

D Grid: A list of records, the information 
from which is organized into columns 
[see Working with a grid of information, p. 
20]. 

E Check box: In this case, a check selects 
the record.

F Link: Clicking this takes you to the 
relevant information.

G Total: The total number of records (on 
all pages, if the records are displayed on 
several pages).

H Top: On a long page, clicking this scrolls 
the view to the top of the page.

Saving information on a page
When you make changes to information on a page and you want that information to 
be saved to the system, you must deliberately save the information before moving 
on to another page. To save the information on a page, click the page’s Save or OK 
button [Figure 14].

When you click the Save or OK button, Chancery SMS saves all changes made on that 
page, including changes made in panels and tabs [Figure 12] that may no longer be 
visible, and closes the page. On a page with an Apply button, when you click the 
Apply button Chancery SMS saves all changes made on that page and keeps the page 
open.

Some pages contain fields for which you are required to enter information before 
saving the page. A required field is indicated by an asterisk (*) in its label. If, when 
you save a page, any required fields are incomplete, Chancery SMS displays a 
message to that effect. If the incomplete field is within a tab, Chancery SMS 
displays that tab, or the first tab of several containing an incomplete field.

FIGURE 14: Saving information on a page

A OK: Saves any changes to information 
made on this page. Note: This button 
appears on a page only if it is possible to 
change information on that page. 

B Cancel: Discards any changes made on 
this page.

Working with a grid of information
Some pages display information in the format of grid. Each line of the grid contains 
a separate record, that is, an interrelated set of information. The grid’s columns 
display selected types of information common to every record. Note: A grid of 
student search results differs [p. 44].

A B
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FIGURE 15: Grid elements

A Number of records currently selected in 
this grid

B Select all check box: Enables you to 
select or deselect all the records in the 
grid at once, even if the grid spans more 
than one page. You can also select all 
records by choosing Select All from the 
Edit menu.

C Column label: Displays the type of 
information displayed in this column for 
each record. If the label is underlined, 
you can use it to sort the records [Sorting 
records, p. 21].

D Sort indicator: An  arrow indicates 
that this row is sorted in ascending 

order. An  arrow indicates 
descending order.

E Record selection check box: Enables you 
to select or deselect a record. You can 
select one or more records at once.

F A selected record: Each row consists of 
one record. 

G Record hyperlink: Enables you to open 
the record.

H Prev/Next: Where a grid spans more 
than one page, displays the previous or 
next set of records from this grid. 

I Records display: Where a grid spans 
more than one page, this enables you to 
see the total number of records in the 
grid and to choose the set to display.  

Sorting records
In general, when Chancery SMS generates a grid of records, it lists the records in 
order from top to bottom according to the first column on the left in ascending 
order; for example, by Student Name from A to Z. Note: For some grid types, such as 
student search results [p. 44], you have the option of applying a preconfigured grid 
view that sets the column sorting [p. 23]. 

You can change the sorting by one or more columns, in ascending or descending 
order. For example, you might want to sort a list of staff in ascending order by 
name, then by gender. Your sorting persists only as long as the grid is displayed; that 
is, when Chancery SMS generates a new grid, it uses its default grid view sorting or 
the grid view you last applied [p. 23]. Note: You can sort on a field that is not 
displayed as a column. 

To sort the columns in a grid of records:
1 With a grid of records displayed (for example, a set of staff search results), from 

the Edit menu, click Sort.... The Sort page appears [Figure 16].
2 Adjust the columns for the purpose of sorting.

To remove a field from display, double-click it under Selected 
Columns. Chancery SMS moves it to Available Columns.
To remove a field from display, double-click it under Selected 
Columns. Chancery SMS moves it to Available Columns.

3 Adjust the order of sorting priority: 
To move a field up, click it to select it and click the up arrow button.
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To move a field down, click it to select it and click the down arrow 
button.

4 Click OK.
To return to Chancery SMS’s default column sorting, click Restore 
Defaults.

FIGURE 16: Staff record default column sorting

A Selected Columns are those on which 
Chancery SMS sorts the grid. The vertical 
order corresponds to sort order.

B Available Columns are the fields from 
which you can choose to sort.

C Change Sort: Toggles the selected 
column’s sorting scheme between 
ascending (“Asc”) to descending 
(“Desc”). 

To sort the grid according to a column:
1 On a grid, click an underlined column label [Figure 15]. The grid’s records are 

sorted in ascending order and an  (up) arrow appears beside the label.
To sort in descending order, click the column label again. An  
(down) arrow appears. 
Where the grid spans several pages, clicking a column label on any 
page has the same effect.

To sort a grid by more than one column:
1 On a page with a grid displayed, from the Edit menu, click Sort.... The Sort page 

appears.
2 For Sort rows by, select the first column on which to sort.

Note: You can sort on a field that is not displayed as a column.
3 Set up three more fields on which to sort.

The vertical order corresponds to the sort order.
4 Set each chosen field to Ascending or Descending. 
5 Click OK.

Adjusting the columns displayed
On a grid of records, the columns displayed reflect only some of the fields available 
for each record. You can change which columns are displayed and the left-to-right 
order in which they are presented. Your changes take effect on all grids of records 
that Chancery SMS subsequently generates. For some grid types however, such as 
student search results [p. 44], you have the option of applying a preconfigured grid 
view that sets the columns displayed [p. 23].

A B
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To adjust the columns displayed in a grid
1 On the page’s Edit menu click Choose Columns.... The Choose Columns page 

appears.
2 Move the field names that you want displayed to the Available Columns list.

To move a field from one list to the other, double-click its name, or 
click to select it and then click the  or  arrow.

3 In the Available Columns list, adjust the vertical order of the fields. This is the 
order in which the columns are displayed left to right.

To return the columns to Chancery SMS’s original arrangement, click 
Restore Defaults.

4 Click OK. The grid appears with the columns configured accordingly.

Pre-configured views of a grid of information
Rather than adjusting the display of a grid of information each time you view it, you 
can apply a pre-configured grid view. A grid view defines the columns displayed and 
the initial sorting of the information that appears in those columns. A grid view 
applies to a particular type of Chancery SMS page, such as student search results [p. 
44]. Thus, each time you view that type of page, you can choose the grid view to 
apply (should more than one be available). Once you have chosen a grid view for a 
page type, Chancery SMS applies that same grid view to that page type thereafter 
until you make another choice. 

The grid view that you choose to apply can be a personal grid view, which is 
particular to each user, or a global grid view, which is set up by an administrator for 
the use of others.

To apply a grid view to a grid:
On the page that contains the grid, for View [Figure 35], select a grid view.

“(P)” indicates a personal grid view, as in “(P) Students by First Name 
and Grade”.
“(G)” indicates a global grid view.
Chancery SMS displays the View field (that is, a list of available grid 
views) only on pages to which you can apply a grid view.

The user can set up a grid view and save it for later use, or publish it immediately 
for the benefit of other users. A school-level user can set up a personal grid view for 
his or her own use. A School Administrator can set up a personal grid view or a 
global grid view of school-level information for the use of other school users. A 
District Administrator can set up a global grid view for the use of all district users or 
a personal grid view of district-level information. Once a user has set up a personal 
grid view, it is available only to the login ID [p. 10] in which it was created.

To set up a grid view:
1 On the home page, in the control bar under ADMIN, click User Settings. The User 

Settings page appears, which displays a list of grid views available to you [Figure 
17].

2 Under Grid Views, select a Feature Area [Figure 17].
3 In the Actions menu, click Add Grid View > Personal View. The Personal Grid 

View page appears, which displays a list of pages for the selected feature area.
To set up a global grid view, click Add Grid View > Global View.
To adjust a grid view, select the grid view and in the Actions menu, 
click Edit Grid View.
To delete a grid view, in the Actions menu, click Delete Grid View.

You can do this if your role is:
School Administrator
District Administrator
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4 Type a View name.
5 Type a View description.
6 In the list of pages, select the Page Name/Grid Name combination to which you 

want the personal grid view to apply.
The pages available depend on the logged in user.

7 For a global grid view, set View options:
Publish: Chancery SMS saves the view and make it available for use.
Unpublish: Chancery SMS saves the view but does not make it 
available for use.

8 Click Continue.
9 Under Define Columns, set the columns to be displayed [see Adjusting the columns 

displayed, p. 22].
To use the set of columns displayed in an existing grid view, click 
select (located in the sentence “You may select an...”), choose the 
grid view in the Copy Grid View popup page.

10 Under Define Sorting, set the sort order of the columns to be displayed [see 
Sorting records, p. 21].

11 Click OK. The new personal grid view appears in the list.

Instead of going to User Settings, the user can adjust a grid view, or save it as a new 
view, when working with a grid of search results.

To set up a grid view from a grid:
1 On the page that contains the grid, beside View, click the edit grid view icon 

[Figure 35]. The Modify Grid View dialog appears. 
2 For View name, adjust the name as necessary.

Chancery SMS enters the name of the current view. If you save this 
grid view without changing the name, Chancery SMS asks if you would 
like to overwrite the existing grid view of this name.

3 Under Define Columns, set the columns to be displayed [see Adjusting the columns 
displayed, p. 22].

For Category, select a relevant schema. This appears only if more 
than one schema is available. For column categories, Chancery SMS 
indicates an extension schema by the prefix <Extension name.field 
name> and a child schema by the prefix (+). 

4 Under Define Sorting, set the sort order of the columns to be displayed [see 
Sorting records, p. 21].

5 Click Save.
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FIGURE 17: Grid views

A Page Name: Indicates the grid type to 
which the grid view applies. In Chancery 
SMS 7.6.0, you can set up a grid view for 
the following grid types: Student Search.

B Grid Name: A District Administrator can 
set up a personal view only for District 
Student Search.

C View Name: Click to adjust the grid 
view.

D Published: “Yes” indicates that the grid 
view is “published” and thus available to 
users. “N/A” indicates that it is saved 
but “unpublished” and thus not 
available.

TABLE 1: Permissions pertaining to grid views

Printing a grid
You can print any grid in its entirety in a tabular format with a custom title and 
comments appended. This is particularly useful for grids that span more than one 
page. To print a grid, Chancery SMS first generates a PDF (the Adobe® Acrobat® file 
format) which you can then send to a printer. 

To print a list of items that spans several pages:
1 On the Chancery SMS page, near the top of the grid, click the Print icon [Figure 

18]. The Grid Print Options page opens. 
2 Set report details, which include:

Report Name: This appears as a header at the top of each page of the 
report [Figure 19].
Include school/district name
Expand to show all content: The report displays all cell content for 
cTools fields (such as collection, memo, and child collection).
Comments: These appear on the last page of the report under the 
heading “Comments”. 

3 Set options, which include:
 Report Format: For printing, ensure that Report Format is set to 
Adobe Acrobat (.pdf), which is the default choice.
Print format: Select Portrait orientation (tall and narrow) or 
Landscape (short and wide)
Page size: Select Letter or Legal (taller than letter).

4 Click Print. The Grid Print Options page is replaced by a printout in PDF format. 
5 On the PDF tool bar, click the Print icon [Figure 19].

To You need this permission Set to

Create a global grid view User Settings > Global Grid View Delete
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To save the print version of the report (that is, the PDF file), click the 
Save icon [Figure 19].

FIGURE 18: Grid print icon

A Print icon: Enables you to print the 
entire grid or export its information to a 
specific data format [p. 26].

FIGURE 19: Sample grid printout in PDF format in a popup page

A Print icon
B Save icon: Saves a copy of the PDF for 

future use. 

C Printout
D Report Name

Exporting information from a grid
As an alternative to generating a printout for a grid, you can export the information 
from the grid into a format usable in other applications.

To export information from a grid:
1 On the Chancery SMS page, near the top of the grid, click the Print icon [Figure 

18]. The Grid Print Options page opens. 
2 In the Output Options panel, for Report Format, click a suitable data format. 

Options include:
Crystal Reports (*.rpt), for which the file extension is “.rpt”.
Microsoft Excel (*.xls)
Microsoft Word (*.doc)
Rich Text (*.rtf)
Comma-separated values (*.csv)
Tab-separated values (*.tsv)
Plain text (*.txt)

3 Click Print. A File Download dialog appears. 
4 Click Save. A Save As dialog appears.
5 Set the File name and the location to which the file is to be saved.
6 Click Save. Chancery SMS saves the file to the location specified.

A
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Specialized pages
On occasion, Chancery SMS opens a specialized popup page in a new browser 
window [Figure 20], which is usually smaller than the main page. When you have 
finished working with the information on a popup page, use the Save or Close button 
to close the page and ensure that your work is saved. 

FIGURE 20: Popup page

A Popup page: This appears as a separate 
browser window.

B Scroll bars: Vertical or horizontal scroll 
bars appear where the page extends 
beyond the size of the browser window. 
Note: When you use the Tab key to 
move the selection [p. 27] the page 
scrolls automatically.

C Close button: This cancels your changes 
and closes the popup page.

D Maximize button: This enlarges the page 
to fit the entire screen. On most 

screens, this is large enough to ensure 
that all information on the popup page is 
visible and to remove the need for scroll 
bars. 

E Save button: A typical popup page has a 
button that saves your changes to the 
information on this page and closes the 
page.

F Resize handle: Click, hold and drag this 
spot (or any of the window’s borders) to 
enlarge or shrink the size of the window.

Note: It is possible to continue working with the main page while a popup page is 
open. However, if in the course of your work you open the same popup page, a new 
version of the popup page replaces the old and any unsaved work on the old popup 
page is lost. Thus, it is prudent to complete work on a popup page and close it 
before proceeding to other work in a Chancery SMS system. 

Printing a page
You can print any page. To print the contents of a grid, refer to Working with a grid 
of information [p. 20].

To print an entire page:
Click the web browser’s Print icon [Figure 21].

Or from the web browser’s File menu click Print.
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FIGURE 21: Sample web browser controls

A File menu B Print icon

Keyboard control
Typically, you work with Chancery SMS using a mouse-driven pointer while using the 
keyboard to change information in a field. However, some system users, such as 
those who enter a lot of information or conduct the same task repeatedly, prefer to 
use the keyboard as much as possible. These users can make use of the keyboard 
shortcuts built into the web browser [Table 2]. 

One of the most useful keys is Tab, which enables you to shift the selection through 
a page’s elements until the desired element is selected [Figure 22]. 

FIGURE 22: Selection examples

A A rectangle indicates the selection
B A cursor indicates the selection

C Highlighting indicates the selection.

On the page, the selection typically appears first in the top left, on the topmost 
control bar choice, such as Quick Search [Figure 5] or in the first field [Figure 22]. 
From this position, the selection moves each time you press the Tab key, typically 
down the page and to the right. Press Shift + Tab to move the selection back. For 
instructions on how to work with the selected control, refer to Table 2 [p. 28].

TABLE 2: Keyboard shortcuts 

BA

A

B

C

Task with example Keyboard shortcut

Click a control 1 Press Tab or Shift + Tab to cycle through buttons and fields 
until the button is selected.

2 Press Enter.

Click a link 1 Press Tab or Shift + Tab to cycle through buttons and fields 
until the button is selected.

2 Press Enter.

Click a button 1 Press Tab or Shift + Tab to cycle through buttons and fields 
until the button is selected.

2 Press Enter.
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Optimizing your web browser
You work with Chancery SMS using a web browser such as Internet Explorer (on a 
Microsoft Windows®-based computer) or Safari™(on an Apple® Macintosh® 
computer). We recommend that you adjust your chosen web browser’s settings to 
optimize Chancery SMS operation and to protect the confidentiality of the student 
information.

To optimize the web browser:
Ensure that the following settings are in effect (to get access to these settings in 
Internet Explorer, in the Tools menu click Internet Options...):

Accept cookies automatically (on by default)
Enable active scripting (on by default) 
Do not automatically store web pages on your hard drive. A stored 
web page, which contains confidential information, may be 
accessible to other users of your computer. (From the Internet 
Explorer Tools menu select Options, then under Browsing History 
click Settings, and set “Check for Newer Versions of Stored Pages” to 
Automatically.)
All AutoComplete options are off. If you allow the browser to 
remember the text you have typed into fields such as Password and 
Grade, other users of your computer may get access to that 
information. For this reason, Chancery SMS does not support 
AutoComplete. (From the Internet Explorer Tools menu select 
Options, then under Security click Advanced, and deselect “Use 
Inline Autocomplete”.)
Restrict the use of web browser tool bar extensions and popup 
blockers. These interfere with the operation of Chancery SMS. The 

Select a check box 1 Press Tab until the check box label is selected.
2 Press the Space bar.
3 Press Tab to set the choice and move on.

Click an option 1 Press Tab until the first option in the set is selected.
2 Press the up or down arrow to select another option.
3 Press Tab to set the choice and move on.

Select an item from a list 1 With the field selected, cycle through the choices by pressing 
the up or down arrow.

Press Page Down to go to the end of the list, Page 
Up to the top.
Press the first letter of a choice to select it. Where 
more than one choice share the same first letter, 
press that letter again to cycle through the 
choices.

2 Press Tab to set the choice and move to the next field.

Type in a field 1 Cycle through buttons and fields by pressing Tab or Shift + 
Tab until the cursor appears in the field.

If the field contains text, all of it is selected.
2 Type.
3 Press Tab to set the text and move on.

Task with example Keyboard shortcut
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Yahoo tool bar is one of the more problematic. (From the Internet 
Explorer Tools menu select Options, then under Security click 
Trusted Sites, then click Sites, and for “Add this Web site to the 
zone” enter the Chancery SMS system’s URL, and click Add. Deselect 
“Require server verification (https:)”.)

Alerts
Chancery SMS can automatically monitor information and conditions in the system 
for changes that are relevant to your role [p. 12]. When a relevant change occurs, 
Chancery SMS alerts you to it; for example, when working as a Teacher, you could be 
notified when another system user records that one of your students will be absent 
on a future date, or when working as an administrator you could be notified when a 
time-consuming report is complete, or when an unusual attendance pattern occurs 
[p. 155]. Chancery SMS alerts you only to those conditions to which you have 
subscribed [p. 31]. A District Administrator sets up alerting parameters [p. 196].

Chancery SMS generates an alert [Figure 23] for you when information matches 
criteria defined in an alert definition. Chancery SMS checks all alert definitions 
every five minutes. (Alert definitions [p. 32] are assigned to roles by an 
administrator or technician.) 

Chancery SMS alerts you by displaying:
• An alert icon on the task bar [Figure 23] 
• An alert link on the home page [p. 14] under Alerts [Figure 23]
• (Optional) An alert message sent to your mobile phone [Figure 26].

FIGURE 23: Alert indicators in Chancery SMS

A Alert icon: Click to view a list of all 
alerts [p. 30].

B Alert link: Click to view a list of all alerts 
[p. 30]. 

Viewing an alert
Chancery SMS maintains an alert for 30 days or until you delete the alert. You can 
view the details of an alert at any time and delete it if necessary.

To view an alert:
1 Click the alert icon (typically found on the home page) [Figure 23]. The Alert List 

page appears [Figure 24].
2 In the Alert Info column, click the alert’s name. The Open Alert page appears 

[Figure 25].
Or select one or more alerts and in the Actions menu click Open 
Alert. 
To delete an alert, select the alert and in the Actions menu click 
Delete Alert.

A

B
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FIGURE 24: Alert List page

A Alert: Chancery SMS displays in bold type 
alerts you have not viewed.

FIGURE 25: Open Alert page

A Date: If you selected more than one 
alert to view at a time, select the date 
of an alert to view.

B Prev|Next: If you selected more than 
one alert to view at a time, click these 
to cycle through the selected alerts.

C Auto delete: Indicates how soon 
Chancery SMS will delete the alert. 30 
days is the maximum.

When you have noticed and investigated an alert, you can remove it from display.

To remove an alert from display:
1 On the Alert List page, select one or more alerts.
2 In the Actions menu click Delete Alert.

Subscribing to alerts
Chancery SMS alerts you only to alert definitions [p. 32] to which you have 
subscribed. When you first start working with a system, you are automatically 
subscribed to all alert definitions available to your role. Thereafter, you control the 
definitions to which you subscribe [Figure 26]. 

Some roles [p. 12] are subject to standard alerts, that is, alert definitions to which 
all users with a particular role are automatically subscribed; for example, a 
homeroom Teacher will receive a Future Absent Attendance Alert when a change is 
made to the future attendance of a student in his or her homeroom. Chancery SMS 
alerts each user who is assigned to the appropriate role, provide that role is active, 
the user's account is active, and within the user account that role is also set to 
active [p. 186].

A

CA B
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FIGURE 26: Sample alert subscriptions

A Alert Subscription Options: Alert 
definitions available to you.

B Subscribe: Enables you to subscribe or 
unsubscribe to an alert definition. Some 
subscriptions are standard, that is, 
automatically assigned to your role.

C Mobile Alert: Gives you the option of 
subscribing to an alert on your mobile 
phone in addition to the alerts received 

through the regular subscription. This 
option is available only on some alert 
definitions. When you receive the text 
alert, the sender name on your mobile 
device appears as 
“[Districtname]@Chancery.SMS.com”. 

D !: Indicates that this alert is high 
priority.

To subscribe to an alert definition:
1 On the home page’s Action menu, click Change Alert Subscription.... The 

Change Alert Subscription page appears and displays a list of available alerts 
[Figure 26].

2 In the Subscribe column, select the check box for each alert to which you want 
to subscribe.

If a check box is available in the Mobile Alert column, select the 
check box of each alert for which you want to receive an alert in the 
form of a text message to your mobile phone. 

3 Click OK.

Or
On the Alert List page, in the Actions menu click Change Alert Subscription....

TABLE 3: Permissions pertaining to alerts

Alert definitions
An alert definition specifies the information and conditions in the system that 
Chancery SMS monitors for changes. When a relevant change occurs, the system 
sends an alert to users who are subscribed to that alert definition. 

A B C

D

To You need this permission Set to

Change an alert School Setup > Alert Setup Delete
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Several alert definitions are provided with a Chancery SMS system. These alert 
definitions are assigned to user roles [p. 12], such as School Administrator [Table 4] . 
An administrator can adjust an alert definition, for example to have Chancery SMS 
send it to school staff. Any user associated with the role [p. 12] is automatically 
subscribed to the alert definition (however, for some alerts, the user has the option 
of unsubscribing [p. 31]). 

TABLE 4: School administrator alerts

To adjust an alert definition:
1 On the home page, in the control bar, under ADMIN, click School Setup. The 

School Setup page appears. 
2 Under School, click Alerts. The Alerts page appears

The Alerts page displays all alerts, active or not.
3 Click the alert definition. The Edit Alert page opens. 
4 Enter or change information, which includes:

This Alert is: The default is On. When set to Off, the alert does not 
generate active alerts [Figure 23].
Alert is HIGH Priority: Check to have Chancery SMS display a high 
priority indicator (“!”) wherever this alert appears. 
Alert Name
Description: An explanation of the alert that Chancery SMS displays 
with its name where space permits.
Alert Message: Chancery SMS appends this message to any alert. This 
message is included in a mobile alert (an SMS text message).

5 Click OK.

Alert Options Reference

Batch Address Validation Student Demographics: Address/Phone [p. 
56]

Calculate Grades, Credits & GPAs       Mobile

Calculate Honor Rolls      

Cumulative GPA Calculation      

Daily Attendance Code Calculation Failure      Calculating daily attendance codes [p. 125]

Future Attendance Change      Student record: Attendance [p. 61]

Grade Calculation      

Health Examination Non-Compliance      

Homeroom Change      

Immunization Non-Compliance/Delinquent      

Master Schedule Builder      

Program Eligibility Calculation       Mobile Programs [p. 76]

Student Loader      

Test Session Eligibility      

User Account Locked        Mobile, High priority User accounts [p. 185]

You can do this if your role is:
School Administrator
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2 Student management

In general, a District or School Administrator sets up student records for use by 
school staff. A School Administrator can view a student record and maintain the 
information therein. Once a student is enrolled at a school, staff at that school 
(such as School Secretaries, Teachers, School Administrators, and School Health 
professionals) can view that student’s record and add and change some information, 
such as grades and attendance. For changes to class and homeroom assignments, 
refer to the Chancery SMS Scheduling Guide.

These capabilities vary, subject to roles [p. 12] and the permissions [p. 189] of 
individual users; for example, a typical Teacher can view students in his or her 
classes and homerooms, a School Administrator all students in the school, and a 
District Administrator all students in the system.

Viewing student information
You can view information on a student through his or her student record [p. 50]. In 
general, wherever you can see a student’s name, you can view that student’s record 
by clicking the name, which is linked to the relevant record. 

FIGURE 27: Student link examples

A Student name: Click to view a student’s 
record. Note: A student name in italics 
indicates an inactive student [p. 49].

To quickly view all students (for which you have permission):
On the home page [p. 14], click All Students. A complete list of student records 
(to which your role has access) for the school appears [Figure 27].

If your role is Teacher, the link you click is My Students and Chancery 
SMS displays a list of records for your students only.
The Quick Search page serves as the home page for all roles except 
that of Teacher. To view the Quick Search page as a Teacher: on the 
home page, in the control bar under SEARCH, click Student.

A

You can do this if your role is:
Teacher
School Administrator
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Chancery SMS displays the first 1000 student records. If the system 
holds more than 1000 student records, search for particular student 
records using basic [p. 38] or detailed criteria [p. 40].
Or reuse a previously specified search by selecting it from the List 
box.
If the Quick Search page is not your home page, open it as follows: On 
the home page, in the control bar under SEARCH, click Student. The 
Quick Search page appears.

Among the other means through which you can locate a student record are:
• Searching for students [p. 36]
• A family [p. 47]
• A class or homeroom roster [p. 15] [p. 15]
• A grading list [p. 15]
• An attendance list [p. 15]
• A list of award recipients [p. 65]
• A list of program participants [p. 76]

Searching for students
In circumstances where you want to view a particular student or a specific subset of 
all students, Chancery SMS offers several types of searches:
• Quick student search [p. 36]
• Advanced student search [p. 38]
• Families search [p. 47]
• Recent and saved searches [p. 42]
• Search of inactive students from past years [p. 49]

In general, a search generates a list of students that your role [p. 12] has permission 
to view. After you conduct a successful search you can save the search criteria for 
future use [Recent and saved searches, p. 42] or save the results as a list that you can 
re-use when necessary [see Saved student lists, p. 43]. 

Quick student search
The quick student search enables you to quickly search for students by last name, 
first name, or ID number. You can search for a particular student or a list of students 
that matches your criteria. You also have the option of viewing all students for 
which your role [p. 12] has permission and viewing students by grade.

To conduct a quick student search:
1 On the home page [p. 14], for Student name or ID, enter the first few characters 

of a student’s last name, first name, or ID number. Chancery SMS displays a list of 
up to 10 potential matches [Figure 29].

The Quick Search page serves as the home page for all roles except 
that of Teacher. To view the Quick Search page as a Teacher: on the 
home page, in the control bar under SEARCH, click Student.
The potential matches change as you enter more characters.
In the list of potential matches, those matching the last name are 
listed first, followed by those matching the ID number, then those 
matching the first name.
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To search specifically for a first and last name combination, enter all 
or part of the last name followed by a comma and then all or part of 
the first name. For example, entering “Beni,Ada” would generate a 
match for “Benito, Adam”.
Quotation marks (“) have no effect.
If you paste text into the box using the mouse (right-click in the box 
and choose Paste from the menu), press the Enter key to have 
Chancery SMS display the potential matches. If you paste text into the 
box using Ctrl+v, Chancery SMS displays potential matches 
immediately.
Or click All Students  [Figure 28] to view all the students in the 
school.
Or click a grade level [Figure 28] to view all the students in a 
particular Grade.

2 Select a potential match using the cursor or the arrow keys and then press 
Enter. That Edit Student Demographics page for the selected student’s record 
appears [p. 50].

Or, select More records, go to search results page... [Figure 29] (or 
press the Enter key) to see a list of students for which the last name 
or ID number contain the characters typed. In the Search Results 
panel, Chancery SMS displays a list of students that match your search 
criteria. 
• In the Advanced Student Search panel, Chancery SMS displays 

relevant detailed search criteria [p. 40].
• You can changed the sorting of these results or adjust the columns 

displayed [p. 44].

FIGURE 28: Quick Search page 

A Student name or ID: You can search by 
the first few characters of a student’s 
first name, last name, or ID number. For 
example, entering “bry” generates 
results that includes students with the 
last name of “Bryson” and the first name 
“Bryan” [Figure 29]

B Pre-defined Searches: Searches for 
which the criteria are fixed. Click a 
search to generate current results, 
which Chancery SMS displays on the 
Advanced Search page [p. 38].

C My Favorite Searches: Saved favorite 
searches from the Student Search page  
[p. 42]. To run a favorite search, select it 
from the list.

D Saved Lists: The results of previously 
conducted searches. You can change the 
contents of these lists [p. 43].

E Advanced Search: Click to search 
using other, or more detailed, criteria [p. 
38].

A

C

B

E

D
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FIGURE 29: Student name or ID potential matches

A Characters for which Chancery SMS is 
searching.

B List of up to 10 potential matches

C More records, go to search results 
page...: Appears if Chancery SMS finds 
more than 10 potential matches. Clicking 
this Generates a list of all students for 
which the last name or ID number match 
the character search string. 

Advanced student search
You can search for a specific set of students based on the information stored in 
many of the fields found in a student record, such as Age, Birth date, Gender, 
names, telephone numbers, geocodes, Ethnic Category, grade level, Student 
Number, and SSN/SIN. To perform an advanced student search you configure search 
criteria and then run the search. You also have the option of viewing all students for 
which your role [p. 12] has permission.

To set up and run a search for student records using basic criteria:
1 On the home page [p. 14], click Advanced Search. The Advanced Student Search 

page appears.
The Quick Search page serves as the home page for all roles except 
that of Teacher. As a Teacher, to view the Quick Search page: on the 
home page, in the control bar under SEARCH, click Student.

2 Under the Basic tab, Chancery SMS displays a default search setup. This consists 
of the following three search criteria [Figure 30]:

First criterion:  
“Last name starts with Enter a value...”.
Second criterion:  
“Student number starts with Enter a value...”.
Third criterion:  
“SchoolStudent saved lists equals Enter a value...”.

3 Configure each search criterion as follows:
If you do not enter a value for a criterion, Chancery SMS ignores that 
criterion when you run the search.

a Enter the value to find: click “Enter a value...”, type a value, and click OK.
• For text fields, the case of the search value does not matter; for 

example, “lancaster” finds “Lancaster”. 
• Spaces are relevant; for example, “delos santos” will not find “de 

los santos”.
• You can enter a maximum of 100 characters in a text field, 25 in a 

numeric, and 10 in a date field.

A

C

B
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b [Optional] Change the operator: click “Operator: starts with” and click an 
item in the list.
• The field on which you are searching determines which operators are 

available. Typical operators include: contains, starts with, ends with, 
equals, does not equal, is empty, is not empty, is in list.

• The operator “is in list” enables you to enter several values at once 
(separate each with a comma).

c [Optional] Change the field name: click “Field:...” and click an item in the 
list.
• Only a limited set of fields are available here. More fields are 

available in a Detail search [p. 40].
4 [Optional] Add another search criterion: 

a Click Add. A new search criterion appears as follows [Figure 30]: 
“Select a field...  Operator...  Enter a value...”.

b Click each part of the criterion to configure it.
5 [Optional] Click OR to set the search to find records that match any of the 

criteria [Figure 30].
AND sets the search to find records that match all of the criteria.

6 Click Search. Chancery SMS runs the search and displays matching student records 
(if any) under Search Results.

You can changed the sorting of these results or adjust the columns 
displayed [p. 44].
Chancery SMS saves the search criteria. Should you want to conduct 
this same search again, click Most recent searches [p. 42]. 
When you run a recent or favorite search, Chancery SMS displays the 
criteria under Basic.
To save the search criteria, click Add to favorites [p. 42]. 

FIGURE 30: Basic student search: default criteria 

A Add: Adds a new unconfigured search 
criterion. Use the AND/OR buttons to set 
the nature of the new criterion.

B Restart: Resets the search criteria to one 
incomplete search criterion as follows: 
“Select a field...  Operator...  Enter a 
value...” [Figure 31].

C Add to favorites: Saves the search criteria 
you have configured [p. 42].

D AND: Sets the search to find students 
who match all of the criteria in the list. 
In general, this generates fewer results.

E OR: Sets the search to find students who 
match any of the criteria in the list. In 
general, this generates more results.

F Criterion
G Field: Click it to choose a field.
H Operator: Click it to choose an operator.
I Value: Click it to enter a value.
J Search: Runs the search using the criteria 

as you have configured them.
K Detail: Enables you to build a search 

using a larger range and combination of 
fields, including custom fields [p. 40].
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To display all student records in a school:
1 On the home page, in the control bar under SEARCH, click Student. The Quick 

Search page appears.
2 Click Advanced Search. The Advanced Student Search page appears.
3 Under the Basic tab, click Display All Records.

Detailed student search
Using a detailed student search, you can search by one or more fields (including 
custom fields), typically a combination of commonly used information such as Name 
or Grade and unusual criteria such as Disability or Graduation Date. This search 
involves building a set of criteria, which can be grouped and organized logically 
using and/or statements. The tools enable you to build complex queries [Figure 32].

Chancery SMS remembers your 10 most recent searches so that you can re-run them 
if you wish [p. 42]. Or, you can save any search for re-use as a favorite search under 
a name of your choice. You also have the option of viewing all students for which 
your role [p. 12] has permission.

To conduct a search for student records using detailed criteria:
1 On the home page [p. 14], click Advanced Search. The Advanced Student Search 

page appears.
The Quick Search page serves as the home page for all roles except 
that of Teacher. As a Teacher, to view the Quick Search page: on the 
home page, in the control bar under SEARCH, click Student.

2 Click the Detail tab. Chancery SMS displays a default search setup. This consists 
of one incomplete search criterion as follows [Figure 31]: 
“Select a field...  Operator...  Enter a value...”.

3 Under Detail, configure the first search criterion [Figure 31]:
a Set the field on which to search: click “Select a field...” and click an field 

name in the list.
• Since the system contains many fields on which you can search, 

they are organized into sets. Choose a set from the Category list.
b Set the operator: click “Operator...” and click an operator in the list.

• The field on which you are searching determines which operators are 
available. Typical operators include: contains, starts with, ends with, 
equals, does not equal, is empty, is not empty.

• For the field “Student number” (also known as “Student ID”), the 
operator “is in the list” enables you to enter as the value a list of one or 
more student numbers. Separate each number with a comma (that is, 
comma delimited) and leave out spaces. The list can contain up to 250 
characters. 

c Enter the value to find: click “Enter a value...” and type a value.
• For text fields, the case of the search value does not matter; for 

example, “lancaster” finds “Lancaster”. 
• Spaces are relevant; for example, “delos santos” will not find “de 

los santos”.
• You can enter a maximum of 100 characters in a text field, 25 in a 

numeric, and 10 in a date field.
• Use “%” to search for group of unknown characters; for example, 

“starts with S%h” finds “Smither” and “Soh”.
• Use “_” to search for an unknown character; for example, “starts 

with S_r” finds “Street” and “Serafin”.
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• Use [ ] to search for a character that is normally a “wildcard” 
character (for example, “%” is a wildcard character that searches 
for an unknown group of characters); for example, “[_]r” finds 
“John_Sr.”, “[%]” finds “95%”.

4 [Optional] Add another criterion: click Add and configure the new criterion.
Chancery SMS displays the new criterion as: “Select a field...  
Operator...  Enter a value”.

5 [Optional] Logically arrange your completed criteria [Figure 32]: 
To group two or more criteria, select each criterion and click Group.
To ungroup the criteria in a group, click the group’s icon.
To remove a criterion, click it to select it and click Delete.
To set a criterion or group to be an alternative to the others, click OR 
above the criterion.
To add a criterion or group to the others, click AND above the 
criterion.

6 Click Search. Chancery SMS displays matching student records (if any) under 
Search Results.

You can change the sorting of these results or adjust the columns 
displayed [p. 44].
Chancery SMS saves the search criteria. Should you want to conduct 
this same search again, click Most recent searches [p. 42]. 
When you run a recent or favorite search, Chancery SMS displays the 
criteria under Detail.
Chancery SMS may rationalize or re-organize your search criteria 
slightly (for example, make a group) when you run the search.
To save the search criteria, click Add to favorites [p. 42].

FIGURE 31: Detail student search: default criteria 

A Add: Adds a new unconfigured search 
criterion. Use the AND/OR buttons to set 
the nature of the new criterion.

B Criterion: To select the criterion, click to 
the left of the field name.

C Field: Click it to choose a field.
D Operator: Click it to choose an operator.
E Value: Click it to enter a value.

C D E
B

A
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FIGURE 32: Detail student search: sample criteria 

A Delete: Deletes the selected criterion.
B Group: Groups two or more selected 

criteria into a separate group. 
C Restart: Resets the search criteria to the 

default setup (displayed).
D Add to favorites: Saves the search criteria 

you have configured [p. 42].
E Group icon: Click this to ungroup the 

criteria in the group.
F Group: Each group or criteria is 

separated from others by AND or OR. 
G Criterion (selected): To deselect a 

criterion, click to the left of the field 
name.

H AND: Adds the criteria below it to the 
other search criteria. In other words, 
this sets Chancery SMS to find records 
that match all the criteria separated by 
AND. This generates fewer results than 
selecting OR.

I OR: Sets the criteria below it to be an 
alternative to the other criteria. In other 
words, this sets Chancery SMS to find 
records that match any the criteria 
separated by OR. This generates more 
results than selecting AND.

J Search: Runs the search using the criteria 
as you have configured them.

Recent and saved searches
Chancery SMS remembers your 10 most recent searches so that you can re-run them 
if you wish. Or, you can save any search criteria for re-use as a favorite search under 
a name of your choice. This enables you to run the search again on the information 
currently in the system to generate fresh results. You can save up to 50 favorites; 
these are available on the Student Search page only to the User ID in which you 
saved them.

To re-run a recent search:
1 On the Student Search page [Figure 30], click Most recent searches. Chancery SMS 

displays a list of the 10 most recent searches.
2 Select a search. Chancery SMS conducts the search and displays the results.

To save search criteria for re-use:
1 On the Student Search page, click Add to favorites. The Add Favorite Search dialog 

appears.
2 Type a Name and click OK. Chancery SMS saves the search criteria.

To run the search, click Favorite searches and select the name from the 
list.

E
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To delete a favorite search, click Favorite searches and click the delete 
icon beside its name in the list [p. 43].

FIGURE 33: Favorite searches

A Saved search B Delete icon: Deletes the saved search.

Saved student lists
Once you have conducted a search and generated a resulting list of students, you 
can save some or all of these results as a saved list (which appears on the Quick 
Search page [Figure 28]) or replace an existing saved list. You can delete a saved list 
(which has no effect the student records therein).

A saved list is a static list of students. The list only changes if you make changes to 
it, regardless of your original search criteria or changes to information on students 
in the list. For example, if you search for Grade 7 students and save the results in a 
list, the students remain in that list the next year even though they may have moved 
on to Grade 8. 

To create a saved list:
1 Conduct a student search.
2 Select one or more students.
3 In the Actions menu click Save to list.... The Save To List page appears.
4 Click Create New List and type a name and description.

To replace an existing saved list, click Add to Existing List and select 
the list.
Chancery SMS may not display inactive students [p. 49] in the saved 
list. To view all student types in the list, edit the list and view List 
members [Figure 34] or report on the list [p. 46].

5 Click OK.

To change the contents of a saved list:
1 On the Quick Search page [Figure 28], in the Saved Lists panel, click Edit. The 

Saved List page appears.
2 Select a saved list.
3 In the Actions menu click Edit Saved List.... The Edit Saved List page appears 

[Figure 34].
Or click the saved list’s name.
To delete a saved list, in the Actions menu click Delete Saved List....

4 Adjust options, which include:
List name
Description
List members: The students in the saved list. You can remove 
students or add students from the Search results list [Figure 34]. This 
list is complete—it shows all students in the list, including withdrawn 
and graduated.

5 Click OK.

A B
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FIGURE 34: Edit Saved List page

A Search: Enables you to search for 
students to add based on Last and/or 
First name. The results are displayed in 
Search results.

B Search results: Add one or more of 
these students to the saved list. To add a 

student, search for the student, select 
the name from Search results, and click 
Add.

C List members: The students in the saved 
list. To remove a student, select the 
student and click Remove. 

Adjusting the student search results display
A successful search of student records generates a list of results. Chancery SMS 
displays the results on one or more pages. There is no limit to the number of results 
Chancery SMS can display, however you can only select [Figure 35] up to 1000 at a 
time.

By default, Chancery SMS displays several columns of information, starting with 
Student Name [Figure 35]. Chancery SMS sorts the list of student records by Student 
Name, a sorting you can change [p. 46]. You can change the columns displayed and 
how they are sorted by choosing a pre-configured grid view [p. 23]. You can filter the 
results according to a student’s status: active, incoming, or withdrawn [Figure 36].

FIGURE 35: Student record search results: Default columns and sorting

A View: Enables you to change to a pre 
configured grid view [p. 23].

B Search within results: Enables you to 
filter the list of results [p. 45].
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C Select all/Deselect all: Enables you to 
select all records on the page. You can 
select up to 1000 at once, across all 
pages. You can filter the results by your 
selection [p. 45].

D Student Name: Chancery SMS sorts the 
list of student records by the values in 
this column in ascending order. You can 
adjust the column sorting [p. 46].

E Column: Displays information from a 
student record field, in this case Student 
Number. The default columns are 
shown. Click a column to sort the list on 
the contents of that column [p. 46].

F Select/deselect a record: Enables you to 
select a record. Press Shift before you 
click to select several consecutive 
records. You can make selections on 
different pages of the search results—
Chancery SMS retains your selection 
while paging.

G Edit grid view icon: Enables you to 
configure the grid view [p. 23] and save 
it.

H Rows: Enables you to change the number 
of rows that Chancery SMS displays on 
each page of results.

I Total: The total number of records in 
this search result (on all pages, if 
displayed on more than one page). You 
can filter the results according to 
student status [Figure 36].

J Page # of #: Indicates the number of 
pages of records (which varies according 
to the number of Rows). Click the right 
arrow to display the next page, the left 
arrow to display the previous. To specify 
a particular page, click the current page 
number, type the page number you 
want, and press Enter.

FIGURE 36: Student status filter

A Active: When checked, indicates that 
the search results exclude inactive 
students [p. 49].

B Incoming: When checked, indicates that 
the search results include only students 
coming to the school or scheduled to join 
a class or homeroom at a future date [p. 
49].

C Withdrawn (current year): When 
checked, indicates that the search 
results include students who have 
withdrawn this year from the school in 
which they were enrolled or from a class 
or homeroom [p. 49].

D View: The current grid view [p. 23]

Filtering student search results
You can temporarily shorten the search results list by having Chancery SMS display 
only those records that match certain criteria or by specifically selecting records. 
Filtering the list in this way is particularly useful for creating a saved list [p. 43].

To filter search results by search criteria:
For Search within results, type text and press the Enter key (or wait two 
seconds) [Figure 37]. Chancery SMS shortens the list by displaying only those 
records where the last name or first name starts with the characters typed or the 
student ID contains them.

To clear the filter, delete the text from Search within results.

FIGURE 37: Search results filtered by criteria

A Search within results: Chancery SMS 
filters the list according to the text 
typed.

B Total: Indicates the number of records in 
the filtered list.
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To display only selected search results:
1 Select one or more records using the check box.
2 Click on the label Selected [Figure 38]. Chancery SMS shortens the list by 

displaying only the selected records, and displays Selected in green.
To clear the filter, click Selected.

FIGURE 38: Search results filtered by selection

A Selected: Enables you to display only the 
selected records, or to clear the filter.

Sorting the student search results display
A successful search of student records generates a list of results. By default, 
Chancery SMS sorts the list by Student Name [Figure 35]. You can sort by the contents 
of any other column, in ascending or descending order. Sorting by more than one 
column involves changing the grid view [p. 23].

To sort student search results by one column: 
On the Student Search Results page (or on the Student Search page under Search 
Results), click the column name. Chancery SMS sorts the list according to the 
contents of that column, in ascending order.

An up arrow  indicates the column on which the list is sorted in 
ascending order [Figure 35].
To sort the column in descending order click its name again. A down 
arrow  indicates descending order.

Reporting on student search results
Once a successful search of student records has generated a list of results, you have 
the option of running a report on some or all of those students. The reports 
available depend on your role.

To report on student search results:
1 On the Student Search Results page (or on the Advanced Student Search page 

under Search Results), select the students on whom you wish to report.
2  In the Reports menu, click the desired report. Typical choices include:

Report Card [p. 224]
Progress Report [p. 224]
Student Transcript by Subject Area [p. 230]
Student Transcript by Year [p. 231]
Student Schedule Matrix [p. 258] [p. 259]
Student Schedule [p. 257] [p. 257]

3 The Report Options popup page appears. For information on completing the 
report, refer to Running a report [p. 96].

Chancery SMS set the report’s Filters to report only on the selected 
students.
Where a report has elementary and secondary versions (such as for 
Student Schedule), Chancery SMS automatically uses the report 
appropriate to your role.

A
B
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Families search
A search for a family [p. 60] generates a list of families and the students within 
each.

To search for a family:
1 On the home page, in the control bar under SEARCH, click Family. The Family 

Search page appears.
2 Click the Basic tab.

Click Detail to conduct a detailed family search [p. 48].
3 Under Search by, for the first criterion [Figure 39]:

a Select the field on which to search.
• By default, the criteria are “Last name”, “Family name”, and “Family 

number”.
b Select an operator.
c Type the value to find.

• Case is not relevant; spaces are.
4 Configure up to two more criteria.
5 Click Search. Chancery SMS displays matching family records (if any) in the 

Search Results panel.
Chancery SMS saves the search criteria. Should you want to conduct 
this same search again, select it in the List box.
You can changed the sorting of these results or adjust the columns 
displayed.

FIGURE 39: Family basic search

A Criterion
B Field

C Operator
D Value

FIGURE 40: Family search results

A Name: The family’s name. Click to view 
the students in this family.

B Number: The family’s ID number.
C Student Members: The students in this 

family. These are considered to be 
siblings.

D Contacts: A contact is not necessarily 
related or living with the student(s). A 
subset of a family is a family unit which 
consists of students and their associated 
contacts who live together [Student 
record: Family, p. 60].
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Detailed family search
Using a detailed search, you can search for a family of students by one or more 
fields (including custom fields). This search involves building a set of criteria. 

To conduct a search for a family using detailed criteria:
1 On the home page, in the control bar under SEARCH, click Family. The Family 

Search page appears.
2 Click the Detail tab.
3 Add a criterion [Figure 41]:

a For Category, choose a set of fields. Your choice determines the fields 
available to search.

b Select the field on which to search.
c Select an operator.

• The field on which you are searching determines which operators are 
available.

d Type the value to find.
• Spaces matter; case does not.

e Click Add Criteria. The criterion appears under Search Criteria.
4 Add more criteria.

To remove a criterion, click it to select it and click Remove [Figure 32]. 
5 Set Match:

Select the Any Criteria check box to find families that match any one 
of the criteria in the list. This generates more results.
Select the All Criteria check box to find families that match all of the 
criteria in the list. This generates fewer results.

6 Click Search. Chancery SMS displays student records for all matching families (if 
any) under Search Results.

Chancery SMS saves the criteria for your most recent 10 searches. 
Should you want to conduct this same search again, select it from the 
List list.
You can change the sorting of these results or adjust the columns 
displayed [p. 44].

FIGURE 41: Setting detailed family search criteria 

A Criterion
B Field
C Operator

D Value
E Search criteria
F Selected criterion

C DA

E

F

B
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Inactive students
In general, the students you view in Chancery SMS are active, that is, a student is 
who is currently enrolled in the school with which you are working. Chancery SMS 
classifies a student as inactive if that student: 
• Is incoming: This student is coming to the school or scheduled to join a class or 

homeroom at a future date. The student’s enrollment status code is an entry or 
re-entry type [p. 62].

• Has withdrawn: This student has withdrawn from the school in which he or she 
was enrolled or from a class or homeroom. The student’s enrollment status code 
is a withdrawal-type with no subsequent entry or re-entry type [p. 62].

• Has graduated [p. 49]

For certain purposes you may need to view both active and inactive students; for 
example, to schedule students into classes for the coming school year. While by 
default Chancery SMS displays only active students, you can set the system to 
display inactive students as well, both Incoming and Withdrawn types. You need only 
do this once since these settings persist even after you log off and on. Chancery SMS 
displays an inactive student’s record name in gray italics [Figure 42].

FIGURE 42: Inactive student display

A Active student B Inactive student

To set Chancery SMS to display inactive as well as active students:
On a page where a grid of students is displayed, ensure that Incoming Students 
is checked [Figure 36]. Chancery SMS adds inactive students to the grid as 
appropriate.

You can also check Withdrawn Students (Current Year).
You can toggle the display of inactive students on and off by clicking 
the check box again. 

Search of inactive students from past years
You can search specifically for inactive students. This search enables a secondary 
School Administrator at the most recent school in which a student was enrolled (and 
not the active enrollment) to view a student who withdrew or graduated from the 
school in a past year (a District Administrator sets the specific number of years in 
the past). The School Administrator can also make changes to the inactive student’s 
demographic [p. 51] and historical transcript information [p. 162]. This search is 
particularly useful to print historical transcripts.

To search for inactive students from past years:
1 On the home page, in the control bar under SEARCH, click Past Years’ Students. 

The Inactive Student Search (Past Years) page appears.
2 Follow the same procedure as an advanced student search [p. 38].

To print a student’s historical transcript [p. 162], in the search results, 
select the student(s) and in the Reports menu click Student 
Transcript by Year... or Student Transcript by Subject Area....

A
B

You can do this if your role is:
School Administrator

You can do this if your role is:
School Administrator
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Student records
In a Chancery SMS system, each student must have a student record. A student 
record holds information such as age, grade level, contacts, medical information, 
attendance, grades, credits, and so on. Student records are accessible through 
various types of pages, or you can explicitly seek them out [Searching for students, p. 
36].

Given the amount of information stored in a student record, and the purposes for 
which it is used, Chancery SMS provides several different views of a student record 
[Figure 43]:
• Student record: Demographics [p. 51]
• Student record: Contacts [p. 58]
• Student record: Family [p. 60]
• Student record: Attendance [p. 61]
• Student record: Grades [p. 61]
• Student record: Credits [p. 61]
• Student record: Schedule [p. 61]
• Student record: Student Behavior [p. 62]
• Student record: Award [p. 62]
• Student record: Tests [p. 62]
• Student record: Registration [p. 62]
• Student record: Enrollment [p. 62]
• Student record: Historical [p. 63]
• Student record: Program Profile [p. 63]
• Student record: Health Tracking [p. 63]
• Student record: Test Results [p. 64]
• Student record: Honor Rolls [p. 65]

FIGURE 43: Student record example

A Current view: The view of the record 
currently displayed is indicated in the 
control bar. Click a view to display it. 
The views available in the control Bar 

vary according to your system and your 
role [p. 12]. See also Working on a page [p. 
19].

B Student’s name

A

EDB C

F

G

H I
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C Task bar: Contains menus specific to the 
page displayed, such as Actions, Edit, 
and Reports. The contents of these 
menus are also specific to the view.

D Tabs: Organizers for fields on this page. 
Click a tab to view its contents.

E Student identifiers: Includes the 
student’s number, current grade, gender, 
and birthdate.

F Scroll bar: Click to view all links in the 
control bar.

G Student photo placeholder [p. 52]
H Save buttons [see Saving information on a 

page, p. 20]
I Scroll bar: Click to view all in 

information on the page.

Student record: Demographics
Your main and initial view of a student record is of its demographic information [see 
Viewing student information, p. 35]. Chancery SMS displays this information on the 
Student Demographics page, which includes the following information organized 
under several tabs:
• Student Demographics: School-specific student information [p. 54]
• Student Demographics: Overview [p. 51]
• Student Demographics: Personal Info [p. 55]
• Student Demographics: Address/Phone [p. 56]
• Student Demographics: Medical Info [p. 57]
• Student Demographics: Federal Info [p. 58]

Some of the same information fields appear in more than one tab. Where you 
change the information in such a field, that change applies to all instances of the 
field. Note: When you switch between tabs, any changes you have made to a tab are 
saved. 

Student Demographics: Overview
The information on this Student Demographics page [p. 51] tab contains some 
information that is also found on the School Specific [p. 54] and Personal Info [p. 55] 
tabs, as well as the following:
• Student number: The student’s ID number [p. 194].
• Social security #: The student social security number.
• State number: The number assigned to this student by the state or province.
• Last name: The student’s last name as it appears on a birth certificate or legal 

document presented at time of enrollment.
• First name: Displays the student’s first name as it appears on a birth certificate 

or legal document presented at time of enrollment. 
• Middle name: The student’s middle name as it appears on a birth certificate or 

legal document presented at time of enrollment. 
• Generation: The student’s name suffix, such as “Jr.” or “III”.
• Preferred name: The name the student prefers to be called.
• Gender: The student’s gender, that is, male or female.
• Birthdate: The student’s date of birth as it appears on a birth certificate or 

other legal document presented at time of enrollment.
• Current age: The student’s age in the current year. Chancery SMS calculates this 

based on birth date (if the birth date is changed, Chancery SMS recalculates).
• Home school (Active): The school to which the student is assigned for reporting 

purposes for the current school year. 
• Home school grade level (Active): The student’s current grade level (also 

displayed in the header at the top of the Student Demographics page).
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• Zoned school (Active): The default school the student is attending this year, as 
determined by address validation. Chancery SMS displays this field only if this 
system employs address validation. For detailed information, refer to the 
Chancery SMS Address Validation Guide. 

• Receives Specialized Services: Indicates that a student is receiving specialized 
services. May also contain the date the student began receiving the special 
services.

• Section 504 eligible: Indicates that a student with a disability is eligible for 
educational services designed to meet his or her special needs.

• Test accommodation: Details accommodations made for the student regarding 
tests.

TABLE 5: Permissions pertaining to student information

Student photo
You can attach a photograph to a student record. For a photograph to be suitable for 
storage in a Chancery SMS system, the photograph file must:
• Be saved in JPG, JPEG, or GIF format. 
• Have a file name that matches the student’s district ID number; for example, for 

a district ID number of 6016012, the file name should be “6016012.jpg” or 
“6016012.gif”.

Have dimensions no smaller than 120 x 150 pixels and no larger than 
300 x 500 pixels. Note: While Chancery SMS adjusts any photograph to 
fit, the compression or stretching involved may distort the 
photograph.

• For photo clarity, we recommend that the file be at least 25KB in size.

To attach a photograph to a student record:
1 Locate and view the student record [p. 36].
2 Click the School Specific (school users only) or Overview tab.
3 Click the photo placeholder [Figure 44]. The Edit Student Photo popup dialog 

appears [Figure 45].
If a photo is already attached to the record, click Clear Photo to 
remove the file before clicking the placeholder.

4 Click Browse. The Choose File dialog appears.
5 Locate and select the JPG or GIF file of the photo you want to import and click 

Open. The photo appears in the dialog [Figure 45].
If the photo appears unsuitable, click Clear Photo.

6 Click OK. Chancery SMS attaches the photo to the student record.
If the photo appears unsuitable, click the photo and click Clear 
Photo.

To You need this permission Set to

Add and edit student demographic summary 
information

Students > Student Overview Edit

Indicate the student receives special services Students > Receives Specialized Services Edit

You can do this if your role is:
School Administrator
District Administrator
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FIGURE 44: Student record photo placeholder

FIGURE 45: Edit Student Photo popup dialog

Since student photograph files are matched with students by ID number, you can 
attach photos to up to 200 student records at once.

To attach photographs to several student records at once:
1 Save the photograph files in a single zip.

You can save a maximum of 200 photos in each zip file.
Ensure that each photo’s file name matches the relevant student ID 
number.
When working with a large number of photos, we recommend that 
your network connection be fast, that is, a LAN or T1.

2 On the home page, in the control bar under ADMIN, click School Setup. The 
School Setup page appears.

Select District Setup to work with student records district-wide.
3 Under Schools, click Import Student Photos. The Import Student Photos page 

appears. 
4 Under Step 1, click Browse. The Choose File dialog appears.
5 Locate and select the zip file of the photos you want to import and click Open.
6 Under Step 2, click Upload Zip File. When the file upload is complete, on the 

page Chancery SMS displays a message to that effect.
7 Under Step 3, click Import Photos. When Chancery SMS has finished attaching 

the photos to the appropriate student records, on the page it displays a message 
to that effect.

TABLE 6: Permissions pertaining to student photos

You can do this if your role is:
School Administrator
District Administrator

To You need this permission Set to

Import student photos Students > Photos Delete
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Student Demographics: School-specific student information
The information on the Student Demographics page’s School Specific tab includes 
the following: 
• Preferred name: The name the student prefers to be called.
• Current age [see Student Demographics: Overview, p. 51]
• Home school (Active) [see Student Demographics: Overview, p. 51]
• Current grade level: The student’s current grade level at the school.
• Current homeroom: The student’s homeroom at the school. A staff member can 

change it here or in the context of homeroom rosters.
• Counselor: The student’s assigned counselor [p. 190], depending on the calendar 

in use. A School Administrator can assign a School Counselor through the 
student’s academic plan [p. 86]. A School Administrator can assign a School 
Counselor to several students by selecting a list of students and in the Actions 
menu, clicking Assign > Values. In the Assign Values dialog, for Assign Field, the 
administrator can choose a counselor for the Active Calendar (“Counselor (A)”) 
or the Planning Calendar (“Counselor (P)”)—provided a Planning Calendar exists. 
During year-end processing [p. 208], Chancery SMS changes the counselor in the 
Planning Calendar to that of the Active Calendar. 

• Enrollment status [see Student Demographics: Personal Info, p. 55]
• Student promotion status: Indicates that the student has been promoted to the 

next grade this year [see p. 209].
• Academic plan [see Student Demographics: Personal Info, p. 55]
• Placement classification: For an explanation of this field, contact your District 

Administrator.
• Distance from school: Distance in miles from the student’s home address to the 

School of Enrollment’s address.
• Home address is in school’s area: Indicates that the student’s home address 

meets any boundary conditions for the school, such as physical area borders.
• Upload to parent portal: Enables an administrator to post information for this 

student on a parent portal [p. 131] for viewing by his or her parents.
• Lunch status: The lunch program for which the student is eligible.
• Permission to share lunch eligibility: Indicates that the parent/guardian has 

given permission for their child’s school lunch eligibility to be shared with 
administrators.

• Contact information: Contact names and phone numbers. A contact is a person 
who is responsible for the student, typically one or both parents, or a guardian. 

• Legal alert: Any legal alert associated with this student. Note: If a legal alert is 
recorded here, Chancery SMS displays a Legal Alert icon at the top of the Student 
Demographics page.

TABLE 7: Permissions pertaining to school-specific student information

To You need this permission Set to

Add and edit student demographic data Students > Demographic Data Edit

Add and edit student contacts Students > Contact Information Edit or 
Delete

Add and edit school-specific student 
demographic information

Students > Student School Specific Edit

Add and edit the number of miles a student 
lives from their school

Students > Distance from School Edit

Change the student’s Home School Students > Modify Home School Yes

Add and edit a student’s lunch status Students > Lunch Status Panel Edit
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Student Demographics: Personal Info
The information on this Student Demographics page [p. 51] tab contains some 
information that is also found on the School Specific [p. 54] and Overview tabs [p. 
51], as well as the following:
• State number [see Student Demographics: Overview, p. 51]
• Alternate number: The student’s number if this system employs an alternate 

numbering scheme.
• Full legal name (if different): The student’s full legal name if different from the 

Last name, First name, Middle name [p. 51].
• Registration grade level: The grade the student was in at the time of 

registration. 
• Registration status: The status of the student’s registration.
• Enrollment status: Indicates that the student is active in one or more schools 

[see also Inactive students, p.49]. 
• Academic plan: Requirements the student must meet in order to graduate  [p. 

86]. This involves the assignment of a Counselor [p. 190].
• Student type: Typically Indicates that a student is full time or part time. The 

purpose of this field may vary according to the district’s setup.
• Year entered 9th grade: The year or date the student entered 9th grade (if 

applicable). Depending on your district’s setup, this field displays either in year 
or date format. 

• Zoned school (Active) [see Student Demographics: Overview, p. 51]
• Home school (Active) [see Student Demographics: Overview, p. 51]
• Home school grade level (Active) [see Student Demographics: Overview, p. 51]
• Home school homeroom: The student’s homeroom at the student’s home 

school. Chancery SMS displays “N/A” if the student is not enrolled in his or her 
home school.

• Birth date [see Student Demographics: Overview, p. 51]
• Birth certificate on file: Indicates that the student’s birth certificate has been 

verified by staff. To view, import, or replace a scanned birth certificate, click 
Edit Birth Certificate. 

• Birthdate verification: The type of legal evidence used to verify the student’s 
birthdate.

• Birthplace: The city or place of birth as it appears on the student’s birth 
certificate.

• Birth state: The state or province in which the student was born, as it appears on 
the student’s birth certificate.

• Birth country: The country of birth as it appears on the student’s birth 
certificate.

• Citizenship status: Citizenship status in country of residence, such as 
“Resident”, “Dual-national”, or “Citizen”.

• Country of citizenship: The name of the country in which the student is a 
citizen.

• Immigrant student: Indicates if the student is an immigrant.
• Year entered country: The date or year (the District Administrator sets which) 

the student immigrated to the country.

Enter legal alert information Students > Legal Alert Edit

Assign a School Counselor to a student Students > Modify Counselor Assignment Yes

To You need this permission Set to
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• Year started school: The date or year (the District Administrator sets which) 
after immigration the student started school.

• First date enrolled US school: The date the student first enrolled in a school in 
North America.

Chancery SMS displays a Planning District Calendar panel if a district planning 
calendar exists [see Ch. 7, District setup, p. 193]. This panel hold the following fields:
• Zoned school (Planning) [see Student Demographics: Overview, p. 51]
• Requested school: Defaults to the zoned school determined by address 

validation
• Exception reason: If the Zoned School differs from the Requested School, this 

describes why the student is requesting an out-of-zone school. Chancery SMS 
displays this field only if this system employs address validation.

• Next year projected grade: The grade to which the student is expected to 
advance in the next year.

• Enrollment Status: This link enables the School Administrator to project the 
student’s enrollment in more than one school (if the system permits a student to 
be enrolled in more than one school).

TABLE 8: Permissions pertaining to student personal information

Student Demographics: Address/Phone
The information on this Student Demographics page [p. 51] tab includes the 
following:
• Phone numbers panel: The format in which Chancery SMS displays phone 

numbers depends on the administrator’s choice: four-field (that is, dialing 
prefix, area code, number, extension) or one-field. One-field accepts the 
international phone number format, for example, “011+44+1224+555-4432”.
Note: When you change a student’s home phone number, and that phone number 
is the same as that of other family member(s) [p. 60], Chancery SMS gives you the 
option of copying the new phone number to the other family member(s). 

Place: The location of the phone, such as home or office.

Pref.: Where several phone numbers are available, the ranking in terms of 
preference.

Listing: Indicates if the number is listed or unlisted.

Type: The type of phone such as cellular, land line, or fax.

Email address: The student’s email address.

Additional communication numbers: Additional communication numbers for the 
student. 

To You need this permission Set to

Add and edit student personal information Students > Student Personal Info Edit

Add and edit a student’s state number Students > State Student Number Edit

Add and edit the year a student entered 9th 
grade

Students > Date/Year Entered 9th Grade Edit

Access other schools from School on the Add 
Status Code page

Students > Multiple School Status Access Yes

Upload electronic versions of student birth 
certificates

Students > Birth Certificate Edit or 
Delete
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• Addresses panel: The format in which Chancery SMS displays addresses depends 
on the administrator’s choice: two-line or five-field. 5-field works with address 
validation.
Physical address: The street address where the student lives at the time of 
reporting or the student’s last known street address of residence. Note: When 
you change a student’s physical address, and that address is the same as that of 
other family member(s) [p. 60], Chancery SMS gives you the option of copying the 
new address to the other family member(s)’s physical address. Note: Chancery 
SMS displays a Geocode field and a Validation button if the system employs 
address validation. For detailed information, refer to the Chancery SMS Address 
Validation Guide. Note: For Geocode, Chancery SMS displays only the geocode for 
the student’s address.

Mailing address: The address to which correspondence is sent. This may be the 
same or different from the Physical address. Note: For a student who is part of a 
family [p. 60], you can copy the Mailing address from a family member—click the 
Copy address from... button.

TABLE 9: Permissions pertaining to student address/phone information

Student Demographics: Medical Info
The information on this Student Demographics page [p. 51] tab contains some 
information that is also found on the student’s Health Profile page, as well as the 
following:
• Medical number: Depending on district policy, this may be a district-assigned 

medical number or a parent’s medical plan number.
• Disability: Indicates that the student has a disability, such as hearing impaired.
• Critical/chronic health indicator: Indicates that the student has a chronic or 

potentially life-threatening condition.
• Medical alert: Indicates a significant medical condition, such as food allergy, 

asthma, or epilepsy. Note: If a medical alert is recorded here, Chancery SMS 
displays a Medical Alert icon at the top of the Student Demographics page [p. 51]. 
The alert does not specify the condition.

• Medical alert contact: The name and phone number of the school contact 
designated to provide health information for students.

• Permission to: Indicates permission to call a doctor, call an ambulance, or treat 
an illness or injury.

• Doctor’s name: The name of the student’s doctor.
• Doctor’s phone: The doctor’s phone number.
• Doctor’s address: The doctor’s business address.

For more information on student health records, please refer to the Chancery SMS 
Health Tracking Guide.

TABLE 10: Permissions pertaining to student medical information

To You need this permission Set to

Add and edit student address and phone 
information

Students > Student Address Phone Edit

To You need this permission Set to

Add and edit student medical information Students > Student Medical Info Edit

Enter medical alert information Students > Medical Alert Edit
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Student Demographics: Federal Info
The information on this Student Demographics page [p. 51] tab is required by the 
federal government. The tab has information that is also found on the Personal Info 
[p. 55] tab. Information includes the following:
• Ethnic category: The student’s primary ethnic category. 
• Federal ethnic category: The student’s primary federal ethnic category. This is a 

category of ethnic identity recognized by the U.S. federal government for the 
purposes of census statistics and employment.

• Federal race categories: The student’s race or races. 
• Lunch status [see Student Demographics: Overview, p. 51]
• Permission to share lunch eligibility [see Student Demographics: Overview, p. 51]
• Immigrant student [see Student Demographics: Personal Info, p. 55]
• Year entered country [see Student Demographics: Personal Info, p. 55]
• Year started school [see Student Demographics: Personal Info, p. 55]
• Immigrated from: The country from which the student immigrated.
• Migrant status: Indicates that the student, or the student’s parent/guardian, 

maintains primary employment in one or more agricultural or fishing activities on 
a seasonal or temporary basis.

• First date enrolled US school [see Student Demographics: Personal Info, p. 55]
• Home language survey panel

Is a language other than English spoken at home?: Indicates that the student 
may require an English Language Learners program.

Does the student speak a language other than English?: Indicates that the 
student may require an English Language Learners program.

• Home language: The language or dialect routinely spoken in the student’s home. 
May differ from the student’s native language.

• Dominant language: The language or dialect the student best understands and 
with which they are most comfortable. 

• Native language: The language or dialect first learned by the student or first 
used by the parent/guardian with the child. Also referred to as the student’s 
primary language.

• Other language: Notes another language or dialect, other than the dominant 
language, in which the student is proficient.

TABLE 11: Permissions pertaining to student Federal information

Student record: Contacts
This view of a student record [p. 50] lists the contacts associated with the student. A 
contact is a person who is responsible for the student, typically one or both parents, 
or a guardian. A contact is a member of a student’s family [p. 60]. A student can 
have many contacts, who need not be related to the student or to each other.

To view a contact’s information, including his or her relationship with the student, 
click that contact’s name. The information includes:
• Title: Such as “Mrs.”, “Mr.”, or “Dr.”.
• Last Name: The contact’s last or surname.

To You need this permission Set to

Add and edit a student’s lunch status Students > Lunch Status Panel Edit

Add and edit Home Language Survey information Students > Home Language Survey Edit
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• First Name: The contact’s first name.
• Middle Name: The contact’s middle name, if any.
• Relationship to Student: Can include non-familial relationships, such as 

neighbor or baby-sitter.
• Contact Position: Indicates the order of priority for communications between 

the school and the contacts.
• Lives with student: Indicates that the contact lives with the student.
• Has custody of student: If the contact has custody of the student, this check box 

is selected.
• Contact with student not allowed: Indicates that the contact is not allowed 

communication with this student.
• Gets mailings for student: Specifies that the contact is to receive school mail-

outs for the student. 
• Emergency: Indicates that this contact is to be contacted in case of emergency.
• Has permission to pick up student: Indicates that the contact has permission to 

pick up the student from school.
• Comments: A description or explanation of contact information. Capacity is 

32,000 characters.
• Password: The password a contact needs to be able to pick the student up from 

school.
• Social Security #: The contact’s social security number.
• Contact Type: The contact’s general category of relationship; for example, 

“Immediate Family”, “Caregiver”, or “Neighbor”. 
• Education: The contact’s highest level of education achieved, such as college or 

university degree.
• Email: The contact’s email address.
• Home Language: The language or dialect routinely spoken in the contact’s 

home. May differ from the student’s native language.
• Requires Translator: Indicates that the contact requires a translator when 

communicating with the student’s teachers or school and district staff.
• Phone Numbers panel: The format in which Chancery SMS displays phone 

numbers depends on the administrator’s choice: four-field (that is, dialing 
prefix, area code, number, extension) or one-field. One-field accepts the 
international phone number format, for example, “011+44+1224+555-4432”.
Place: The location of the phone, such as home or office.

Listing: Indicates if the number is listed or unlisted.

Type: The type of phone such as cellular, land line, or fax.

Additional Communication Numbers: Additional communication numbers for 
the contact. 

• Home Address: The contact’s physical and mailing address. Note: When you edit 
a contact for whom the Lives with [Student name] option is not set, you have 
the option of copying the student’s home address to the contact—a Copy address 
from... button appears.

• Employer Name: The name of the company where this contact is employed.
• Employment Type: Describes the industry in which this contact works.
• Job Position: The position the contact holds at his or her place of employment.
• Employment Address: The address of the contact’s place of employment.
• Special Documents: Documents on file that contain important information about 

the contact, such as power of attorney or foster parent.
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To add a contact:
1 On a page of the student’s record [Figure 43], in the control Bar click Contacts. 

The Contacts page appears.
2 In the Actions menu, click Add a contact.... The Add Contact popup page 

appears.
3 Add the contact information.

For Home Address, Chancery SMS automatically copies the student’s 
address if the Lives with [Student name] option is set.

4 Click OK.

Student record: Family
This view of a student record [p. 50] displays the student’s family. In Chancery SMS, 
a family consists of a group of one or more related students (siblings) and their 
associated contacts [p. 58]. A family can hold several contacts and siblings, as well 
as siblings’ contacts. 

In a system that employs family management, Chancery SMS automatically creates a 
family for a student when that student registers. The criteria for determining 
siblings within a family differ from district to district. Typically, brothers and sisters, 
are considered siblings. However, step-brothers or sisters who live in different 
homes may or may not be not considered siblings in the same family.

To adjust a family’s setup:
1 On a page of the student’s record [Figure 43], in the control bar click Family. The 

Family Overview page appears.
To change the information for a student in the family or a family 
contact, click that person’s name.

2 In the title bar, click Edit. The Family Overview popup page appears.
To add an existing student to the family, click Add Existing... in the 
Students panel.
To add a new student to the system and to the family, click Add... in 
the Students panel. 
To remove a student from the family (where there is more than one 
student), click Remove in the Students panel. 
To add a contact, click Add... in the Contacts panel.
To delete a contact, click Delete... in the Contacts panel.
To adjust student-contact relationships, click Edit Relationships in the 
Contacts panel.

3 Click Save.

To add a family:
1 On the home page, in the control bar click Family Search. The Family Search 

page appears.
2 In the Actions menu, select Add Family.... The Family Identification popup page 

appears.
To delete a family, select it and in the Actions menu select Delete 
Family.

3 Type a Family Name and click Continue.

Family information includes:
• Family number: The family number, which Chancery SMS generates.

You can do this if your role is:
School Administrator
District Administrator

You can do this if your role is:
School Administrator
District Administrator
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• Family name: The family’s last or surname.
• Family units: If the family has siblings who live with different family members, 

the households in which they live.
• Lives with: The contact with whom the student lives.
• Additional contacts [see Student record: Contacts, p. 58]
• Students: Family members who are students in the same district. Information 

includes contacts associated with these students.

Note: When you change a family member’s home phone number, and that phone 
number is the same as that of other family member(s), Chancery SMS gives you the 
option of copying the new phone number to the other family member(s). 

Student record: Attendance
The Student Attendance view of a student record displays the student’s attendance 
record [see Taking attendance, p. 67]. Note: This view is not available to a District 
Administrator.

Student record: Grades
The Student Grades view of a student record displays the student’s grades [see 
Assigning grades, p. 72]. Note: This view is not available to a District Administrator.

Student record: Credits
The Student Credits view of a student record displays the credits the student has 
received, including the associated grade item, grade, potential credits, credits 
earned, an override indicator, and override reason, if applicable. For detailed 
information, refer to the Chancery SMS Grading Setup Guide. Note: This view is 
available only for a secondary school. Also, it is not available to a District 
Administrator.

Student record: Schedule
The Student Schedule view of a student record displays the classes for which a 
student is scheduled for a term or the year. The information displayed includes: 
• Term: The term in which the class occurs, for example, “S1” for semester 1 or 

“FYT” for Full-Year Term. An asterisk (*) indicates that the student left the class 
before the end of the term. 

• Meeting Pattern: The meeting pattern into which the class is scheduled.
• Class Name: Click this to view the student roster [p. 15].
• Teacher [School staff, p. 172]
• Room [Facility setup, p. 159]
• Details: Click an icon in this column to view further details about the class.

Note: This view is not available to a District Administrator.
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Student record: Student Behavior
This page of a student record displays behavior incidents associated with the 
student [see Behavior, p. 76]. Note: This view is not available to a District 
Administrator.

Student record: Award
This page of a student record lists all the awards the student has received, including 
the date on which the award was presented [see Awards, p. 65]. Note: This view is not 
available to a District Administrator.

Student record: Tests
The All Tests for Student view of a student record displays a list of the student’s 
tests. Chancery SMS displays this page only if the system employs legacy test 
functionality.

Student record: Registration
For information on this Register in District view of a student record, refer to 
Registration [p. 115].

Student record: Enrollment
This page of a student record displays the student’s enrollment [p. 118] history, that 
is, each district school in which the student is or was enrolled. A School 
Administrator records enrollment. You can view detailed information on each 
enrollment by clicking in the Status Code column. This information includes:
• Home school: The school to which a student is assigned for reporting purposes. 

Typically, a student is also enrolled in this school. Depending on a system’s 
settings, the system may determine this school, or your choice may be limited to 
your own school. Also, if this school is not your school, you may not be able to 
change it. 

• Date: The date on which the enrollment status code begins.
• Status code: Entry or withdrawal status.  Note: A student who has not met 

immunization requirements may be provisionally enrolled.
• Grade: The student’s grade at the time of enrollment in the home school.
• Zoned school: On a system that employs address validation, the school in the 

student’s designated zone according to his or her home address. Chancery SMS 
displays this school after you have set the Date and Grade and clicked Update 
[see Student Demographics: Overview, p. 51]. 

• School of enrollment: The school the student attends. In some circumstances, 
this school can differ from the Home School; for example, a student may attend 
her home school in the morning for traditional instruction and attend a different 
school (her school of enrollment) in the afternoon for vocational training. Note: 
If you choose a school that has controlled enrollment, Chancery SMS presents 
fields that enable you to specify the program [p. 76].

• Exception reason: Describes why the School of Enrollment differs from the 
Zoned School, that is, why the student is enrolling in an out-of-zone school. 
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Important: Enrolling a student in an out-of-zone school may require the approval 
of a District Administrator. In this case, when you click OK, Chancery SMS does 
not save the enrollment information and prompts you to send an approval 
request. If pre approval has been granted (that is, an address exception set up), 
Chancery SMS completes the enrollment when you click OK.

• Instr. service period of service: The type of service being provided to the 
student at the school.

• English language background 
• Program: Where a school employs one or more programs to control enrollment, 

this is the controlled enrollment program in which the student has been offered 
a position.

• Session: Where a school employs one or more programs to control enrollment, 
this is the controlled enrollment program session in which the student has been 
offered a position.

• Queue: Where a district employs one or more programs to control enrollment, 
this is the controlled enrollment program session queue in which the student is 
positioned.

• Program status: Where a district employs one or more programs to control 
enrollment, this is the student’s status in the controlled enrollment program. 

• Program override reason: Where a district employs one or more programs to 
control enrollment, this indicates the reason an ineligible student is enrolled in a 
program. 

• Additional override details: Additional information to the Program Override 
Reason.

• Distance from school [see Student Demographics: Overview, p. 51]
• Home address is in school’s area [see Student Demographics: Overview, p. 51]
• Comment: Comments associated with the status code.
• Physical address [see Student Demographics: Address/Phone, p. 56]

Student record: Historical
For information on this view of a student record, refer to the Chancery SMS Grading 
Setup Guide.

Student record: Program Profile
This view of a student record [p. 50] displays the programs in which the student is 
enrolled as well as the state of any applications the student has made to a program 
applied [see Programs, p. 76]. For detailed information, refer to the Chancery SMS 
Program Management Guide.

Student record: Health Tracking
For information, refer to the Chancery SMS Health Tracking Guide.
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Student record: Test Results
The Student Test Results view of a student record [p. 50] displays a list of all the 
student’s test results, including the test date, the school at which the test was 
taken, the student’s grade level, if the test was waived, and any comments. 
Information includes:
• Test date: The date on which the test was taken. 
• School name: The location of the test session. Choices include “Home School”, 

“In district school”, “Out of district school”. If you select the “Out of district 
school”, type the school’s name in the box below the selection. 

• Grade level: The grade level of the student on the date of the test.
• Waived: Indicates that the student has a waiver for the test
• Comment: Comments on the student’s overall test results.

Note: Before you can add, edit, or view test results for students, a District 
Administrator must first set up the tests used in the district and add test session 
information.

To add test results for a student: 
1 Locate and view the student’s record [p. 36].

Or, on the My Classes home page [p. 15], in the Roster column, click a 
roster. The Roster page appears [Figure 8]. In the Student Name 
column, click the student’s name. The Edit Student Demographics 
page appears.
See also Student records [p. 50].

2 In the control bar, click Test Results. The Add/Edit Student Test Results page 
appears.

The test scores grid displays the appropriate score in the cell where 
each component (test, sub test, and skill) and score type (raw score, 
percentile, mastery score, etc.) intersect. 

3 In the Actions menu, click Add Test Results. 
Or click a test result to change it.
To delete a test result, select it and in the Actions menu click Delete 
Test Results.

4 Enter or change information, which includes: 
Date: The date on which the test was taken. The date defaults to 
today’s date. If the test date is not today’s date, click Recalculate to 
refresh the list of valid test sessions.
Test session: The session in which the student took the test. The test 
session selected determines the test, sub tests, and skills, with the 
associated score types, that are captured in the Test Scores panel.
School: The default setting is the home school. To change this, select 
In district school and select a school from the list or select Out of 
district school and type the school’s name.
Exemption: Indicates that the student has a waiver for the test.
Exemption reason: Indicates the reason the student's test was 
waived.

5 On the test scores grid, enter the appropriate scores and comments by clicking in 
the cells.

6 Click OK.

You can do this if your role is:
School Administrator
District Administrator
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Student record: Honor Rolls
For information on this view of a student record, refer to the Chancery SMS Grading 
Setup Guide.

Student record: Background Data
This view of a student record holds miscellaneous demographic and social service 
information.

Awards
A School Administrator can track awards the school grants to students. Examples of 
award types include Honor Roll, Principal’s List, department award, Perfect 
Attendance, and Community Service. Where a school gives a standard award to 
students, a School Administrator can use Chancery SMS to set up the type of award 
[p. 171] and to record its granting [p. 65].

A School Administrator can view the awards a student has won by viewing his or her 
student record [p. 50] or by viewing the school’s list of award winners.

To view a school’s list of award winners:
1 On the home page, in the control bar under SCHOOL, click Awards. The Awards 

page appears [Figure 46].
2 In the # Recipients column, click the number. A Recipient Roster appears.

FIGURE 46: Awards page

Granting awards
Granting an award involves adding students to a list of recipients and printing an 
award certificate for each recipient [Figure 47]. A School Administrator can complete 
these tasks at different times. Typically, the administrator would decide on the 
award date at the time of printing. The administrator can create more than one list 
of recipients for a particular type of award (that is, more than one instance of any 
type of award)—each list receives an award dated according to that list’s Award 
Date. 

You can grant an award to one or more students at a time. You can grant the same 
award type on different award dates. Note: You must explicitly grant an award to a 
student; Chancery SMS does not automatically add recipients.

You can do this if your role is:
Teacher
School Secretary
School Administrator
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To add a student to a list of recipients:
1 On the home page, in the control bar, under SCHOOL, click Awards. The Awards 

page appears.
The most recent awards are listed first.

2 In the Actions menu click Add Award Recipient List.... The Add Award Recipient 
List page appears for a new award.

To add recipients to an existing award, select the award and in the 
Actions menu click Edit Award Recipient List....
To delete an award and its list of recipients, select the award and in 
the Actions menu click Delete Award Recipient List.

3 Enter or change information, which includes:
Award name: Select an award type [p. 171]. Your choice determines 
some of the text that appears on the award certificate [Figure 47].
Award date: Sets the date that appears on the award certificate 
[Figure 47]. The date format on the certificate differs from the format 
used to specify the date. You can set a future date. The date on 
which you print the certificate has no effect on this date.
Comments: For administrative records only.

4 Add students to the list of recipients: 
a Enter portions of a student’s Last name or First name.
b Click Search.
c Select a student in the Search results list.
d Click Add--> (or double-click the name). The student appears in the List 

members list.
To remove a student from the list of recipients, in the List members 
list, select the student and click Remove (or double-click the name).
To print a list of the recipients: In the # Recipients column, click the 
number for the particular award. In the Actions menu click Print.

5 Click OK.

To print an award certificate for each award recipient:
1 On the home page, in the control bar, under SCHOOL, click Awards. The Awards 

page appears.
2 In the Reports menu click Award Certificate.... The Report Options: Award 

Certificate popup page appears.
3 From the list of Selected Awards Available, select the award and click ->. The 

award is listed under Selected. 
Or double-click the award.
You can select more than one award for printing.
To ensure that Chancery SMS does not print a border [Figure 47], clear 
the Print the award certificate graphic on each page check box.

4 Click Preview. Chancery SMS generates a Adobe Acrobat file (.pdf) containing one 
award certificate for each student in all the selected lists of recipients. Each 
student’s certificate is printed on a separate page.

Use the window’s scroll bar to review all the pages.
5 Print some or all of the page as you see fit.

For the award certificate [Figure 47], Chancery SMS provides a 
standard layout; the text of the award is customized according to 
your granting criteria. When you print the certificate, you can print it 
with or without a border. This enables you to print on a sheet that has 
a pre-printed border.

You can do this if your role is:
School Secretary
School Administrator

You can do this if your role is:
School Secretary
School Administrator
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FIGURE 47: Award certificate standard layout example

A Border
B Award Name: This text is set up for the 

particular award type [Awards setup, p. 
171].

C Award Recipient: Chancery SMS sets this 
name for each award recipient to whom 
the award is granted.

D Certificate description: This text is set 
up for the particular award type [Awards 
setup, p. 171].

E Award Date: Chancery SMS sets this text 
according to the date you specify for 
each list of recipients. 

TABLE 12: Permissions pertaining to student awards

Taking attendance
You record attendance in the system by choosing an attendance code that indicates 
the student’s status; for example, Present, Absent Unexcused, or Tardy Unexcused. 
To save time, each class has a default attendance code which the staff member 
changes only if necessary. Typically, the default code is “Present” [Figure 48]. 

When the staff member needs to choose a code other than the default, he or she 
can select from a preset list of school attendance codes. A School Administrator sets 
up the attendance codes [p. 147]. Chancery SMS tallies attendance according to 
methods and schedules set up by a School Administrator [p. 150].

As a Teacher or School Administrator, you take attendance for a class or homeroom; 
you can also view past attendance. A School Administrator can assign attendance for 
a future date and change past attendance, including clearing attendance records [p. 
127]. The frequency at which you take attendance depends on the attendance-
taking method in use at the school: one-daily, twice-daily, or by-class [see Setting an 
attendance method, p. 144].

A

B

C

D

E

To You need this permission Set to

Assign awards to students Students > Awards Delete
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A class or homeroom may have a time which attendance is due to be submitted. If 
you are the staff member responsible and attendance is not submitted, you may 
receive an alert to that effect [p. 30]. Note: In some circumstances, system 
processes result in automatic attendance being assigned, such as absences for a 
suspended student [see Student record: Student Behavior, p. 62]. 

You can take attendance by:
• Assigning attendance on a student roster [p. 68]
• Assigning attendance to one student [p. 70]
• Assigning attendance to various students at once [p. 72]

TABLE 13: Permissions pertaining to attendance

Assigning attendance on a student roster
You can take attendance for a roster of students on the current date by assigning an 
attendance code to each student. When your attendance taking is complete you 
submit the record for storage in the system. You can save your record for later 
submission should you need to update attendance, such as for a student who is late 
rather than absent. Chancery SMS indicates that attendance needs to be taken on 
the My Classes home page [p. 15]. 

To take attendance:
1 Open an Attendance page.

For example, by clicking the attendance icon on the My Classes home 
page [p. 15].
For example, by clicking Classes under CLASS in the control bar of 
the home page.
For example, by clicking Homerooms under CLASS in the control bar 
of the home page.
If the school attendance method is by class, ensure that the 
appropriate period is displayed [Figure 48].

2 Assign an attendance code to each student whose attendance status differs from 
the default.

If necessary, select a school attendance code [p. 147] in the Code 
column.
If the school attendance method is twice-daily, select AM or PM  
[Figure 50].

3 Click Submit.
To save your work without submitting, in the Actions menu click 
Save.

To You need this permission Set to

View class attendance information School Setup > Classes View

Edit class attendance information School Setup > Classes Edit

View homeroom information School Setup > Homerooms View

Edit homeroom information School Setup > Homerooms Edit

To change an attendance code set by 
student behavior action steps

Attendance > Override Student Behavior 
Attendance

Yes

You can do this if your role is:
Teacher
School Secretary
School Administrator
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FIGURE 48: Attendance taking for a roster

A Date and time of class or homeroom: 
Displays a choice of AM or PM if the 
school attendance method is twice-daily 
[Figure 50]. Displays the period time, if 
the school attendance method is by class 
[Figure 51]. 

B Quick entry buttons: These buttons 
enable you to enter one of the three 
standard attendance types: Absent (A), 
Tardy (T), and Present (P). Click a code 
to assign it. You can change the code 
that is assigned to these buttons [p. 148].

C Default attendance code: In this case, all 
students in this class/homeroom are 
considered Present until you assign them 
another code [see also Setting a default 

attendance code for a class or homeroom, 
p.150] 

D Code: Enables you to assign one of the 
school’s attendance codes [p. 147] or one 
of the standard attendance codes.

E Min. Abs.: The number of minutes late 
or absent (if the school records this).

F Comment: Click in the column to enter a 
comment, or select the student.

G Comment: To view a comment, move the 
cursor over the note icon.

H Submit: Records this attendance record in 
the system.

I Submit & Logoff: Records this attendance 
record in the system and logs you off the 
system [p. 12].

FIGURE 49: Once-daily attendance taking

A

B D E

C

F

H

G
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FIGURE 50: Twice-daily attendance taking

A Attendance period: Select “AM” or 
“PM”.

FIGURE 51: Class attendance taking

A Class: Enables you to select a class for 
which to take attendance.

B Prev|Next: Cycles through the classes.

Assigning attendance to one student
You can assign attendance to an individual student for various days and attendance 
periods. This method also enables you to review the student’s attendance record 
and observe patterns.

To assign attendance to a student:
1 Locate and view the student’s record [p. 36].

Or, on the My Classes home page [p. 15], in the Roster column, click a 
roster. The Roster page appears [Figure 8]. In the Student Name 
column, click the student’s name. The Edit Student Demographics 
page appears.
Or, at an elementary school, on the control bar under SCHOOL, click 
Attendance. The Attendance page appears [Figure 54]. Search for the 
student and select his or her record.
See also Student records [p. 50].

2 In the control bar, click Attendance. The Student Attendance page appears 
[Figure 52].

3 Assign attendance for each attendance period for each day, as necessary: click 
on the table to choose a code.

The number of attendance periods each day depends on the school’s 
attendance method [p. 144].
To print the student’s attendance for a day, in the Actions menu click 
Print Daily Summary.
To print the student’s attendance record, in the Actions menu click 
Print Details.

4 Click Save.

A

A B

You can do this if your role is:
Teacher
School Secretary
School Administrator
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FIGURE 52: Student Attendance page

A Date range: Select the range of 
attendance records to be displayed.

B Calendar: Displays the months in the 
specified date range. Click Prev or 
Next to adjust the range by a month.

C Daily attendance grid: Displays one row 
for each day, one column for attendance 
period. For example, once-daily shows 
one column, by-class shows one column 
per period in the day (“P1”, “P2”, etc.). 
Chancery SMS displays today’s date in 

bold type and marks with an exclamation 
mark (!).

D Day type: Enables you to restrict the 
view to Exception days only [p. 141].

E Schedule: To view the student’s schedule 
for the day, move the cursor over the 
icon—a day schedule appears [Figure 53]. 
Available only at a school using the by-
class attendance method [p. 144].

F Comment: To view a comment, move the 
cursor over the icon. To add a comment, 
click in the column.

FIGURE 53: A student’s schedule for the day

A Cursor and schedule icon: The schedule 
remains in view as long as the cursor is 
over the schedule icon.

B Day schedule: Information includes 
periods, times, course names, and room 
numbers. 

C Current room number: Chancery SMS 
displays the room number in bold type 
when it is the appropriate room for the 
current time on the current day.

A

B

D

C

E F

A

B

C
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FIGURE 54: Elementary school Attendance page example 

Assigning attendance to various students at once
In a school that employs the once-daily or twice-daily attendance method [p. 144], 
you can assign the same attendance code for a day to a selection of students, even 
students from different rosters.

To assign attendance to several students at once:
1 Generate a list of students [p. 36]. Select the students. In the Actions menu click 

Mass Attendance. The Mass Attendance page appears.
Or, on a class roster [p. 15], select students and in the Actions menu 
click Assign Attendance. 

2 Use Start and End to set the date range.
Note: A Teacher can only set this date range to the current date.

3 For Assign, select one of the following:
“Class Attendance”: Usable only in schools in which the attendance 
method is By-class [p. 144].
“Daily Attendance”
“Homeroom Attendance” at a school employing the twice-daily 
attendance method. If you make this choice, for To select “Full Day”, 
“AM”, or “PM”.
“Selected Periods”: Chancery SMS displays the possible periods in the 
Available column. To select one or more periods, move them from 
the Available column to the Selected column.
“All Periods”

4 Select an Attendance code, which will apply to all of the selected students.
5 Click OK.

Assigning grades
Staff members, such as teachers, school secretary, and the School Administrator, 
can assign grades to students by:
• Assigning grades on a student roster [p. 73]
• Assigning grades to one student [p. 74]

Note: The staff member can assign grades after the grading report period has passed 
only if the school has set up a grace period for assigning grades [Grading setup, p. 
162]. 

You can do this if your role is:
Teacher
School Secretary
School Administrator
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Assigning grades on a student roster
A staff member can assign grades for the current grading report period to students 
on a roster by assigning a grade code to one student per subject at a time, or to 
several students per subject. The subjects for which staff can assign grades depends 
on the type of student roster; for example, for a homeroom roster, you can assign 
grades for all subjects.

To assign grades:
1 On the Classes page (secondary school setup) [p. 15] or Homerooms page 

(elementary school setup) [p. 161], click the grading icon in the Grading column. 
The Grades page appears [Figure 55].

The Grades page initially displays the current grading period.
The Legend  [Figure 56] displays the grade codes available for use on 
this particular Grades page.
You can adjust the columns displayed: in the Edit menu click Choose 
Columns....

2 Assign a grade to each student for each grade item. Or assign a grade to several 
students at once for each grade item: 
a Select the students.
b In the Edit menu click Fill Columns.... The Fill Columns page appears.
c Enter or change Information, which includes: 

• Assigning the same grade to all students on the Grades page or only those 
selected

• Overwriting existing grades, where these are recorded, or only assigning a 
grade where no grade is recorded. 

d Assign the grade.
e Click OK.

3 Click Save.

FIGURE 55: Grades page

A Subject/class: Enables you to assign 
grades for another subject or class. You 
can also click Prev or Next to switch 
classes.

B No. of grade columns: This enables you 
to increase the page’s legibility by 
limiting the number of columns 
displayed. (Where a grading period has 

more than one item on which each 
student is to be graded, each item has 
its own column.)

C Grading period: Enables you to assign 
grades for a different grading period.

D Class tooltip: Hover your cursor over this 
tooltip to view teacher, term, meeting 

You can do this if your role is:
Teacher
School Secretary
School Administrator

A
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C

E

F

G

D
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pattern, and room information for this 
class.

E Grade assignment: Select a grade to 
assign. The Legend [Figure 56] describes 
the grades available. 

F Comment: To view a comment, move the 
cursor over the icon.

G Standard comments: Click to add 
standard comments; that is, grading 
comments that have been pre-
configured. 

FIGURE 56: Grade legend example

Assigning grades to one student
You can assign grades to an individual student.

To assign grades to a student:
1 Locate and view the student record [p. 36]. The Edit Student Demographics page 

appears.
2 In the control bar, click Grades. The Student Grades page appears [Figure 57].

The Student Grades page initially displays the current grading period 
and the student’s current grade level.
The Legend  [Figure 56] displays the grade codes available for use on 
this particular Student Grades page.

3 Assign a grade for each grading item.
4 Click Save.

FIGURE 57: Student Grades page

A Grade level: More than one grade level 
may be available.

B No. of grade columns: This enables you 
to increase the page’s legibility by 
limiting the number of columns 
displayed. (Where a grading period has 
more than one item on which each 

student is to be graded, each item has 
its own column.)

C Grading period: Enables you to assign 
grades for a different grading period.

D Grade assignment: Select a grade to 
assign. The Legend [Figure 56] describes 
the grades available. 

You can do this if your role is:
Teacher
School Secretary
School Administrator

B C

D
E

A
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E Standard comments icon: To add a pre-
configured comment, click the icon.

Assigning grades to a class in a past grading period
You can enter a student’s grade for a class in a previous grading period; that is, a 
grading period that occurred before the student was scheduled into the class. This is 
useful when a student transfers in from another school or district. For information 
about scheduling, refer to the Chancery SMS Scheduling Guide. 

To assign grades to a past grading period:
1 Locate and view the student record [p. 36]. The Edit Student Demographics page 

appears.
2 In the control bar, click Schedule. The Student Schedule page appears.
3 Click the Backfill Grades check box for the class.
4 In the control bar, click Grades. The Student Grades page appears.
5 Select the grading period and enter the grades [Figure 57].
6 Click Save.

Assigning pre-defined grade comments
If your school has been set up to use standard comment grading tables [p. 162], you 
can assign standard comments—that is, pre-configured grade comments that appear 
on report cards and progress reports—to students. Examples of standard comments 
include: “Often tardy to class”, “Attitude has improved”, “A pleasure to have in 
class”, “Frequently disrupts class” and so on.

To assign standard comments:
1 On the Grades or Student Grades page, in the appropriate grade column, click 

the standard comments icon [Figure 57]. The Student Standard Comments page 
appears.

2 Double-click a comment to select it. 
To select multiple comments, enter the codes in the Comment code 
field and click Add.
To filter comments by category, select a category from View. 

3 Click OK.

TABLE 14: Permissions pertaining to assigning grades

You can do this if your role is:
School Secretary
School Administrator

You can do this if your role is:
Teacher
School Secretary
School Administrator

To You need this permission Set to

Assign, edit, or delete grades Grading> Add Grades Yes

Assign grades for a student for a prior grading 
period

Grading > Backfill Grades Yes

Change the grades of an elementary student 
where those grades were assigned by another 
user

Grading > Edit Grades from Other Teachers Yes

Change the grades of a secondary student 
where those grades were assigned by another 
user

Grading > Enter Grades for All Classes Yes

Change a student’s grades for a past grading 
period

Grading > Modify Grades for Completed 
Periods

Yes

Change a student’s grade that has been 
calculated by Chancery SMS

Grading > Override Calculated Grades Yes
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Programs
A program is a specialized activity or course of study that is an enhancement to or a 
replacement for a regular academic program and is subject to controlled 
enrollment. To enroll in such a program, a student must apply to it and be offered a 
position. A District Administrator defines the programs that are available for use in 
the system and assigns them to schools. A School Administrator can modify such 
programs for use at a school. For further information, refer to the Chancery SMS 
Program Management Guide.

Behavior
You can record an event of unusual student behavior or circumstances of concern 
that merit monitoring or action on the part of school staff. The record, a student 
behavior incident, covers traditional behavioral infractions, such as bullying or 
abusive language, as well as non-disciplinary concerns such as poor attendance or a 
sudden drop in academic performance, and positive behavior such as strong 
academic performance.

Typically, a student behavior incident is associated with a particular student. 
However, one incident can also be associated with several students or no students at 
all until an association is possible; for example, you can record the vandalizing of 
lab equipment or a swarming in the playground before ascertaining who was 
responsible. For serious or complex incidents such as those that involve violence, 
you can record victims, witnesses, and the names of other people involved. These 
people might include students and school staff, or people outside the school, such 
as police, parents, drivers, or students from other schools.

When an administrator records an incident, he or she categorizes it, rates its 
severity, and describes one or more events or concerns [Figure 58]. Once an incident 
is recorded, a Teacher or District or School Administrator can add details to it and 
assign to each student involved one or more actions, such as tutoring, a suspension, 
or counselling. Each action is made up of one or more action steps, such as a letter 
to parents or a transfer to another class, which an administrator can tailor to each 
student involved [p. 85].  

FIGURE 58: Student Behavior incidents

A Primary: The principal student involved 
in this incident, such as the instigator of 

an altercation or the student who won 
an award.

Note: The choices of categories, severity ratings, actions, and their associated steps 
are set up by a District Administrator to support district policies and procedures. 

A
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TABLE 15: Permissions pertaining to student behavior incidents

Viewing a student behavior incident
Typically, school staff can view and edit behavior incidents owned by their school 
and incidents associated with students transferring into their school. School staff 
can assign actions only to students enrolled in their school. You can view all 
behavior incidents at the school or a particular student’s record of such incidents. A 
District Administrator can view and edit behavior incidents across the system.

To view a student’s student behavior incidents:
1 On the home page, in the control bar under SCHOOL click Student Behavior. The 

Student Behavior page appears.
2 Under Basic, search by the student’s last name, his or her student number and/

or other criteria. Under Search Results, Chancery SMS displays a list of incidents.
Or, locate and view a student’s record [p. 36]. The Student 
Demographics page appears. You can search for particular behavior 
incidents for this student using the Student Behavior Search on this 
page.
Under Basic or Detail, when you search by “Referred by”, Chancery 
SMS searches both the “Referred by” and “Referred by (other)” fields.
You can adjust the columns displayed [p. 22] to include “School” and 
“Referred by”.

To You need this permission Set to

View and edit incident 
records. Permission is 
granted according to 
incident category and 
severity level.

Student Behavior > Discipline Category Severity High
Student Behavior > Discipline Category Severity Medium
Student Behavior > Discipline Category Severity Low
Student Behavior > Non-Discipline Category Severity High
Student Behavior > Non-Discipline Category Severity Medium
Student Behavior > Non-Discipline Category Severity Low
Student Behavior > Academic Category Severity High
Student Behavior > Academic Category Severity Medium
Student Behavior > Academic Category Severity Low
Student Behavior > Attendance Category Severity High
Student Behavior > Attendance Category Severity Medium
Student Behavior > Attendance Category Severity Low
Student Behavior > Behavior Category 1 Severity High
Student Behavior > Behavior Category 1 Severity Medium
Student Behavior > Behavior Category 1 Severity Low

Edit

View incident records for 
all students in the district 
and edit incident records 
at the user’s school

Student Behavior > Cross-School Student Behavior Access View

View and edit incident 
records for all students in 
the district

Student Behavior > Cross-School Student Behavior Access Edit

Print the Student Behavior 
Summary

Reporting > Behavior Summary Report View

Change an attendance 
setting assigned by a 
student behavior action 
step

Attendance > Override Student Behavior Attendance Yes

Enroll a student who is 
assigned a student 
behavior action that 
restricts enrollment

Student Behavior > Override Student Behavior Enrollment Yes

You can do this if your role is:
Teacher
School Administrator
District Administrator
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3 In the Incident Number column, click an incident’s number. The Edit Behavior 
Incident page appears [Figure 60] [Figure 61] [Figure 62]. Information includes: 

Incident category: This category [Figure 59] determines many of the 
choices available for describing the incident. The categories available 
depend on your role [p. 12]. The category determines which roles can 
view the incident record [see Table 15: Permissions pertaining to student 
behavior incidents].
Incident start: The date and time the incident occurred.
Incident end: The date and time the incident concluded.
School: The school at which this incident was recorded.
Referred by: The staff member who first described this incident.
Referred by (other): Any other person or organization that described 
this incident, such as the police or a passerby.
Overall incident severity: The severities available depend on your 
role [p. 12] and are associated with the choice of Incident Category. 
The severity determines which roles can view the incident record [see 
Table 15: Permissions pertaining to student behavior incidents].
Incident description: Additional comments and information 
pertaining to the incident, to a maximum of 8000 characters.
Additional Incident Details: Enables you to add details on such 
topics as location, weapon, and police involvement [see p. 81].
Persons Involved panel: Displays a list of people associated with this 
incident [Figure 60]. You can add or remove students and add or 
remove people as primaries, witnesses, or victims [p. 80]. 
Events or concerns displays the events or concerns at the center of 
this incident [Figure 61]. An incident must have at least one event or 
concern [see Adding incident events or concerns, p. 82].
Actions lays out the actions assigned to each student involved [Figure 
62].

4 Click OK to close the record.

FIGURE 59: Student Behavior Incident number

A Incident number and the date the 
incident record was created.

FIGURE 60: Student Behavior Incident: Persons Involved

A

A B C ED
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A Select School Student: Enables you to add a 
student at the school as a primary, 
witness, or victim. This involves a search 
of student records [p. 36].

B Select District Student: Enables you to add 
a student in any school in the district as 
a primary, witness, or victim. This 
involves a search of student records [p. 
36].

C Select Staff: Enables you to add a school 
staff member as a primary, witness, or 
victim. This involves a search of staff 
records [p. 173].

D Add Other: Enables you to add the name 
and contact information for a person as a 
primary, witness, or victim.

E Remove: Deletes the selected person(s) 
from the list of those involved.

FIGURE 61: Student Behavior Incident: Events and Concerns

A Event/Concern: Click the name to view 
it. Note: Each incident record must hold 
at least one event/concern.

B Add: Enables you to add an event/
concern to this incident record [p. 82]. 

C Delete: Deletes the selected event/
concern(s) from this incident record. 

FIGURE 62: Student Behavior Incident: Actions

A Student: The student to whom the action 
applies. 

B Action: Each action is associated with a 
particular student. Click the action’s 
name to tailor it to this student [p. 84].

C Action step(s): Click the action steps’ 
name to view or change them.

D Add: Enables you to add an action to this 
incident record. 

E Delete: Deletes the selected action(s) 
from this incident record. 

To view all student behavior incidents:
1 On the home page, in the control bar under SCHOOL, click Student Behavior. 

The Student Behavior page appears [Figure 58]. 
2 Click Display All Records.

Or use Student Behavior Search to find incidents associated with a 
specific student, event/concern category, or action.

A

B C

A
B C

ED

You can do this if your role is:
Teacher
School Administrator
District Administrator
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3 In the Incident Number column, click an incident’s number. The Edit Behavior 
Incident page appears [Figure 60] [Figure 61] [Figure 62].

4 Click OK to close the record.

Recording a student behavior incident
Recording an incident involves setting up a basic incident record, which you can do 
for one student, for several students, or none at all. Once the incident is recorded, 
you have the option of adding or adjusting its information at any time [Viewing a 
student behavior incident, p. 77], such as the other people involved, additional events 
and concerns, and actions to be taken.

To record a student behavior incident for a student:
1 In the control bar, click Student Behavior. The Student Behavior page appears.
2 Click Display All Records. Chancery SMS displays a list of incidents.

Or, locate and view a student’s record [p. 36]. The Student 
Demographics page appears. You can search for particular behavior 
incidents for this student using the Student Behavior Search on this 
page.

3 In the Actions menu click Add Behavior Incident. The Add Behavior Incident 
popup page appears [Figure 63].

Or, you on the Edit Student Demographics page [p. 51], in the Actions 
menu click Add Behavior Incident.

4 Enter or change information, which includes the information on an incident 
record [see Viewing a student behavior incident, p. 77] as well as the following: 

Show Only Events/Concerns That Relate to the Selected Incident 
Category: May be pre-set by a District Administrator, in which case, 
this option does not appear.
Show All: Displays all Available Event/Concerns, not just those 
related to the Incident Category. May be pre-set by a District 
Administrator, in which case, this option does not appear.
Available Events/Concerns: Available events/concerns that apply to 
the chosen Incident Category. Move selected events/concerns to the 
Selected list. An incident must have at least one event/concern 
selected.
Available Actions: The action that apply to the chosen Incident 
Category. Move selected actions to the Selected list. (Appears only 
when you record an incident start from a student record.)
Action Start Date: The start date for the selected actions. (Appears 
only when you record an incident start from a student record.)
Action End Date: The end date for the selected actions. (Appears 
only when you record an incident start from a student record.)

5 Click Continue. Chancery SMS creates an incident record and the Edit Behavior 
Incident page appears.

You can do this if your role is:
Teacher
School Administrator
District Administrator
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FIGURE 63: Add Behavior Incident popup page

To record a student behavior incident for several students at once:
1 Perform a search to locate the relevant students’ record(s) [p. 36]. The Student 

Search results page appears. 
2 Select the student(s) whom you want to record as the Primary person(s).
3 From the Actions menu, click Add Behavior Incident. The Add Behavior Incident 

popup page appears [Figure 63]. 
4 Set options.
5 Click Continue. Chancery SMS creates an incident record and the Edit Behavior 

Incident page appears.

To record a student behavior incident for no particular students:
1 On the home page, in the control bar under SCHOOL, click Student Behavior. 

The Student Behavior page appears. 
2 In the Actions menu click Add Behavior Incident. The Add Behavior Incident 

popup page appears [Figure 63].
3 Set options.
4 Click Continue. Chancery SMS creates an incident record and the Edit Behavior 

Incident page appears.
5 Click OK to close the record.

Additional incident details
You can add details to a student behavior incident, specifically the exact location, 
scheduling group, period and class, times, influencing factors such as gangs or 
drugs, the use of weapons, legal implications, police involvement, costs, and links 
to other incidents. Since such detail is useful in resolving an incident, include as 
much information as you can.

To add details to a student behavior incident:
1 Locate and view the incident record [p. 77]. The Edit Behavior Incident page 

appears.
2 Click Additional Incident Details. The Additional Incident Details page 

appears.
3 Adjust the information, which includes: 

You can do this if your role is:
Teacher
School Administrator
District Administrator

You can do this if your role is:
Teacher
School Administrator
District Administrator

You can do this if your role is:
Teacher
School Administrator
District Administrator
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Location category: The category of the primary location of the 
incident; for example, “On school grounds”.
Location: The specific location where the incident occurred. The 
choices available in the selection list depend on the Location 
Category.
School building: The school building in which the incident occurred.
School room: The room where the incident occurred. The choices 
available depend on the School Building chosen.
Other location details: Additional information about the location 
where the incident occurred.
Scheduling group: Specifies the scheduling group of the class in 
which the incident occurred.
Period: Specifies the period of the class in which the incident 
occurred. The periods available are determined by the Scheduling 
Group chosen.
Class: The class in which the incident occurred. The classes available 
are determined by the Period chosen.
Time classification: The general category of time in which the 
incident started; for example, “During school hours”.
Time sub-classification: The specific category of time in which the 
incident started; for example, “Period 1”. The choices available 
depend on the Time Classification chosen. 
Other time details: A description of the time the incident started. 
Factors selected: Factors that may have had a bearing on the 
incident; for example, “Gang involvement” or “Racial 
discrimination”. Select these from the list of Factors available.
Weapon category: If a weapon was involved, the general category of 
that weapon; for example, “Firearm”. 
Weapon: The specific weapon used in the incident. 
Convictable: Indicates that one or more of the people involved could 
be convicted for an offense related to the incident.
Police involvement: Indicates that the police were contacted 
regarding the incident.
Police file number: If police were contacted, the case or file number.
Charges laid: Indicates that one or more of the people involved had 
charges laid against them.
Case outcome: If charges were laid, the outcome of the case.
Estimated cost: The estimated or actual cost of damages.
Drug description: If drugs were a factor in the incident, a description 
of that drug.
Relate to incident number: If this incident is related to another, that 
incident’s number.

4 Click OK.

Adding incident events or concerns
A student behavior incident can involve more than one event or concern. You can 
add an event or concern to an incident record any time. The additional event or 
concern can involve one, some, or all of the Persons Involved.
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To add an event/concern to a student behavior incident:
1 Locate and view the incident record [p. 77]. The Edit Behavior Incident page 

appears.
2 In the Events and Concerns panel, click Add. The Add/Edit Event/Concern page 

appears.
3 Add information, which includes:

Event/concern category: The general category of event or concern; 
for example, “Academic” or “Behavior”.
Event/concern sub-category: A more specific category of event or 
concern; for example, “Sub-par performance” or “Substance Abuse”. 
The choices available depend on the Category chosen.
Event/concern: The specific event or concern. The choices available 
depend on the sub-category chosen.
Severity: Assigned automatically based on the Event/Concern 
chosen.
Event/concern description: A more complete description of the 
event/concern.
Requires police notification: Indicates the police need to be notified 
of this event or concern. Set automatically for certain Events and 
Concerns.
Requires specialized services notification: Indicates that the office 
that provides specialized student services should be notified of this 
event or concern. Set automatically for certain Events and Concerns.
Violates zero tolerance policy: Indicates that the incident violates 
the district zero-tolerance policy. Set automatically for certain Events 
and Concerns.
Persons involved: Enables you to add this event/concern to some or 
all of the people involved. 

4 Click OK.
Or click Save & Add to add another event or concern.

Assigning follow-up action
A student behavior incident may require follow-up action. You can assign an action 
to one, some, or all of the school’s students on the list of Persons Involved. Once 
you have assigned an action to a student, you can tailor that action for each student 
[p. 85].

An action consists of at least one, usually several, action steps. Actions and their 
steps are set up by a District Administrator in accordance with district policies and 
procedures. 

To assign an action to a student behavior incident:
1 Locate and view the incident record [p. 77]. The Edit Behavior Incident page 

appears.
2 In the Actions panel, click Add. The Add Action page appears.
3 Add information, which includes:

Responsible person, school: The school that employs the person 
responsible for overseeing the action. 
Responsible person: The school staff member responsible for 
ensuring the action is completed.
Responsible person (other): The name of the responsible person, if 
that person is not a staff member.

You can do this if your role is:
Teacher
School Administrator
District Administrator

You can do this if your role is:
Teacher
School Administrator
District Administrator
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Action description: A more complete description of the action.
Action category: The general category of action. 
Action sub-category: A more specific category of action. The choices 
available depend on the Action Category chosen.
Action: The specific action to be taken. The choices available depend 
on the Action Sub-category chosen
Action type: The district’s categorization of the chosen action, which 
Chancery SMS displays automatically.
Action severity: The district’s assessment of the action’s severity, 
which Chancery SMS displays automatically.
Selected action steps: The steps involved in taking this action. 
Chosen from the Available action steps. Note: An action must involve 
at least one step.
Persons involved: Enables you to associate with this particular action 
some or all of the students from the list of Persons Involved in this 
incident. To be selected for an action, the student must be enrolled 
at this incident’s “Referred by, school” [p. 77].
Related Events or Concerns: Enables you to associate one or more of 
this incident’s Events and Concerns with this particular action. 
Demerits: The number of demerits assigned to this action. This 
information is useful for custom reports [p. 104]. Accepts up to four 
digits followed by one decimal place. 
Related to Specialized Services hearing: Indicates that this action is 
the result of a hearing for a student who receives specialized 
services.
Zero tolerance policy: Indicates that this action is related to a zero-
tolerance policy.
Total time required: The time in hours or days required to complete 
the action. 
Previously completed: The time in hours or days that the person 
associated with this action has committed to the action prior to the 
action being recorded in this incident record. 
Discrepancy reason: If the person associated with this action has not 
or does not intend to commit the Total time required for the action, 
the reason for this.

4 Click OK. The Edit Behavior Incident page appears.
Or click Save & Add to add another action.
Note: Once you save an action, any subsequent changes to that action 
apply only to the student for whom it was created [p. 84].

Tailoring an action
While you can assign an action to several students at once, you can tailor that action 
for each student. Tailoring involves adding and removing action steps, linking to the 
relevant events and concerns, and recording additional details. You also have the 
option of tailoring each action step [p. 85].

Note: The steps associated with some actions may automatically affect student 
attendance [Attendance setup, p. 143], as in the case of suspensions, or student 
enrollment; for example, a student expelled from one school might be prevented 
from enrolling in another district school.
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To tailor an action for a student:
1 Locate and view the student behavior incident record [p. 77]. The Edit Behavior 

Incident page appears [Figure 62].
2 In the Actions panel, in the Action column, under the student’s name, click the 

action’s name. The Edit Action page appears displaying the student’s name in its 
title.

3 View the following information, which Chancery SMS determines based on the 
information in the incident record: 

Action created: The date the action was created.
Target action start date: The earliest start date specified for the 
action steps associated with this action. 
Target action end date: The latest end date specified for the action 
steps associated with this action.
Actual completion date: The date that the student completed the 
last action step associated with this action. 
Current enrollment status: Indicates that the student is active or 
inactive [p. 49].
Receives Specialized Services: Indicates that the student receives 
specialized services.
Total past suspension days: The total number of suspension days 
assigned to this student for days prior to the current date.
Total future suspension days (incl. today): The total number of 
suspension days assigned to this student for the current date and for 
the days after the current date.

4 Adjust, as necessary, the action’s general information, which consists of the 
information on an action record [see Assigning follow-up action, p. 83].

5 Tailor each action step for this student [p. 85], as necessary [Figure 64].
6 In the Related Events or Concerns panel, select the events or concerns [p. 82] 

associated with this particular action for this student.
7 In the Additional Action Details panel, record any details specific to this action 

for this student [p. 81].
8 Click OK.

FIGURE 64: Action steps

Tailoring an action step for a student
When you set up an action step [p. 83], you choose a general category for the step. 
Tailoring an action step involves providing more detail and setting the time frame 
for the step’s start and completion. 

You can do this if your role is:
Teacher
School Administrator
District Administrator
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To tailor an action step for a student:
1 Locate and view the student behavior incident record [p. 77]. The Edit Behavior 

Incident page appears [Figure 62].
2 In the Actions panel, in the Action column, under the student’s name, click the 

action’s name. The Edit Action page appears displaying the student’s name in its 
title.

3 In the Action Steps panel, in the Step column, click the step’s name [Figure 64]. 
The Edit Action Step page appears. 

Or add an action step: in the Actions menu click Add Action Step....
4 On the Edit Action Step page, change information as necessary, which includes:

Action step category: The general category of step.
Action step: The specific step. The steps available are determined by 
the Action step category.
Description: A more detailed description of the step and its purpose.
Action step status: The current status of the step, such as “Active” 
or “Pending”.
Start date: The date on which the step is expected to begin. To add a 
date range, in the Actions menu click Add Date Range. 
End date: The date on which the step is expected to conclude. 
Start time: The time of day on which the step is expected to begin.
End time: The time of day on which the step is expected to end.

5 Click OK.
Or click Save & Add to add another Action Step. 

Academic plans
A School Administrator can use an academic plan to help guide a secondary school 
student toward meeting the academic requirements for graduation, as mandated by 
the district. In Chancery SMS, an academic plan consists of a list of course groups. 
Each group has a minimum number of credits that the student must earn from his or 
her choice of courses in that group. An academic plan also has a time frame for 
which it is valid and optional rules regarding achievement and aptitude test results. 
Typically, a Counselor [p. 190] is assigned to a student to guide and monitor the 
student’s progress relative to his or her plan [p. 87].

A District Administrator creates academic plans in Chancery SMS for use in the 
district [p. 197]. The District Administrator can specify a particular plan as the 
default, which is available to assign to all secondary school students in the district 
[p. 197]. If more plans than the default are available and system permissions allow 
it, a School Administrator can view the academic plans available and assign a 
different plan to a student) [p. 90]. Note: An administrator can search for students 
[p. 36] by academic plan version or Counselor and display either in a search results 
view [p. 44].

TABLE 16: Student academic plan permissions

You can do this if your role is:
Teacher
School Administrator
District Administrator

To You need this permission Set to

View a student’s academic plan. Academic Planning > Student Academic Plan View

View academic plans available in the 
district.

District > Academic Plan Setup View

Change a student’s assigned academic 
plan.

Academic Planning > Override Student Academic 
Plan Version

Yes
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Viewing a student’s academic plan
When an academic plan is assigned to a student, Chancery SMS maintains a record of 
academic credits earned toward its completion [p. 89], credits pending upon 
completion of courses in which the student is enrolled, and credits needed in course 
groups specified in the plan. This record enables a student’s assigned School 
Counselor [p. 190] to help the student choose appropriate courses. Note: An 
academic plan is a useful guide—a student can graduate without completing his or 
her academic plan. 

To view a student’s academic plan:
1 Locate and view the student’s record [Searching for students, p. 36].
2 In the control bar, click Academic Plan. The Academic Plan page appears [Figure 

65].
By default, Chancery SMS sorts the Courses list by Group then course 
priority. Select Sort by Group/Year to sort the list in ascending order 
of Group then calendar year then course priority.

Assign an academic plan to several 
students at once.

Academic Planning > Mass Assign Academic Plan Yes

Add, edit, or delete information on a 
student’s academic plan.

Academic Planning > Student Academic Plan Delete

Add or edit information on a student’s 
academic plan, except for notes. 

Academic Planning > Student Academic Plan Edit

Add, edit, or delete notes attached to 
student’s Academic Plan.

Academic Planning > Student Academic Plan Notes Delete

Change the School Counselor assigned 
to a student’s academic plan.

Students > Modify Counselor Assignment Yes

Disable a user’s ability to view or work 
with an academic plan.

Academic Planning > Student Academic Plan None

To You need this permission Set to
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FIGURE 65: A student’s academic plan

A Academic plan name: The name of the 
academic plan assigned to this student.

B Counselor: The School Counselor [p. 190] 
assigned to this student. Click the pencil 
icon (if available) to change the 
Counselor, or select a Counselor on the 
on the Demographics: School-Specific 
tab of the student’s record [p. 54]. To 
assign a Counselor to more than one 
student, select a list of students and in 
the Actions menu, click Assign > Values. 
Note: When a counselor becomes 
inactive, he or she continues to appear 
in the counselor field until you assign the 
student a new active counselor.

C Year entered 9th grade: The year this 
student entered Grade 9. Chancery SMS 
uses this value to determine the plan to 
assign to this student by default. 
Chancery SMS derives the year from the 
student’s record [p. 55] or calculates it 
based on the student’s historical or 
current year data.

D Sort by Group/Year: Sorts the Courses 
list in ascending order of Group then 
calendar year then course priority. Does 
not apply to a printout of this grid [p. 
25]. 

E Current: Displays information about 
courses the student is currently taking.

F Forecast: Displays courses that the 
student has completed, that are 
pending, or that the student is currently 
taking. 

G Rules: Displays the student’s status 
relative to the plan’s aptitude and 
achievement requirements [Figure 66]. 

H Notes: Displays notes about this 
student’s plan, such as the student’s 
special interests or circumstances. A 
School Counselor or School Administrator 
can record notes.

I Compare Plan: Enables you to compare 
the student’s current plan against a 
another plan available in the district [p. 
91]. This is particularly useful when a 
student is struggling through an 
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inappropriate plan. On the Compare Plan 
page, select another plan from Compare 
Plan Version. You can change the plan 
assigned to the student by selecting the 
plan at the top of the page and clicking 
Apply.

J Group name: The plan’s course groups. 
The first row contains the plan name. 

K Courses: On the Current tab, these are 
the plan’s courses the student is 
currently taking. On the Forecast tab, 
these are the plan’s courses that the 
student has either completed, has not 
completed, or is taking. Each retake of 
the same course is listed separately.

L Grade: Displays the student’s grade level 
at the time he or she took the course. If 
a student takes a course more than 
once, this is the latest grade level.

M Year: Displays the year the student took 
the course.

N Required credits: Lists the credits 
associated with each course group and 
course. The first row lists the total 
number of credits required for the plan—
the sum of all the groups’ credits must 
equal this number. 

O Earned credits: Displays the credits 
earned [p. 89]. Chancery SMS derives this 

information from the student’s schedule 
for the current year and from their 
historical data for past years.

P Pending credits: Potential credits not 
yet earned for courses the student is 
taking. Only current year courses show 
pending credits. Note: The Pending 
Credits column is hidden when the 
Current tab is active.

Q Status: Displays the student’s status 
relative to each course group [see Earning 
credits on an academic plan, p. 89]. Refer to 
the status indicator legend.

R Credits collected from only one sub-
group icon: Indicates that credits for the 
course group are collected from only one 
sub-group.

S x.x/y.y: Indicates that maximum credits 
have been specified for these courses. 
x.x = required credits, y.y = maximum 
credits.

T Status indicator legend.
U Non-contributing course credits [see 

Earning credits on an academic plan, p. 89]
V Print: Click the icon to produce a 

printable version of this student’s 
academic plan.

FIGURE 66: Academic plan graduation rules status 

Earning credits on an academic plan
In a student’s academic plan, Chancery SMS tallies earned credits [Figure 65] by 
course groups. When the student earns enough credits to meet the requirements of 
a course group, Chancery SMS applies the surplus credits to the next course group in 
the order of priority. The District Administrator sets the course group order of 
priority when creating the academic plan [p. 197]. 

For Permanent Record (PR) environments, the credit calculations are run as a 
nightly task. For non-PR environments, school administrators can manually update 
the credit calculations on the Calculate Grades, Credits, & GPAs page. 

On the student’s academic plan page, Chancery SMS displays the student’s current 
status for each course group and for the academic plan as a whole [Figure 65]. 
Possible states include:
• “Complete”: Indicates that the student’s earned credits meet the group’s 

requirements.
• “In-progress”: Indicates that the student has credit-awarding grade items [p. 72] 

pending for courses in the group.
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• “Incomplete”: Indicates that the student has no credit-awarding grade items 
pending.

When the student has earned enough credits to meet the credit requirements for all 
course groups in his or her plan, Chancery SMS designates the surplus earned and 
pending credits as non-contributing credits, that is, unused. Depending on how the 
academic plan is set up [p. 197], the surplus credits are either assigned to a 
designated course group or, on the student’s Academic Plan page, Chancery SMS 
displays the courses with surplus credits in the Non-contributing course credits grid 
[Figure 65]; the display includes the reason for designation, which include: 
• “Incorrect plan setup”: The academic plan assigned to this student is set up 

incorrectly.
• “Overflow credits”: The requirements of the course group to which these credits 

apply has been met.
• “Course does not exist in this plan”: The course is not included in the student’s 

academic plan. 
• “No credits earned or pending”: The student has taken a course included in the 

academic plan but no earned or pending credits are recorded for that course.
• “Dropped class”: Grades were entered but no credits were earned and the 

student dropped the course before the final reporting period for the class. Note: 
If grades were entered and partial credits were earned before the class was 
dropped, the course appears in the plan with earned credits but no pending 
credits. If a credit-awarding course is dropped before the final reporting period 
and before any grades are entered, Chancery SMS does not include the course in 
the student’s Academic Plan.

Assigning an academic plan
A School Administrator can assign one of the academic plans available on the system 
[p. 91] to one or more students. Where a system’s setup does not permit a choice of 
plans, a School Administrator can assign only the default academic plan, as 
designated by the District Administrator [p. 197]. A School Administrator can assign 
an academic plan to one student or to several students at once. When working with 
a varied list of students, the School Administrator can have Chancery SMS 
automatically assign each student the appropriate plan according to the year the 
student entered 9th grade.

To assign an academic plan to a student:
1 Locate and view the student’s record [Searching for students, p. 36].
2 In the control bar, click Academic Plan. The Student Academic Plan page 

appears.
3 Click the update icon [Figure 67]. Chancery SMS displays a list of academic plans 

appropriate to this student. Select a plan from the list.
In the list of academic plans, a plan name preceded by an asterisk (*) 
indicates a plan that is suitable for this student.
Where a system’s setup does not permit a choice of plans, Chancery 
SMS assigns the district’s default academic plan to the student.
If no plan is assigned to this student, the list of plans is set to “None” 
or, if no list is displayed, the icon is labeled Update student plan 
with the district default.

4 Click Apply.
5 Click OK.
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FIGURE 67: Assigning an academic plan

A Update icon

To assign an academic plan to several students:
1 Generate a list of students [Searching for students, p. 36].
2 Select the students.
3 In the Actions menu, click Assign > Academic Plan. A web page dialog appears.
4  Select a version and choose one of the available academic plans.

The Select a version option might not be available on some systems.
Or, select System will assign plan version based on student’s year of 
entry into grade 9 to have Chancery SMS automatically assign the 
appropriate plan.

5 Click OK.

Viewing the plans available
A School Administrator can view the details of any of the academic plans available 
on the system. Each plan is a version of an academic plan as set up by the District 
Administrator [p. 197]. Typically, each version covers a separate time period. 

To view the academic plans available:
1 On the home page, in the control bar, click District Setup. The District Setup 

page appears.
2 Under Academic Planner, click Plan Setup. The Academic Plans page appears  

[Figure 68].
To view a plan version’s setup, move the cursor over the plan version 
and click the magnifying glass. The Academic Plan Setup page 
appears [Figure 69].

A
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FIGURE 68: Academic plans 

A Plan/Version: Lists the academic plans 
available and one or more versions of 
each plan, the most recent version (in 
terms of year range) first. Red text and 
an exclamation mark indicate an 
incomplete plan setup [p. 197].

B Credits Summary: The course names and 
credits for the plan version.

C Academic plan
D Academic plan version
E Column border. You can change the 

column width by dragging its border.
F Setup icon: To view a plan version’s 

setup [Figure 69], move your cursor over a 
row and click the icon.
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FIGURE 69: Academic plan version setup

A Plan name: The name of this plan 
version.

B Plan version start year: The start year 
of this plan version.

C Plan version end year: The year this 
plan version concludes. “and beyond” 
indicates that the plan version has no 
end year [Figure 68].

D Total plan version credits: The number 
of credits a student needs to complete 
this plan version.

E Plan Structure: Defines the plan 
version’s course and credit 
requirements.

F Rule Setup: Displays aptitude and 
achievement requirements rules.

G Group name: The groups and subgroups 
of courses that make up the plan. The 
first row contains the plan version name. 

H Required credits: Lists the credits 
associated with each course group and 
course. The first row lists the total 
number of credits required for this plan 
version—the sum of all the groups’ 
credits must equal this number. Red text 
followed by an exclamation mark 
indicates the number of credits where 
that number does not meet 
requirements. x.x/y.y indicate minimum 
and maximum credits.

I Courses: Lists the courses in each group 
and subgroup.

J Non-standard credit collection settings: 
This icon indicates that the credit 
collection settings for the group are not 
standard. To view the details, move your 
cursor over the icon.
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3 Reporting on information

A typical Chancery SMS system is equipped with a variety of reports. A report 
gathers information from the system according to particular search criteria; for 
example, daily attendance, enrollment, and grade statistics. Reports enable 
teachers and other school staff to run daily tallies and spot exceptions, school 
administrators to assess and plan, and district administrators to analyze trends and 
report to other levels of government. 

A report assembles the information for presentation on screen, in print, or in your 
choice of data formats. You need to run a report for it to begin its information 
assembly process. At the time you run a report, you may have the option of 
specifying additional parameters by means of preferences and filters; for example, 
for a report that generates a list of students with failing grades, you could specify 
only students in Grade 12. You can have Chancery SMS run a report at a specific time 
or regular interval.

Once a report is run, you often have the option of adjusting the presentation of the 
results by sorting rows and adding or removing columns. Moreover, you can save 
results as a list for later use. You have the option of customizing some or all of the 
reports in a system [p. 104]. 

Report types
Three kinds of reports appear in a Chancery SMS system: built-in, package, and 
customize:
• Built-in reports [p. 269] are integral to Chancery SMS. Of the built-in reports, 

some are available to all users and others are made available only to specific 
roles by an administrator [Making reports available, p. 190]. Reports built into 
Chancery SMS prior to version 4.2 are known as legacy reports.

• Report Package reports are part of the Chancery SMS Report Package [p. 107] of 
which there is one for each version of Chancery SMS. Report Packages are 
available at Pearson’s user support site: Pearson PowerSource (https://
powersource.pearsonschoolsystems.com). Each Report Package contains a set of 
reports which the administrator of a Chancery SMS system can install and make 
available to users. Where the reports are already installed on a system, the 
Report Package gives the administrator the option of updating those reports with 
the latest version. The reports available to a user are specific to his or her role.

https://powersource.pearsonschoolsystems.com/
https://powersource.pearsonschoolsystems.com/
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• Custom reports are reports of your own creation that you add to the system. You 
can develop custom reports using a report writing tool such as Crystal Reports  
[p. 197].

The District Administrator can control the specific reports available to a user or role 
[p. 12] using permissions.

Running a report
Chancery SMS displays the reports available for your role [p. 12] in several places:
• On a School Reports page: In general, this is a comprehensive list of the reports 

in the system. However, the list may contain more reports than those you can run 
[Figure 70].

• In the Reports menu of particular pages [Figure 71], such as a page of student 
search results [p. 46].

• In the Reports section of your home page [p. 98]: For convenient access, you can 
add your choice of available reports to your home page.

FIGURE 70: Example of reports available to a Teacher

A A report you can run. B A report you cannot run.

FIGURE 71: Reports menu example

You can run a report at any time. A report may take some time to generate its 
results, especially on large systems or where the report gathers a broad range of 
information. A report can run in the background as you carry on with other work in 
the system. You can run another report before the first is finished. In this case, 
Chancery SMS puts the reports in a queue and runs up to two at once. 

To run a report:
1 On the home page, in the control bar under ADMIN, click Reports. The School 

Reports  appears.
2 In the list of reports, click a report name. The Report Options popup page 

appears.
Some of the reports listed may not be available to your role [p. 12].

B

A
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On the School Reports , Chancery SMS displays a link for every report 
on the system even for a report that is not currently available to run. 
Such a link is a placeholder—clicking it will not generate a report until 
a District Administrator uploads that report from the Report Package 
[p. 107] to the system [p. 112].

3 On the Report Options page, set report options, which for most reports include:
Preferences: These are optional parameters that the person who 
configured the report has included to increase the flexibility of the 
report; for example, a time span, specific classes, specific grade 
levels. Preferences may also include optional information to include 
in the presentation of the report results.
Filters: These optional parameters enable you to refine the scope of 
the report. Note: Since Filters refer to database field names, they are 
complex and suitable for use only by knowledgeable users.
Scheduling Options [Scheduling a report, p. 99] 
Output Options [Report results, p. 101]: Controls how the report’s 
results are presented. The default option is the print-ready Adobe 
Acrobat (pdf) format.
Saved report options: Displays the most recent options setting you 
have used for this report (Chancery SMS displays this only if you have 
run this report previously and saved the options setting) [Figure 73]. 
You can accept the options setting and run the report, choose one of 
your named options settings to re-apply it, or choose to apply the 
report’s default setting. Having made any of these choices, you can 
also adjust the report options further (and perhaps save that setting 
under a new name). 

4 Click Run. The Report Status popup page appears. Chancery SMS displays 
information on the progress of the report, including a notice when it is complete. 

Note: When a report is processing, clicking Cancel might slow system 
performance. This is because a legacy report [p. 95] continues to run 
in the background until completed.
Or click Save to save the options setting for later re-use without 
running the report. Chancery SMS saves the options setting under a 
name of your choice. 
Or click Save+Run to save the options setting for later re-use and run 
the report. Chancery SMS saves the options setting under a name of 
your choice.

5 Upon completion, Chancery SMS displays a print-ready version of the report 
results [Figure 72].

To print the report results, click the print icon [Figure 72] or in the 
web browser’s File menu click Print....
To save the report results, click the save icon [Figure 72] or in the 
browser’s File menu click Save As.... Chancery SMS saves the file in 
PDF format (Adobe Acrobat).
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FIGURE 72: Print-ready report results example

A The web browser’s File menu
B Print icon
C Save icon

D Report results in a print-ready 
presentation. The results may consist of 
more than one page.

E Search icon: Search the report results for 
specific text.

FIGURE 73: Saved Report Options example

A Saved Report Options: Lists options 
settings that you saved previously for 
this report. The default choice is the 
most recently saved options setting. 

“<use default settings>” re-applies the 
report’s default options setting.

B Delete: Click to delete a named options 
setting. 

Displaying reports on the home page
You can control the reports [p. 95] displayed in the Reports section of your role’s 
home page [p. 14]. Any customization of your home page is specific to the user 
account and role [p. 12] in which you are working when you create it; in other words, 
Chancery SMS preserves the customized home page and displays it when your user 
account is logged on and that particular role is chosen. See also Quick links to other 
pages [p. 17].

To add a report to your role’s home page:
1 On the home page, in the Actions menu click Customize Home Page.... The 

Customize Home Page page appears.
2 In the Reports panel [Figure 74], in the Available Reports list, select the report 

and click Add. The report appears in the Reports on Home Page list.
To remove a report from the home page, select the report in the 
Reports on Home Page list and click Remove.

3 Click OK.
When you have at least on report added to the home page, Chancery 
SMS displays a Reports section on the home page [p. 14]. 

B

C

E
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You can do this if your role is:
School Secretary
Teacher
School Administrator
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FIGURE 74: Customize Home Page page: Reports

A Available Reports: The reports available 
to your role to run and display on the 
home page.

B Reports on the Home Page: If this list is 
empty, the Reports section is not 
displayed on the home page.

Scheduling a report
You have the option of scheduling a report to run once at a future time and date, or 
repeatedly at regular intervals. At the scheduled time(s), Chancery SMS runs the 
report automatically. 

To schedule a report:
1 On the home page, in the control bar under ADMIN, click Reports. The School 

Reports  appears.
2 In the list of reports, click a report name. The Report Options popup page for this 

report appears.
3 Open the Scheduling Options panel and enter or change information, which 

includes:
Saved Report Options: Displays the most recent options setting you 
have used for this report [Figure 73]. You can accept the options 
setting and run the report, choose one of your named options settings 
to re-apply it, or choose to apply the report’s default setting. 
Run now: Sets the report to run once at the time you click Run Report. 
This is the default choice.
One time: Enter the future date and time at which you want 
Chancery SMS to run the report. Note: If you inadvertently choose a 
past date and time, the report runs as soon as you click Run Report.
Recurring: Select the interval at which you want Chancery SMS to run 
the report and the future date and time at which you want the 
interval to commence. The interval can be by hour, day, week, or 
month. Note: If you inadvertently choose a past date and time, the 
report runs the first time as soon as you click Run Report.

4 Click Run Report. Chancery SMS saves the schedule and displays a message to that 
effect.

If you have changed the options setting, Chancery SMS displays a 
dialog that gives you to the opportunity to save the options as a new 
setting (enter a Name). Click Continue to save the setting and run the 
report. To not save the setting, do not enter a Name.

5 Click Close.

When you schedule a report, Chancery SMS adds the scheduled report to a list of 
reports on the home page [p. 14]. Chancery SMS also adds the scheduled report to 
the Report Management page [Figure 75] where you can view the details of all 

BA
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scheduled reports including the first and most recent times Chancery SMS has run it, 
and the name of the user who scheduled the report. You can also cancel a scheduled 
report. 

FIGURE 75: Report Management page

A Report: A scheduled report that 
Chancery SMS has run. Click the title to 
view the most recent results.

B Report: A scheduled report that 
Chancery SMS has not yet run.

C Status: Indicates the state of the 
scheduled report. Potential states 
include Not Started, Downloaded (results 
have been generated in a print-ready 

format), and In Progress (scheduled to 
run at a future time).

D Schedule: Indicates the scheduling 
option for this report, that is, Recurring, 
One time, or N/A.

E Recurrence: Indicates the interval at 
which the report is scheduled to be run.

F User: Indicates the user who scheduled 
or ran the report.

To view the results generated by a scheduled report:
1 On the home page [p. 14], under Scheduled Events, click Reports. The Report 

Management page appears.
To view all reports scheduled by all users at your school, in the 
Actions menu click Show All Reports....
To view only the reports scheduled by you, in the Actions menu click 
Show My Reports....

2 Click the name of a scheduled report that Chancery SMS has run [Figure 75].
Select a scheduled report that Chancery SMS has run [Figure 75] and in 
the Actions menu click Download Report. A File Download dialog 
appears. In the dialog, click Open to view the report results or click 
Save to save the report results to a storage location
To delete a report, select it and in the Actions menu click Delete 
Report.You can delete multiple reports at once.

To cancel a scheduled report:
1 On the home page [p. 14], under Scheduled Events, click Reports. The Report 

Management page appears.
2 Select the report.
3 In the Actions menu click Delete Scheduled Report. A confirmation dialog 

appears.
4 Click OK. Chancery SMS removes the report from the Report Management page.

Calendar choice and reporting
The results of many reports depend on the Chancery SMS calendar with which you 
are working at the time you run the report. You can switch the calendar with which 
you are working [p. 135]. For example, reports concerning grades or student 
behavior would get more meaningful results from the Active Calendar (that is, the 
current year [p. 133]) whereas scheduling reports are better suited to a planning 
calendar (that is, a time period other than the current [p. 133]). 

B
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Report results
By default, a report generates its results in the print-ready Adobe Acrobat (*.pdf) 
format. A report may give you the alternative of setting it to generate its results as 
a file in a format usable by other applications. The following file formats are 
available:
• Crystal Reports, for which the file extension is “.rpt”.
• Microsoft Excel (*.xls)
• Microsoft Word (*.doc)
• Rich Text (*.rtf)
• Comma-separated values (*.csv)
• Tab-separated values (*.tsv)
• Plain text (*.txt)

To generate results to a specific file format:
1 On the home page, in the control bar under ADMIN click Reports. The School 

Reports page appears.
2 Click the report’s name. The Report Options popup page appears.
3 In the Output Options panel, click a Report Format.

For a report that does not offer Output Options, Chancery SMS 
generates the results as a PDF.
Select the Output to file check box to have Chancery SMS write the 
results to a file in a specific location. For File, type a file name. For 
Path, type a file path; for example, “C:\” is typically the root folder 
on your local computer, “C:\Documents and Settings\All 
Users\Desktop” is your Windows desktop. Note: If this check box is not 
selected, you can save the results to a file at the time they are 
generated.

4 Click Run Report. When the report runs, Chancery SMS generates results in the 
specified format.

Managing reports
The administrator of a Chancery SMS system can monitor the reports installed on 
that system using the report Chancery SMS List of Reports. This report is included in 
the Chancery SMS Report Package [p. 107]. The Chancery SMS List of Reports lists 
every report that is displayed on the Reports page, including custom reports, built-
in reports, and those not available to run. For each report, the Chancery SMS List of 
Reports displays the version installed and the first compatible build.

Note: To run any report in the Chancery SMS Report Package [p. 107], the first time 
you upload the Report Package you must also upload the Chancery SMS List of 
Reports. This report contains a shared stored procedure used by all report package 
reports. 

To view the Chancery SMS List of Reports:
1 On the home page, in the control bar under ADMIN, click Reports. The School 

Reports  appears.
2 In the Administration Reports panel, click Chancery SMS List of Reports. The 

Report Options popup page appears.
3 Choose options.

You can do this if your role is:
School Secretary
School Administrator
District Administrator
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You have the option of including reports you have customized.
4 Click Run Report. The report appears [Figure 76].

FIGURE 76: Chancery SMS List of Reports example

A Report category: These are the same 
categories that Chancery SMS displays to 
users on the School Reports page.

B Template File Name: The name of the 
report definition. The file name 
extension is .rpt.

C Revision: The version of the template. 
When a report template is changed, the 
template revision number is increased.

D First Compatible Build: The number of 
the oldest build of Chancery SMS on 
which this report can run. 

E Custom: This column indicates if a 
report is not a standard report provided 
by Pearson. Instead, it is customized 
version of a standard report or an 
entirely new creation. 

F Legacy: This column indicates if a report 
is a report built into Chancery SMS prior 
to version 4.2 [p. 95]. Typically, a built-in 
report is not part of the Report Package.

Setting default report filters
Each report has built-in options or preferences that the user sets before running the 
report. The user of a package report can also set filters. The report’s creator can set 
a default filter which prompts the report user to enter specific filter criteria. 

B C D E FA
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When a system user opens a report containing a default filter, Chancery SMS opens 
the Filters panel automatically to the default filter setting. The default filter 
criteria are displayed [Figure 77]. The user has the option of entering a value for the 
default criteria, entering no value, or setting different or additional criteria, or 
removing the filter criteria completely. 

For suggested default filters for a given report, consult the description of that 
report in Chancery SMS Report Package reports [p. 218]. 

FIGURE 77: Default report filter example

A In this example, Chancery SMS 
automatically opened the Filters panel 
to Room. This is because a default filter 
is set for Room in which the user can 
have the report include rooms that 
include a particular “Number”.   

B Detail: This tab enables the report user 
to change or remove the filter criteria.

C Filter criteria: The report user can enter 
a value or leave it blank. Note: Text 
criteria are case-sensitive.

To define a default filter for a report:
1 On the home page, in the control bar, under ADMIN, click School Setup. The 

School Setup page appears.
2 On the School Setup page, under Customization, click Customize Reports. The 

Customize Reports page appears.
3 Select a report and in the Actions menu click Edit Filters. The Report Filters 

popup page appears [Figure 78].
4 Set the desired filter(s). 
5 Click Save.
6 Click Close. The Report Filters popup page closes.

B

C

A

You can do this if your role is:
School Administrator
District Administrator
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FIGURE 78: Setting a default report filter

A In this example, the administrator has 
set the Room filter so that the user will 
be prompted to enter a particular “Room 

Number” [see Figure 77: Default report 
filter example]. 

Customizing reports
You can customize any of the reports available in Chancery SMS [p. 95]. Each report 
is defined by a report file (which has the file extension “.rpt”) stored in the system. 
Customizing a report involves downloading the report from the system, editing the 
report using the third-party report-editing tool Crystal Reports, then uploading the 
customized report. This process replaces the old report file with a new file, which is 
stored in the system until you customize it further. Note: For instructions on how to 
develop and edit reports using Crystal Reports, refer to the Chancery SMS Report 
Writers Guide.

A Chancery SMS system contains two types of reports, each of which you customize 
differently: package reports [p. 104] and built-in [p. 105].

Customizing a package report
These reports are available in report packages [p. 107], collections of reports for 
specific purposes that a system or District Administrator can install on a Chancery 
SMS system as needed.

To customize a package report:
1 Download the report from the system:

a On the home page, in the control bar, under ADMIN, click School Setup. The 
School Setup page appears.

b Under Reports or Customization, click Customize Reports. The Customize 
Reports page appears.

c Select the report.
• To filter the list of reports, select a Category. 

You can do this if your role is:
School Administrator
District Administrator
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d In the Actions menu click Download Report Template. The File Download 
dialog appears.

e Click Save. The Save As dialog appears.
f Specify a location and file name and click Save.

• Use the file name extension “.rpt”.
2 Open the report file in Crystal Reports and edit it.
3 Upload the edited report to the system:

a On the home page, in the control bar, under ADMIN, click School Setup. The 
School Setup page appears.

b Under Customization, click Customize Reports. The Customize Reports page 
appears.

c In the Report Name column, click the name of the report that you want to 
replace with the customized report.
• To filter the list of reports, select a Category.

d In the Report File panel, for New report file (.rpt), click Browse.... The 
Choose File dialog appears.

e Locate and select the report file and click Open.
• If Use report file appears, select the Custom check box.
• If necessary, adjust the report’s Permissions [Making reports 

available, p. 190]. These determine the roles [p. 186] to which this 
report is available.

f Click OK.

Customizing a built-in report
Pearson developed built-in reports on an older reporting framework that dates from 
Chancery SMS version 4.2 or earlier. In general, the reports offer less flexibility than 
package reports in how you filter and generate results.

To customize a built-in report:
1 Download the built-in report from the system:

a On the home page, in the control bar, under ADMIN, click School Setup. The 
School page appears.

b Under Customization, click Customize Pre-4.2 School Reports. The 
Customize School Reports page appears.

c Click School Report List. The School Report List appears.
• The Type column indicates which reports have been customized.

d In the School Report Name column, click the report’s name. The Edit Report 
page appears.
• Or select the report and in the Actions menu click Edit Custom 

Report. 
e On the Edit Report page, in the Report File panel, for Built in report file, 

click Download. The File Download dialog appears.
f Click Save. The Save As dialog appears.
g Specify a location and file name and click Save.

• Use the file name extension “.rpt”.
2 Open the report file in Crystal Reports and edit it.
3 Upload the customized report to the system:

You can do this if your role is:
School Administrator
District Administrator
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a On the home page, in the control bar, under ADMIN, click School Setup. The 
School Setup page appears.

b Under Customization, click Customize Pre-4.2 Reports. The Customize 
Reports page appears.

c Click School Report List. The School Report List appears.
d In the School Report Name column, click the name of the report that you 

want to replace with the customized report.
e Under Report File, for New report file (.rpt), click Browse.... The Choose 

file dialog appears.
f Locate and select the report file and click Open.

• If Use report file appears, select the Custom check box.
• If necessary, adjust the report’s Permissions [Making reports 

available, p. 190]. These determine the roles [p. 186] to which this 
report is available.

g Click OK.

Viewing Chancery SMS schemas
Chancery SMS provides a built-in Data Dictionary that enables report writers and 
others to look through Chancery SMS schemas for information about schema 
content.

To view Chancery SMS schemas:
1 On the home page, in the control bar, click District Setup. The District Setup 

page appears.
If you are logged on as a school user, click School Setup. The School 
Setup page appears.

2 Under Reports, click Customize Reports. The Customize Reports page appears.
If you are logged on as a school user, under Customization click 
Customize Reports. The Customize Reports page appears.

3 In the Actions menu, click Data Dictionary. The Data Dictionary page appears.
4 Click Choose Columns [Figure 79]. The Choose Columns to Display dialog 

appears.
5 Select the information you want to view and click OK. The information you 

selected appears in the right-hand grid.
When you leave the Data Dictionary page, your selections are 
retained.

6 Find the schema:
Choose a schema from Select a schema.
Or, enter all or part of the schema name in Search for schema. 
Chancery SMS displays in Select a schema schemas that match the 
characters you entered [Figure 79]. 
• Use “%” to find a group of unknown characters. 
• Use “_” to find one unknown character. 
• Use “[ ]” to find a character in a set.
• Use “[^]” to find a character that is not in a set.
To refine the results in Select a schema, choose from the following 
options:
• Schema: This is the default option. Chancery SMS displays in Select 

a schema schemas that match the characters you entered.
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• Column: Chancery SMS displays in Select a schema schemas that 
contain a column that matches the characters entered in Search 
for schema.

• TABLE_NAME: Chancery SMS displays in Select a schema schemas 
that contain the physical database table name that matches the 
characters entered in Search for schema.

• COLUMN_NAME: Chancery SMS displays in Select a schema 
schemas that contain the physical database column name that 
matches the characters entered in Search for schema.

7 Choose the schema from Select a schema. The information from the schema you 
selected appears in the grids.

FIGURE 79:Data Dictionary page 

A Click Choose Columns to select the 
information you want to view.

B Search criteria.

C Click the x to clear search criteria.
D Schema that contains column name 

entered in Search for schema.

Report packages
A report package is a collection of standard reports available for use on any 
Chancery SMS system. Each package contains one or more reports, categorized by 
purpose, that supplement Chancery SMS’s built-in reports. The Chancery SMS Report 
Package [p. 107] is essential to most systems.

A report package is intended for the use of an administrator of a Chancery SMS 
system, who can upload [p. 112] the reports in the package to a system. Once the 
reports are uploaded, the administrator can go on to set default report filters [p. 
102] and determine user access to the reports [Making reports available, p. 190]. 

Chancery SMS Report Package
The Chancery SMS Report Package contains a variety of reports that supplement 
Chancery SMS’s built-in reports and are essential to the usefulness of a Chancery 
SMS system. Pearson upgrades the Report Package at regular intervals with new 
reports and improved versions of existing reports. By installing the most current 
Report Package on a Chancery SMS system, the District or School Administrator can 
keep that system’s reports up to date. For a description of each report in the 
Chancery SMS Report Package, see Chancery SMS Report Package reports [p. 218].

A

C

D

B
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The most current Chancery SMS Report Package is available for a District 
Administrator to download [p. 111] from Pearson’ support web site, Pearson 
PowerSource (https://powersource.pearsonschoolsystems.com). Once the package 
is downloaded, a District or School Administrator can upload some or all of the 
reports to a Chancery SMS system [p. 112]. 

The Chancery SMS Report Package consists of one compressed file named 
“RptPckg.zip”. Note: The Chancery SMS Report Package also contains an optional file 
“[version]PR-RptPckg.zip”. This file contains reports [p. 111] for use only on a 
system that has been converted to Permanent Record (PR). 

RptPckg.zip” contains “Rpt-US-[version]-All.zip” which holds all the reports in the 
package [Table 17]. The report package file also contains one zip file holding all the 
reports relevant to a specific feature area, including the following:
• Rpt-US-[version]-AddressValidation.zip
• Rpt-US-[version]-Attendance.zip
• Rpt-US-[version]-Behavior.zip
• Rpt-US-[version]-Generic.zip
• Rpt-US-[version]-Grading.zip
• Rpt-US-[version]-GridPrint.zip
• Rpt-US-[version]-Health.zip
• Rpt-US-[version]-PowerTeacherGradebookErrorReport.zip
• Rpt-US-[version]-Scheduling.zip
• Rpt-US-[version]-Testing.zip

Within these files, each report is stored as a separate zip file. The zip file name 
identifies the report; for example, “ADA Summary.zip”. Typically, each report 
consists of four files:
• [Report_Name].rpt

The report template. Refer to Table 17 [p. 108] for a complete list of template 
names.

• [Report_Name].xml

Contains the name, description, category, and attributes of the report. This file 
ensures the presence of the other files when a District Administrator uploads the 
report to a Chancery SMS system.

• [Report_Name]-Add.sql

Contains stored procedures necessary for Chancery SMS to run this report. 
Implements the report extensibility feature. 

• [Report_Name]-Drop.sql
Contains stored procedures necessary for Chancery SMS to run this report.

TABLE 17: Reports in the Chancery SMS Report Package 

Feature area Reports included Detail
s

Report file name

Address 
Validation

Address Out of Zone  P. 218 Address Out of Zone.rpt

Administration
(.zip file name 
= Generic)

Chancery SMS List of Reports  P. 218 Chancery SMS List of Reports.rpt

https://powersource.pearsonschoolsystems.com/
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Attendance Daily Absence by Attendance Code  P. 219 Daily Absence Report By Attendance Code.rpt

Daily Absence by Period  P. 219 Daily Absence Report By Period.rpt

Period Attendance  P. 220 Period Attendance Report.rpt

Student Cumulative Attendance  P. 221 Student Cumulative Attendance Report.rpt

Teacher Attendance Verification  P. 222 Teacher Attendance Verification Report.rpt

Unsubmitted Attendance  P. 224 Unsubmitted Attendance.rpt

Unsubmitted Attendance by Period  P. 222 Unsubmitted Attendance by Period.rpt

Unsubmitted Attendance by Teacher  P. 223 Unsubmitted Attendance by Teacher.rpt

Grading Cumulative GPA  P. 224 Cumulative GPA Report.rpt

Failing Grades (Secondary)  P. 225 Failing Grades Report (Secondary).rpt

Grades Verification  P. 225 Grades Verification.rpt

Honor Roll  P. 226 Honor Roll Report.rpt

Missing Grades (Elementary)  P. 227 Missing Grades Report (Elementary).rpt

Missing Grades (Secondary)  P. 228 Missing Grades Report (Secondary).rpt

Specific Grades  P. 228 Specific Grades Report (Secondary).rpt

Student Transcript by Subject Area  P. 230 Student Transcript Report by Subject 
Area.rpt

Student Transcript Report by Year  P. 231 Student Transcript Report by Year.rpt

Grid Print Portrait Letter Grid Print (Portrait-Letter).rpt

Portrait Legal Grid Print (Portrait-Legal).rpt

Landscape Letter Grid Print (Landscape-Letter).rpt

Landscape Legal Grid Print (Landscape-Legal).rpt

Health Immunization Delinquency Letter  P. 232 Immunization Delinquency Letter.rpt

Immunization Next Due  P. 233 Immunization Next Due Report.rpt

Immunization Non-Compliance  P. 234 Immunization Non Compliance Report.rpt

Student Health Condition  P. 235 Student Health Condition Report.rpt

Student Immunization History  P. 236 Student Immunization History.rpt

PowerTeacher PowerTeacher Grades Entry Error PowerTeacher Grades Entry Error Report.rpt

TABLE 17: Reports in the Chancery SMS Report Package (Continued)

Feature area Reports included Detail
s

Report file name
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Scheduling Class Add/Drop  P. 236 Class Add Drop.rpt

Class Listing (Elementary)  P. 237 Class Listing (Elementary).rpt

Class Roster  P. 238 Class Roster.rpt

Class Roster Monthly  P. 239 Class Roster Monthly.rpt

Class Roster Weekly  P. 239 Class Roster Weekly.rpt

Class Schedule Log  P. 240 Class Schedule Log.rpt

Contacts Roster  P. 241 Contacts Roster.rpt

Course Catalog by Name  P. 241 Course Catalog by Name.rpt

Course Catalog by Number  P. 242 Course Catalog by Number.rpt

Course Request List  P. 243 Course Request List.rpt

Course Request Rule Violation  P. 244 Course Request Rule Violation.rpt

Course Request Tally  P. 245 Course Request Tally.rpt

Course Request Tally by Grade  P. 245 Course Request Tally By Grade.rpt

Course Request Tally by Grade  P. 245 Course Req Tally By Grade By Dept.rpt

Course Request Tally by Term  P. 246 Course Request Tally By Term.rpt

Course Request Tally by Term by Dept  P. 247 Course Req Tally By Term By Dept.rpt

Course Request Verification  P. 247 Course Request Verfication.rpt

Full Time Equivalent Summary  P. 248 Full Time Equivalent Summary.rpt

Load Students Log  P. 249 Load Students Log.rpt

Master Schedule  P. 249 Master Schedule.rpt

Master Schedule by Meeting Pattern  P. 250 Master Schedule by Meeting Pattern.rpt

Open Seats Summary  P. 250 Open Seats Summary.rpt

Room Matrix by Day Period  P. 251 Room Matrix by Day Period.rpt

Room Schedule  P. 252 Room Schedule.rpt

Room Schedule Matrix  P. 253 Room Schedule Matrix.rpt

Scheduling Configuration  P. 253 Scheduling Configuration.rpt

Scheduling Performance Statistics  P. 254 Scheduling Performance Statistics.rpt

Scheduling Pre-Check Builder  P. 255 Scheduling Pre-check Builder.rpt

Scheduling Pre-Check Loader  P. 256 Scheduling Pre-check Loader.rpt

Student Schedule  P. 257 Student Schedule.rpt

Student Schedule (Elementary)  P. 257 Student Schedule (Elementary).rpt

Student Schedule Matrix  P. 259 Student Schedule Matrix.rpt

Student Schedule Matrix (Elementary)  P. 258 Student Schedule Matrix (Elementary).rpt

Student Scheduling Load Summary  P. 259 Student Scheduling Load Summary.rpt

Teacher Matrix by Day and Period  P. 261 Teacher Matrix by Day Period.rpt

Teacher Schedule Matrix  P. 260 Teacher Schedule Matrix.rpt

Teacher Schedule  P. 260 Teacher Schedule.rpt

TABLE 17: Reports in the Chancery SMS Report Package (Continued)

Feature area Reports included Detail
s

Report file name
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Permanent Record reports
For a system that has converted to Permanent Record (PR), three additional reports 
are available [Table 18] in the file “[version]PR-RptPckg.zip”. Important: Do NOT 
upload these PR reports unless you are working in a Chancery SMS PR environment.

Downloading the Report Package
You can download the latest version of the Chancery SMS Report Package [p. 107] 
(appropriate to the version of the Chancery SMS software on your system [Figure 3]) 
from Pearson PowerSource, for which you need a valid user name and password. The 
Report Package consists of one compressed file with the extension “.zip”. 

To download the Report Package:
1 Using a web browser, go to https://powersource.pearsonschoolsystems.com. The 

Pearson PowerSource login page appears.
2 Log in. The Home page appears.
3 On the Home page, click the Chancery SMS tab.
4 Under Important Links, click Downloads.
5 In the sidebar, locate the appropriate Chancery SMS version and click its 

associated Report Package. The report package page appears.
For example, Downloads > Releases and Updates > SMS [version #] 
Report Package > SMS [version #] Report Package.

6 Under Available Resources, locate the Report Package you wish to download. 
Instructions and other associated information may also be available.

Unscheduled Rooms  P. 262 Unscheduled Rooms.rpt

Unscheduled Student Analysis  P. 262 Unscheduled Student Analysis.rpt

Unscheduled Students  P. 263 Unscheduled Students.rpt

Unscheduled Teachers  P. 263 Unscheduled Teachers.rpt

Student 
Behavior

Discipline Profile  P. 264 Discipline Profile Report.rpt

Summary ADA/ADM Summary  P. 265 ADA Summary.rpt

Student Behavior Summary  P. 269 Student Behavior Summary.rpt

Test 
Management

Student Test History  P. 266 Student Test History Report.rpt

Student Test Profile  P. 266 Student Test Profile.rpt

Test Scores Below Minimum 
Requirements

 P. 266 Test Scores Below Minimum Requirements.rpt

Test Session Details  P. 267 Test Session Details Report.rpt

Test Session Summary  P. 267 Test Session Summary Report.rpt

TABLE 17: Reports in the Chancery SMS Report Package (Continued)

Feature area Reports included Detail
s

Report file name

TABLE 18: Permanent Record Reports 

Feature area Reports included Cross 
ref.

Report file name

Grading Cumulative GPA Cumulative GPA Report.rpt

Student Transcript by Subject Area PR Student Transcript by Subject Area PR.rpt

Student Transcript by Year PR Student Transcript by Year PR.rpt

https://powersource.pearsonschoolsystems.com/


3 Reporting on information 
Chancery SMS 7.6.0 School Administration Manual, Build: 6/24/11

112

7 In the Download column, click the file. A File Download dialog appears.
8 Click Save. A Save As dialog appears.
9 Find a suitable location to save the file and click Save.

Ensure that the file name extension is “.zip”.

Uploading the Report Package to Chancery SMS
Once you have the Report Package [p. 107] downloaded [p. 111] and saved in its 
original .zip format, you can use Chancery SMS to upload some or all of the reports 
to a system. A District or School Administrator can upload Report Package reports.

During the upload process, you have the opportunity to view the reports in the 
package and select which of the reports Chancery SMS should upload. If a report of 
the same name as a package report exists on the system, you have the option of 
instructing Chancery SMS to overwrite the existing report with the new one.

When the upload process is complete, all reports that are new on the system are 
automatically available to all of that system’s users. All upgraded reports (that is, 
reports in the package that have the same name as an existing report) retain their 
permissions and default filters.

Caution: The first time you upload the Chancery SMS Report Package to a system, 
you must upload the report named “Chancery SMS List of Reports” from the file 
“Rpt-US-[version]-All.zip”.

To upload the Report Package to a Chancery SMS system:
1 Extract the contents of the Report Package file to a folder to which you have 

access:
a In Windows File Manager, double-click “RptPckg.zip” to extract its contents, 

which consist of the file “Rpt-US-[version]-All.zip” and several other zip files, 
one for each feature area; for example, “Rpt-US-[version]-Attendance.zip” 
[see Chancery SMS Report Package, p. 107].

b Double-click the file “Rpt-US-[version]-All.zip” to extract its contents, which 
consist of one zip file for each report.

2 On the home page, in the control bar under ADMIN, click School Setup. The 
School Setup page appears.

3 Under Reports, click Customize Reports. The Customize Reports page appears.
Or on the School Setup page, under Customization, click Customize 
Reports.

4 On the Customize Reports page, in the Actions menu click Upload Report 
Package. The Report Package page appears.

5 Upload a group of reports (that is, zip file) as follows: 
a Click Browse. A Choose File dialog appears.
b Locate and select the relevant zip file [p. 107] extracted in step 1 and click 

Open. The path to the file appears in New report package (.zip). 
c On the Report Package page, click OK. The Upload Confirmation page 

displays the reports in the package [Figure 80].
d In the Actions column, select an action for each report listed.

• “Overwrite” replaces an existing report of the same name with the 
report from the package.

You can do this if your role is::
School Administrator
District Administrator
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• “None” does not upload this report. This is the default action when 
Chancery SMS detects an existing customized version of a report of 
the same name. 

e Click OK. Chancery SMS uploads the report(s) as specified and displays the 
results on the Upload Results page.
• If you receive an error message while uploading a group of reports, this 

may mean your system cannot handle the size of the upload. Upload the 
desired reports one at a time.

6 To upload another group of reports, start again at step 2.

FIGURE 80: Upload Confirmation page

A Action: Specifies the action Chancery 
SMS will take when you start the upload.

B Report: The name of the report in the 
selected file.

C Version: The version number of the 
report template. When a report 

template is changed, its version number 
is increased.

D Comment: Additional information 
included by the developer of the report 
template.

A B C D
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4 School operation

This section describes aspects of the system that bear on the routine operation of a 
school, such as enrollment and attendance, or the district as a whole, such as 
backing up the system. Typically, these tasks are the responsibility of a school or 
district administrator.

Registration
Registering a student in a Chancery SMS system enables all users of that system—
school administrators, teachers, counselors, and so on—to work with that student 
and adjust his or her information as necessary. A student must be registered in order 
to be enrolled in a school [p. 118]. 

Registering a student involves the following steps:
• Searching for registered students [p. 115]
• Registering a new student [p. 117]
• Registration completion steps [p. 117]

Once a student is registered you can update that student’s registration information 
through the student record [p. 50].

TABLE 19: Permissions pertaining to registration

Searching for registered students
Before registering a student, we recommend that you search the system for that 
student. This search ensures that you do not create a second student record for a 
student who is already registered.

To You need this permission Set to

Register a student Students > Registration Information Yes

Adjust a student’s demographic information Students > Demographic Data Edit

Delete a student’s registration Students > Delete Students Yes
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For this purpose, you use a search that examines student records across the entire 
system. The search encompasses students that are registered but not enrolled. 
Note: Other student searches [p. 36] examine only the student records that are 
enrolled as well as registered.

For convenience, Chancery SMS provides you with a default set of 5 search criteria 
for which you need only enter values [Figure 81]. Of course, you can alter these 
criteria.

To search for a registered student:
1 On the Home page [p. 14], in the Actions menu click Register/Enroll Student.... 

The Registration/Enrollment Search page appears.
2 Under Search by, for the first criterion [Figure 81]:

a Enter the value to find. 
• For text fields, the case of the search value does not matter; for 

example, “lancaster” finds “Lancaster”. 
• Spaces are relevant; for example, “delos santos” will not find “de 

los santos”. 
b [Optional] Choose another field on which to search.
c [Optional] Change the operator.

3 Configure some or all of the four other criteria.
4 [Optional] Change the Match setting.
5 Click Search. Chancery SMS displays matching student records (if any) under 

Search Results.
Chancery SMS saves the search criteria. Should you want to conduct 
this same search again, select it in List.
You can changed the sorting of these results or adjust the columns 
displayed [p. 22].
Note: If your search results contain over 1000 records, Chancery SMS 
displays a message to that effect and no results. You must refine the 
search.
To view a student’s record, select it and click Open, or click the 
student’s name. The Registration/Enrollment Steps page appears (or 
the Student Demographics page).

FIGURE 81: Student Enrollment Search: default criteria 

A Criterion
B Field

C Operator
D Value

You can do this if your role is:
School Administrator
District Administrator

C D

A

B
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Registering a new student
Registering a new student involves entering the student’s personal information and 
assigning an initial grade level. Note: Before registering a new student, we 
recommend that you search the system for that student [p. 115] to ensure that he or 
she is not already registered. If you find a similar student—a sibling, for example—
you can use this student’s record as a basis for the new student.

To register a student:
1 On the Home page [p. 14], in the Actions menu click Register/Enroll Student.... 

The Registration/Enrollment Search page appears.
2 Click New. The Register in District page appears. 

To use an existing student record as the basis for a new registrant, 
search for similar students (such as siblings), select the student and 
click Copy. Chancery SMS opens a new student record with some of 
the information, such as Last Name, already entered. Note: Copy is 
available only on a system that employs Family Management.

3 Set options, including:
Grade level: The student’s grade level at the time of registration or 
the grade in which the student will be enrolled.
Registration status: Set to “Registered”. 
School for Student # Generation: Appears if a default Student 
Projected School is specified for all students new to the district. 
Changing this school overrides the district default. 
For information on other fields, refer to Student records [p. 50].

4 Click Continue. The Registration/Enrollment Steps page appears [see p. 117].

Registration completion steps
Chancery SMS provides a reminder of the typical tasks involved in completing a 
student’s registration. The Registration/Enrollment Steps page appears after you 
initially register a new student [p. 117]; you can also view this page from a student’s 
record [p. 50].

Each task on the Registration/Enrollment Steps page is a link to the relevant page in 
the system. The tasks displayed depend on the state of the student’s registration 
and enrollment; for example, if the student is enrolled in another school in the 
district or not yet enrolled in a school, only the relevant tasks appear; once the 
student is enrolled in your school, Chancery SMS displays a complete list of tasks 
when you return to the Registration/Enrollment Steps page. 

The potential tasks include: 
• Update Registration Information: You can also update registration 

information via the student’s record [p. 50].
• Enter Address Information and Other Student Data [see Student 

record: Demographics, p. 51] 
• Add Student Contacts [see Student record: Contacts, p. 58] 
• Apply to Program [see Student record: Program Profile, p. 63]
• Enroll Student in a School [see Enrollment, p. 118] 
• Manage Student’s Family Data [see Student record: Family, p. 60]: Available 

only if the system employs family management. 
• Register and Enroll a Sibling: Enables you to use the current student 

record as the basis for a new registrant. 

You can do this if your role is:
District Administrator
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Note: If a particular task’s page holds information that is incomplete, Chancery SMS 
marks that task with an exclamation mark (!). 

Deleting a student’s registration
A District Administrator can delete a student’s registration in the district, that is, 
delete all district-specific information about a student. This effectively removes the 
student from the system. A administrator can delete a student’s registration only if 
that student is not enrolled in a district school [p. 118].

Enrollment
Once a student is registered in the system [p. 115], that student can be enrolled in 
one or more schools. A student can have multiple active enrollments, that is, 
enrollment records with an entry-type status code that does not have a 
corresponding withdrawal record and where the date of the enrollment is on or 
before the Active Calendar’s end date.

You can enroll a student when working in either the Active or Planning Calendar [p. 
135]—the date of enrollment determines whether the student is active in the current 
school year or will be active in the next school year. Your ability to enroll a student 
in a school may be affected if program management is employed at that school.

You can view a record of a student’s enrollments.

To manage a student’s enrollments:
On a page of the student’s record [p. 50], in the control bar click Enrollment.... 
The Enrollment popup page appears. 

To delete an enrollment [p. 119], select it and click Delete.
Set Status Codes for to limit the list of enrollments displayed to a 
particular school.

TABLE 20: Permissions pertaining to enrollment

Enrolling a student
Before enrolling a student in a school, you may have to first withdraw [p. 119] the 
student from any school in which he or she is enrolled. However, on some systems it 
is possible for a student to be enrolled in more than one school, that is, have more 
than one active enrollment [Student enrollment setup, p. 197]. Transfer of enrollment 
mid-year may be possible [p. 120]. Note: If the system employs address validation, 

You can do this if your role is:
School Administrator
District Administrator

To You need this permission Set to

Register a student Students > Registration Information Yes

Enroll a student in a school Students > Enroll Student in School
Students > Student Status Code

Yes
Edit or Delete

Withdraw a student from a school Students > Student Status Code Edit or Delete

Adjust a student’s demographic 
information

Students > Demographic Data Edit

Delete a student enrollment record Students > Student Status Codes Edit or Delete

On the Add Status Code page [p. 118], 
choose a School. 

Students > Multiple School Status Access Yes
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ensure that you validate a student’s address prior to enrolling that student. Note: A 
student who does not yet meet immunization requirements may be provisionally 
enrolled. 

To enroll a student in a school:
1 On a page of the student’s record [p. 50], in the control bar click Enrollment.... 

The Enrollment popup page appears.
2 Click Add.... The Add Status Codes page appears.

If this is the student’s first enrollment, click Enroll....
3 Set options. For information on these options, refer to Student record: 

Enrollment [p. 62]. Additional notes include:
Status code: Select an entry-type code such as “Enrolled” or 
“Returned”.
Zoned school: Chancery SMS displays this school after you have set 
the Date and Grade and clicked Update.

4 Click OK. 

TABLE 21: Permissions pertaining to student enrollment

Withdrawing a student
You can withdraw a student from his or her school of enrollment. 

To withdraw a student from a school:
1 On a page of the student’s record [p. 50], in the control bar click Enrollment.... 

The Enrollment popup page appears.
2 Click Enroll.... The Add Status Codes page appears.
3 Set Status Code to a withdrawal-type code such as “Dropped Out” or “Moved”.
4 Click OK. 

Deleting a student’s enrollment
You can delete a student’s enrollment in a school, that is, delete all school-specific 
information about a student, including attendance, scheduling, and grading records. 
This does not delete he student from the district—you can enroll the student in 
other schools.

To delete a student’s enrollment:
1 On a Student Search result page [p. 44], select one or more students.
2 In the Actions menu, select Delete Student Enrollment. The Delete Student 

Enrollment: Confirmation page appears.
3 Click OK.

Or
1 On a page of the student’s record [p. 50], in the control bar click Enrollment.... 

The Enrollment popup page appears. 
2 In the Select column, select an enrollment.

You may not be able to select certain enrollments.
3 Click Delete.

You can do this if your role is:
School Administrator
District Administrator

To You need this permission Set to

Enroll students in a school Students > Enroll Student in School Yes

You can do this if your role is:
School Administrator
District Administrator
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Transferring a student mid-year
On some systems, you can transfer a student from one school to another during the 
school year. When you do so, Chancery SMS records each school as a separate 
enrollment. 

To transfer a student from one school to another mid-year:
1 On a page of the student’s record [p. 50], in the control bar click Enrollment.... 

The Enrollment popup page appears.
2 Select the student’s current enrollment.
3 Click Transfer.... The Transfer To School page appears.
4 Set options, which include:

Withdrawal Code
Entry Code: For the new school of enrollment.
New School

5 Click OK.

Projecting enrollment for the next year
When the district’s school year comes to an end, and the District Administrator runs 
Year-End Processing [p. 208] to convert the Planning Calendar [p. 136] to the new 
Active Calendar. During Year-End Processing, Chancery SMS adjusts each student’s 
enrollment and grade level according to the system’s year-end transfer method [p. 
121] and various student-related criteria such as the student’s school’s graduation 
grade level [p. 122]. For a particular student, a District or School Administrator can 
override the year-end transfer method and directly project the student’s enrollment 
[p. 123]. 

Enrollment changes during Next-Year Preparation
When a School Administrator creates a Planning Calendar, Chancery SMS changes 
each student’s enrollment according to various factors [p. 120]. The resulting change 
might involve Chancery SMS:
• Promoting the student to another grade level in the student’s School.
• Enrolling the student in a grade level at a different school.
• Withdrawing the student from enrollment in the District.
• Graduating the student from the District.
• Retaining the student in the School at the current grade level.

In general, Chancery SMS can determine a student’s enrollment in the Planning 
Calendar where:
• The student’s current school is the school in which the student is enrolled in the 

Active Calendar.
• The student’s enrollment is active at the completion of the Active Calendar.
• The student’s enrollment status is promoted or pending.
• The student is assigned to a Home School [see Student record: Enrollment, p. 62].
• The student is assigned a Home School (Active) [see Student record: Demographics, 

p. 51].
• The student has a projected school [p. 121].

Chancery SMS advances a student’s grade level in his or her school (and does not 
transfer the student to another school) where: 
• The student’s Zoned School [p. 123] is the same as the student’s current school.

You can do this if your role is:
School Administrator
District Administrator
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• The student’s Requested School [p. 123] is the same as the student’s current 
school.

To enroll a student in a grade level at a different school, Chancery SMS takes into 
account: 
• The year-end transfer method used by the district [p. 121].
• If the student is in a graduating grade.
• The district’s setting for Set graduated student grade level to (on the District 

Preferences page).
• The student’s Requested School [p. 123]
• Program management settings (if the system employs it), including:

Controlled enrollment at a school: A School Administrator must explicitly enroll a 
student in a controlled enrollment program after the student has applied and 
been accepted. Note: A student can only be enrolled in a program if that student 
is enrolled at that program’s school, that is, Chancery SMS does not 
automatically create participant records and program applications for a student 
not enrolled in the school.

The setting of Planning Calendar Requested School Controlled by Program 
Management [see Projecting enrollment for the next year, p. 120]

A program session’s setting for the Planning Calendar Option.

If the student is enrolled in several controlled-enrollment programs at a school.

Year-end transfer method
During Year-End Processing [p. 208], for each district student who has completed a 
grade level, Chancery SMS determines if that student it to be transferred to another 
school by applying the year-end transfer method. The District Administrator sets the 
method to use. Options are: 
• Projected School Map [p. 121]: This is the default method.
• Geocode Map [p. 122]: This is available only on a system that employs Address 

Validation.

Projected School Map
A Projected School Map pairs each feeder school in the district to a projected 
school, that is, another school in the district to which Chancery SMS transfers a 
student during Year-End Processing [p. 208] when that student has completed the 
school’s graduation grade level [p. 122]. A School Administrator can specify the 
projected school for a school. Note: The administrator must be in the Active 
Calendar [p. 136] to set the projected school mappings. Caution: If a student’s school 
is not mapped to a projected school, Chancery SMS withdraws the student from his 
or her school but does not enroll the student in another.

To set a school’s projected school:
1 On the home page, in the control bar under SCHOOL, click School Info. The 

School Info page appears.
2 Click the school’s name. The School Info Detail page, click Edit. The School 

popup page appears.
3 Set the Projected School.

At a school that does not feed students into another school, the 
Projected School is “N/A”. Projected School appears only if the 
district’s Year End Transfer Method is set to “Projected School Map” 
[p. 121].

4 Click Save.

You can do this if your role is:
School Administrator
District Administrator
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Geocode Map
On a system that employs Address Validation, a District Administrator can set the 
year-end transfer method so that Chancery SMS refers to the district’s Geocode Map 
[p. 122]. During Year-End Processing [p. 208], Chancery SMS uses the Geocode Map to 
transfer a student (where that student has completed the school’s graduation grade 
level [p. 122]) to the appropriate school by examining the location of that student’s 
residence. 

The Geocode Map, created by the District Administrator, pairs each of the district’s 
geocodes with an entry grade level [p. 123] at a particular school [Figure 82]. A 
school’s entry grade can have more than one geocode assigned to it (the school can 
serve a broad geographical area). A geocode can be assigned to only one school’s 
entry grade. Note: The Planning Calendar [p. 136] must be active for an 
administrator to change the Geocode Map.

FIGURE 82: Geocode mapping example

Note: For Year-End Processing [p. 208] to run successfully, the Planning Calendar 
must have a Geocode Map. Caution: If a student does not end up with a valid 
Geocode in the Planning Calendar, Chancery SMS withdraws or graduates the student 
from his or her school but does not enroll the student in another.

School graduation grade level
To determine if it should transfer a student to another school during Year-End 
Processing [p. 208], Chancery SMS refers to the student’s school’s graduation grade 
level. This is the grade level at which a student completes his or her education at 
the school. A School Administrator can specify the graduation grade level for a 
school.

To set a school’s graduation grade level:
1 On the home page, in the control bar under SCHOOL, click School Info. The 

School Info page appears.
2 Click the school’s name. The School Info Detail page appears.
3 On the Basics panel, click Edit. The Schools popup page appears [Figure 83].
4 Under Basics, set Graduation Grade. 
5 Click Save.

You can do this if your role is:
School Administrator
District Administrator
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School entry grade level
An entry grade level at a school is a grade level into which students from other 
schools can be automatically transferred. Most schools have only one entry grade 
level set, typically the lowest grade level. However, for the purposes of the geocode 
mapping year-end transfer method [p. 122], a school may have more than one entry 
grade; for example, the elementary school for Geocode A may offer grade 
levels 1 to 5, while the elementary school for Geocode B offers grade levels 1 to 6. 
The middle school these students go to would have two entry grade levels: Grade 6 
for students in Geocode A and Grade 7 for students in Geocode B. A School 
Administrator designates entry grade levels at a school. 

To designate a school’s grade as an entry grade:
1 On the home page, in the control bar under SCHOOL, click School Info. The 

School Info Detail page appears.
2 On the Basics panel, click Edit. The Schools popup page appears [Figure 83].
3 Under School Entry Grades, designate one or more Grades as an entry grade 

level by transferring them to the Assigned Items column from the Available 
Items column.

Double-click a grade to transfer it between columns.
School Entry Grades is available only if the year-end transfer method 
is set to Geocode Map [p. 122]. 

4 Click Save.

FIGURE 83: School Entry Grades popup page

A Available items: Grade levels in this 
school.

B Assigned items: Grade levels into which 
Chancery SMS transfers students from 
other schools during Year-End 
Processing.

Specifying a student’s school of enrollment for the next year
During Year-End Processing [p. 208], Chancery SMS assesses each district student for 
potential transfer to another school by referring to the District’s transfer mapping 
[p. 121]. Typically, a student who has graduated from a school is subject to transfer 
to another school or graduation from the district. 

A District or School Administrator can override this mapping for a particular student 
by requesting a particular school. For example, a student interested in a specialized 
vocational program would want to go to the only district school to offer such a 
program. Note: Since either a District or School Administrator can override the 
transfer mapping, we recommend that the district impose a policy on such 
overrides.

To project a student’s enrollment:
1 On a page of the student’s record [p. 50], in the control bar click Enrollment.... 

The Enrollment popup page appears.
2 In the Status Code column, click an enrollment’s status code. The Edit Status 

Code page appears.
3 Under Projected Enrollment for Planning Calendar, set options, which include:

A B

You can do this if your role is:
School Administrator
District Administrator
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Zoned school (projected): The school the student is projected to 
attend in the next school year for this school of enrollment. Chancery 
SMS sets the school based on the year-end transfer method [p. 121].
Requested school: The desired school of enrollment (home school) 
for the student for the next school year. Selection options include:
• “Use Zoned School”: This is the default choice. Directs Chancery 

SMS to—during Year-End Processing [p. 208]—enroll the student in 
the school specified by the district’s transfer mapping [p. 121] 
(Zoned School displays this school [p. 51]). Note: Chancery SMS 
applies this choice if the request for a specific school is rejected or 
fails for any reason. Chancery SMS also applies this choice of if the 
request is pending. When the request is approved, then during NYP 
processing Chancery SMS changes the student’s enrollment 
accordingly. 

• [School name]: Specifies a District school. You can choose the 
school if the student is currently in a graduating grade and program 
management does not control the requested school. 

• “None”: Withdraws the student from this school and prevents 
Chancery SMS from enrolling the student in another school next 
year. Note: Use “None” for a student who will no longer attend the 
school of enrollment (for example, he or she was attending an 
Advanced Math program at this school and does not plan to 
continue). During the Next-Year Preparation process, the student 
will be withdrawn from the school and a new enrollment record 
will not be created.

If Exception reason is displayed, enter a reason. This is necessary if 
the system employs Address Validation and approval is required for 
enrollment exceptions. Chancery SMS enrolls the student in the 
Requested School only if approval is granted; otherwise Chancery SMS 
enrolls the student in the Zoned School. Note: A School Administrator 
can set Chancery SMS to automatically copy approved address 
exceptions for returning students from the Active Calendar to the 
Planning Calendar.
Note: On a system that allows a student to be enrolled in more than 
one school, the administrator can specify the school to which the 
student should transfer for each school of enrollment: Under 
Planning District Calendar, click Enrollment Status. An Enrollment 
summary for all the student’s schools appears. Under Status Code, 
click the status for a school and make an appropriate selection for 
Requested School.
Projected Grade: Chancery SMS sets this grade based on the current 
Grade at the school of enrollment.

4 Click OK.
Chancery SMS takes time to implement any change to the Zoned 
School [p. 51]. It unenrolls the student from the former school and, 
during the nightly process, enrolls the student in the new school. You 
can view these changes in the Planning Calendar the next day. 
Caution: Where a student’s school of enrollment changes and the 
student is withdrawn from a school, Chancery SMS deletes any 
schedules created for that student at that school. You cannot recover 
these deleted schedules.
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Note: You may be prevented from projecting a student’s enrollment at a school that 
employs controlled enrollment in the following circumstances: 
• The student is not currently enrolled at that school (the student must apply to a 

program at the controlled-enrollment school, be offered a position in the 
program, and enroll in the school).

• The program associated with the enrollment will not continue in the next active 
year (that is, it has an end date within the current active year).

• A Planning Calendar is created, but program sessions for the program associated 
with the enrollment are not available in the Planning Calendar for the controlled 
enrollment program.

Calculating daily attendance codes
For each day, Chancery SMS calculates each student’s daily attendance code for 
every school in the district. Chancery SMS calculates this code based on rules set up 
at each school [Setting up the daily attendance code calculation, p. 150]. The resulting 
figures are used in reports for such purposes as school funding, communications to 
parents, and state reporting [Report results, p. 101]. 

Since calculating daily attendance codes is a task that typically makes heavy 
demands of system processing power, Chancery SMS makes its calculations for the 
district at a scheduled time each day. Typically this is an off-peak time outside 
school hours. Chancery SMS calculates an attendance code for each student for each 
day only once and stores the result.

Recalculating daily attendance codes
As a School Administrator, you have the option of having Chancery SMS recalculate 
school attendance codes for specific purposes, such as:
• If daily attendance code calculation rules are changed at a school [p. 150], we 

recommend that you recalculate daily attendance codes for the affected period.
• If attendance records are cleared [p. 127], we recommend that you recalculate 

daily attendance codes for the affected period.
• If attendance records for a student have been changed, you can make Chancery 

SMS to recalculate that student’s daily attendance codes [p. 126].

You can have Chancery SMS recalculate immediately, at a future time, or at regular 
intervals.

To recalculate daily attendance codes:
1 On the home page, in the control bar, under ADMIN, click Attendance. The 

Attendance page appears. 
2 Click Schedule Attendance Calculations. The Schedule Attendance Calculations 

page appears with a list of scheduled and completed calculations.
3 From the Actions menu, click Add Scheduled Calculation. The Job Schedule 

page appears.
4 In the General panel, enter or change information, which includes:

Job name: Each job requires a unique name.
Calculation:
• “Daily attendance minutes” calculates daily attendance minutes, if 

your school tracks these [Setting up minutes-based attendance 
(optional), p. 146]. 

You can do this if your role is:
School Administrator
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• “Initialize behavior for day” sets attendance codes based on the 
action steps defined for student behavior [p. 158]. (Typically, this 
calculation is made each day for all schools in the district.) Note: 
Use this calculation for dates on which you have cleared 
attendance records [p. 127].

• “Daily attendance calculation” sets Chancery SMS to make the 
standard code calculation.

Period: Sets the range of days for which to recalculate daily 
attendance codes. Options include:
• Current Date: Today’s date.
• Year-to-date: All the days of the calendar year up to today.
• Report Card Period: Select a period from the list.
• Date Range: Enter Start and End dates.

5 In the Students panel, set the students for whom you want to calculate daily 
attendance. Options include:

All students in the school: This is the default selection.
Selected Students: Find students by setting search criteria and 
clicking Search or by clicking Display All Records. This generates a 
list of Available Students from which you can select by moving one or 
more to Selected Students.

6 In the Scheduling Options panel, enter or change Information, which includes:
Run now: Sets the calculation to run once at the time you click OK. 
This is the default choice.
One time: Set the future date and time at which you want Chancery 
SMS to run the calculation. Note: If you inadvertently choose a past 
date and time, the report runs as soon as you click OK.
Recurring: Set the interval at which you want Chancery SMS to run 
the calculation and the future date and time at which you want the 
interval to commence. The interval can be by hour, day, week, or 
month. Note: If you inadvertently choose a past date and time, the 
report runs the first time as soon as you click OK.

7 Click OK.

Recalculating daily attendance codes for a student
You have the option of making Chancery SMS recalculate daily attendance codes for 
an individual student for one or more days in the past as well as the current day. You 
may wish to do this if the attendance records for a student have been changed. 
Note: Changing attendance codes assigned to students for days that have passed 
could affect daily code calculations. 

To recalculate daily attendance codes for a student:
1 Locate and view a student record [p. 36]. The Edit Student Demographics page 

appears.
2 In the control bar, click Attendance. The Student Attendance page appears.
3 Select a Date Range.

Selecting “Date Range” enables you to set a range based on From and 
To dates.
When you proceed to the next step, Chancery SMS gives you the 
option of including Today.

4 From the Actions menu, click Calculate Daily Codes. 

You can do this if your role is:
School Administrator
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Clearing attendance records
As a School Administrator, you may encounter circumstances in which you need to 
clear attendance records. One such circumstance is when you need to make changes 
to a student record such as attendance records for future days. Another 
circumstance is when you have to clear attendance for an exception day [p. 141], 
such as a snow day. 

You can clear attendance records for any or all students in any or all classes. You can 
clear attendance records for any date or date range as long as it is in the current 
Active Calendar year. In a school that takes attendance twice daily [p. 144] you can 
clear attendance for an entire day, but you cannot clear attendance for only the 
morning or afternoon. 

Note: If you clear attendance for a past date, re-initialize that day before allowing 
Chancery SMS to recalculate daily attendance codes [p. 125]. When you re-initialize 
the day, Chancery SMS reassigns the default daily attendance code; otherwise 
Chancery SMS assigns the first code in the daily attendance code rules list [p. 151].

To clear attendance records:
1 On the home page, in the control bar, under ADMIN, click School Setup. The 

School Setup page appears.
2 Under Attendance, click Clear Attendance. The Clear Attendance page appears.
3 Under Step 1, select the students for whom to clear attendance. Options 

include:
All students
Saved Student List [p. 43]
Student number

4 Under Step 2, select the classes for which to clear attendance. Options include:
All classes: Select the Clear daily codes check box to remove any 
overrides in the attendance records. Note: An elementary School 
Administrator has the option of clearing all homerooms and classes.
Selected classes: Specify one or more classes.

5 Under Step 3, set the dates on which attendance is to be cleared. Options 
include:

Entire school calendar year
Today
Date range: The range can include future dates.

6 Click OK. A confirmation dialog appears with the clearance criteria listed.
7 Click OK.

Clearing a record of attendance taking
As a School Administrator, you may encounter circumstances in which you need to 
clear a record of attendance having been taken; for example, when a Teacher has 
made a mistake in recording attendance and the record needs to be changed.

Clearing a record of attendance taking involves clearing submit flags. You can clear 
submit flags for any or all classes for a date or date range in the current Active 
Calendar year. In a school that takes attendance twice daily [p. 144] you can clear 
submit flags for an entire day, but you cannot clear them for only the morning or 
afternoon. 

You can do this if your role is:
School Administrator
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To clear attendance submit flags:
1 On the home page, in the control bar, under ADMIN, click School Setup. The 

School Setup page appears.
2 Under Attendance, click Clear Submit Flags. The Clear Submit Flags page 

appears.
3 Under Step 1, select the classes for which to clear the flags. Options include:

All classes: Note: An elementary School Administrator has the option 
of clearing all homerooms and classes.
Selected classes: Specify one or more classes.

4 Under Step 2, set the dates for which to clear the flags. Options include:
Entire school calendar year
For today
Date range: The range can include future dates.

5 Click OK. A confirmation dialog appears with the clearance criteria listed.
6 Click OK.

Reviewing information-changing activity
A School or District Administrator can review the activity of user accounts on a 
Chancery SMS system. This is made possible by Chancery SMS’s Database Audit Log, 
which contains a time-stamped record of any action that changes the information 
stored in the system [Figure 84].

FIGURE 84: Database Audit Log sample records

A Date: The date and time of the change.
B User Name: The name and User ID of the 

user account responsible for the change. 
Where an automated process (such as 
nightly calculations) was responsible for 
the change, this field is blank. Note: 
User Name and ID are not recorded for 
student enrollment audit entries.

C Type: Indicates the functional area of 
the system associated with the change. 

D Description: Describes the change. 
“From” indicates the state of the 
information before it was changed. “To” 
indicates the new information. “N/A” 
indicates that there was no information. 

In general, changes to information are recorded while changes to system setup, such 
as modifications to the grading structure, are not. The Database Audit Log includes 
records of user-made changes to the following:
• Student academic plans [p. 86], including notes
• Attendance [p. 67]
• Grade level transfers and any resulting attendance reassignments
• Modifications to daily code calculation rules, including rule priority changes
• Student health records
• Gradebook task and server errors
• GPA and honor roll definitions during Year-End Processing [p. 208]

You can do this if your role is:
School Administrator

A B C D
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• Grading calculation overrides, including GPA, credit, honor roll, and class rank 
overrides

• Student enrollment [p. 129]

The Database Audit Log also records the following:
• Course deletions from a student’s Academic Plan [p. 86] as a result of a course 

deletion from the district Planning Calendar course catalog made by Chancery 
SMS during Year-End Processing [p. 208].

Chancery SMS logs some changes immediately and others during an overnight 
auditing process. The default time at which Chancery SMS conducts its audit is 8:00 
pm. Note: If Chancery SMS fails or times out in an attempt to audit a particular 
feature during its overnight process, it records the failure in the Database Log as a 
“Task Manager Event” and alerts [p. 30] the District Administrator with the message 
“Audit log tasks could not be completed”. 

You can view the Database Audit Log’s records according to date range, district, 
school, student, user account, and functional area of the system. You also have the 
option of clearing the log of the records you view.

To view Database Audit Log records:
1 On the home page, in the control bar, under ADMIN, click School Setup. The 

School Setup page appears.
2 Under Audit Log, click Database. The Database Audit Log page appears.
3 Set search criteria, which include: 

Type: Specifies the functional area of the system. Select “Year-End” 
to view activity related to Year-End Processing [p. 208].
Date range: Sets the days from which to retrieve the records.
User Name: Identifies the user for which to retrieve records. The 
User ID associated with a user account [p. 185].
Student ID: Identifies the student for which to retrieve records.

4 Click Search. Under Search Result, Chancery SMS displays a list of records [Figure 
84].

You can print the listed records [Printing a grid, p. 25].
You can clear the Database Audit Log of the listed records: in the 
Actions menu click Clear Logs.

TABLE 22: Permissions pertaining to the Audit Log

Auditing student enrollment
The Database Audit Log provides a convenient way to double-check student 
enrollment. Reviewing the log is especially useful for the following circumstances:
• A student has transferred from one school to another

When a student is transferred from one school to another, Chancery SMS logs a 
withdrawal at student’s original school and an enrollment at the student’s new 
school.

Also of note regarding enrollment: 

You can do this if your role is:
School Administrator
District Administrator

To You need this permission Set to

View the Audit Log School Setup > View Audit Log Yes

Print an Audit Log report School Setup > View Audit Log Yes

Clear the Audit Log School Setup > Purge Audit Log Yes
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• Chancery SMS does not log the name of the user who makes an enrollment or 
withdrawal change.

• Chancery SMS enables you to track enrollment errors by logging enrollment 
records with a status of N/A.

• Chancery SMS logs enrollment data that is mass-assigned. However, imported 
enrollment data and enrollment records generated during Next Year Preparation 
[p. 202]/Year-End Processing [p. 208] are not logged.

Reviewing user access
Primarily for security purposes, a School or District Administrator can review which 
users logged on to the system, when a user logged on or off, the user’s IP address 
and school, and the browser and operating system used. This involves consulting the 
Web Audit Log [Figure 85]. 

FIGURE 85Web Audit Log sample records

A Event: Possible events are “Sign in” and 
“Log off”. A session timeout (that is, 
when a logged-in user’s session expires 
due to inactivity) is not logged as an 
event.

B School: Identifies the school associated 
with the User ID. For a district-level 
user, this column is empty.

C Browser: The user’s web browser; for 
example, “IE 8.0” (Internet Explorer).

D Platform: The operating system of the 
user’s computer; for example “WinXP” 
(Windows XP).

To view Web Audit Log records:
1 On the home page, in the control bar, under ADMIN, click School Setup. The 

School Setup page appears.
2 Under Audit Log, click Web. The Web Audit Log page appears.
3 Set search criteria, which include: 

User ID: Identifies the user for which to retrieve records. The User ID 
associated with a user account [p. 185] 
IP Address: Specifies the IP address through which the user gained 
access to the system.
Date Equals: Sets the range of time in which to look for user activity. 

4 Click Search. Under Search Result, Chancery SMS displays a list of records [Figure 
84].

You can print the listed records [Printing a grid, p. 25].
You can clear the Web Audit Log of the listed records: in the Actions 
menu click Clear Logs.

The Security Audit Summary [p. 271] and the Security Audit Details (by Time) [p. 272] 
reports are also useful for reviewing user activity.

You can do this if your role is:
School Administrator
District Administrator
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Making information available for parents to view
You can make a student’s information— grades, attendance, and discipline 
incidents— available for parents to view securely on the web through Pearson’s 
parent portal, ParentCONNECTxp™. A School Administrator can control which 
student’s information is available to post on ParentCONNECTxp [p. 131]. 

ParentCONNECTxp works with Chancery SMS 6.7.3 or later and PowerTeacher 
Release 1.5 or later. For detailed information, refer to the ParentCONNECTxp 
Administrator’s Guide.

Preventing the viewing of a student’s information
By default, each students’ grades, attendance, and discipline information is 
available for uploading to ParentCONNECTxp where parents can view it. If 
necessary, you can exclude a student’s information from the uploading process.

To exclude a student’s information from uploading:
1 Locate and view the student’s record [p. 50]. The Edit Demographics page 

appears.
2 On the School Specific tab, clear the Upload to parent portal check box.
3 Click Save.

You can do this if your role is:
School Administrator
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5 School setup

One Chancery SMS system serves a school district. A typical school district has many 
schools. Each school in the system can have a unique setup; however many aspects 
of a school’s setup are derived from options set at the district level [p. 193]; for 
example, grade levels, district calendar, course catalog, and so on. Thus, district 
setup precedes a school setup. 

Typically, a District Administrator determines the initial setup of a school. Starting 
from this initial setup, a School Administrator is able to adjust his or her school’s 
setup to best serve its needs. 

Setting up a school involves (in the preferred order):
• School calendar setup [p. 133]
• Scheduling [refer to the Chancery SMS Scheduling Guide]
• Attendance setup [p. 143]
• Grade level setup [p. 158]
• Facility setup [p. 159]
• Grading setup [p. 162]

School setup may also involve the following:
• Awards setup [p. 171]
• School staff [p. 172]
• Program Management: Refer to the Chancery SMS Program Management Guide.

To set up a school, a user must be assigned a role as a School Administrator and have 
a staff record assigned to the school [see Ch. 6, User setup, p. 185]. 

School calendar setup
A school’s calendar is the foundation upon which other aspects of the school’s setup 
and operation are laid out. A school calendar is a prerequisite for setting up any 
other aspect of the school. In a Chancery SMS system, a school has three types of 
calendars [Figure 86]:
• Active Calendar [p. 136]: The calendar for the current school year. At the end of 

the school year, when the district runs Year-End Processing [p. 208], Chancery SMS 
converts this calendar into a Historical Calendar. A school can have only one 
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Active Calendar. For other Active Calendar considerations, refer to School Active 
Calendar [p. 136].

• Planning Calendar [p. 136]: The calendar used to plan the coming school year, 
including scheduling classes and enrolling students. At the end of the school year, 
when the district runs Year-End Processing [p. 208], Chancery SMS converts this 
calendar into the Active Calendar. A school can have only one Planning Calendar. 
For other Planning Calendar setup considerations, refer to School Planning 
Calendar [p. 136].

• Historical Calendar [p. 139]: A former Active Calendar for a past school year. The 
system can hold several historical calendars. For other Historical Calendar 
considerations, refer to School Historical Calendar [p. 139].

FIGURE 86: School Calendars page

To manage a school’s calendars:
1 On the home page, in the control bar under ADMIN, click School Setup. The 

School Setup page appears.
2 Under Calendar, click School Calendars. The School Calendars page appears 

[Figure 86]. 
3 To change a calendar’s name, click the calendar and in the School Calendar 

Name column, enter a new name. 
The name must be unique among calendars in the system. 

4 To change a calendar’s date range, click the calendar and in the Start and End 
columns change the dates. 

Warning: Be extremely cautious with date changes. Changing the date 
range of a calendar can affect scheduling and attendance. 

5 To delete a Planning Calendar, select the calendar and in the Actions menu click 
Delete Calendar. 

You cannot delete an Active or Historical Calendar.
If you delete a Planning Calendar, you will need to recreate any 
Planning Calendar-specific data you had entered.

6 Click OK.

To create a school’s Planning Calendar:
1 On the home page, in the control bar under ADMIN, click School Setup. The 

School Setup page appears.
2 Under Calendar, click School Calendars. The School Calendars page appears 

[Figure 86]. 
3 To create a new calendar, in the Actions menu click Add Calendar. Chancery SMS 

adds a new row to the list of calendars and enters the date the calendar was 
created, the release in which the calendar was created, the name of the 
associated district calendar, and a calendar type of “Planning”.

If a school has the calendars it needs, Add Calendar is not available.
4 Set options, which include:

School Calendar Name: A unique name describing the calendar, such 
as “2007-2008”.

You can do this if your role is:
School Administrator

You can do this if your role is:
School Administrator
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Start and End: Sets the date range, ensure: 
• Is from 1 to 550 days. A typical number of days is 365.
• Includes a number of days at least double the number of terms.
• Encompasses all attendance reporting periods [p. 147].
• Encompasses all scheduling term reporting periods [p. 147].
• Encompasses all grading periods [p. 162]. 
• Does not overlap any other school calendar.
Ensure that the Start date:
• Is at least one day before students actually attend school, so that 

the start date is not the same day that the first Attendance 
Reporting Period begins.

• Is on or after the Start date of the district calendar identified in 
the Associated District Calendar column.

• Is the same day of the week as the Start date of the Active 
Calendar. This is because on a system that employs program 
management, program session start dates are linked to the 
Planning Calendar’s start date.

• Is later than the district calendar start date at a school that has a 
year-round calendar where returning students receive both a 
withdrawal and enrollment code. 

Ensure that the End date is on or before the End date of the district 
calendar identified in the Associated District Calendar column.

5 View other information, which includes:
Creation Date: The date the calendar was created.
Release: The Chancery SMS software release number in use when the 
calendar was created.
Associated District Calendar: The district-level calendar associated 
with this particular school calendar. A change in one may cause a 
change in the other [p. 137].
Type: The type of calendar, such as Active [see School Active Calendar, 
p. 136], Planning [see School Planning Calendar, p. 136], or Historical [see 
School Historical Calendar, p. 139].

6 Click OK.

TABLE 23: Permissions pertaining to school calendar setup

Switching between school calendars
Typically, a School Administrator works with the school’s Active Calendar. However, 
for such purposes as planning or reporting [see p. 100], the administrator can switch 
the calendar in use to the planning calendar. When a School Administrator logs in, 
Chancery SMS displays the last calendar the administrator used. Chancery SMS 
displays a constant reminder when the user is working in the Planning Calendar 
[Figure 87]. 

FIGURE 87: Calendar indicator

To You need this permission Set to

Create, edit, or delete school active or 
Planning Calendars

School Setup > Define School Calendar Yes
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To switch school calendars:
1 On the Home page [p. 14], in the Actions menu, click Switch Calendar. The 

School Calendar page appears [Figure 86].
2 In the Work with column, select the appropriate calendar’s check box.
3 Click OK. 

School Active Calendar
A school’s Active Calendar spans the current school year, which includes all 
preparation days at the beginning of the year and makeup days at the end. A 
school’s Active Calendar is associated with the district’ Active Calendar. The system 
has only one Active Calendar. A School Administrator can view the Active Calendar 
by switching to it [p. 135].

A school’s Active Calendar is created when the District Administrator first adds the 
school to the system. Chancery SMS creates the school’s Active Calendar, using the 
dates of the district’s Active Calendar; these dates can be adjusted to ac como date 
the school’s requirements. The school can then create a Planning Calendar 
whenever they deem it appropriate to do so. During Year-End Processing [p. 208], 
Chancery SMS converts that calendar into an Active Calendar for the new year. 

School Planning Calendar
The Planning Calendar enables a School Administrator to prepare for the next school 
year (also known as next-year preparation) [p. 202]. During Year-End Processing [p. 
208], Chancery SMS converts the Planning Calendar to the Active Calendar (and the 
Active Calendar becomes a Historical Calendar). A school has only one Planning 
Calendar.

When a School Administrator is working with the Planning Calendar [see Switching 
between school calendars, p. 135], the information available differs from that of the 
Active Calendar. In general, the administrator has access to less than the Active 
Calendar and the information available supports the planning process [Figure 88]. 
The information includes. 
• Student: Enables you to work with students who will be attending the school 

next year.
• User Settings: Enables you to pre-define the way columns of data display. 
• School Setup: Including the following: 

School Calendars
Attendance Reporting Periods
Day Types (setup list)
Calendar Day Exceptions
General Settings
Homerooms
Courses: Appears if Secondary Scheduling is employed OR Subject Framework: 
Appears if Elementary Scheduling is employed. 
Grade Levels (setup list)
Buildings and Rooms 
Program Setup



5 School setup 
Chancery SMS 7.6.0 School Administration Manual, Build: 6/24/11

137

• Scheduling: Enables you to schedule students who will be attending the school 
next year.

• District Setup: Enables you to view courses and subjects, and the district 
calendar.

FIGURE 88: Planning Calendar School Setup page example (secondary school)

A Grayed out link: Indicates that you do 
not have access to this link in this 
calendar.

B Courses: Appears for a school using 
secondary scheduling in its planning. If 
the school uses elementary scheduling 
in, Chancery SMS displays Subject 
Framework. 

School Planning Calendar setup
A School Administrator can only create the school’s Planning Calendar after the 
district Planning Calendar is created.

Many elements of the school’s Planning Calendar are shared with its Active 
Calendar. Thus any changes to these elements in one calendar affect both 
calendars. Such elements include:
• Grade levels
• Saved lists 
• Staff: Except staff course preferences
• Users
• Buildings and rooms
• Program setup

Some elements of the school Planning Calendar are set up in the school Active 
Calendar only (that is, these elements cannot be changed in the school Planning 
Calendar). When a School Administrator makes a change to one of these elements in 
the school Active Calendar, the change also affects the school Planning Calendar. 
These elements include:
• Alerts
• Attendance codes
• Attendance exception rules

B

A
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• Attendance rules for credit calculations
• Awards
• Daily code calculation rules
• Default attendance settings
• Minutes-based attendance 
• Student photos
• Supplementary attendance
• Transcript grade items

Some elements of a school’s Planning Calendar are copied from its Active Calendar 
when the School Administrator creates the Planning Calendar. Thereafter, these 
elements in the two calendars are separate—any changes to the elements in the 
Active Calendar do not affect their counterparts in the Planning Calendar. Indeed, 
some of these elements must be modified to suit the year being planned. Such 
elements include: 
• Address exceptions: Schools can be set up so that approved Address Exception 

records for students returning to the same out-of-zone school are copied from 
the Active to the Planning Calendar each time the Next-Year Preparation nightly 
process runs. For detailed information, refer to the Chancery SMS Address 
Validation Guide.

• School-defined scheduling constraints: Chancery SMS copies school-defined 
constraints when a School Administrator creates the Planning Calendar. 
Subsequent changes made to such constraints in the school Active Calendar do 
not affect the Planning Calendar, and changes made in the Planning Calendar do 
not affect the school Active Calendar. For information about school-defined 
scheduling constraints, refer to the Chancery SMS Scheduling Guide 

• Course properties: Including room, room type, and department
• General settings
• Homerooms: All homeroom settings, including Teachers and Grades
• Program sessions: Chancery SMS copies program sessions to the Planning 

Calendar the first time the Next-Year Preparation nightly process runs. 
Subsequent changes made to program sessions in the school Active Calendar do 
not affect the school Planning Calendar and changes made in the Planning 
Calendar do not affect the Active Calendar. For information about program 
sessions, refer to the Chancery SMS Program Management Guide.

• Staff course preferences: Staff course preferences are calendar-specific. 
Chancery SMS copies staff course preferences to the Planning Calendar only if a 
new planning schedule is copied from the Active Calendar. When the new 
planning schedule is created, staff course preferences apply to the entire 
Planning Calendar and all planning schedules. After staff course preferences are 
copied, each time the administrator copies to a planning schedule from the 
Active Calendar, any staff course preferences that do not exist in the Planning 
Calendar are updated from the Active Calendar. If a course preference is already 
set in the Planning Calendar, the value is not updated. Staff course preferences 
deleted only in the Planning Calendar are re-copied from the Active Calendar 
and staff course preferences deleted in the Active Calendar are retained in the 
Planning Calendar. To remove or change course preferences, you must make the 
change in both the Active Calendar and the Planning Calendar. Deleting the 
Planning Calendar after staff course preferences are copied from the Active 
Calendar does not delete the staff course preferences for the Planning Calendar.

• Student behavior
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Some elements of a school’s Planning Calendar are neither copied from the Active 
Calendar nor linked to it. The School Administrator must set up these elements in 
the Planning Calendar.
• Address exceptions: For graduating or withdrawn students
• Attendance reporting periods
• Calendar day exceptions
• Courses and subjects: These are derived from the catalog published in the 

district Planning Calendar. A District Administrator assigns courses to each 
school.

• Day types: When the administrator creates the Planning Calendar, Chancery SMS 
sets up default day types. 

• Scheduling: When the administrator creates a Planning Calendar, Chancery SMS 
includes a blank Planning Schedule. To configure the Planning Schedule(s), the 
administrator can copy schedule settings from the school’s Active Calendar.

School Historical Calendar
Once an Active Calendar is converted to a Historical Calendar by Chancery SMS, 
school and district personnel can no longer make changes to it. 

Day types
On a calendar, each day of the week is assigned a day type. The day type determines 
when attendance is taken (if at all) and how that day’s attendance and student 
membership are tallied in reports [Ch.3, Reporting on information, p.95]. A Chancery 
SMS system has three base day types: Normal School Day, Weekend, and Holiday 
[Figure 89].

FIGURE 89: Day Types Setup List

A Day value: The day’s value where 
attendance is tallied by value rather 
than occurrence [p. 95].

B Take att.: Determines if attendance is 
due to be taken on this day [p. 67].

C Instructional: Determines if this day is 
considered an instructional day.

Note: The default properties for each type 
are shown. 

A School Administrator can use the base day types as they are or use them as the 
basis for defining additional day types [p. 140]. By default, Chancery SMS assigns to 
weekdays the Normal School Day type and to weekend days the Weekend day type. 
For example, if the school offers classes on Saturday, you can set the day type for 
Saturday to Normal School Day. The administrator can change the default day type 
assigned to a day (later on, you can assign a day type to specific dates in the 
calendar).
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To change the default day type assigned to a day of the week:
1 On the home page, in the control bar under ADMIN, click School Setup. The 

School Setup page appears.
2 Under Calendar, click Day Types (setup list). The Day Types page appears. This 

page displays the day types available in the Day Type Setup List panel [Figure 
89], and the day types assigned to the days of the week.

3 In the List Settings panel, click Edit. The List Settings page appears.
4 Change the default setting for the day of the week. 
5 Click OK.
6 Click OK.

Defining day types
You supplement the base day types provided by Chancery SMS with day types of your 
own; for example, if your school has an early dismissal day once a month, you can 
create an “Early Dismissal” day type, or if your area is subject to periodic heavy 
snowfalls, you can create a “Snow Day” day type. 

To define a day type:
1 On the home page, in the control bar under ADMIN, click School Setup. The 

School Setup page appears.
2 Under Calendar, click Day Types (setup list). The Day Types page appears.
3 From the Actions menu, click Add Day Type. The Add Day Type page appears.

To change a day type, in the Description column, click its name. The 
Edit Day Type page appears. 
To delete a day type, select the day type and in the Actions menu 
click Delete Day Type.

4 Enter or change the information, which includes:
Description: The day type’s name, such as “Professional Day” or 
“Snow Day”.
Short code: A short name, such as “P” or “S”.
State equivalent: A description used for state reporting purposes. 
Note: The State Day Type Code setup list (handled by a District 
Administrator) determines the options available. Caution: If you 
change this value, reports for the state may be inconsistent among 
schools.
Base Day Type: The day type on which to base the values for this day 
type. For a Snow Day, use “Holiday”.
Day Value: The day’s value where attendance is tallied by value 
rather than occurrence [p. 95]. Typical values are 1.00, 0.50, and 0.00 
Applies only if Base Day Type is “Normal School Day”. 
• For once-daily attendance [p. 144], enter Present and Absent code 

values of 1.00. For twice daily attendance [p. 144], enter Present 
and Absent code values of 0.50. In both cases, the value counts as 
one student per day.

• For half-day homerooms, use 1.00, unless you want to report a half 
count for half-day homerooms, in which case use 0.50.

Take Attendance: Determines if attendance is due to be taken on this 
day [p. 67]. Applies only if Base Day Type is set to “Normal School 
Day”.

You can do this if your role is:
School Administrator

You can do this if your role is:
School Administrator
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Instructional Day: Determines if this day is considered to be a day on 
which students receive instruction. Applies only if Base Day Type is 
set to “Normal School Day”. 
Use for Defaults in Day Type List Settings: Indicates that this day 
type can be used as a default day type [p. 139]. Applies only if the 
school employs secondary school scheduling. If this is set to “No” and 
Instructional Day to “Yes”, then Chancery SMS treats this as an 
exception day [p. 141], and you must specify the bell schedule for this 
exception day type [p. 142]. For a Snow Day, set to “Yes”.

5 Click OK.

Exception days
An exception day is any interruption in the pattern of default day type assignments; 
for example, a snow day (a day on which the school is closed due to heavy snowfall) 
or when the Thanksgiving Day holiday falls on a Friday (this particular Friday would 
be designated an exception day). Since Chancery SMS assigns day types to all the 
days of the week in a school calendar (using the default day types), you assign an 
exception day to a specific date or date ranges as necessary. When you designate a 
specific date as an exception, you assign it a day type, typically “Holiday”.

Note: When you designate exception days with Holiday or Weekend base day types, 
existing Weekend days, as based on your school calendar start and end dates and 
the default day type settings, are retained. Only Normal School Day types are 
updated with the new exception day.

Note: When you designate exception days with a Normal base day type, existing 
Weekend and Holidays are overwritten. This is useful when scheduling exception 
days, such as Make Up days, on a Saturday or Sunday, where you want the Make Up 
days counted as Normal school days, not Weekend or Holiday days.

Note: If you plan to designate the current day or a past day as an exception day, you 
must select a day that has the same base day type as the day to which you want to 
apply this exception day; so that all the periods for both days match for any 
attendance that might have been taken.

Note: At a school that employs secondary school scheduling in a relative day 
pattern, when you create an exception day, you must specify when you want this 
exception day to begin; that is, you must specify where you want to insert this 
exception day into your school schedule.

To assign an exception day to a day:
1 On the home page, in the control bar, under ADMIN, click School Setup. The 

School Setup page appears.
2 Under Calendar, click Calendar Day Exceptions. The Calendar Day Exceptions 

page appears.
This page displays a breakdown of the base day types in your 
calendar. This is useful to ensure that your calendar holds the 
required number of instructional days.

3 In the Actions menu click Add Exception Day. The Add Exception Day page 
appears.

4 Enter or change the information, which includes:
Exception day description: For example, “Christmas Vacation” or 
“Snow Day”.
Date: A specific date or date range.

You can do this if your role is:
School Administrator
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Day Type: The base day type [p. 139]; for example, “Holiday”, or 
“Snow Day” if you have defined such a day type [p. 140].
Bell Schedule Based on Day: Applies only to a school that employs 
secondary scheduling. If the Day Type is “Normal School Day” and you 
are using a relative day pattern, select which relative day’s bell 
schedule you want for this exception day [p. 142]. 

5 Click OK.
At a school that employs secondary school scheduling with a relative 
day pattern [p. 142], click Continue to verify or change the regular day 
pattern following this exception day.

Bell schedules and an exception day
At a school that employs secondary school scheduling and a relative day pattern [p. 
142], it may be necessary to set the bell schedule for an exception day. For 
information about secondary school bell schedules, refer to the Chancery SMS 
Scheduling Guide.

To set the bell schedule for an exception day:
1 On the home page, in the control bar under ADMIN, click School Setup. The 

School Setup page appears.
2 Under Calendar, click Day Types (setup list). The Day Type List page appears.
3 In the Actions menu click Add Day Type. The Add Day Type page appears.

Or click a day type. The Edit Day Type page appears.
4 Set Instructional to “Yes”.
5 Set Use for defaults in day type list to “No”.
6 Click Continue. The Bell Schedules page appears.
7 Enter or change information, which includes: 

Bell Schedule Based on Day: The day type the bell schedule of which 
this exception day employs. Does not apply if you are setting up 
exception days before school starts. Note: If you plan to apply this 
exception day to the current day or a past day, you must select the 
same day type as the day to which you wish to apply this exception 
day; so that all the periods for both days match for any attendance 
that might have been taken.
Scheduling group: The scheduling group to which the bell schedule 
belongs.
Start Time and End Time: The start and end time for each period.
Period Name and Label: Defined in the Bell Schedules page for the 
regular day.
Details: Hovering the cursor over the icon reveals the period’s 
details. To change the details, click the icon.

8 Click OK.

Relative day patterns
A relative day pattern is a sequence of day types. A relative day pattern enables 
you to schedule classes based on days that rotate through the school instructional 
days, skipping holidays and weekends. For example, you can define a Red day and a 
Blue day, which alternate for each instructional day. Using this pattern, when a 
holiday lands on a Blue day, the next instructional day becomes a Blue day. 

You can do this if your role is:
School Administrator
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When you use relative days, you must specify the date that the pattern begins and 
indicate which relative day is applied to the first day; for example, if school begins 
September 6, you can specify that the first day of school is a Red day. If classes are 
interrupted during the school year (the school closes due to heavy snow, for 
example), you can change the relative day assigned to the next instructional day.

You can only apply a relative day pattern if relative day patterns are set up at your 
school. You can set up relative day patterns in the active or Planning Calendar,. For 
more information about setting up relative day patterns, refer to the Chancery SMS 
Scheduling Guide. 

Note: You cannot apply a relative day pattern to the past (days before today) if 
attendance has already been taken for those days. If you apply a relative day 
pattern to a future date and attendance has already been taken for those future 
dates, the attendance for those future dates is deleted.

You can only apply a day pattern to regular days. A regular day meets all of the 
following conditions:
• Base day type is “Normal School Day”.
• Instructional day is “Yes”.

To view relative day pattern assignments:
1 On the home page, in the control bar under ADMIN, click School Setup. The 

School Setup page appears.
2 Under Calendar, click Relative Day Pattern. The Relative Day Pattern page 

appears.
3 In the Calendar Day Search panel, enter a date or date range and click Search.

To apply a day pattern:
1 On the home page, in the control bar under ADMIN, click School Setup. The 

School Setup page appears.
2 Under Calendar, click Relative Day Pattern. The Relative Day Pattern page 

appears.
3 In the Apply Regular Day Pattern panel, for Start Pattern Using Day, select the 

relative day that you want to apply to the specified date.
4 For As of Date, set the date on which you want the relative day pattern to begin.
5 Click Apply Day Pattern. Chancery SMS displays your changes in the Calendar Day 

List panel.

Attendance setup
For the purpose of recording student attendance at a school, you must define how 
attendance will be taken at a school using the various options provided by Chancery 
SMS. In general, you set up attendance-taking before the school year begins. 
However, some adjustments are possible as the year progresses. Once you have set 
up attendance taking at a school, Chancery SMS can calculate daily attendance 
codes for that school on demand or across the district at scheduled times 
[Calculating daily attendance codes, p. 125].

Setting up attendance-taking at a school involves the following (in order):
• Setting an attendance method [p. 144]
• Setting up supplementary class attendance [p. 144]
• Setting up minutes-based attendance (optional) [p. 146]

You can do this if your role is:
School Administrator

You can do this if your role is:
School Administrator
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• Defining attendance reporting periods [p. 147]
• Setting up school attendance codes [p. 147]
• Configuring attendance quick-entry buttons (optional) [p. 148]
• Setting the default attendance code [p. 149]
• Setting up the daily attendance code calculation [p. 150]
• Setting up attendance exception rules [p. 155]
• Setting up an attendance rule for credit calculations [p. 157]
• Setting up attendance related to student behavior [p. 158]

TABLE 24: General permissions pertaining to school attendance setup

Setting an attendance method
The attendance method determines how often attendance is taken each day and 
how it is tallied. At a school, you can set up one of three methods for taking 
attendance:
• Once-daily: Attendance is taken once a day, typically in the homeroom.
• Twice-daily: Attendance is taken twice a day, typically in the homeroom. By 

default, half-day homerooms are set to take once-daily attendance based on 
their interval time (AM or PM). 

• By class: Attendance is taken in each class. This method is only available to a 
secondary school.

Caution: Once you set up the attendance-taking method for a school, and schedules 
have been created or attendance has been taken [p. 67], you can change the 
attendance method only if you first clear attendance [p. 127]. For information about 
scheduling, refer to the Chancery SMS Scheduling Guide.

To set the attendance method for a school:
1 On the home page, in the control bar under ADMIN, click School Setup. The 

School Setup page appears.
2 Under School, click General Settings. The General Settings page appears.
3 Under Attendance General Settings, select the check box of the attendance 

method you want to use: Once daily, Twice daily, or By class.
4 Click OK.

Note: For any attendance-taking method, you can specify the assumed attendance, 
that is, the default attendance code [p. 149].

TABLE 25: Permissions pertaining to attendance method setup

Setting up supplementary class attendance
In a school using the once-daily or twice-daily methods, you can also designate 
individual classes for supplementary attendance taking. Elementary classes [p. 145] 
are handled differently from secondary school classes [p. 145]. Supplementary 

To You need this permission... Set to

Set up attendance in general School Setup > Attendance General Settings Yes

You can do this if your role is:
School Administrator

To You need this permission Set to

Set up attendance School Setup > Attendance General Settings Yes

Set an attendance method School Setup > Daily Attendance Calculation Method Edit
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attendance does not affect daily attendance code calculations. Chancery SMS uses 
supplementary attendance data for other purposes, such as Program Management. 
For more information, refer to the Chancery SMS Program Management Guide.

Supplementary attendance for an elementary class
To designate an elementary class for supplementary attendance, that class must 
have a meeting pattern (refer to the Chancery SMS Scheduling Guide).

To designate an elementary school class for supplementary attendance 
taking:
1 On the home page, in the control bar under ADMIN, click Scheduling. The 

Scheduling page appears. 
2 Under Step 4, click Class Setup. The Class Setup page appears.
3 Find and view the class. The Class Setup page appears. 

Click Display All Records or search for a specific class.
4 Under the Class Information panel, select the Collect Attendance check box 

[Figure 90].
5 Click Save.

FIGURE 90: Supplementary attendance taking - elementary school class

Supplementary attendance for a secondary school class
To designate a secondary school class for supplementary attendance, that class must 
have a meeting pattern (refer to the Chancery SMS Scheduling Guide). For a Teacher 
to be able to take supplementary attendance for a class, the course to which a class 
belongs must also be designated for attendance collection.

To designate a secondary school class for supplementary attendance taking:
1 On the home page, in the control bar under ADMIN, click Scheduling. The 

Scheduling page appears.
2 Under Step 5, click Master Schedule. The Master Schedule page appears.
3 Find and view the class. The Course Scheduling page appears.

Click Display All Records or search for a specific class.
4 Under the Class Information panel, select the Collect Attendance check box 

[Figure 91].
5 Click Save.
6 Ensure that the corresponding course is designated for attendance collection:

a On the home page, in the control bar under ADMIN, click District Setup. The 
District Setup page appears.

You can do this if your role is:
School Administrator

You can do this if your role is:
School Administrator
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b Under District, click Course Catalog. The Course Catalog Home page appears.
c Under Step 3, click Courses. The Course list appears.
d In the Number column, click the course that corresponds to the class. The 

Course Detail page appears.
e Ensure that the Collect Attendance check box is selected.
f Click OK or return to a previous page.

FIGURE 91: Supplementary attendance taking - secondary school class

Setting up minutes-based attendance (optional)
You can have the system track the number of minutes students are present in 
classes. In a school where minutes-based attendance is set up, a class or home room 
Teacher can record the number of minutes each student was absent from that class 
and a School Administrator can view daily totals of attendance minutes.

Chancery SMS uses the attendance minutes recorded to calculate Daily Attendance 
Minutes, the result of which is visible only through reports [Running a report, p. 96]. 
To track the number of minutes a student is in a class or homeroom, that class or 
home room must be assigned to a meeting pattern (refer to the Chancery SMS 
Scheduling Guide) that includes periods that are included in the Daily Attendance 
Minutes calculation. Typically, this is set up before classes convene. 

To include a period in the Daily Attendance Minutes calculation:
1 On the home page, the control bar under ADMIN, click Scheduling. The 

Scheduling page appears.
2 Click Bell Schedules. The Bell Schedules page appears.
3 In the Details column, click the Details icon in the row for the period you want to 

set up. The Edit Period page appears.
4 Select the Include in instructional/attendance minutes calculation check box.

You cannot change this setting if the period is part of a meeting 
pattern for which attendance has been recorded. 

5 Click OK.

You can do this if your role is:
School Administrator
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Defining attendance reporting periods
An attendance reporting period is a preset date range used to generate attendance 
reports on a school’s attendance. While a school must have at least one attendance 
reporting period per school year, a School Administrator can define several periods 
for the course of a school year; for example, one period per month. The periods 
must not overlap. Typically, the number of periods a School Administrator creates 
depends on state reporting requirements. 

To define an attendance reporting period:
1 On the home page, in the control bar under ADMIN, click School Setup. The 

School Setup page appears.
2 Under Calendar, click Attendance Reporting Periods. The Attendance 

Reporting Periods page appears.
3 Create a period:

a In the Start column, click in a cell for the period.
b Enter a start date in the format mm/dd/yyyy.
c In the End column, click in the cell.
d Enter an end date in the format mm/dd/yyyy.

4 Click OK.

Setting up school attendance codes
When a Teacher or School Administrator records attendance in the system, he or she 
chooses an attendance code that indicates the student’s status. To save the Teacher 
time, each class has a default attendance code (typically, “Present”). 

A Teacher can choose from a preset list of school attendance codes. Every school 
attendance code has a base type (Present, Absent, or Tardy), subtype (Unexcused), 
and weighting. You can reserve a code for the use of non-Teachers and set it to 
expire on a future date. Also, for district reporting purposes, each school 
attendance code is mapped to a district attendance code. A District Administrator 
maintains district attendance codes.

For each school, Chancery SMS includes several preset school attendance codes, 
such as Present (a Present type), Absent Unexcused (an Absent type), and Tardy 
Unexcused (a Tardy type). To supplement these, you can define additional 
attendance codes; for example, to record a student being absent for a field trip, to 
track the number of students who buy lunch in the cafeteria. 

To set up a school attendance code:
1 On the home page, in the control bar under ADMIN, click School Setup. The 

School Setup page appears.
2 Under Attendance, click Attendance Codes (setup list). The Attendance Codes 

page appears.
Or, in the control bar, under ADMIN, click Attendance. The 
Attendance page appears. Under Step 2, click Attendance Codes 
(setup list). The Attendance Codes page appears.

3 In the Actions menu click Add Attendance Code.... The Add Item page appears. 
To change an attendance code, in the Description column click an 
attendance code. The Edit item page appears. Or in the Actions menu 
click Edit Attendance Code....

You can do this if your role is:
School Administrator

You can do this if your role is:
School Administrator
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To delete an attendance code, select the attendance code and in the 
Actions menu click Delete Attendance Code....

4 Enter or change Information, which includes:
Description: A clear description (“Absent - Field Trip”, for example) 
which should be unique among the school’s codes. Chancery SMS uses 
this as the code’s name in lists visible to Teachers and others who 
take attendance. 
Short code: A short code (“FT”, for example) which should be unique 
among the school’s codes.
State equivalent: Maps this school attendance code to a district 
attendance code, which are used for reporting district attendance. A 
District Administrator sets up these codes. Caution: Choosing this 
code demands care since it affects the consistency of state reporting.
Attendance value: Specifies the weighting given to Present, Absent, 
and Tardy. This enables school attendance to be tallied by value. For 
example, a code named “Field Trip” might have the following values: 
Present = 1.00, Absent = 0.00, and Tardy = 0.00.
Attendance type: Specifies the base type: Present, Absent, or Tardy.
Unexcused: For Tardy or Absent attendance types.
Use for intervals: The options available depend on the school’s 
attendance-taking method [Setting an attendance method, p. 144]. For 
example, at a secondary school using daily attendance, the options 
Daily attendance and Class attendance would be available.
Teacher can use: Determines if Teachers are able to use this code. 
Inactive as of: Enables you to set an expiry date for the use of the 
code. This is useful if you want to retain an obsolete attendance code 
in the system for reporting purposes, or when attendance tracking 
requirement change. Note: You cannot render inactive an attendance 
code that is assigned to a student behavior action [Behavior, p. 76].

5 Click OK.

TABLE 26: Permissions pertaining to attendance code setup

Configuring attendance quick-entry buttons (optional) 
You can assign the most commonly used attendance codes to three quick entry 
buttons. These buttons enable staff to record attendance with a single click rather 
than having to repeatedly select a frequently used code from a list [Figure 48]. 

To configure attendance code quick-entry buttons:
1 On the home page, in the control bar under ADMIN, click Attendance. The 

Attendance page appears.
2 Under Step 2, click Attendance Codes (setup list). The Attendance Codes (setup 

list) page appears.
Chancery SMS displays the current quick-entry button configuration 
under Default Settings.

3 On the Default Settings panel, click Edit. The Default Settings page appears.
4 For each quick-entry button (A, T, and P), select a default attendance code 

[Figure 92].

To You need this permission Set to

Set up attendance codes School Setup > Attendance Code Setup List Edit

You can do this if your role is:
School Administrator
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5 Click OK.

FIGURE 92: Attendance quick-entry button configuration

A A button: Generally used for an Absent-
type attendance code [p. 147]. Chancery 
SMS treat the attendance code chosen as 
the default attendance code used for the 
positive attendance method, that is, 
where students are assumed to be 
absent [Setting the default attendance 
code, p. 149].

B T button: Generally used for a Tardy-
type attendance code [p. 147].

C P button: Generally used for a Present-
type attendance code [p. 147]. Chancery 
SMS treat the attendance code chosen as 
the default attendance code used for the 
exception attendance method, that is, 
where students are assumed to be 
present [Setting the default attendance 
code, p. 149].

D The school attendance code [p. 147] 
assigned to this button.

Setting the default attendance code
You can specify a default attendance code for the school, that is, the code that 
Chancery SMS assigns to every student in every class and homeroom at the start of 
each day. You can set the default attendance code to one of the following:
• Present: Also known as exception attendance. Chancery SMS records the student 

as present unless a staff member records otherwise. The Present-type school 
attendance code that Chancery SMS records is that which is assigned to the “P” 
quick-entry button [p. 148]. 

• Absent: Also known as positive attendance. Chancery SMS records the student as 
absent unless a staff member records otherwise. The Absent-type school 
attendance code that Chancery SMS records is that which is assigned to the “P” 
quick-entry button [p. 148].

Caution: Changing the default attendance code has a retroactive effect. If you 
change the default attendance code after attendance has been recorded, Chancery 
SMS changes all attendance codes that were used by default to the new default 
attendance code. 

To set the default attendance code for a school:
1 On the home page, in the control bar under ADMIN, click Attendance. The 

Attendance page appears.
Note: Before setting the default attendance code, ensure that you 
have set up day types (refer to the Chancery SMS Scheduling Guide).

2 Under Step 2, click Attendance Codes (setup list). The Attendance Codes (setup 
list) page appears.

3 Click Edit. The Default Settings page appears.
4 Set Present or Absent.
5 Click OK.

TABLE 27: Permissions pertaining to attendance code setup

C D
B
A

You can do this if your role is:
School Administrator

Task Permission Name Set to

Set up attendance codes School Setup > Attendance Code Setup List Edit
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Setting a default attendance code for a class or homeroom
Once you set a default attendance code for the school, you have the option of 
setting a different one for specific classes or homerooms; for example, in a school 
using Present as the default code might have an independent study class that uses 
Absent. When you change the default attendance code for a class or homeroom, 
Chancery SMS also changes the code associated with the relevant (Present/Absent/
Tardy) quick-entry button for this class [p. 148]. The procedure differs by school and 
class type.

To set the default attendance code for an elementary school class:
1 On the home page, in the control bar under ADMIN, click Scheduling. The 

Scheduling page appears. 
2 Under Step 4, click Class Setup. The Class Setup page appears.
3 Find and view the class. The Class Setup page appears. 

Click Display All Records or search for a specific class.
4 Under the Class Information panel, select a Default attendance code [Figure 92].
5 Click Save.

To set the default attendance code for a secondary school class:
1 On the home page, in the control bar under ADMIN, click Scheduling. The 

Scheduling page appears.
2 Click Master Schedule. The Master Schedule page appears.
3 Find and view the class.

Click Display All Records or search for a specific class.
4 Select the class check box.
5 Under the Class Information panel, select a Default attendance code [Figure 92].
6 Click Save.

To set the default attendance code for a secondary school homeroom:
1 On the home page, in the control bar under ADMIN, click School Setup. The 

School Setup page appears.
2 Under School, click Homerooms. The Homerooms page appears [p. 161].
3 Select the homeroom check box.
4 In the Actions menu click Edit Homeroom.... The Edit Homeroom page appears.
5 Click a Default attendance code.
6 Click OK.

Setting up the daily attendance code calculation
Chancery SMS calculates a daily attendance code for each student, that is, whether 
the student is to be recorded as present or absent for the day. Chancery SMS uses 
this code for its daily attendance calculations [Calculating daily attendance codes, p. 
125]. 

In a school that uses the Once-daily attendance method, the daily attendance code 
calculation is straightforward and Chancery SMS makes it by default. In a school that 
uses the Twice-daily or By class attendance method, this calculation is more 
complex. In these cases, a School Administrator must choose the calculation method 
[p. 151] and configure that method [p. 151].

You can do this if your role is:
School Administrator

You can do this if your role is:
School Administrator

You can do this if your role is:
School Administrator
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TABLE 28: Permissions pertaining to daily attendance code calculation

Choosing a daily attendance code calculation method
You choose the method by which Chancery SMS calculates daily attendance code. 
Your choice depends on the school’s attendance method [p. 144]. Your options are:
• Sample Method: Chancery SMS calculates a daily code based on samples of 

period attendance code combinations that correspond to a daily attendance 
code. For example, Chancery SMS may assign a student a daily attendance code 
of “Absent” to a student if that student was recorded absent in period 1 and 
period 5. With the Sample Method, you must create a sample for every possible 
combination. This method is mandatory in a school that uses the Twice-daily 
attendance method.

• Occurrence Method: Chancery SMS calculates a daily code based on the number 
of times a specific attendance code is recorded within specific periods. For 
example, Chancery SMS may assign a student a daily attendance code “Present” 
if that student was recorded present at least twice within periods 1, 4, and 8.

To set the daily attendance code calculation method:
1 On the home page, in the control bar under ADMIN, click School Setup. The 

School Setup page appears.
Or, click Attendance.

2 Click “Daily Attendance Code Calculation Method”. The Daily Attendance Code 
Calculation Method page appears.

3 Select the check box of a method: Sample Method or Occurrence Method.
4 Click OK.

Configuring the daily attendance code calculation
In a school that uses the Twice-daily or By class attendance, you must set up rules 
that enable Chancery SMS to calculate each student’s daily attendance code each 
day. These attendance code calculation rules are also known as bell rules. 

Attendance code calculation rules only affect how attendance reports are 
generated, not the attendance records. Typically, you set up calculation rules for a 
school at the beginning of a school year. You can adjust the calculation rules at any 
time, however all reports that you run (such as attendance reports, progress 
reports, and report cards) will generate results according to the new rules, even if 
the report covers dates prior to the change in calculation rules. However, the results 
of subsequent attendance reports may be hard to compare to those generated 
before the rules change. Chancery SMS records in its Audit Logs any changes made 
the daily attendance code calculation rules. You can review such changes, when 
they were made, and who made them. 

To You need this permission Set to

Specify the daily attendance 
calculation method

School Setup > Daily Attendance Calculation Method Edit

Set up rules for calculating daily 
attendance using the sample 
method

School Setup > Attendance Calc Sample Method Edit

Set up rules for calculating daily 
attendance using the Occurrence 
Method

School Setup > Daily Attendance Occurrence Method Edit

Set up attendance exception rules School Setup > Attendance Exception Rules Edit

You can do this if your role is:
School Administrator
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A set of attendance code calculation rules consists of an ordered list of rules. 
Chancery SMS processes the rules in order from the top of the list; when it reaches a 
rule that enables it to generate a daily attendance code for that student, Chancery 
SMS generates the code and stops; it does not process the remaining rules in the list. 
If Chancery SMS reaches the end of the list without generating a code, it sets the 
student’s code to the to the default daily attendance code [p. 149]. Note: If you do 
not set up attendance code calculation rules, Chancery SMS sets each student’s daily 
attendance code to the default daily attendance code [p. 149], regardless of 
whether that student is marked Absent or Present. 

The attendance code calculation rules are based on the Attendance Values you have 
assigned to each Attendance Code [Setting up school attendance codes, p. 147]. You set 
attendance code calculation rules according the attendance-taking method in use: 
Sample Method [p. 152] or Occurrence Method [p. 153]. 

Setting attendance code calculation rules for the Sample Method
Prior to adding rules to your system, we recommend that you first draft those rules 
on a worksheet. Refer to Daily attendance code calculation rules planning 
worksheets [p. 287] for samples. Refer also to Additional considerations for setting 
attendance code calculation rules [p. 154]. We recommend that you retain a clean 
copy of such drafts for future reference and records purposes. These drafts also 
come in handy should you have to seek technical support. Keep in mind that you can 
also have Chancery SMS print a copy of the rules you set.

To set up attendance code calculation rules:
1 On the home page, in the control bar under ADMIN, click School Setup. The 

School Setup page appears.
Or, under ADMIN, click Attendance.

2 Click Daily Code Calculation Rules-Sample Method. The Daily Code Calculation 
page appears [Figure 93].

3 Select a Scheduling group.
4 Select a Day. 

You must define the daily attendance code calculation rules for each 
day in the day cycle.

5 In the Actions menu click Add Row. A new row appears in the list of rules.
6 For the new rule:

a Select a code type for each Period #.
“Any Presence” encompasses any attendance code with a Present 
value greater than 0.
“Any Absence” encompasses any attendance code with an Absent 
value greater than 0.
“Ignore” instructs Chancery SMS to disregard any attendance code 
recorded for the period.

b Select a Daily Code.
7 Add more rules or adjust rules as necessary.

To delete a rule, select the rule and in the Actions menu click Delete 
Row.
To change a rule, select the rule and change choices as necessary.
To move a rule up or down the list, select the rule and in the Actions 
menu click Move row up or Move row down.
To print the rules set, in the Actions menu click Print.

8 Click OK. Chancery SMS starts using this rules set immediately.

You can do this if your role is:
Secondary School 
Administrator
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We recommend testing the rules. To do so, record attendance for a 
student [p. 67], then view that student’s daily attendance code [Figure 
94]. 

FIGURE 93: Daily attendance code calculations rules: Sample Method

A Daily Code: The attendance code that 
Chancery SMS assigns to the student 
should this rule be met.

FIGURE 94: Daily attendance code calculation results summary

Setting attendance code calculation rules for the Occurrence 
Method
Prior to adding rules to your system, we recommend that you first draft those rules 
on a worksheet. Refer to Daily attendance code calculation rules planning 
worksheets [p. 287] for samples. Refer also to Additional considerations for setting 
attendance code calculation rules [p. 154]. We also recommend that you retain a 
clean copy of such drafts for future reference and records purposes. These drafts 
also come in handy should you have to seek technical support. Keep in mind that you 
can also have Chancery SMS print a copy of the rules you set.

To set up attendance code calculation rules for the Occurrence Method:
1 On the home page, in the control bar under ADMIN, click School Setup. The 

School Setup page appears.
 Or, under ADMIN, click Attendance.

2 Click Daily Code Calculation Rules-Occurrence Method. The Daily Code 
Calculation page appears [Figure 95].

3 Select a Scheduling group.
4 Select a Day. 
5 In the Actions menu click Add Row. A new row appears in the list of rules.
6 For the new rule:

a Set a #.
b Select an Attendance Code.
c Select a Resulting Daily Code.
d Select the periods (Period 1, Period 2, Period 3, etc.) to which these apply.

Chancery SMS displays the periods defined for the specified Day.

A

You can do this if your role is:
School Administrator
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7 Add more rules or adjust rules as necessary.
To delete a rule, select the rule and in the Actions menu click Delete 
Row.
To change a rule, select the rule and change choices as necessary.
To move a rule up or down the list, select the rule and in the Actions 
menu click Move row up or Move row down.
To print the rules set, in the Actions menu click Print.

8 Click OK. Chancery SMS starts using this rules set immediately.
We recommend testing the rules. To do so, record attendance for a 
student [Taking attendance, p. 67], then view that student’s daily 
attendance code [Figure 94].  

FIGURE 95: Daily attendance code calculations rules: Occurrence Method

A #: Specifies the number of times the 
attendance code must be assigned within 
the selected periods.

B Minimum period code occurrence: 
Select the attendance code that must be 
assigned for the specified periods. 

C Resulting day code: The attendance 
code that Chancery SMS assigns to the 
student should this rule be met.

D Period #: Select the periods in which the 
attendance code must occur to satisfy 
the rule. 

Additional considerations for setting attendance code calculation 
rules
When setting up the rules and their order, consider the following:
• Periods

For a period to be included in the daily attendance code calculation for By Class 
attendance, the Include in daily attendance code calculation rules check box 
must be selected. (This is the default setting when you set up a period.) Note: 
Chancery SMS counts periods, not classes. 

• Bell schedules
You can have a different bell schedule for each scheduling group, and for 
different days.When a student attends periods from one bell schedule (the 
period start and end times through a day), Chancery SMS uses that bell schedule 
to calculate daily attendance codes, even if that bell schedule is not the 
student’s primary bell schedule. (Typically, a student’s primary bell schedule is 
assigned by Grade.) For example, a Grade 5 student in classes all on a Grade 6 
bell schedule, receives daily attendance based on the Grade 6 bell schedule

When a student attends periods from more than one bell schedule, Chancery SMS 
uses the bell schedule in which the student attends the greatest number of 
periods to calculate daily attendance codes. For example, a Grade 5 student in 
classes mostly on a Grade 6 bell schedule, but also some classes in other bell 
schedules, receives daily attendance based on the Grade 6 bell schedule.

When a student attends an equal number of periods from more than one bell 
schedule, Chancery SMS uses the school’s initially created bell schedule, that is, 
the bell schedule which shares the maximum number of periods in which the 
student is attending for that day. Thus, where a Grade 5 student is scheduled in 

A B C D
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an equal number of classes in the bell schedules “Grade 5” and “Grade 6”, and 
the School Administrator created the bell schedule “Grade 6” before the bell 
schedule “Grade 5”, that student’s daily code is calculated by “Grade 6” bell 
schedule.

• Scheduling exceptions
When a student is not scheduled in a period that the daily code calculation rules 
consider, Chancery SMS calculates attendance according to the first rule that 
matches the student’s attendance, except for the unscheduled periods and 
where “ignore” is selected for the unscheduled periods.

If this does not apply, Chancery SMS calculates attendance according to the first 
rule that matches the student’s attendance, except for the periods in which the 
student did not have a scheduled class.

If neither applies, Chancery SMS assigns the default daily attendance code.

For example, if the following attendance code calculation rules are defined for 
the bell schedule:

Rule 1: “any presence” in period 1, “ignore” in remaining periods = present 
Rule 2: “any absent” in 1st period, “ignore” in remaining periods = absent

According to these rules, where a student was scheduled in classes in period 2 
through 6, and was marked present for those classes, and was not scheduled in a 
class in period 1, Chancery SMS would set the student’s a daily attendance code 
to Present (based on rule 1). Here’s why: the first rule that matches the 
student’s attendance for all of the scheduled periods is rule 1; no rule has 
“ignore” selected for the unscheduled period. 

By way of another example, if the following daily attendance code calculation 
rules are defined for the bell schedule:

Rule 1: At least 3 presents in periods 1, 5, and 8 = Present 
Rule 2: At least 1 absent in periods 1, 5, and 8 = Absent

According to these rules, where a student was scheduled in classes in period 2 
through 8, and was marked present for those classes, but was not scheduled in a 
class in period 1, Chancery SMS would set the student’s a daily attendance code 
to Present (based on rule 1).

• Classes in several consecutive periods
When a student is scheduled in two or more consecutive periods, depending on 
your school’s general settings, Chancery SMS considers each period separately 
when calculating daily attendance codes.

Where attendance is taken only once in a class that spans two contiguous 
periods, the attendance code in the second period defaults to the code in the 
first period.

Setting up attendance exception rules
Based on the daily attendance code that Chancery SMS generates for each student 
[p. 150], you can have Chancery SMS alert you to unusual attendance patterns that 
merit appropriate action. You can specify each such attendance exception by setting 
up an attendance exception rule [Figure 96]. For example, you can set the system to 
alert the homeroom Teacher when a student is recorded tardy 5 times in a week, or 
alert the School Secretary when a student is absent on 3 consecutive days.
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FIGURE 96: Attendance exception rules

To set up an attendance exception rule:
1 On the home page, in the control bar under ADMIN, click School Setup. The 

School Setup page appears.
Or, click Attendance.

2 Click Attendance Exception Rules. The Attendance Exception Rules page 
appears.

3 From the Actions menu, click Add Attendance Exception Rule.... The Add Rule 
page appears.

To view a rule, click the rule’s name.
To edit a rule, click the rule’s name and on the Edit Rule Actions page 
click Edit (or select the rule and in the Actions menu click Edit 
Attendance Exception Rule...).
To delete a rule, select the rule and click Delete Attendance 
Exceptions Rule....

4 Enter a Rule name.
5 Under Define By, define the occurrences for which Chancery SMS is to watch:

Select “Total” to have Chancery SMS watch for the total number of 
occurrences of an attendance code type, such as “Any Absence”, 
“Any Excused Tardy”. 
Or, select “Consecutive” to have Chancery SMS watch for the total 
number of consecutive occurrences (for example, Monday, Tuesday, 
and Wednesday) of an attendance code type, such as “Any Absence”, 
“Any Excused Tardy”.
Or, select the Combined total of the selected codes check box to 
have Chancery SMS watch for the total number of occurrences of 
specified attendance codes. Specify the codes in the Selected codes 
list (move them from the Available codes list).

6 Set at least one threshold:
1st Threshold: Specifies the number of occurrences after which 
Chancery SMS takes action. Any number between 1 and 99 is 
acceptable.
2nd (and higher) Threshold: Option that specifies the next number of 
occurrences at which Chancery SMS takes action. Each threshold must 
be a higher value than the previous.

7 Set the Count within period: Specifies the calendar period within which 
Chancery SMS counts occurrences. When the period ends, Chancery SMS resets 
the occurrences to 0. The default period is from the first day of the school year 
to the last. 

8 Click Continue. The Edit Rule Actions page appears.
9 Set rule actions:

You can do this if your role is:
School Administrator
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a Under Action by Rule Threshold, set the daily time at which Chancery SMS 
sends any alerts [p. 30] associated with this rule.

b For each # Threshold, specify an alert notification [p. 30], if desired.
c Click OK.

TABLE 29: Permissions pertaining to attendance exception rules

Setting up an attendance rule for credit calculations
You can set the system to deny credit to a student whose attendance record is 
substandard; for example, to ensure that a student who was absent from a class 
over 50% of the time does not get credit for that class. A District Administrator can 
set up such an attendance rule for all schools in the district, or a School 
Administrator for a single school.

For the purpose of this rule, Chancery SMS:
• Uses class attendance [p. 144], not daily attendance.
• Uses attendance type [p. 147], not attendance values. 
• Counts unexcused absences, not excused absences.
• Considers the start date as the first day after the last credit awarding period and 

the end date as the last day of the credit awarding period [p. 162].
• Considers a credit awarding period as one that contains a credit awarding grade 

item [p. 162]. 

For example, a school has four quarters or grading periods. Q2 collects a Semester 1 
grade that is credit-awarding, and Q4 collects a Semester 2 grade that is credit-
awarding. Attendance is evaluated for the Semester 1 grade from the first day of 
school to the last day of Q2, and attendance is evaluated for the Semester 2 grade 
from the first day of Q3 to the last day of Q4.

To set up an attendance rule for credit calculations:
1 On the home page, in the control bar under ADMIN, click School Setup. The 

School Setup page appears.
2 Under School, click Attendance Rules for Credit Calculations. The Attendance 

Rules for Credit Calculations page appears.
3 Set options:

Disregard Attendance in Credit Calculations: Sets Chancery SMS to 
not take attendance into account. This is the default choice.
Use Attendance in Credit Calculations: Sets Chancery SMS to deny 
credit to a student in any class for which that student meets the 
absence criterion specified, either a minimum number of classes 
absent (for example, 5) or a percentage of classes missed (for 
example, 10).

4 Click OK.

TABLE 30: Permissions pertaining to attendance rules for credit calculations

To You need this permission Set to

Set up attendance exception rules School Setup > Attendance Exception Rules Edit

You can do this if your role is:
School Administrator
District Administrator

To You need this permission Set to

Set up attendance rules for credit 
calculations at the district

District > Attendance Rules for Credit Calculations Delete

Set up attendance rules for credit 
calculations at the school

School Setup > Attendance Rules for Credit 
Calculations

Delete
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Setting up attendance related to student behavior
You can set the system to assign an attendance code to a student when a specific 
student behavior action [Behavior, p. 76] is recorded for a student; for example, 
where a student is suspended for three days, Chancery SMS can record that student 
absent for each of those three days. 

Chancery SMS sets the student’s default attendance value to the attendance code 
assigned to the behavior action. The attendance code applies to periods in a school 
that collects class attendance, to half days in a school that collects twice-daily 
attendance, and to full days in a school that collects daily attendance. Where 
several behavior actions are recorded for a student on the same day and those 
actions are associated with different attendance codes, Chancery SMS assigns an 
attendance code by referring to the priorities on the Behavior Attendance Action 
setup list [see p. 196]. Chancery SMS assigns the attendance code when the system is 
next able.

You set this up by associating an attendance code [p. 147] with an student behavior 
attendance action, which a District Administrator sets up [p. 196]. 

To associate an attendance code to a student behavior attendance action:
1 On the home page, in the control bar under ADMIN, click School Setup. The 

School Setup page appears.
2 Under School, click General Settings. The General Settings page appears.
3 Under Student Behavior Attendance Actions [Figure 97], select an Attendance 

code for each attendance action.
4 Click OK.

FIGURE 97: Student Behavior Attendance Actions

A Attendance Action: A student behavior 
attendance action.

B Attendance Code [p. 147]

TABLE 31: Permissions pertaining to attendance related to student behavior

Grade level setup
You must specify the grade levels taught at the school. You choose grade levels 
provided by the district. While the District Administrator can choose any name for a 
grade level, typical grade levels include: 
• 1 through 20
• K: Kindergarten
• KA: Kindergarten-AM
• KP: Kindergarten-PM

You can do this if your role is:
School Administrator

To You need this permission Set to

Associate an attendance code with a 
student behavior attendance action

School Setup > Attendance General Settings Yes
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• PE: Pre-enrolled
• PK: Pre-Kindergarten
• N/A: Not available

For example, an elementary School Administrator might choose the following: KA, 
KP, 1, 2, 3, 4, 5, 6, and PE. A high School Administrator might choose 9, 10, 11, 12, 
and PE.

To choose the grade levels to use in a school:
1 On the home page, in the control bar under ADMIN, click School Setup. The 

School Setup page appears.
2 Under School, click Grade Levels (setup list). The Grade Levels page appears 

with a list of grade levels available for use in the school.
3 In the Use column, select the check boxes of the desired grade levels.
4 Click OK.

Facility setup
In a school you must set up rooms in which to schedule classes and assign 
homerooms [p. 161]. Rooms may also be used for other tasks such as recording the 
location of student behavior incidents. A room is located in a building, which you 
must set up first. 

TABLE 32: Permissions pertaining to rooms

Building setup
A building can contain one or more rooms. A school can have one or more buildings. 
A building, and thus some or all of the rooms it contains, may be shared between 
two or more schools. In a shared building, some rooms may belong to one school 
while others are shared (for example, a band room or computer lab). Where a room 
is shared, you can specify when it is available to the school. Each school can give 
the same shared building a different name.

To set up a building:
1 On the home page, in the control bar under ADMIN, click School Setup. The 

School Setup page appears.
2 Under School, click Buildings and Rooms. The Buildings page appears.
3 In the Actions menu click Add Building.... The Edit Building page appears.

To change the properties of an existing building, click the building’s 
name or select the building and in the Actions menu click Edit 
Building.... 

4 On the Edit Building page, enter or change Information, which includes:
Building no.: A short name for the building. This is the name 
Chancery SMS uses in lists across the system.
Building name: A meaningful description; for example, “Main 
Building”, “Sports Complex”.

You can do this if your role is:
School Administrator

To You need this permission Set to

Add, edit, or delete buildings Facilities Management > Buildings Delete

Add, edit, or delete rooms Facilities Management > Rooms Delete

You can do this if your role is:
School Administrator
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Contact name: A person responsible for the use of the building, if 
such a person is designated.
Maximum capacity: The maximum number of students that the 
building is permitted to hold.
Physical address: The physical location of the building.
Mailing address: The mailing address, if it is different than the 
Physical Address.
Communication number: The telephone, pager, fax, or similar 
number of the main office in the building, of the Contact Name, of 
alternate contacts, or all of these. An email address is also 
acceptable.

5 Click OK.

You can delete a building. However, before doing so you must ensure that it contains 
no rooms.

To delete an existing building:
1 Ensure that the building has no rooms.
2 On the Buildings page, select the building.
3 In the Actions menu click Delete Building.

Room setup
Once you have a building set up in a school, you can add rooms to that building.

To set up a room:
1 On the home page, in the control bar under ADMIN, click School Setup. The 

School Setup page appears.
2 Under School, click Buildings and Rooms. The Buildings page appears with a list 

of buildings.
3 In the # Rooms column, click the number of rooms for the building in which the 

room is located. The Rooms page appears.
4 In the Actions menu click Add Room....

To change the properties of a room in a building, click the room’s 
name or select the room and in the Actions menu click Edit Room....

5 Enter or change Information, which includes:
Room no.: A short name for the room. This is the name Chancery SMS 
uses in lists across the system.
Room name: A meaningful description; for example, “Social Studies 
Classroom”, “Biology Lab”.
Room type: Functional description, such as “Classroom”, 
“Gymnasium”, “Lecture hall”, “Multi-purpose room”.
Optimal capacity: The optimal number of students for this room.
Maximum capacity: The maximum number of students this room is 
permitted to hold.
Can be scheduled: Indicates that this room is available for use by a 
class in the schedule. 
Allow (#) concurrent classes: Where the room can accommodate 
more than once class at the same time, specifies how many 
simultaneous classes are possible. Examples of such rooms include a 
gymnasium, a science lab, a library, and a trades shop.

You can do this if your role is:
School Administrator

You can do this if your role is:
School Administrator
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Wheelchair accessible: Indicates that a student in a wheelchair can 
get to and use the room.
Communication number: The telephone, pager, fax, or similar 
number for the room or the main contact person for the room, of 
alternate contacts, or all of these. An email address is also 
acceptable.

6 Click OK.
Or, to immediately add another room, click Save & Add.

You can delete a room. However, before doing so you must ensure that no class is 
assigned to it. 

To delete a room:
1 Ensure that no class is assigned to the room.
2 Select the room.
3 In the Actions menu click Delete Room.

Homeroom setup
A School Administrator can adjust the array of homerooms available at a school for 
enrolling students. Typically, the administrator works with homerooms as part of 
scheduling the year, editing, deleting, and adding homerooms as necessary. A 
homeroom is associated with one of the rooms set up in a school [Facility setup, p. 
159].

TABLE 33: Permissions pertaining to homerooms

To set up a homeroom:
1 On the home page, in the control bar under ADMIN, click School Setup. The 

School Setup page appears.
Or, click Scheduling.

2 Click Homerooms. The Homerooms page appears.
3 In the Actions menu click Add Homeroom.... The Add Homeroom page appears.

To change the properties of an existing homeroom, click that room’s 
name (in the HR column) or select it and in the Actions menu click 
Edit Homeroom.... 
To delete a homeroom, select it and from the Actions menu click 
Delete Homeroom. Caution: Only delete a homeroom to which no 
students or teachers are assigned.

4 On the Add Homeroom page, enter or change Information, which includes:
Homeroom name: Chancery SMS uses this name for the homeroom in 
lists across the system. Typically a number, such as “6A” or “8C”.
Room: The room to which this homeroom is assigned. You can choose 
from any one of the rooms set up for this school [Room setup, p. 160].
Capacity: The maximum number of students allowed in this 
homeroom.
Teacher: The teacher(s) assigned to this homeroom. You can choose 
between one and three staff members set up for this school [Adding 
staff, p. 183].

You can do this if your role is:
School Administrator

To You need this permission Set to

Add, edit, or delete homerooms School Setup > Homerooms Delete

You can do this if your role is:
School Administrator
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Grade: The grade level(s) of this homeroom. You can choose two or 
more grades to create a split class, for example, Grades 2 and 3 for a 
Grade 2/3 split class. 
Default attendance code: Indicates the attendance codes that 
Chancery SMS uses by default when it initializes the day [Setting up 
school attendance codes, p. 147] for present and absent students.
Attendance: Indicates when attendance for this class is taken (which 
affects how attendance is calculated). Note: Not available if 
attendance is set to By Class on the School Setup > General Settings 
page. 
Scheduling group: The scheduling group, which enables an 
administrator to track instructional minutes for this homeroom. Note: 
Chancery SMS displays this field only when twice daily attendance and 
scheduling are set up.
Meeting pattern: The meeting pattern (refer to the Chancery SMS 
Scheduling Guide), which enables an administrator to track 
instructional minutes for this homeroom. Note: Chancery SMS displays 
this field only when twice daily attendance and scheduling are set up.

5 Under Constraints, adjust student enrollment constraints as necessary.
The School Administrator cannot remove Mandatory constraints. 

6 Click Save.
Or, to immediately create another homeroom, click Save & Add.

Grading setup
Setting up a school involves the School Administrator defining standard comments, 
grading tables and grading periods, and grade items and courses for secondary 
schools. A standard comment [p. 163] is a re-usable comment that teachers can add 
to students’ progress reports and report cards. A grading table [p. 163] defines the 
format and meaning of the grades that students receive on their report cards. A 
grading period specifies the date range covered by a report card or progress report, 
and thus is significant to their timing. Typical grading periods are 6-week periods, 
trimesters, and quarters. Secondary schools use grade items to describe the way a 
school measures student performance; for example, “Semester Grade”, “Semester 1 
Exam”, “Conduct”, and “Effort”. Note: This section is incomplete. For complete 
information on grading setup, refer to the Chancery SMS Grading Setup Guide. 

TABLE 34: Permissions pertaining to grading

To You need this permission Set to

Specify standard comments School Setup > Standard Comments Delete

Create grading tables School Setup > Grading Tables Delete

Define grading periods School Setup > Grading Period Sets Delete

School Setup > Define Report Card Periods Yes

School Setup > Define Progress Report Periods Yes

Set up report cards and progress 
reports

School Setup > Report Card Setup Delete
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Creating re-usable comments
A standard comment is a sentence or two that teachers can re-use on any report 
card or progress report. If your school uses many standard comments, create as 
many categories as you need to group the comments. If teachers at your school 
typically enter unique, rather than standard, comments set up a narrative grading 
table [p. 169].

To define a standard comment category:
1 On the home page, in the control bar under ADMIN, click Grading. The Grading 

page appears.
2 Under Step 1, click Standard Comment Categories. The Standard Comment 

Categories page appears.
3 In the Actions menu click Add Rows.

To edit a category, click in the row and make your changes.
To delete a category, select the category and in the Actions menu, 
click Delete Row.

4 Enter the category name and a short name of no more than six characters.
Make the short name as descriptive as possible because it appears on 
the Standard Comments page as the category description.

5 Click OK.
Comments are sorted first by category and then by code. Comments 
that are not categorized appear first.

To create a standard comment:
1 On the home page, in the control bar under ADMIN, click Grading. The Grading 

page appears.
2 Under Step 1, click Standard Comments. The Standard Comments page 

appears.
To show only the comments for a specific standard comment 
category, select a View.
To edit a comment, click in a row and make your changes.
To delete a comment, select the comment and in the Actions menu, 
click Delete.

3 In the Actions menu, click Add Comments....
To assign the comment to a category, select a Comment category.

4 Enter a unique 4-or 5-character code for the comment and then enter the 
complete comment text as it should appear on the report card.

To add more comments, click Save+Add.
5 Click OK.
6 Set up a Standard Comments grading table [p. 169].

Defining the format and meaning of grades
A grading table defines the format and meaning of the grades that students receive 
on their report cards. The main purpose of a grading table is to list all of the 
possible grades a student can receive and the meaning of each grade. Grading tables 
can also identify conversions from one format to another—such as percentages to 
letters—whether a grade is a pass or a fail and, for secondary schools, the grade 
points available for numeric, letter, or graphic symbol grades earned in courses of 
various difficulty levels.

You can do this if your role is:
School Administrator

You can do this if your role is:
School Administrator
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Grading tables appear as a legend on report cards to help readers interpret the 
grades. Since a report card often includes items with different grading tables, 
report cards often display multiple grading table legends.

Defining a grading table
You need to create a grading table for each way that your school captures grades. 
For example, in an elementary school subjects might be graded as a G (Good), S 
(Satisfactory), or N (Needs Improvement), while conduct or participation are graded 
using teacher comments. Secondary students might be graded using percentages, 
while GPAs use grade points on a 4.0 scale. In each of these scenarios, a different 
type of grading table is required [p. 164].

In addition, you can add special grades, such as “Incomplete” or “Exempt”, to all 
grading table [p. 170].

To define a grading table:
1 On the home page, in the control bar under ADMIN, click Grading. The Grading 

page appears.
2 Under Step 2, click Grading Tables. The Grading Table page appears.
3 In the Actions menu, click Add Grading Table.

To adjust an existing grading table, select the grading table and in the 
Actions menu click Edit Grading Table....
To delete a grading table, select the grading table and in the Actions 
menu click Delete Grading Table.

4 On the Edit Grading Table page, enter or change Information, which includes:
Grading table name: The name can be up to 30 characters.
Short name: The short name can be an abbreviation of up to six 
characters. Chancery SMS uses this abbreviation on report cards. This 
abbreviation also appears when you set up course grading properties.
Description: A general description of the table and how to use it.
Type: Specifies the grading table type [p. 164]. Refer to the following 
sections for grading table setup instructions: 
• Setting up a letter grade grading table [p. 165]
• Setting up a numeric grading table [p. 167]
• Setting up a graphic symbol grading table [p. 168]
• Setting up a narrative comment or standard comment grading table 

[p. 169]

About grading table types
Grading tables are divided into five different types: 
• Letter Grade: Grades entered as letters appear on report cards as letters; for 

example A, B, C, D, F [p. 165].
• Numeric: Grades entered as numbers are either left as is or Chancery SMS 

converts the grades so that they appear as letter grades or graphic symbols on 
the report card [p. 167].

• Graphic Symbol: Grades entered as codes will appear on the report card as 
graphic symbols; for example, “H” for ☺ [p. 168].

• Narrative Comments: Grades are entered as free form text [p. 169].
• Standard Comments: Grades are selected from a list of options [p. 169].

Grading table types correspond to the way teachers enter the grades, not to how 
the grades appear on the report card. The type you choose depends on the needs of 
your school [Table 35].

You can do this if your role is:
School Administrator
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TABLE 35: Selecting a grading table type

Setting up a letter grade grading table
Set up a letter grade grading table when your school uses letters to represent a 
student’s grade. Letter grades appear as letters on the report card. You can design 
letter grades in any format; for example, A, B, C, D, and F, or G, S, and N for Good, 
Satisfactory, and Needs Improvement.

Note: For secondary schools, If you plan to use calculated grades with a letter grade 
grading table, you must set up grade points and use a 100-point grading scale. 
Calculated grades and GPAs use grade points to determine the value of the letter 
grade.

To set up a letter grade grading table:
1 Follow the steps in Defining a grading table [p. 164].
2 For Type, select “Letter Grade”.
3 For Grading scale, enter the maximum value of any grade. 

For example, enter 100 for a 100-point scale or 4 for a 4-point scale.
4 Under Letter Grade Grading Table, enter or change Information, which includes:

Level: For secondary schools only, if your school provides courses 
with different difficulty levels, such as remedial or honors, links to 
grading table versions for the other levels appear here. Click a link to 
add or edit the grading table version.
Letter Grade: A shortcut key sequence, up to 3 characters, long that 
staff can use to enter this grade on a report card. For example, “A” 
enables the staff to press the A key to enter this grade.
Lower Cutoff: The lowest mark required to earn the grade. The range 
of marks for this grade start at this value and go to the next highest 
grade, with the specified grading scale determining the highest 
possible value [Figure 98]. 
• The marks you enter in the Lower Cutoff column must be of the 

same format as the scale you entered for Grading Scale. For 
example, if you enter a grading scale of 100, the lower cutoff 
marks must also be on a 100-point scale.

If teachers should enter... Choose this grading table type:

Letter grades (such as A, B, C, D, F or G, S, 
N) that appear as letter grades on report 
cards

Letter Grade [p. 165]

Numbers that appear as letter grades on 
report cards

Numeric. 
Set Equivalent grade type to “Letter Grade” 
[p. 167].

Numbers, such as percentages, that appear 
as numbers on report cards

Numeric. 
Set Equivalent grade type to “None” [p. 
167].

Numbers that appear as graphic symbols Numeric.
Set Equivalent grade type to “Graphic 
Symbol” [p. 167].

Letters that appear as graphic symbols (such 
as “H” appears as ☺)

Graphic symbol [p. 168]

Free-form comments Narrative Comments [p. 169]

Comments by selecting from a pre-defined 
list 

Standard Comments [p. 169]

You can do this if your role is:
School Administrator
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Grbk % Cutoff: If grades will be transferred in from a gradebook, the 
lowest mark (as a percentage) required to earn this grade in Chancery 
SMS. This value can differ from Lower Cutoff.
Grbk % Value: If your school uses PowerTeacher, enter the percentage 
represented by the letter grade. For further information, refer to the  
PowerTeacher Gradebook Installation and Setup Guide - Chancery 
SMS—available from Pearson PowerSource > PowerTeacher. 
Grade Points: For secondary schools only, the number that represents 
this grade in calculations, such as GPAs or calculated grades. This 
value is used in calculations only; it is not displayed on the report 
card. For example, the grade point equivalent of A is 4.0.
• If your district offers courses of varying difficulty levels, such as 

regular, remedial, advanced placement and so on, you can enter 
different grade points for each level.

P/F: Indicates that the grade is considered a passing (“P”) or failing 
grade (“F”). For example, if the a subject or course requires 50% to 
pass, select “F” for all grades under 50%.
% Credit: The percent of total credit that the student receives for 
this grade.
Description in Legend: A description of the grade, up to 15 
characters long, which Chancery SMS displays in the report card’s 
legend. Ensure the description includes the grade itself. For 
example,“3.0-4.0 - Excellent”, “A = 85-100”, “I = Incomplete”, “D - 
Poor”, and “☺ Good”.

5 Click OK.

FIGURE 98: Letter grade grading table

A Grading scale: Specifies the highest 
possible grade.

B Level: Click a link to toggle between 
“Reg” (regular) and other grading table 
versions.

C Lower Cutoff: The range of marks to 
receive the grade start at the lower 
cutoff value and go to the next highest 
grade. In this example, to receive an “A” 
the student must achieve marks of 
between 95% and 100%.

A

C

B

https://powersource.pearsonschoolsystems.com/d/56085


5 School setup 
Chancery SMS 7.6.0 School Administration Manual, Build: 6/24/11

167

Setting up a numeric grading table
Depending on the equivalent grade type you choose for the numeric grading table, 
the grades that Chancery SMS displays when the teacher enters marks are either 
numbers, letters, or graphic symbols on students’ report cards [p. 164].

To set up a numeric grading table:
1 Follow the steps in Defining a grading table [p. 164].
2 For Type, select “Numeric”.
3 Enter or change Information, which includes:

Max no. of digits: The maximum number of digits that teachers can 
enter. 
• To determine the maximum number of digits, add the Decimal 

places digits to the digits in the upper range of the Numeric grades 
input range. For example, for an input range of 0 to 100 with no 
decimal places, the max number of digits is 3.

Decimal places: The number of digits that indicate how many of the 
digits in Max No. of Digits will appear to the right of the decimal 
point. For example, if you enter 3 for Max No. of Digits and 1 for 
Decimal places, the maximum value possible is 99.9.
Numeric grades scale: The maximum grade a student can receive 
without bonus points [p. 170]. This number is used as the denominator 
in all calculations using this grading table. 
Numeric grades input range: The minimum grade and maximum 
grade allowed. For example, 0 to 4.0 or 0 to 100. 
• Use only positive numbers.
• If teachers enter grades as percentages, use a grading scale of 100 

and a numeric grade input range of 0 to 100.
• If teachers enter grades on a 4-point scales, use a grading scale of 4 

and a numeric input range of 0 to 4.
• If you want to award bonus points [p. 170], make the upper input 

range greater than 100. For example, 0 to 125.
Equivalent grade type: Determines how grades will display on 
student report cards. 
• Select None to display the numeric grades as numbers.
• Select Letter Grade to display the numeric grades as letters.
• Select Graphic Symbol to display the numeric grades as symbols.
Level adjustment factor: Chancery SMS displays this (for secondary 
schools only) if your district offers courses of varying difficulty levels, 
such as regular, remedial, advanced placement and so on. Select one 
of the following: 
• Add: To adjust the grade, Chancery SMS adds the value entered in 

the Level Adjustment column to the numeric grade.
• Multiply: To adjust the grade, Chancery SMS multiplies the value 

entered in the Level Adjustment column by the numeric grade. 
• Note: When you select Add or Multiply during the initial setup of 

the grading table, a Copy button appears that enables you to copy 
the regular level version of the grading table to create a new 
version for other levels. 

4 Under Numeric Grading Table, enter or change Information, which includes:
Level: For secondary schools only, if your school provides courses 
with different difficulty levels, such as remedial or honors, links to 

You can do this if your role is:
School Administrator
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grading table versions for the other levels appear here. Click a link to 
add or edit the grading table version.
Lower Cutoff: The lowest mark required to earn the grade. The range 
of marks for this grade start at this value and go to the next highest 
grade, with the specified grading scale determining the highest 
possible value. 
• The marks you enter in the Lower Cutoff column must be of the 

same format as the scale you entered for Grading Scale. For 
example, if you enter a grading scale of 100, the lower cutoff 
marks must also be on a 100-point scale.

• If you are using course leveling, the lower cutoff values can differ 
between different course level versions of the grading table.

Grade Points: For secondary schools only, the number that represents 
this grade in calculations, such as GPAs or calculated grades. This 
value is used in calculations only; it is not displayed on the report 
card. For example, the grade point equivalent of A is 4.0.
P/F: Indicates that the grade is considered a passing (“P”) or failing 
grade (“F”). For example, if the a subject or course requires 50% to 
pass, select “F” for all grades under 50%.
% Credit: The percent of total credit that the student receives for 
this grade.
Description in Legend: A description of the grade, up to 15 
characters long, which Chancery SMS displays in the report card’s 
legend. Ensure the description includes the grade itself. For 
example,“3.0-4.0 - Excellent”, “A = 85-100”, “I = Incomplete”, “D - 
Poor”, and “☺ Good”.

5 Click OK.

Setting up a graphic symbol grading table
Graphic symbol grading tables allow grades to be entered as letters that Chancery 
SMS converts and displays as graphic symbols on students’ report cards.

To set up a graphic symbol grading table:
1 Follow the steps in Defining a grading table [p. 164].
2 For Type, select Graphic Symbol.
3 For Grading scale, enter the maximum value of any grade. 
4 Under Numeric Grading Table, enter or change Information, which includes:

Level: For secondary schools only, if your school provides courses 
with different difficulty levels, such as remedial or honors, links to 
grading table versions for the other levels appear here. Click a link to 
add or edit the grading table version.
Input Grade: Enter up to 3 characters that staff will use to enter this 
grade on a report card. For example, enter “H” so that staff can press 
the H key to enter a happy face symbol.
Reporting Grade: Select how the grade should appear on students’ 
report cards:
• To display the letter entered in the Input Grade column, select 

“Same”.
• To display a symbol, select “Check Mark”, “Happy Face”, “Neutral 

Face”, or “Sad Face”. 
• To display a blank area, select “Blank Space”.

You can do this if your role is:
School Administrator
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Grbk % Cutoff: If grades will be transferred in from a gradebook, the 
lowest mark (as a percentage) required to earn this grade in Chancery 
SMS. This value can differ from Lower Cutoff.
Grbk % Value: If your school uses PowerTeacher, enter the percentage 
represented by the letter grade. For further information, refer to the 
PowerTeacher Gradebook Installation and Setup Guide - Chancery 
SMS—available from Pearson PowerSource > PowerTeacher. 
Grade Points: For secondary schools only, the number that represents 
this grade in calculations, such as GPAs or calculated grades. This 
value is used in calculations only; it is not displayed on the report 
card. For example, the grade point equivalent of A is 4.0.
• If you are applying linear course adjustment factors, this value will 

be adjusted by the value specified. If you are applying nonlinear 
course adjustment factors, you can enter different values in this 
column to reflect the adjusted value for each course level.

P/F: Indicates that the grade is considered a passing (“P”) or failing 
grade (“F”). 
% Credit: The percent of total credit that the student receives for 
this grade.
Description in Legend: A description of the grade, up to 15 
characters long, which Chancery SMS displays in the report card’s 
legend. Ensure the description includes the grade itself. For 
example,“3.0-4.0 - Excellent”, “A = 85-100”, “I = Incomplete”, and 
“☺ Good”.

5 Click OK.

Setting up a narrative comment or standard comment grading table
Enter comments for conduct or participation grades. Narrative comment grades are 
entered in free form text and appear on the report card as entered. Standard 
comment grades are selected from a list of pre-defined options and appear on the 
report card as entered.

To set up a narrative or standard comment grading table:
1 Follow the steps in Defining a grading table [p. 164].
2 For Type, select “Narrative Comment” or “Standard Comment”.
3 For narrative comments, enter the maximum number of characters allowed on 

students’ report cards and progress reports. 

OR

For standard comments, enter the maximum number of comments allowed on 
students’ report cards and progress reports.

If your school requires that teachers must add narrative or standard 
comments to report cards and progress reports, select “Comments 
are mandatory”. If this option is selected, but a teacher does not 
enter or select comments, the Missing Grades report displays the 
comment grades as “Missing”.

4 Click OK.

You can do this if your role is:
School Administrator

https://powersource.pearsonschoolsystems.com/d/56085
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Adding special grades to grading tables
To handle special circumstances, such as exemptions, incomplete courses, and 
grades that are not available, use the Special Grades area at the bottom of numeric, 
letter, or graphic symbol grading tables. If your district is using course levels for 
secondary schools, you can only edit special grades for the “Regular” course level. 
However, the special grades themselves apply to courses for all course levels.

To add special grades:
1 Create a letter grade, numeric, or graphic symbol grading table [see Defining a 

grading table, p. 164].
2 Under Special Grades, enter or change Information, which includes:

Input Grade: A shortcut key sequence, up to 3 characters, long that 
staff can use to enter this grade on a report card. For example, “A” 
enables the staff to press the A key to enter this grade, or I for an 
incomplete.
Reporting Grade: Select how the grade should appear on students’ 
report cards:
• To display the letter entered in the Input Grade column, select 

“Same”.
• To display a symbol, select “Check Mark”, “Happy Face”, “Neutral 

Face”, or “Sad Face”. 
• To display a blank area, select “Blank Space”.
P/F: Indicates that the grade is considered a passing (“P”) or failing 
grade (“F”). 
% Credit: The percent of total credit that the student receives for 
this grade.
Description in Legend: A description of the grade, up to 15 
characters long, which Chancery SMS displays in the report card’s 
legend. Ensure the description includes the grade itself. For 
example,“3.0-4.0 - Excellent”, “A = 85-100”, “I = Incomplete”, and 
“☺ Good”.
Grade Calculations: Specifies the action that Chancery SMS takes (for 
a secondary school only) when it encounters special grades in grade 
calculations:
• “Ignore grade item”: The system removes both the numerator and 

the denominator from the formula.
• “Count item as zero”: The numerator is counted as zero. The 

student is penalized for the special grade.
• “No calculated grade”: The calculation cannot be completed.
• “Treat as missing grade”: Allows special grades to be treated 

differently in different calculations. The grade is treated as a 
missing grade, and the Missing Grade setting for the grade item in 
the calculated grade formula is applied.

Setting up a grading table to allow bonus points
You can set up numeric grading tables to accommodate awarding bonus points 
[Figure 99]. For secondary schools, this setup allows you to not only manage bonus 
points but also specify equivalent numeric values or grade points for multiple course 
levels, so that you can set up your GPA definitions to use the appropriate method of 
calculating your GPAs. 

You can do this if your role is:
School Administrator
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To set up a grading table to allow bonus points:
1 Create a numeric grading table [p. 167].
2 For Numeric grades input range, enter a maximum value that is greater than the 

Numeric grades scale value. For example, if you are working with percentages 
and students are eligible for up to ten bonus points, enter a grading scale of 100 
and a numeric grades input range of 0 to 110. 

3 Under Numeric Grading Table, add a row to accommodate all grades above 
100%.

Enter a lower cutoff that is higher than the numeric grades scale, for 
example, 101.
Enter the applicable grade points, pass/fail and % credit information, 
and enter a description.

4 Complete the remainder of the grade table.
5 Click OK.

FIGURE 99: Numeric grading table

A Grade input allows up to 10 bonus 
points.

B Lower cutoff is higher than grades scale 
to accommodate marks above 100.

Awards setup
Where a school gives a standard award to students, you can set up the award in the 
Chancery SMS system. When the award is granted, you can record it and print an 
award certificate for presentation [Granting awards, p. 65]. For the award certificate, 
Chancery SMS provides a standard layout; you can customize the text of the award 
to correspond to the granting criteria [Figure 47]. 

In addition to using awards, you can use customized school reports to create award 
templates. You can then put any field onto a custom award template. For more 
information about creating customized school reports, see the Chancery SMS Report 
Writer Guide.

You can do this if your role is:
School Administrator

A

B
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TABLE 36: Permissions pertaining to student awards

To set up an award:
1 On the home page, in the control bar under ADMIN, click School Setup. The 

School Setup page appears.
2 Under School, click Awards. The Awards page appears.
3 From the Actions menu, click Add Award....

To adjust an existing award, select the award and in the Actions 
menu click Edit Award....
To delete an award, select the award and in the Actions menu click 
Delete Award.

4 On the Add Award page, enter or change Information, which includes:
Award name: The title that appears at the top of the award 
certificate [Figure 47]. Ensure that the name is short enough to fit on 
the certificate.
Certificate description: Enter the purpose of the award, which 
appears on the award certificate [Figure 47]. Ensure that the 
description fits on one line of the certificate.
Award criteria: A general description, for the benefit of 
administrators, of the criteria a student must meet to receive the 
award. Note: You must explicitly add recipients, using the award 
criteria as a guide.

5 Click OK.

School staff
In a Chancery SMS system, each person who works with students is considered staff 
and must have a staff record. A staff record holds information such as personal 
details, status, contacts details, credentials, schools, course and room preferences, 
time restrictions, and teaching load. 

In general, a District or School Administrator sets up staff records [Adding staff, p. 
183] which a School Administrator can use in scheduling classes and other activities. 
A District or School Administrator can view a staff record and maintain the 
information therein. Once a staff member is assigned to a school, users at that 
school can view the record and add and change some information. These 
capabilities may vary, subject to permissions for roles and individual users.

A District Administrator can view staff records across the district. A School 
Administrator can view staff records assigned to your school. Note: For a system user 
at a school to view a staff record at that school, that user must have a staff record 
at that school (and that school is the staff members’ home school) and be logged in 
to the Chancery SMS system with a user account for which the role permits the 
viewing of staff records.

Given the amount of information stored in a staff record, and the purpose for which 
it is used, Chancery SMS provides several different views of a staff record: a Staff 
Demographics record [p. 176], a staff Schools record, and a Staff Scheduling 
Properties record [p. 181].

To You need this permission Set to

Set up student awards School Setup > Awards Setup Delete

You can do this if your role is:
School Administrator
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Viewing staff
A staff record contains the staff member’s personal details, contact information, 
and professional statistics. In general, this information is maintained by a District or 
School Administrator.

To view a staff demographics record:
1 On the home page, in the control bar under ADMIN, click District Setup. The 

District Setup page appears.
2 Under District, click Staff. The Staff Search page appears.
3 Click Display All Records [Figure 100]. A complete list of staff records for 

your school appears.
Chancery SMS displays the first 1000 staff records. If the system holds 
more than 1000 staff records, search for particular staff records using 
basic [p. 173] or detailed criteria [p. 174].
Or reuse a previously specified search by choosing it from List.

4 In the Staff name column, click the name of a record. The Edit Staff 
Demographics page appears [Staff Demographics record, p. 176].

To view the staff members Schools record [p. 178], in the control bar 
click Schools.
To view the staff member’s Staff Scheduling record [p. 181], in the 
control bar click Staff Scheduling.

Searching for staff records using basic criteria
Rather than displaying all staff records available to you, you can search for a limited 
set of records based on the information stored in up to three staff record fields 
[Figure 100]. For basic criteria you can search on fields containing largely 
demographic information [p. 176] including home school. For example, you want to 
locate a female teacher you met at a staff meeting named Eliza or Liz [Figure 100]. 

To conduct a search for staff records using basic criteria:
1 On the Staff Search page, click the Basic tab.
2 Under Search by, for the first criterion [Figure 100]:

a Select the field on which to search.
b Select an operator.
c Enter the value to find.

3 Configure up to two more criteria.
4 Click Search. Chancery SMS displays matching staff records (if any) under Staff 

Search Results.
Chancery SMS saves the search criteria. Should you want to conduct 
this same search again, select it from List.
In a search for staff at a specific school, the results include staff who 
have a school record at the searcher’s school or the specified school. 
Staff members who have been assigned the specified school as a 
Home School, but who do not have a school record at the school, do 
not appear.
You can changed the sorting of these results [p. 176] or adjust the 
columns displayed [p. 175].

You can do this if your role is:
School Administrator
District Administrator
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FIGURE 100: Setting basic search criteria 

A Criterion
B Field

C Operator
D Value

Searching for staff records using detailed criteria
Rather than displaying all staff records available to you, you can find a more specific 
set by searching the system for records based on the information stored in a large 
range of staff record fields. For detailed criteria you can search on fields containing 
demographic information [p. 176] including home school, scheduling properties [p. 
181], as well as any custom data fields unique to your system. For example, you 
want to identify all mathematics teachers with at least 5 years of experience in the 
district [Figure 101]. 

To conduct a search for staff records using detailed criteria:
1 On the Staff Search page, click the Detail tab.
2 Add a criterion [Figure 101]:

a For Category, select a set of fields. Your choice determines the fields 
available to search.

a Select the field on which to search.
b Select an operator.
c Enter the value to find.
d Click Add Criteria. The criterion appears in the list of Search Criteria.

3 Add more criteria.
To remove a criterion, click it to select it and click Remove [Figure 
101]. 

4 For Match, click All Criteria or Any Criteria.
Select the Any Criteria check box to find staff records that match any 
one of the criteria in the list. This generates more results.
Select the All Criteria check box to find staff records that match all 
of the criteria in the list. This generates fewer results.

5 Click Search. Chancery SMS displays matching staff records (if any) under Staff 
Search Results.

Chancery SMS saves the search criteria for the remainder of your 
session. Should you want to conduct this same search again, select it 
from List.
You can change the sorting of these results [p. 176] or adjust the 
columns displayed [p. 175].

A

B C D
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FIGURE 101: Setting detailed search criteria 

A Criterion
B Field
C Operator

D Value
E Search criteria
F Selected criterion

Adjusting the staff record search results display
A successful search of staff records generates a list of results. By default, Chancery 
SMS displays 5 columns of information, starting with Staff name [Figure 102]. You can 
change the columns displayed and rearrange them. 

FIGURE 102: Staff record search results: Default columns and sorting

A Column: Displays information from a 
staff record field, in this case Staff 
name. The default columns are shown.

B First sort column: Chancery SMS sorts the 
list of staff records by the values in this 
column in ascending order [p. 176].

C Second sort column: After sorting by the 
first sort column, Chancery SMS sorts 
further by the values in this column [p. 
176]. 

D Third sort column: After sorting by the 
first and second sort columns, Chancery 
SMS sorts further by the values in this 
column [p. 176]. 

To adjust the columns displayed in staff search results:
1 On the Staff Search page, conduct a search [p. 173] [p. 174]. Chancery SMS 

displays a list under Staff Search Results.
2 In the Edit menu click Choose Columns.... The Choose Columns page appears.

Selected Columns are those that are displayed under Staff Search 
Results. The vertical order corresponds to the left-to-right display 
order.
Available Columns are the fields from which you can choose to form 
a column.

3 Adjust the columns displayed:

C DA

E

F

B

A B C D

You can do this if your role is:
School Administrator
District Administrator
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To remove a field from display, double-click it under Selected 
Columns. Chancery SMS moves it to Available Columns.
To remove a field from display, double-click it under Selected 
Columns. Chancery SMS moves it to Available Columns.

4 Adjust the left-to-right display order of the columns: 
To move a field up (that is, left), click it to select it and click the up 
arrow button.
To move a field down (that is, right), click it to select it and click the 
down arrow button.

5 Click OK.
To return to Chancery SMS’s default column display settings, click 
Restore Defaults.

Sorting the staff record search results display
By default, Chancery SMS sorts the search results by the values in the columns Staff 
ID (ascending order), User ID (ascending), and Home school (ascending). You can 
change the sorting by one or more columns, in ascending or descending order. For 
example, you might want to sort the list of staff in ascending order by name, then 
by gender. For details, refer to Sorting records [p. 21].

Staff Demographics record
Your main and initial view of a staff record is of its demographic information. 
Chancery SMS displays this information in a Staff Demographics record, which 
includes the following information organized under several tabs:
• Staff Demographics: Overview [p. 176]
• Staff Demographics: Address/Phone [p. 177]
• Staff Demographics: Professional Info [p. 177]
• Staff Demographics: Additional Info [p. 177]

Note: Some of the fields contain information that is set when staff record is created 
and cannot be changed thereafter. These fields are marked with a “!”.

Staff Demographics: Overview
The information fields on the Add/Edit Staff Demographics page include the 
following: 
• Staff ID: The staff member’s ID number. Typically, the format of this number 

conforms to a district standard.
• User: A staff record must be associated with a user account on the Chancery SMS 

system [p. 185]. 
• Title, Last name, First name, Middle name, Generation, Preferred name: 

Chancery SMS automatically enters this information based on information in the 
user record, that is, the user account assigned to this staff record. When you 
create a staff record [p. 183], Chancery SMS enters this information when you 
click Apply. 

• Social security #: The person’s Social Security Number (SSN).
• Birthdate: The format is MM/DD/YYYY, for example, 06/29/1965.
• Home school: The school to which the staff member is primarily posted. The 

home school determines which users can view this staff record. The home school 
is also significant in other areas of the system such as staff record displays and 
staff searches [p. 175]. 
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Staff Demographics: Address/Phone
• Work phone, Home phone, Email address: Chancery SMS automatically enters 

this information based on information in the user record, that is, the user 
account assigned to this staff record. When you create a staff record, Chancery 
SMS enters this information when you click Apply. 

• Emergency contact name: The staff member’s emergency contact person. 
• Emergency contact number: The phone number for the staff member’s 

emergency contact person.
• Cellular phone: The staff member’s cellular phone number. 
• Physical address: The staff member’s physical address. 
• Mailing address: The staff member’s mailing address.

Staff Demographics: Professional Info
• License #: The number of the staff member’s teaching license.
• Licensure check: Indicates if it is necessary to confirm the teacher’s license 

number, area of certification or specialty, state, and year/date of expiration. 
• Other staff number 1: An additional staff identification number, if needed.
• Other staff number 2: An additional staff identification number, if needed.
• % of full time status: The staff member’s status as a full-time or part-time 

employee.
• Hire date: The staff member’s hire date in MM/DD/YYYY format.
• Exit date: The staff member’s exit date in MM/DD/YYYY format.
• Position: The staff member’s current position, such as administrator, teacher, 

teacher’s aide. 
• Instr. services to English learners: The services this staff member can offer 

English language learners, such as specialized, normal, and so on. 
• Education level: The staff member’s highest level of education. 
• Year degree earned: The year the staff member’s most recent degree was 

granted in YYYY format.
• Yrs prev. experience in district: The number of years of experience the staff 

member has in this district prior to the most recent hire date; for example, if a 
teacher worked for the district in the 2001–2002 and 2005–2006 school years, 
then left and came back in 2007 and is still working for the district, the value for 
this field would be two.

• Yrs experience outside district: The number of years of experience the staff 
member has outside of this district.

• Credentials: The staff member’s record of academic achievements. Records the 
credential area, type, date earned, and date expired. Click Add Row to add an 
achievement. 

Staff Demographics: Additional Info
• Federal ethnic category: The staff member’s Federal Ethic Category. The 

categories are provided.
• Federal race categories: The staff member’s race categories. Choose one or 

more categories by moving it from the Available Items list to the Selected 
Categories list.

• Previous social security #, Previous license number, Previous last name, 
Previous first name, Previous middle name: The staff member’s previous 
number or name, if he or she had one.
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Staff Schools record
When a District Administrator assigns a staff member to a school, a school record is 
created for the staff member at that school. A user must have a staff record 
containing a school record in order to sign in to a Chancery SMS system and view 
information for a school. 

Since one staff member can provide services to more than one school in the district, 
a District Administrator can give a staff member a school assignment [p. 179] at one 
or more schools; a School Administrator can give a staff member at his or her school 
assignment at a school in the district. A school assignment contains information 
about the type of work a staff member performs at a particular school, such as 
teaching English and Math or counseling. Chancery SMS stores all school assignments 
at a particular school with a school record [Figure 103]. A staff member may also 
provide services to the district, that is, services not associated with just one school; 
to record this information you can give a staff member one or more district staff 
assignments [p. 180].

FIGURE 103: Schools list

A District staff assignment [p. 180]
B School record

C School assignment

School records
You can view school records on the Schools list page [Figure 103].

To view or change a school record:
1 Locate and view a staff record [p. 173]. The Edit Staff Demographics page 

appears. 
2 In the control bar, click Schools. The Schools List page appears [Figure 103].
3 Click the name of a school. The Edit School page appears.
4 Enter or change Information, which includes:

School: The school at which the assignment is located. Once the 
school record is saved, this school cannot be changed (the “!” symbol 
indicates this).
Start date: The start date for the assignment in MM/DD/YYYY format.
End date: The end date of the assignment in MM/DD/YYYY format. An 
end date is optional.
Staff status: The staff member’s work time status at the school, such 
as full-time or part-time.
Disciplinary action administrator: Indicate that a staff member is a 
disciplinary action administrator at the school. This means that the 
staff member appears in the Responsible person list on the Behavior 
Incident > Add/Edit Action page [p. 62].
Staff departments: Selected Departments lists the departments to 
which this staff member can be assigned. To add a department to the 
list, double-click the department in the Available Departments list. To 

A
B
C

You can do this if your role is:
School Administrator
District Administrator
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remove a department from the Selected Departments list, double-
click it. 

5 Click OK. Chancery SMS saves the school record and displays it on the Schools list 
page.

We recommend that you maintain only one school record for all of a staff member’s 
assignments at that school, even if the staff member was assigned to that school in 
several different years. Note: If a staff member has more than one school record for 
the same school, on the Schools List page each staff assignment for that school will 
appear under each instance of the school record. If your district requires school 
records to start and end each year, on the Schools List page, you can hide school 
records that have an end date in the past. Note: If your district uses Active Directory 
to create consolidated user accounts, a school record is automatically created based 
on the user role and scope. For more information, see the Chancery SMS Directory 
Integrator Guide. 

To add a school record:
1 Locate and view a staff record [p. 173]. The Edit Staff Demographics page 

appears. 
2 In the control bar, click Schools. The Schools List page appears.
3 From the Actions menu, click Add School. The Add School page appears.
4 Set options.
5 Click OK. Chancery SMS saves the school record and displays it on the Schools list 

page.

A District Administrator can delete a staff member’s school record. When this is 
done, the staff member is no longer available to users at that school. However, the 
staff member’s staff record is still available to district users. Chancery SMS also 
retains but does not display the staff member’s school assignments at the school. If 
you set up a new school record for the school, Chancery SMS displays all the staff 
member’s school assignments at that school. Chancery SMS does not retain the staff 
member’s scheduling preferences, staff department, and program management 
staff assignments at the school. Also, Chancery SMS removes the staff member from 
any student behavior incidents at the school with which they were associated.

School assignments
You can view school assignments on the Schools list page [Figure 103]. Each school 
record may have one or more school assignments.

To view or change a school assignment:
1 Locate and view a staff record [p. 173]. The Edit Staff Demographics page 

appears. 
2 In the control bar, click Schools. The Schools List page appears.
3 Click an assignment [Figure 103]. The Edit Assignment page appears.
4 Enter or change Information, which includes: 

School: Matches the school record. This is set at the time the 
assignment was created and cannot be changed. 
Start date: The date on which the assignment is to start.
End date: The date on which the assignment is to end. 
Job classification: The primary type of work involved in this 
assignment.

You can do this if your role is:
School Administrator
District Administrator

You can do this if your role is:
School Administrator
District Administrator
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Staff assignment: One position. To assign a staff member to more 
than one position, add a separate school assignment for each 
position.
FTE: The percentage of full-time equivalency.
Language of instruction: The primary language the staff member will 
use to communicated with the students.
Teacher funds: Indicates the staff member’s eligibility for teacher 
funds. 
Instr. type to Eng. learners: The type of instruction this staff 
member offers English language learners.

5 Click OK. Chancery SMS saves the assignment and displays it on the Schools List 
page.

A staff member may be assigned to a school at several different periods during their 
employment in the district. Each such period should be entered as a separate school 
assignment under the relevant school record. Also, where you need to assign a staff 
member to more than one position, add an assignment for each position.

To add a school assignment:
1 Locate and view a staff record [p. 173]. The Edit Staff Demographics page 

appears. 
2 In the control bar, click Schools. The Schools List page appears.
3 Click Add Assignment [Figure 103]. The Add Assignment page appears.
4 Set options.
5 Click OK. Chancery SMS saves the assignment and displays it on the Schools List 

page.

District staff assignments
You can view district staff assignments on the Schools list page [Figure 103]. 

To view or change a district staff assignment:
1 Locate and view a staff record [p. 173]. The Edit Staff Demographics page 

appears. 
2 In the control bar, click Schools. The Schools List page appears.
3 Under District Staff Assignment, click an assignment [Figure 103]. The Edit 

Assignment page appears.
4 Enter or change Information, which includes: 

Start date: The date on which the assignment is to start.
End date: The date on which the assignment is to end. 
Job classification: The primary type of work involved in this 
assignment.
Staff assignment: One position. To assign a staff member to more 
than one position, add a separate school assignment for each 
position.
FTE: The percentage of full-time equivalency.
Language of instruction
Teacher funds: Indicates the staff member’s eligibility for teacher 
funds.
Instr. type to Eng. learners: The type of instruction this staff 
member provides to English language learners. 

5 Click OK. Chancery SMS saves any changes to the assignment and displays it on 
the Schools List page.

You can do this if your role is:
School Administrator
District Administrator

You can do this if your role is:
School Administrator
District Administrator
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A staff member may be assigned to duties at the district level at several different 
periods during their employment in the district. Each such period should be entered 
as a separate district staff assignment.

To add a district staff assignment:
1 Locate and view a staff record [p. 173]. The Edit Staff Demographics page 

appears. 
2 In the control bar, click Schools. The Schools List page appears.
3 From the Actions menu, click Add District Staff Assignment. The Add School 

page appears.
Or under District Staff Assignment, click Add Assignment.

4 Set options. 
5 Click OK. Chancery SMS saves the assignment and displays it on the Schools List 

page.

Staff Scheduling Properties record
This view of a staff record is for use by schools that employ secondary 
scheduling.The record contains preferences regarding courses, rooms, and time 
restrictions. Since these preferences apply to a school, a School Administrator sets 
this information. Note: Scheduling preferences apply only to teachers, not to 
administrators, secretaries, and teachers on leave-of-absence. Note: The Chancery 
SMS Master Schedule Builder schedules a teacher based on her course preferences. A 
teacher with no course preferences is not scheduled automatically (but a School 
Administrator can do so manually).

To set scheduling defaults:
1 Locate and view a staff record [p. 173]. The Edit Staff Demographics page 

appears. 
2 In the control bar, click Staff Scheduling. The Staff Scheduling Properties page 

appears.
3 Enter or change Information, which includes:

Scheduling Load: A load expressed in terms of hours per day. Select 
District default (5.0000) or Override, for which you can type a 
number of hours. Note: Chancery SMS does not accept zero. Note: A 
course scheduling load is a value that reflects the number of hours of 
instruction for that course. For example, the District Administrator 
could set a course’s scheduling load at 1.0 where that course that 
meet six hours a week over one term, and to 0.5 for a course that 
meets three hours a week for one term. Thus, a teacher with a 
scheduling load of 4.0 could teach two 1.0 courses and four 0.5 
courses.

4 Set Course Preferences:
a Find one or more courses using Basic or Detailed search.

• Or, for Course number, enter the number of one or more courses. 
Separate each number with a comma. 

b Under Search results, select one or more courses.
c Click Add to add the selected courses to the Preferred Courses list.
d For each course, under Preference, select a preference level. 

• The default level is 5 on a scale of 1 to 9 (where 1 is the most 
preference). Since the Master Schedule Builder does not 
automatically schedule a course with a preference of 9, the 

You can do this if your role is:
School Administrator
District Administrator

You can do this if your role is:
School Administrator
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administrator can set this level for a course that she intends to   
schedule manually.

5 Set Room Preferences:
a Move one or more rooms from the Available Rooms list to the Selected 

Rooms list.
b In the Selected Rooms list, use the up and down arrows to adjust the order of 

the rooms in the list. A room higher in the list takes priority over a room 
lower in the list.

6 Set Time Restrictions:
Teacher is available at all times: Indicate that the teacher is 
available for scheduling during all regular school hours
Teacher is not available at the following times: Indicate that the 
teacher is not available for scheduling on specific days of the week or 
at specific times of day. Caution: At a school that employs relative 
days [p. 142], do not set teacher time restrictions.
• For Full day Restrictions, select one or more days of the week. 
• To set Time-of-day restrictions: In the Actions menu, click Add 

Time Restriction and set the Day, Start Time, and End Time.
7 Click Save.

Staff placeholder
To take into account a staff member that the school expects to bring in for the next 
school year, the School Administrator can create a placeholder in the Planning 
Calendar. Using one or more placeholders, the School Administrator can schedule 
courses before hiring is not complete.

To create a staff placeholder:
1 On the home page, in the control bar under ADMIN, click Scheduling. The 

Scheduling page appears.
2 Click Staff Setup. The Scheduling Staff List appears.
3 From the Actions menu, select Create Placeholder.... The Staff Scheduling 

Properties page appears. 
4 Enter a Name. 

Enter a one-word name. Chancery SMS uses this as a last name for 
search purposes.

5 For Department, move one or more departments to the Selected departments 
list.

6 Set Teaching Load, Course Preferences, Room Preferences, and Time 
Restrictions as for any other staff member [p. 181].

7 Click OK.

When necessary, such as when a staff member is hired, the School Administrator can 
convert a placeholder, that is transfer all of that placeholder’s scheduling properties 
to a staff record. When the conversion is complete, Chancery SMS deletes the 
placeholder record.

To convert a staff placeholder:
1 On the home page, in the control bar under ADMIN, click Scheduling. The 

Scheduling page appears.
2 Click Staff Setup. The Scheduling Staff List appears.
3 Click All Placeholders and locate the placeholder under Staff Search Results. 

You can do this if your role is:
School Administrator

You can do this if your role is:
School Administrator
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Or click All Staff and locate the placeholder under Staff Search 
Results.

4 Select the placeholder.
5 From the Actions menu, select Convert Placeholder.... The Convert 

<placeholder name> to Staff Member page appears.
6 Search for a staff member.

Or, click All Staff.
7 Under Staff Search Results, select the staff member.
8 Click OK.

Adding staff
For a District or School Administrator to set up a staff record for a person, that 
person must have a user account [p. 185] on the Chancery SMS system. 

To create a staff record:
1 On the home page, in the control bar under ADMIN, click District Setup. The 

District Setup page appears.
2 Under District, click Staff. The Staff Search page appears.
3 From the Actions menu, click Add Staff. The Add Staff Demographics page 

appears.
4 Enter demographic information [see Staff Demographics record, p. 176].

Note: If you are a School Administrator, assign the staff member to 
your school before you close the staff record.
Note: Some of the fields contain information that is set when staff 
record is created and cannot be changed thereafter. These fields are 
marked with a “!”.

5 Click Apply. Chancery SMS creates the staff record.
Chancery SMS places information in some fields (such as Last name) 
based on your choices in others (such as User).
If you have assigned the staff member to a school, a link to the staff 
member’s Schools record [p. 178] appears in the control bar. 

6 Click OK.

Removing staff
When you delete a staff record, Chancery SMS deletes all aspects of the record from 
the system, including scheduling preferences, staff department, and staff 
assignments. The staff record is also removed from any associated student behavior 
incidents, although the incident record is not deleted. Thus, before deleting a staff 
record, we recommend that you re-assign the staff member’s homeroom, class, and 
resource teacher assignments. 

To delete a staff record:
1 On the home page, in the control bar under ADMIN, click District Setup. The 

District Setup page appears.
2 Click Staff.
3 Search for and select the staff record.
4 From the Actions menu, click Delete Staff. 
5 Click OK. 

You can do this if your role is:
School Administrator
District Administrator



5 School setup 
Chancery SMS 7.6.0 School Administration Manual, Build: 6/24/11

184



6 User setup 
Chancery SMS 7.6.0 School Administration Manual, Build: 6/24/11

185

6 User setup

Setting up and managing system users involves managing user accounts, adjusting 
roles and permissions, and controlling access to specialized features such as reports. 
Some of these tasks fall to the school and others to the District Administrator.

User accounts
For a person to have access to a school’s Chancery SMS system, that person must 
have a user account on the system. A user account consists of a user ID, matching 
password, and one or more associated roles [p. 186]. For a user account to operate, 
it must also have an associated staff record [p. 172].

Typically, each person has one user account. Since one user account can have more 
than one role, the user can switch between the roles within the account depending 
on the task at hand [p. 12]. At a school, we recommend that every staff member 
have a user account. 

Note: If your school employs Active Directory, refer to the Chancery SMS Directory 
Integrator Guide for more information about working with roles, accounts, and staff 
records.

By default, a School Administrator can view the configuration of user accounts; a 
District Administrator can set up and adjust a user account.

To view a user account:
1 On the home page, in the control bar under ADMIN, click District Setup. The 

District Setup page appears.
2 Under Users and Security, click Accounts. The Accounts page appears [Figure 

104]. 
3 Search for user accounts using Last name and/or First name and the Search 

button. Chancery SMS displays matching user accounts on the page. 
This page displays all user accounts the scope of which include the 
school.

You can do this if your role is:
School Administrator
District Administrator
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FIGURE 104: Accounts page

A Role(s):  [p. 186] B Scope: [p. 187]

TABLE 37: Permissions pertaining to user account viewing

Setting up user accounts
Typically, a District Administrator can change, delete, and add user accounts. The 
District Administrator also has the option of rendering a user account temporarily 
inactive, which prevents the user from using the system but maintains the account. 

TABLE 38: Permissions pertaining to user account editing

Administrative user account
By default, a Chancery SMS system starts with one user account: Admin. The Admin 
account has complete access to all aspects of the system, that is, district-wide 
scope [p. 187] and all permissions [p. 189]. Typically only a District Administrator has 
access to an administrative user account.

Roles
A user’s role consists of the scope of information available to that user account [p. 
185] and permissions [p. 189] that give the user access to information and to actions, 
such as changing information or configuring how it is stored [see also Understanding 
your role, p.12]. A role is derived from one of a few standard types or base roles [p. 
190].

BA

To You need this permission Set to

View user account information such as User ID Users > User Accounts View

To You need this permission Set to

Change user settings such as User ID and password Users > User Accounts Edit

Add, change, and delete users Users > User Accounts Delete
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FIGURE 105: Roles page

A Active Role [p. 190]
B Base Role [p. 190] 
C Scope [p. 187]
D Permissions [p. 189] 

E Bold blue text indicates a permission 
inherited from the base role has been 
changed by the District Administrator for 
this role. In this example, the District 
Administrator has used the “School 
Admin” base role but removed its ability 
to edit grades for teachers.

Role scope
A role’s scope determines the information to which the user has access. Scope is 
either district-wide or for a specific school in the district as follows:
• District: Enables the user to view information on all students in the district. 

Gives the user access to district-related pages, such as School Transfers and 
Replication, and additional options on the District Setup page. 

• School: Enables the user to view information on students in one specified district 
school. Gives the user access to school-related pages, including Attendance, 
school Reports, Awards, Student Behavior, School Setup, Scheduling, and 
Grading. When setting a role’s scope to School, the District Administrator must 
select the specific school to which that role has access.

Roles example
In a typical district, user accounts might be based on the following [Figure 106]: 
• Six base roles [p. 190]
• Several roles at each school (adding up to dozens of roles in the district)
• One user account for each staff member (adding up to hundreds of accounts for 

each district).
• Several roles per user account; for example, a Teacher who is also a School 

Administrator, a Teacher who teaches at two schools, a School Administrator who 
needs to work with district data, a District Administrator who needs to work with 
the school data in every school, a School Secretary who works at more than one 
school.

B
C

A

D

E
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FIGURE 106: Roles example 

Managing roles
A District Administrator creates and manages all the roles needed for the district or 
school. A role consists of a scope (specific school or district-wide [p. 187])and a set 
of permissions [p. 189], which enable a district administrator to control a user’s 
access to information and system features. 

Typically, a school has from three to ten roles. Other roles are needed for use across 
the district. Typical roles include: District Administrator, District Health 
Professional, School Health Professional, School Administrator, School Secretary, and 
Teacher. Using permissions, it is possible for a District Administrator to create roles 
for more specific purposes, such as Homeroom Teacher and Non-Homeroom Teacher. 
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TABLE 39: Permissions pertaining to users

Default role
While a user account [p. 185] has one or more roles, one is designated as the default 
role. The default role is the role that Chancery SMS automatically applies when the 
user logs on to the system [p. 10].

If the user account has only one role, that role is the default role. If the user 
account has more than one role, the user designates which of the roles available in 
the account is to be the default role [p. 12]. When the user logs on to a user account 
for the very first time, Chancery SMS prompts the user to designate the default role. 
Thereafter, the user can change the default role for all future sign-ins [p. 12].

After logging on, the user can switch between roles in the user account at will [p. 
12].

Role permissions
A role’s permissions enable a District Administrator to control each that role’s 
ability to view and change information (such as legal alerts, report cards, and 
photos) and the actions a user can take [Figure 107]. A role inherits the permission 
settings of its associated base role [p. 190]. Any changes to a role’s permissions 
affect only that role.

FIGURE 107: Permission settings example

Permissions pertaining to actions can be set to:
• Yes: The user can complete the action.
• No: The user cannot complete the action.

Permissions pertaining to viewing information can be set to:
• None: The user cannot see the information.
• View: The user can view the information but he or she cannot change or delete 

it.
• Edit: The user can view and change the information but he or she cannot delete 

it.
• Delete: The user can view, change, or delete the information.

A setting for one permission can affect another permission. Use the Permissions 
index [p. 303] to locate and view all Chancery SMS permissions in the context of the 
system features to which they apply. 

To You need this permission Set to

View role settings such as permissions User > User Roles View

Change role settings such as permissions User > User Roles Edit

Add, change, and delete roles User > User Roles Delete
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Base roles
A role [p. 186] is derived from one of a few standard types or base roles. A base role, 
which consists of a set of permissions, acts as both a starting point for new roles and 
a means of resetting the permissions of existing roles. 

By default, Chancery SMS provides the following base roles: 
• Administrator: Can view and change information on all students and staff at all 

schools in the district. Synonymous with District Administrator. 
• School Administrator: Can view and change information for staff at the 

administrator’s school. 
• Teacher: Can view information on students who attend the Teacher’s classes. 

Cannot change a student’s demographic or contact information. 
• School Secretary: Can view and change information on students who attend the 

secretary’s school and on staff who work at that school. 
• District Health Professional: Can view and change information on all students at 

all schools in the district. 
• School Health Professional: Can view and change health information on students 

who attend the professional’s school. 
• School Counselor: Can view information on students who attend the counselor’s 

school and change information for students assigned to him or her by a District or 
School Administrator. Typically, a counselor is assigned to a student’s Academic 
Plan [p. 86]. Chancery SMS has a Counselor-specific home page [p. 14] the unique 
characteristic of which is a link to a list of students to whom the Counselor is 
assigned (this link is labeled My Students). 

• Guest: Is intended for School scope [p. 187]only and roles created from this base 
role must be assigned permissions. If the District Administrator does not assign a 
specific role to user account, Chancery SMS assigns this role.Caution: Creating a 
role named “Guest” may cause a software upgrade to fail. This is because during 
software upgrading Chancery SMS needs exclusive use of the Guest base role.

Making reports available
All reports installed on a Chancery SMS system are automatically available to all 
user roles [Understanding your role, p. 12]. However, you can control the access of 
each user role to each report using permissions [p. 189], or you can make a report 
inactive [p. 190].

Access options include:
• View: The user can run the report and set options prior to doing so. 
• Edit: In addition to viewing the report, the user can create a custom version of 

it. 
• Delete: In addition to editing the report, the user can delete it.
• None: The link to the report is disabled. The user can see the report’s name but 

cannot view it. 

Making a report inactive
You also have the option of hiding a report from other users at the school. Chancery 
SMS displays active reports, that is, reports that are available for use by you and 
other users. You have the option of rendering a Report Package report inactive (but 
not built-in reports [p. 95]); in this state, the report is not visible to other users at 
the school. 
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Pre-4.2 Reports page is available, you cannot make one of these reports inactive.

To make a report inactive:
1 On the control bar, under ADMIN click School Setup. The School Setup page 

appears.
2 Under Customization, click Customize Reports. The Customize Reports page 

appears displaying a list of available reports.
To restrict the list to a certain kind of report, select a Category.

3 In the Report Name column, click the report’s name. The Edit Report page 
appears.

4 In the General panel, set the Report Status to Inactive.
5 Click OK.

You can do this if your role is:
School Administrator
District Administrator
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7 District setup

A District Administrator sets up and maintains district-specific information, district-
wide preferences such as for student numbers, and standard choices for use by 
School Administrators such as attendance codes and grade levels.

Setting up and maintaining a district in Chancery SMS involves, among other 
responsibilities, the following:
• District-specific information [p. 193]
• District calendar setup [p. 194]
• Grade level specification [p. 195]
• Staff setup [p. 195]
• Alerts setup [p. 196]
• Student enrollment setup [p. 197]
• Academic plan setup [p. 197]
• Developing reports [p. 197]

District setup and maintenance may also involve setting preferences and formats 
involving:
• Student numbers [p. 194]
• Student behavior setup [p. 196]

To work with a district’s setup, a user must be assigned a role as a District 
Administrator [p. 185]. The information in this section is intended to help the School 
Administrator understand how the district setup affects his or her work. 

District-specific information
A District Administrator can store district-specific information, such as the district’s 
identity, office contact details, and the superintendant’s identity and contact 
details. Chancery SMS uses this information throughout the system.
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District calendar setup
A district calendar is the foundation upon which other aspects of the district’s setup 
and operation are laid out. In a Chancery SMS system, a district has three types of 
calendars [Figure 108]:
• Active Calendar: The calendar for the current district year. 
• Planning Calendar: The calendar used to schedule and plan for the coming 

district year. At the end of the year, this calendar is converted to the Active 
Calendar. A school’s Planning Calendar [p. 136] is derived from the district’s.

• Historical calendar: A former Active Calendar for a past district year. The system 
can hold several historical calendars. For information about viewing the data in a 
historical calendar, contact Pearson Technical Support.

FIGURE 108: District Calendars page

TABLE 40: Permissions pertaining to the district Planning Calendar

Student numbers
Chancery SMS identifies each student in a district by a number. Every student 
number in the district is unique. Chancery SMS prevents duplicate numbers, that is, 
no two students can have the student number.

System users can type in each new student number where it is needed, or as a 
District Administrator you can set Chancery SMS to generate new student numbers 
automatically. In the latter case, Chancery SMS generates a student number for a 
new student record [p. 50] when a change is made to a student number in an existing 
student record [p. 50]. 

Automatically generated student numbers
Chancery SMS can generate student numbers according to preset criteria, including 
length in digits. These criteria are applied to the creation of student numbers across 
the district.

An auto-generated student number has up to four components. For examples, see 
Table 41 [p. 195]: 
• Prefix padding: Increases the number of digits in the prefix by a fixed number to 

ensure the number matches the specified prefix length.
• Prefix: This can be fixed set of characters or an automatic set generated from 

such information as graduation year, current year, or school ID number.

To You need this permission Set to

Create a district Planning Calendar District > Define District Calendar Yes

Switch district calendars District > Define District Calendar Yes
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• Main part padding: Increases the number of digits so that the number matches 
the specified student number length.

• Main part: Increments for each new number according to your specified amount. 
If the main part is a mixture of letters and numbers, the number increments 
starting from the last character; for example: AA98, AA99, AB00, AB01.

TABLE 41: Sample auto-generated student numbers

Grade level specification
Each school must specify the grade levels available at that school. A School 
Administrator selects grade levels defined for use across the district by a District 
Administrator. A grade level definition consists of a name and a description; for 
example, grade level 2 could be named “2”, “02”, or “Two”.

TABLE 42: Permissions pertaining to grade levels

Staff setup
In general, a District or School Administrator sets up records for each staff member 
[Adding staff, p. 183] while School Administrators maintain those staff records and 
use them for scheduling classes and other school-level assignments [School staff, p. 
172]. Before setting up staff records for the district, you may wish to customize the 
standard staff record by configuring the relevant staff setup lists [p. 196].

By default only a District or School Administrator can delete staff records, school 
assignments, and staff assignments. Access to staff records can be adjusted using 
permissions [Table 43].

TABLE 43: Permissions pertaining to staff records

Complete number Prefix 
Padding

Prefix Main part 
padding

Main part

0001999AAA29412 000 1999 AAA 29412

2009QQQQQ000600 2009 QQQQQ 000600

To You need this permission Set to

Set grade levels for a school School Setup > Grade Level Setup List Edit

To You need this permission Set to

Delete staff records Staff > Staff Demographics Delete

Create staff records Staff > Staff Demographics Edit

Change staff records’ Overview information Staff > Staff Overview
Staff > Staff Demographics

Edit
Edit

Change staff records’s Address/Phone 
information

Staff > Staff Address/Phone
Staff > Staff Demographics

Edit
Edit

Change staff records’s Professional Info 
information

Staff > Staff Professional Info
Staff > Staff Demographics

Edit
Edit

Change staff records’s Additional Info 
information

Staff > Staff Additional Info
Staff > Staff Demographics

Edit
Edit

Change school information for staff on the Staff 
School page

Staff > Staff Schools Edit

Delete school records Staff > Staff Schools
Staff > Staff Demographics

Delete
Delete
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Staff setup lists
Staff setup lists, maintained by a District Administrator, determine the choices 
available in various choice lists on the staff record used across the district.

Alerts setup
Chancery SMS can automatically monitor information and conditions in the system 
for changes that are relevant to users. For alerts to operate, users must subscribe 
[Alerts, p. 30]. If the alert definition includes a mobile alert option, then an 
administrator must support it with system-wide settings [p. 196].

Supporting mobile alerting
For a user at a school to be able to subscribe to a mobile alert [p. 30], a District 
Administrator and system administrator must set up the Chancery SMS system to 
support the sending of SMS (simple messaging service) text messages. 

Student behavior setup
A District Administrator can set preferences for the handling of student behavior 
incident records across the district. Such preferences include the calculation of 
suspension days, the category of incidents displayed to users, and access to the 
behavior incident records of students who transfer from one district school to 
another.

TABLE 44: Permissions pertaining to student behavior setup

Behavior attendance actions setup
A District Administrator sets up student behavior attendance actions and associates 
them with a behavior action step. This enables a School Administrator to associate a 
school attendance code with each attendance action [Setting up attendance related to 
student behavior, p. 158]. Each behavior attendance action has a priority setting that 

Change school staff assignments Staff > School Staff Assignments
Staff > Staff Demographics

Edit
Edit

Delete school staff assignments Staff > School Staff Assignments
Staff > Staff Demographics

Delete
Delete

Change district staff assignments on the 
Schools List page

Staff > District Staff Assignments
Staff > Staff Demographics

Edit
Edit

Delete district staff assignments Staff > District Staff Assignments
Staff > Staff Demographics

Delete
Delete

To You need this permission Set to

To You need this permission Set to

Set district student behavior 
preferences

Student Behavior > Student Behavior Preferences Yes
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enables Chancery SMS to determine which attendance code to assign where several 
behavior actions are recorded for a student on the same day and those actions are 
associated with different attendance codes.

TABLE 45: Permissions pertaining to student behavior attendance setup

Student enrollment setup
A District Administrator can configure how students are enrolled [p. 62] in the 
district and how Chancery SMS manages enrollment information. Chancery SMS 
applies these settings across the system. These settings are of particular 
significance for year end [p. 201].

 Academic plan setup
TABLE 46A District Administrator can create one or more academic plans [p. 86] for 
use in the district. To create a plan, a District Administrator creates an academic 
plan and then creates versions of that plan. Typically, each plan version corresponds 
to a specific year or range of years. It is the plan version that a School Administrator 
assigns to a student [p. 90]. To facilitate assignment to students, a District 
Administrator can designate one plan as the default for the district. Note: Academic 
plans replace graduation plans.: Permissions pertaining to academic plan setup

 Developing reports
An administrator can develop reports for use in a Chancery SMS system [p. 95] using 
a third-party development tool such as Crystal Reports®. For more information 
about developing new reports for specific purposes, refer to the Chancery SMS 
Report Writer Guide.

To You need this permission Set to

Set up student behavior attendance 
actions

School Setup > Attendance General Settings Yes

To change an attendance code set 
by student behavior action steps

Attendance > Override Student Behavior Attendance Yes

To You need this permission Set to

Add, edit, delete, and copy academic plans and 
versions.

District > Academic Plan Setup Delete

Add or edit academic plans and versions. District > Academic Plan Setup Edit

Hide the Plan Setup link on the District Setup 
page.

District > Academic Plan Setup None
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8 System maintenance & setup

System planning, setup, and maintenance tasks are the responsibility of the District 
Administrator and a team of technical specialists such as business analysts, data 
architects, developers, and database administrators. Their tasks include:
• Monitoring system tasks
• Maintaining a system’s database
• Maintaining a system’s Web Server
• Implementation planning
• Assessing system requirements
• Installing a new system
• Upgrading an existing system
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9 Year end

Typically several months before the school year ends, District and School 
Administrators begin setting up their Chancery SMS system to move current year 
student and system information over to the next school year. Extensive planning and 
preparation by both the District Administrator and School Administrators takes 
place—tasks collectively known as next-year preparation (NYP) [p. 202]. 

As the school year comes to an end, School Administrators prepare the information 
in their Active and Planning Calendars [p. 133] so that the District Administrator can 
initiate Year-End Processing [p. 208]. Year-End Processing converts the Planning 
Calendars to Active Calendars and stores the information that was in the previous 
year’s Active Calendars in the Historical database. After Year-End Processing is 
complete, administrators take care of several follow-up tasks [p. 214].

The complete year-end sequence of tasks is as follows:
• Next-year preparation [p. 202]
District Administrator School Administrator(s)

1 Configure student enrollment 
settings [p. 202] 

2 Ensure that students will be assigned to the appropriate school [p. 203]

3 Override a student’s year-end transfer mapping [p. 206]

4 Create and configure the district 
Planning Calendar [p. 206]

5 Define the school’s Planning Calendar 
[p. 206]

6 Adjust student enrollment [p. 208]

7 Select a planning schedule 
[secondary school] [p. 208]
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• Year-End Processing [p. 208]

• Year-end follow-up [p. 214]

Note: On a system converted to Permanent Record, some of the navigation 
described in this section may differ from a standard system (that is, non-Permanent 
Record). For help with these differences, refer to the Chancery SMS Permanent 
Record Guide.

Next-year preparation
It is the responsibility of the District Administrator and the School Administrators at 
each school in the district to confirm that student enrollment settings are suitably 
configured, and the necessary information is ready. This next-year preparation 
(NYP) involves the following tasks:

• Configure student enrollment settings [p. 202] 
• Ensure that students will be assigned to the appropriate school [p. 203]
• Override a student’s year-end transfer mapping [p. 206]
• Create and configure the district Planning Calendar [p. 206]
• Define the school’s Planning Calendar [p. 206]
• Adjust student enrollment [p. 208]
• Select a planning schedule [secondary school] [p. 208]

Configure student enrollment settings
It is the District Administrator’s responsibility to confirm that system-wide student 
enrollment settings are suitably configured. 

District Administrator School Administrator(s)

1 Preparing for Year-End Processing 
[school] [p. 208]

2 Declare YEP preparation complete [p. 
212]

3 Preparing for Year-End Processing 
[district] [p. 213]

4 Running Chancery SMS Year-End 
Processing [p. 213]

5 Post-processing tasks [p. 213]

District Administrator School Administrator(s)

1 GPA adjustments after Year-End 
Processing [p. 214]

2 Resynchronize SIF after Year-End 
Processing [p. 214]

3 Connecting to the Historical Database 
[p. 214]
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TABLE 47: Permissions pertaining to setting up the YEP method

Ensure that students will be assigned to the appropriate 
school

As part of next-year preparation, the administrator must ensure that all students 
whom Chancery SMS should transfer to another school at year end are set to do so 
and that Chancery SMS will assign each student to the appropriate school. This 
involves the following tasks: 
• Ensure that all students are assigned a home school [p. 203]
• Ensure students are assigned a geocode [Geocode Map method only] [p. 204]
• Ensure that grade points are set for the school [secondary schools] [p. 205]

Note: Since a District Administrator can complete most of these tasks for all 
students in the district, or a School Administrator at each school can complete the 
tasks for that school’s students, we recommend that the district assign 
responsibility for these tasks.

TABLE 48: Permissions pertaining to working with student information

Ensure that all students are assigned a home school
Ensure that every student is assigned a home school. This is because during Year-End 
Processing [p. 208] Chancery SMS only moves cumulative GPAs to the historical 
transcript pages of students who have a home school.

To identify students who do not have a home school assigned:
1 Using the advanced student search [p. 38], create a search using the following 

criteria:
Field: “Home School (Active)”
Operator: “Equals”
Value: “N/A”

2 Click Search. Chancery SMS displays a list of students who do not have a home 
school assigned.

3 For each student, assign a home school [p. 204].
Or print the list of students for future reference (in the Actions 
menu, click Print).

To You need this permission Set to

Set projected grade levels District > Grade Levels Edit

Set district preferences District > District Preferences Edit

Set up the Geocode setup list District > Setup Lists Merge

Define Geocode Maps District > Geocode Maps Edit

Define projected school Maps District > Projected School Maps Edit

Set cTools options District > District Preferences Edit

Set up the elementary permanent 
record

Transcript/Permanent Record > Elementary 
Permanent Record Setup

Delete

To You need this permission Set to

Assign values to students Students > Assign values Yes

Enroll students in a school Students > Enroll Student in School Yes

Change a student’s home school Students > Modify Home School Yes

You can do this if your role is:
School Administrator
District Administrator
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To assign a student a home school:
1 View the student’s record. The Student Demographics page appears.
2 On the Overview tab, under Student Summary, for Home School (Active) select 

a school.
Your role might restrict you to selecting your own school or “N/A”.

3 Click OK.

To assign a home school to one or more students: 
1 Select one or more students in a list of students.

For example, in a list of Student Search results [p. 38].
2 In the Actions menu, click Assign > Values. The Assign Values popup page 

appears.
3 For Assign Field, select “Home School (Active)”.
4 For New Value, select the home school to assign.

Your role might restrict you to selecting your own school or “N/A”.
5 Click Add to List.
6 Click OK. A dialog appears asking you to confirm the changes.
7 Click OK. A dialog appears that confirms that Chancery SMS has made the 

changes.
8 Click OK. Chancery SMS assigns the home school to the selected students.

If Chancery SMS fails to assign the home school to one or more of the 
selected students, it saves a list of the those students. You can view 
this list on the Quick Search page [p. 37].

Ensure students are assigned a geocode [Geocode Map method only]
On a system that employs the Geocode Map [p. 122] as its year-end transfer method, 
the administrator should ensure that every student is assigned a geocode. This 
enables Chancery SMS to transfer each student to the appropriate school. Note: On a 
system that employs Address Validation, Chancery SMS assigns geocodes 
automatically—the administrator cannot assign geocodes. Refer to the Chancery SMS 
Address Validation Guide.

To identify students who do not have a geocode assigned:
1 Using a detailed student search page [p. 38], create a search using the following 

criteria:
Field: “Geocode (Planning)”
Operator: “Equals”
Value: “N/A”

2 Click Search. Chancery SMS displays a list of students who do not have a geocode 
assigned.

3 For each student, assign a geocode [p. 204].
Or print the list of students for future reference (in the Actions 
menu, click Print).

To assign a student a geocode:
1 View the student’s record. The Student Demographics page appears.
2 On the Address/Phone tab, under Addresses, under Geocodes, for Planning 

Calendar, select a geocode.
3 Click OK.

You can do this if your role is:
School Administrator
District Administrator

You can do this if your role is:
School Administrator
District Administrator

You can do this if your role is:
School Administrator
District Administrator



9 Year end 
Chancery SMS 7.6.0 School Administration Manual, Build: 6/24/11

205

To assign a geocode to one or more students:
1 Select one or more students in a list of students.

For example, in a list of Student Search results [p. 38].
2 In the Actions menu, click Assign > Values. The Assign Values popup page 

appears.
3 For Assign Field, select “Geocode (Planning)”.
4 For New Value, select the geocode to assign.
5 Click Add to List.
6 Click OK. A dialog appears asking you to confirm the changes.
7 Click OK. A dialog appears that confirms that Chancery SMS has made the 

changes.
8 Click OK. Chancery SMS assigns the geocode to the selected students.

If Chancery SMS fails to assign the geocode to one or more of the 
selected students, it saves a list of the those students. You can view 
this list on the Quick Search page [p. 37].

Ensure that grade points are set for the school [secondary schools]
The School Administrator should ensure that grade points are set for the letter 
grade, numeric, and graphic symbol grading tables in use at the secondary school 
(refer to the Chancery SMS Grading Setup Guide). This is because during Year-End 
Processing [p. 208] Chancery SMS creates historical records for each student. To 
successfully create historical records for secondary students, each grade assigned to 
the student must have an associated grade point.

To ensure that grade points are set for the secondary school’s grading tables:
1 On the home page, in the control bar under ADMIN, click Grading.
2 Under Step 2, click Grading Tables. The Grading Table page appears.
3 Under Grading Table Name, click a grading table. The Edit Grading Table page 

appears.
4 Under Numeric Grading Table, view the Grades and associated Grade Points 

[Figure 109].
5 Click OK.

To change or enter a grade point, select the grade and enter the new 
grade point in the table.

FIGURE 109: Changing a grade point 

You can do this if your role is:
School Administrator
District Administrator

You can do this if your role is:
School Administrator
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Override a student’s year-end transfer mapping 
During Year-End Processing [p. 208], Chancery SMS automatically transfers each 
student who has graduated from a school to another school by referring to the 
district’s year-end transfer mapping. In special circumstances, a District or School 
Administrator can override this mapping for a particular student [see Specifying a 
student’s school of enrollment for the next year, p. 123].

Create and configure the district Planning Calendar
Since a school’s Planning Calendar [p. 206] is derived from that of the district, a 
District Administrator must define the Planning Calendar for the next year before 
each school can begin work.
•

TABLE 49: Permissions pertaining to district Planning Calendar creation

Define the school’s Planning Calendar
A school’s Planning Calendar [p. 136] is the foundation of Next-Year Preparation. A 
School Administrator derives a school’s Planning Calendar from that of the district, 
thus the District Administrator must first define the district’s Planning Calendar [p. 
206]. To create the school Planning Calendar, refer to School calendar setup [p. 133].

Defining a school’s Planning Calendar involves the following tasks:
• Create a school Planning Calendar [p. 207]
• Confirm the scheduling method [p. 207]
• Define attendance reporting periods [p. 207]
• Define calendar day exceptions [p. 207]
• Adjust day types [p. 207]
• Adjust homerooms [p. 207]
• Adjust grade levels in use [p. 208]
• Adjust buildings and rooms [p. 208]

TABLE 50: Permissions pertaining to school Planning Calendar definition

To You need this permission Set to

Define the district Planning Calendar District > Define District Calendar Yes

To You need this permission Set to

Define school Planning Calendars School Setup > Define School Calendar Yes

Create user roles Users > User Roles Delete

Edit user accounts Users > User Accounts Delete

Define calendar day exceptions School Setup > Calendar Day Exceptions Delete

Review and modify day types School Setup > Day Types Setup List Yes

Update homerooms School Setup > Homerooms Delete

Modify grade levels School Setup > Grade Level Setup List Edit

Modify buildings Facilities Management > Buildings Edit

Modify rooms Facilities Management > Rooms Edit

Create and change planning schedules 
(secondary schools only)

School Setup > Change Planning Schedule Yes
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Create a school Planning Calendar
A School Administrator creates the school’s Planning Calendar [p. 136] based on that 
of the district. To create a school’s Planning Calendar, refer to School calendar setup 
[p. 133].

Confirm the scheduling method
Two general scheduling methods are available: Elementary and Secondary (refer to 
the Chancery SMS Scheduling Guide). Typically, a school uses the same scheduling 
method each year and thus there is no need to change it when creating a school’s 
Planning Calendar. If, however, a change in the scheduling method is needed, the 
School Administrator should consider the following: 
• A school that employs elementary scheduling for the Active Calendar can change 

to secondary scheduling in the Planning Calendar.
When the School Administrator makes this change, subjects currently assigned to 
the school in the Planning Calendar are unassigned and secondary classes cannot 
be scheduled until the District Administrator assigns courses to the school.

• A school that employs secondary scheduling for the Active Calendar cannot 
change to elementary scheduling in the Planning Calendar.

Define attendance reporting periods
The School Administrator needs to define the Planning Calendar’s attendance 
reporting periods [p. 147]. By default, the Planning Calendar has a single reporting 
period that spans that calendar’s entire date range. (Chancery SMS does not copy 
the Active Calendar’s reporting periods to the Planning Calendar since attendance 
reporting periods are closely tied to specific days of the year.). 

Define calendar day exceptions
The School Administrator needs to define the Planning Calendar’s exception days [p. 
141]. By default, the Planning Calendar has no exception days. (Chancery SMS does 
not copy the Active Calendar’s exception days to the Planning Calendar since these 
days are closely tied to specific days of the year.)

Adjust day types
The School Administrator needs to adjust the Planning Calendar’s day types [p. 139]. 
While Chancery SMS copies the Active Calendar’s day types to the Planning Calendar, 
the coming year may require changes or additions. These changes do not affect the 
Active Calendar’s day types.

Note: During Year-End Processing [p. 208], when calculating Days Possible for a 
student in a multi-track environment, Chancery SMS does not include days of the 
type off-track. An off-track days is a day for which system users cannot take 
attendance.

Adjust homerooms
The School Administrator needs to adjust the Planning Calendar’s homerooms [p. 
161]. While Chancery SMS copies the Active Calendar’s homerooms to the Planning 
Calendar, the coming year may require changes or additions. These changes do not 
affect the Active Calendar’s homerooms.
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Adjust grade levels in use
The School Administrator might need to adjust the selection of grade levels that are 
used at the school [p. 158]. (The School Administrator selects grade levels from 
those set up by the District Administrator [p. 195].) Any changes the School 
Administrator makes to the grade levels used in the Planning Calendar also affect 
the Active Calendar. 

Adjust buildings and rooms
The School Administrator might need to adjust the buildings and rooms that are 
available to be used in the Planning Calendar [p. 159]. Any changes the School 
Administrator makes to the buildings and rooms also affect the Active Calendar. 

Adjust student enrollment
With the Planning Calendar in place [p. 206], the School Administrator can enroll 
students in the school [p. 118] for the next year. Since the date of enrollment 
determines whether the student is active in the current school year or will be active 
in the next school year, the School Administrator can enroll a student at any time in 
either the Planning or Active Calendar.

The School Administrator can also review the projected enrollment of any student 
[p. 120] and adjust it as necessary. To identify where Chancery SMS will enroll a 
student during next-year processing, refer to the Planning District Calendar panel 
of the Personal Info tab of the student’s Demographics record [p. 55].

Select a planning schedule [secondary school]
Where a secondary school has more than one planning schedule, the School 
Administrator must specify the planning schedule that is to be the active schedule 
for the upcoming school year. For more information, refer to the Chancery SMS 
Scheduling Guide.

Year-End Processing
During Year-End Processing, Chancery SMS stores the information in the district and 
schools’ Active Calendars in a Historical Database and then converts district and 
schools’ Planning Calendar information into Active Calendar information. To close 
off the school year, School and District Administrators must update student 
information and system properties in preparation for running Year-End Processing [p. 
213] by performing the following tasks:
• Preparing for Year-End Processing [school] [p. 208]
• Preparing for Year-End Processing [district] [p. 213]

Note: The ability to run Year-End Processing is not available in all versions of 
Chancery SMS.

Preparing for Year-End Processing [school]
Before the District Administrator can run Year-End Processing [p. 208], School 
Administrators must ensure the data for their schools is suitably configured in their 
Active Calendars. This involves the following tasks:
• Update student information [p. 209]
• Declare YEP preparation complete [p. 212]
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Update student information
Just prior to Year-End Processing [p. 208] is an opportune moment for the School 
Administrator to update the information for each of the school’s students. Indeed 
some changes are critical to this process, such as promotion or retention. The 
complete list of tasks is as follows:
• Set the students’ promotion status [p. 209]
• Calculate grades, credits, and GPAs [secondary school] [p. 211] 
• Calculate honor roll [secondary school] [p. 211]
• Calculate class rank [secondary school] [p. 211]
• Calculate daily attendance codes [p. 212]
• Run reports [p. 212]

TABLE 51: Permissions pertaining to updating student information

Set the students’ promotion status
In preparation for Year-End Processing [p. 208], the School Administrator must set 
the promotion status of the district’s students. This enables Chancery SMS to, during 
Year-End Processing, adjust each student’s enrollment appropriately according to 
circumstances. A student’s promotion status can be one of the following:
• Promoted: During Year-End Processing, Chancery SMS promotes this student to 

the next grade, graduates the student from the school (and likely transfers the 
student to another), or graduates the student from the district.

• Retained: During Year-End Processing, Chancery SMS keeps this student in the 
same grade. In some cases, Chancery SMS transfers the student to the same 
grade in another school. 

Setting students’ promotion status involves two steps:
1 Adjusting the promotion status of particular students [p. 209].
2 Running the Student Graduation and Promotion process [p. 210].

Adjusting the promotion status of particular students
Prior to the School Administrator running the Student Graduation and Promotion 
process [p. 210], a student’s promotion status can be either of the following:

To You need this permission Set to

Assign values to multiple students Students > Assign Values Yes

Promote and graduate students District > Promote and Graduate Pending Students Yes

Calculate grades Grading > Run Grade, Credit & GPA Calculations Yes

Override calculated grades Grading > Override Calculated Grades Yes

Calculated credits Grading > Run Grade, Credit & GPA Calculations Yes

Override calculated credits Grading > Override/Recalculate Earned Credits Yes

Calculated class ranks Grading > Run Class Ranks Yes

Override calculated class ranks Grading > Override Student Ranks Yes

Calculated daily attendance Attendance > Daily Attendance Yes

Override calculated daily 
attendance values

Attendance > Daily Attendance Override Yes

Run reports Reporting > <Report> Yes
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• Pending: This is the default status for every student. When the School 
Administrator runs the Student Graduation and Promotion process [p. 210], 
Chancery SMS converts this status to “Promoted”. 

• Retained: If necessary, the School Administrator can change a student’s 
promotion status to “Retained”. When the School Administrator runs the Student 
Graduation and Promotion process [p. 210], Chancery SMS keeps this status as 
“Retained”. This status is school-specific; if a student is enrolled in more than 
one school, that student can have a different promotion status at each school.

For a student whose promotion status can’t be determined until after Year-End 
ProcessingYear-End Processing [p. 208] (such as a student taking a make-up course 
in summer school), the School Administrator can adjust that student’s enrollment in 
the next year’s Active Calendar. 

To set a student’s promotion status to “Retained”:
1 In the Active Calendar, locate and view the student’s record [p. 36].

Or, on the Year-End Processing page, click Retain Students.
2 On the Student Demographics page [p. 51], click the School Specific tab.
3 For Student promotion status, select “Retained”.
4 Click OK.

To set the promotion status of more than one student:
1 In the Active Calendar, locate and view the students’ records [p. 36]. 

Or, on the Year-End Processing page, click Retain Students.
2 On the Student Search page, select the students.
3 In the Actions menu, click Assign > Values. The Assign Values dialog appears.
4 For Assign Field, select “Student promotion status”.
5 For New Value, select “Retained”.
6 Click Add to List. The “Retained” statement appears in Fields to Assign.
7 Click OK. 

If, for some reason, Chancery SMS is unable to assign the value to a 
student, Chancery SMS lists that student in a saved list [p. 43].

Running the Student Graduation and Promotion process
To ensure that Chancery SMS makes the appropriate adjustments to student 
enrollment during Year-End Processing [p. 208], the School Administrator has 
Chancery SMS run a process that sets each student’s promotion status. In this 
process, Chancery SMS does the following:
• For a student whose promotion status is “Pending”, changes the status to 

“Promoted”. 
• For a student in the school graduation grade at his or her active school whose 

promotion status is “Pending”, changes that status to “Promoted” at all schools 
in which the student is enrolled, changes the “has graduated” status to “Y”, and 
sets the student’s graduation year to the current year.

• For a student in the school graduation grade at a school that is not his or her 
active school whose promotion status is “Pending”, changes that status to 
“Promoted”, changes the “has graduated” status to “Y”, and sets the student’s 
graduation year to the current year.

• For a student whose promotion status is “Retained”, keeps that status as 
“Retained”.

You can do this if your role is:
School Administrator

You can do this if your role is:
School Administrator
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To run the Student Graduation and Promotion process:
1 In the Active Calendar, in the control bar, under ADMIN, click District Setup. The 

District Setup page appears.
2 Under Year-End Processing, click Year-End Processing. The Year-End 

Processing page appears.
3 Under Step 2, click Promote and Graduate Students.... The Student Promotion 

and Graduation popup page appears [Figure 110].
4 Click Run. Chancery SMS processes all students at the school and in the Status 

column indicates that the process is “Completed”.

FIGURE 110Student Promotion and Graduation dialog: 

A Status: “Completed” indicates that an 
administrator has run this process.

Calculate grades, credits, and GPAs [secondary school]
To ensure that Chancery SMS transfers historical information to students’ transcripts 
correctly during Year-End Processing [p. 208], the School Administrator at a 
secondary school must ensure that every student’s calculated grades, credits, and 
GPAs (both weighted and unweighted) are up-to-date in the Active Calendar. For 
detailed information on working with grading calculations, refer to the Chancery 
SMS Grading Setup Guide.

Calculate honor roll [secondary school]
To ensure that Chancery SMS transfers historical information to the students’ 
transcripts correctly during Year-End Processing [p. 208], the School Administrator at 
a secondary school must ensure that the school’s honor roll is up-to-date in the 
Active Calendar. For detailed information on honor rolls, refer to the Chancery SMS 
Grading Setup Guide.

Calculate class rank [secondary school]
To ensure that Chancery SMS transfers historical information to the students’ 
historical transcript pages accurately during Year-End Processing [p. 208], the School 
Administrator at a secondary school must ensure that the school’s class ranks are up 
to date in the Active Calendar. The calculation is based on students’ cumulative 
GPAs for the year. If the district has set up GPA/class rank reporting terms, the 
administrator can calculate class ranks for each term (for further information, refer 
to the Setting up GPA/Class Rank Reporting Terms Technical Bulletin). Cumulative 

You can do this if your role is:
School Administrator

A
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and term-based calculations are stored separately; one does not override the other. 
For detailed information on class ranks, refer to the Chancery SMS Grading Setup 
Guide.

Calculate daily attendance codes
To ensure that Chancery SMS transfers historical information to the students’ 
transcripts accurately during Year-End Processing [p. 208], the School Administrator 
must ensure that all students’ daily attendance codes [p. 125] are up to date in the 
Active Calendar. This is because during Year-End Processing Chancery SMS deletes 
attendance calculation rules [p. 150], which are based on periods and class schedules 
that may not be relevant in the next school year. To calculate students’ daily 
attendance codes, refer to [p. 125].

Run reports
Prior to Year-End Processing [p. 208], we recommend that the School Administrator 
run reports [p. 96] on information that is not copied from the Planning Calendar to 
the Active Calendar [p. 137], which includes attendance reports and report cards.

Declare YEP preparation complete
For the District Administrator to initiate Year-End Processing [p. 208], he or she 
needs to know that every school has completed the necessary preparations. The 
School Administrator declares to the District Administrator that a school’s 
preparations for Year-End Processing are complete by filling out a checklist.

To fill out the Year-End Processing checklist:
1 In the control bar, under ADMIN, click District Setup. The District Setup page 

appears.
2 Under Year-End Processing, click Year-End Processing. The Year-End 

Processing page appears.
The Year-End Processing checklist for a secondary school is longer 
than that of an elementary school.

3 Under Step 3, select the tasks that are complete. These tasks might include:
Grade calculations [p. 211] [secondary schools]
Credit calculations [p. 211] [secondary schools]
Cumulative GPA calculations (weighted/unweighted) [p. 211] 
[secondary schools]
Current year GPA calculations [p. 211] [secondary schools]
Class rank calculations [p. 211] [secondary schools]
Attendance calculations [p. 212]
Honor roll calculations [p. 211] [secondary schools]
Reports [p. 212]

4 Under Step 4, verify that Status of any additional Year-End Processing 
requirements is “OK”. Such requirements might include:

“Student promotion and graduation” [p. 209]
“Planning calendar is required” [p. 136]
“Planning schedule must be selected” [p. 208]

5 Click OK.

You can do this if your role is:
School Administrator
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Preparing for Year-End Processing [district]
The District Administrator must make final preparations to run Year-End Processing.

Running Chancery SMS Year-End Processing
Note: The ability to run Year-End Processing is not available in all versions of 
Chancery SMS.

When the District Administrator starts Year-End Processing [p. 208], Chancery SMS 
runs a series of pre-programmed tasks which include large-scale changes to the 
information stored in the system. The District Administrator cannot stop this process 
nor undo the results once the process is complete. 

TABLE 52: Permissions pertaining to performing Year-End Processing

Post-processing tasks
As soon as Chancery SMS completes Year-End Processing [p. 208], the District 
Administrator and School Administrators should verify and consolidate the changes. 
This includes the following tasks:
• Verify each school’s Active Calendar [p. 213]
• Adjust grading period dates [p. 213]
• Double check elementary subject framework and report cards [p. 213]

Verify each school’s Active Calendar
When Chancery SMS completes Year-End Processing  [p. 208], School Administrators 
should verify that they can use the (new) Active Calendar, by testing aspects of the 
system such as scheduling, courses, and attendance.

Adjust grading period dates
When Year-End Processing [p. 208] is complete, School Administrators need to 
update the grading period start and end dates (refer to the Chancery SMS Grading 
Setup Guide). Also, for secondary schools, confirm that all grading periods are 
correct for individual courses. During Year-End Processing, Chancery SMS attempts 
to copy the grading period set assigned to a course, but may not be able to in some 
cases. Course grade items are available to secondary schools only once the grading 
period end dates are correct. 

Double check elementary subject framework and report cards
When Year-End Processing [p. 208] is complete, elementary School Administrators 
should check the subject framework and report card setup for errors before 
allowing teachers to enter grades. For further information, refer to the Chancery 
SMS Scheduling Guide and the Chancery SMS Grading Setup Guide.

To You need this permission Set to

Delete schools School Specific Pages > Delete Schools Yes

Run Year-End Processing District > Perform Year-End Processing Yes
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Year-end follow-up
After Chancery SMS has completed Year-End Processing [p. 208] and changes have 
been verified, [p. 208], the District Administrator and School Administrators need to 
complete the following tasks:
• GPA adjustments after Year-End Processing [p. 214]
• Resynchronize SIF after Year-End Processing [p. 214]
• Connecting to the Historical Database [p. 214]

TABLE 53: Permission pertaining to year-end follow-up

GPA adjustments after Year-End Processing
The School Administrator must manually update any secondary student’s summary 
cumulative GPA (on the historical transcript pages) where:
• An administrator enters a grade for that student after Year-End Processing [p. 

208], such as for a summer school course.
• An administrator changes a grade or credit on that student’s historical record. 

Resynchronize SIF after Year-End Processing
For any system running the Schools Interoperability Framework (SIF), the District 
Administrator must re synchronize the data after Year-End Processing [p. 208]. (For 
information about SIF, refer to the Chancery SMS SIF Agent Guide.)

Connecting to the Historical Database
After Year-End Processing [p. 208], the Chancery SMS system works with the Active 
Database. It has stored the old Active Database as the Historical Database in the 
location specified by the District Administrator in an earlier step. To enable 
administrators to adjust historical information and run reports [p. 96] on the 
Historical Database, the District Administrator must set up Chancery SMS to connect 
to the Historical Database.

To You need this permission Set to

View audit logs School Setup > View Audit Log Yes

Update grading period end dates School Setup > Grading Period Sets Delete

Verify the subject framework and course 
catalog

School Setup > Subject Framework/Course 
Catalog

Delete
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10 Customizing a system

Chancery SMS cTools enables the District Administrator, technical analyst, or 
developer to customize a Chancery SMS system to meet the unique needs of a school 
district and to meet state reporting requirements. The administrator can add to the 
structure of a Chancery SMS system and create new custom pages that capture 
unique district and school setup information, as well as information about staff, 
programs, academic plans, demographics, health, and tests.
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Appendices

• Chancery SMS Report Package reports [p. 218]
• Chancery SMS built-in reports [p. 269]
• Daily attendance code calculation rules planning worksheets [p. 287]
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Chancery SMS Report Package reports

Administration Reports
Address Out of Zone

In a district using Address Validation, use this report to identify students registered 
in out-of-zone schools. The report displays the student’s name, Student ID, Grade, 
and Zoned School, as well as the Exception Reason [Figure 111].

FIGURE 111: Address Out of Zone Report results sample

Report options include:
• Hide Inactive Students

Chancery SMS List of Reports
Refer to Managing reports [p. 101]. Note: To run any report in the Chancery SMS 
Report Package, you must upload the Chancery SMS List of Reports. This report 
contains a shared stored procedure used by all report package reports. 

Enrolled Students Not Projected
This report displays students who are enrolled in a district school but for whom no 
enrollment is projected [p. 120] for the next year, that is, the system does not 
specify a district school to which Chancery SMS will transfer the student during Year-
End Processing [p. 208]. Enrolled students are those who set to be retained or 
promoted, are active on the last day of a school’s active calendar, but are not in the 
district’s graduating grade level and are not subject to withdrawal after the last day 
of the school’s active calendar [p. 118]. The report results will also include the 
following:
• A student who has requested a particular school but does not have a district 

approval (in a district where approval is required).
• A student who has a pending or promoted status, is in a non-graduating grade 

level, and is a participant in a single program session [p. 76] at a school and that 
program session is set to not roll over and the program session is set to withdraw 
the student.
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The report displays the student’s name, Student ID, and Grade [Figure 112]. It is 
useful for a District Administrator prior to running Year-End Processing. A School 
Administrator can run the report for his or her school. It enables the administrator 
to ensure that every student has a projected school. A link to this report appears on 
the District-Level Checklist section of the Year-End Processing Pre-Check page. 

FIGURE 112: Enrolled Students Not Projected sample results

Attendance Reports
Daily Absence by Period

For schools using secondary scheduling, this report lists all students for a given date 
range who have a non-present attendance code [Figure 113]. 

FIGURE 113: Daily Absence by Period report sample results

A Period (Class Name): The results are 
listed in order of period.

Daily Absence by Attendance Code
For schools using secondary scheduling, this report lists all students for a specified 
date range who have a non-present attendance code [Figure 114].

FIGURE 114: Daily Absence by Attendance Code report sample results

A Attendance Code: The results are grouped by code.

A

A
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Period Attendance
This report summarizes student attendance for each period broken down by 
attendance category (present, absent, and tardy) [Figure 115]. Typically, this report 
is used to generate a list of students who are absent unexcused and subject to 
follow-up action such as a call to the home. Also, a School Administrator can use the 
report to monitor school-wide attendance. 

FIGURE 115: Period Attendance report sample results

A Attendance Totals: Presents attendance 
broken down by category. 

B Student Details. Displays a list of 
students who have been assigned a 
particular attendance code for the 
selected periods. 

Report options include:
• Calculation Method: Specifies how totals are calculated for the Attendance 

Totals section and how attendance codes are calculated in the Student Details 
section [Figure 115]. 
Attendance code type calculation is based on the Attendance Type field for the 
attendance code. If the type is “Present”, the present total is incremented. If 
the type is “Absent”, the absent total is incremented. If the type is “Tardy”, the 
tardy total is incremented. If the type is “Early Dismissal”, the early dismissed 
total is incremented.

Attendance code value calculation is based on the value assigned in the 
Attendance Value field for the attendance code. Attendance totals are 
calculated by summing the attendance value for each attendance code assigned 
to the student.

• Report Display Options:
Print Attendance Details: Select this check box to have the report generate a 
Student Details section [Figure 115].

Print Contact Information: Select this check box to have the Student Details 
section show contact information for all students in each attendance code. Note: 
This option applies only if the Print Attendance Details check box is selected.

Print Attendance Code Legend: Select this check box to have the Student 
Details section include a description of the attendance codes. Note: This option 
applies only if the Print Attendance Details check box is selected.

A

B
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Print Attendance Comments: Select this check box to have the Student Details 
section include any comments entered by the student’s teacher. Note: This 
option applies only if the Print Attendance Details check box is selected.

Print Office Attendance Comments: Select this check box to have the Student 
Details section include any comments entered by the school office. Note: This 
option applies only if the Print Attendance Details check box is selected. 

Print Unlisted Phone Numbers: Select this check box to have the Student 
Details section include contact phone numbers flagged as “unlisted”. Note: This 
option applies only if the Print Attendance Details check box is selected. 

• Sort Order: Specifies the Student Details section’s listing order. 

Student Cumulative Attendance
This report presents the entire personal attendance record in a specified date range 
for one or more students, student by student. Attendance totals can be calculated 
based on attendance code values or attendance code types.

FIGURE 116: Student Cumulative Attendance Summary By Type report sample results

A Student
B Daily Attendance Summary: 

Summarizes the student’s attendance 
codes during the specified date range. 

C Class Summary: Summarizes the 
student’s attendance codes by class in 
which the student was enrolled.
Note: The optional Attendance Exception 
Details section is not shown. This section 
summarizes the student’s attendance on 
exception days. 

Report options include:
• Calculation Method: Specifies how totals are calculated for the Attendance 

Totals section and how attendance codes are calculated in the Student Details 
section [Figure 115]. 
Attendance code type calculation is based on the Attendance Type field for the 
attendance code. If the type is “Present”, the present total is incremented. If 
the type is “Absent”, the absent total is incremented. If the type is “Tardy”, the 
tardy total is incremented. If the type is “Early Dismissal”, the early dismissed 
total is incremented.

Attendance code value calculation is based on the value assigned in the 
Attendance Value field for the attendance code. Attendance totals are 
calculated by summing the attendance value for each attendance code assigned 
to the student.

B

C

A
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• Report Display Options:
Start New Page for Each Student: Select this check box to have each student’s 
information start on a new page [Figure 115].

Print Class Attendance Summary: For schools using class attendance, select this 
check box to include a Class Summary section, which displays attendance totals 
based on period attendance codes rather than daily attendance codes [Figure 
115]. If a student transferred classes during the selected period, only the class 
transferred into (not the class transferred from) is included in the report.

Print Attendance Details: Select this check box to include an Attendance 
Exception Details section.

Print Attendance Code Legend: Select this check box to include in the Student 
Details section a description of the attendance codes. Note: This option applies 
only if the Print Attendance Details check box is selected.

Print Teacher Attendance Comment: Select this check box to include in the 
Student Details section any comments entered by the student’s teacher. Note: 
This option applies only if the Print Attendance Details check box is selected.

Print Office/Administrator Attendance Comment: Select this check box to 
include in the Student Details section any comments entered by the school 
office. Note: This option applies only if the Print Attendance Details check box is 
selected.

Teacher Attendance Verification
For a specific Teacher, this report lists all students assigned non-present attendance 
codes during a specified date range [Figure 117]. 

FIGURE 117: Teacher Attendance Verification Report sample results

A Absences: Listed in order of date, from 
the oldest to the most recent.

B Signature line: Enables the Teacher to 
confirm the report’s accuracy.

Unsubmitted Attendance by Period
This report lists all classes on a specific date for which the “Submit for teacher” 
check box is not selected [Figure 118]. 

B

A
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FIGURE 118: Unsubmitted Attendance by Period report sample results

A Period: The results are grouped by 
period. 

B Class: Listed in alphabetical order.

Unsubmitted Attendance by Teacher
This report lists all classes on a specific date for which the Teacher has not 
submitted attendance, that is, the “Submit for teacher” check box is not selected 
[Figure 119]. The report encompasses any class on the specified date that is complete 
or in progress when the report is run; a class scheduled for later in the day is 
excluded. 

A
B
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FIGURE 119: Unsubmitted Attendance by Teacher report sample results

Unsubmitted Attendance
This report lists students with unsubmitted attendance [Figure 120], including 
attendance recorded for a date in the past then cleared later.

FIGURE 120: Unsubmitted Attendance report sample results

Grading Reports

Cumulative GPA
This report lists GPA scores by student [Figure 121]. You can use this report to verify 
cumulative GPA values and check for unexpected results. Note: This report has two 
versions: one for Permanent Record (PR) environments and one for other 
environments. The PR version use data from a combination of existing historical 
tables and new permanent record tables.
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FIGURE 121: Cumulative GPA Report sample results

Report options include:
• Sort order:

By student last name within grade level [Figure 121]

Descending by cumulative GPA within grade level
Ascending by cumulative GPA within grade level

• Include full precision cumulative GPA values: Generates cumulative GPAs to ten 
decimal places. This is particularly useful for class ranking purposes.

Failing Grades Report (Secondary)
This report identifies students who are failing specific classes [Figure 122]. This 
enables a School Administrator or Teacher to identify students at risk of not 
graduating, or students who need assistance such as tutoring. The report is most 
useful at the end of a grading period, just before report cards are generated.

FIGURE 122: Failing Grades Report sample results

Grades Verification
For secondary schools, this report gives a Teacher an overview of student grades for 
all students in a class roster. It presents all grade items assigned to the student for 
each grading period [Figure 123].

In the report options, there is no link between filtering by Term and filtering by 
Grading Period. The intent of the Term filter is to specify the classes (for example, 
all of a Teacher's Semester 1 classes). If you also want to show only the Grading 
Periods that coincide with a particular term, specify this in a separate filter.
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FIGURE 123: Grades Verification report sample results

Indicators on the report include:
@: Indicates a narrative comment (the 
actual comment does not appear).
~: Indicates a manual override of a 
calculated grade.

*: Identifies a student who has withdrawn 
from the class before the last day of the 
class. If you specify a Grading Period filter, 
the asterisk appears only if the student has 
withdrawn before the end of the last grading 
period shown for the class.

Honor Roll
This report displays a list of students on a school’s honor roll [Figure 124].

FIGURE 124: Honor Roll Report sample results

Report options include:
• New page for each grade level
• Include columns for the override indicator and reason
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Missing Grades Report (Elementary)
For elementary schools, this report identified students who are missing grading 
information for a specified grading period [Figure 125]. Typically, a Teacher or School 
Administrator runs this report is before report cards are generated at the end of a 
grading period. 

FIGURE 125: Missing Grades Report sample results

Indicators on the report include:
!: Indicates a missing grade.

Report options include:
• Grading period:

Current Report Card
Current Progress Report
Last Report Card
Last Progress Report

• Sort By:
Homeroom, student last name: This option is most useful to a School 
Administrator.
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Student last name

Missing Grades Report (Secondary)
For secondary schools, this report identified students who are missing grading 
information for a specified grading period [Figure 126]. Typically, a Teacher or School 
Administrator runs this report is before report cards are generated at the end of a 
grading period. 

FIGURE 126: Missing Grades Report sample results

Indicators on the report include:
*: Identifies a student who has withdrawn 
from or dropped the class before the last 
day of the class. (Where the student 
transferred to another class, the student’s 

name is included for both classes and the 
dropped class.)
!: Indicates a missing grade.

Report options include:
• Grading period:

Current Report Card
Current Progress Report
Last Report Card
Last Progress Report

• Sort By:
Homeroom, student last name: This option is most useful to a School 
Administrator.

Student last name: The only option available to a Teacher.

Specific Grades Report
This report identifies students with specific types of grades, including special grades 
such as E (Exempt) [Figure 127]. Typically, a School Administrator or Teacher runs this 
report during and at the end of a grading period, just before report cards are 
generated.
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FIGURE 127: Specific Grades Report sample results

Student Academic Plan Progress Report
The report provides information about a student’s assigned academic plan [p. 86]. 
The report shows the name of the student’s counselor and the year or date the 
student entered 9th grade, along with the courses and required credits in the 
academic plan version, the student’s earned and pending credits for those courses, 
and the student’s completion status for each group of assigned courses. The report 
also provides a list of courses the student has taken for which the course credits will 
not contribute to this academic plan. Chancery SMS sorts this report by group and 
then by course priority.

FIGURE 128: Student Academic Plan Progress Report

A Indicators on the report include: 
OSG: Indicates that credits are collected 
from only one sub-group  
C: All courses in the group are 
completed 

P: Some or all of the courses in the group 
are in progress 
I: Some or all of the courses in the group 
are incomplete

Report options include:
• Rules: Select this option to print the rules associated with this academic plan 

(for example, the test scores that are required to complete the plan).
• Notes: Select this option to print the notes entered for the student that relate to 

this academic plan.
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Student Transcript by Subject Area
This report produces a transcript for specific students, grade levels, or homerooms 
in your school. This report groups transcript information by subject area [Figure 129]. 
The report includes options to display ethnicity, graduated students, current year 
information, and official transcripts with watermarks. By default, Chancery SMS sets 
the report filters to only the selected students. Note: This report has two versions: 
one for Permanent Record (PR) environments and one for other environments. The 
PR version use data from a combination of existing historical tables and new 
permanent record tables.

FIGURE 129: Student Transcript by Subject Area sample results 

Report options include:
• Display Historical As: Determines the display format of historical grades, such as 

numeric, letter grade, or pass/fail. (Grades for the current year are displayed as 
the school recorded them.)

• Sort Order: 
By Course Name
By Course Number

• Ethnicity: 
Print ethnic category
Print federal ethnic category and federal race categories 

• Include Only Graduated Students: Includes a student only if an accreditation 
date is entered on his or her historical page. 
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• Include Current Year Info: Generates all current year information including both 
the active year and the historical record with the current year date. If you select 
this option, the report calculates GPAs to include information for the active year. 
Note: Applies to environments other than Permanent Record.
In a Permanent Record environment, this option is Print Year GPA for active 
year if active year is included. This generates the active-year data if either the 
Last-completed report card or the Current report card option is selected in the 
Active year data area of the Permanent Record Setup page (to exclude active-
year data, select the Do not include active year data) check box.

Caution: This calculation requires additional processing time and may impact 
system performance.

• Print Official Transcript: Places the text “Official” as a watermark on the 
transcript. Otherwise the watermark is “Unofficial” [Figure 129].

• School Message: The report includes on the transcript any message entered 
here; for example, “School reopens and classes start August 20”.

Student Transcript by Year
This report produces transcripts for specific students, grade levels, or homerooms in 
your school. It groups transcripts by school year (such as 2007, 2008, and 2009) and 
then alphabetically by school name [Figure 130]. The report includes options to 
display ethnicity, graduated students, grades, current year information, and official 
transcripts with watermarks. By default, Chancery SMS sets the report filters to only 
the selected students.

Note: This report has two versions: one for Permanent Record (PR) environments and 
one for other environments. The PR version use data from a combination of existing 
historical tables and new permanent record tables.

FIGURE 130: Student Transcript by Year report sample results

Report options include:
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• Display Historical As: Determines the display format of historical grades, such as 
numeric, letter grade, or pass/fail. (Grades for the current year are displayed as 
the school recorded them.)

• Sort Order: 
By Course Name
By Course Number

• Ethnicity: 
Print ethnic category
Print federal ethnic category and federal race categories 

• Include Only Graduated Students: Includes a student only if an accreditation 
date is entered on his or her historical page. 

• Include Current Year Info: Generates all current year information including both 
the active year and the historical record with the current year date. If you select 
this option, the report calculates GPAs to include information for the active year. 
Note: Applies to environments other than Permanent Record.
In a Permanent Record environment, this option is Print Year GPA for active 
year if active year is included. This generates the active-year data if either the 
Last-completed report card or the Current report card option is selected in the 
Active year data area of the Permanent Record Setup page (to exclude active-
year data, select the Do not include active year data check box). 

Caution: This calculation requires additional processing time and may impact 
system performance.

• Print Official Transcript: Places the text “Official” as a watermark on the 
transcript. Otherwise the watermark is “Unofficial” [Figure 130].

• School Message: The report includes on the transcript any message entered 
here; for example, “School reopens and classes start August 20”.

Health Reports

Immunization Delinquency Letter
This report produces a form letter that notifies the parent that a specific student is 
to be excluded from school until he or she gets proper immunizations [Figure 131]. 
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FIGURE 131: Immunization Delinquency Letter sample results

Immunization Next Due Report
This report lists when immunization are due by student [Figure 132]. The report 
includes basic demographic information and indicates if a students is provisionally 
enrolled.

FIGURE 132: Immunization Next Due Report sample results
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Immunization Non-Compliance Report
This report lists the students who have not complied with immunization 
requirements [Figure 133]. The report shows the due date of the next immunization 
and indicates if a student is provisionally enrolled. 

FIGURE 133: Immunization Non-Compliance Report sample results
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Immunization Requirements Detail
FIGURE 134: Immunization Requirements Detail report sample results

Student Health Condition Report
This report lists the health condition of each student [Figure 135]. It indicates if a 
student is receiving treatment or taking medication. 

FIGURE 135: Student Health Condition Report sample results
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Student Immunization History
This report displays a student’s immunization history [Figure 136]. It includes 
demographic information about the student.

FIGURE 136: Student Immunization History Report sample results

Scheduling Reports
Class Add/Drop

This report lists the classes added or dropped by students on a class roster [Figure 
137]. The report identifies the class, the student, and the reason given for the 
change.
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FIGURE 137: Class Add/Drop report sample results

Report options include:
• Effective Date: Today, the entire school year, or a date range.
• Print Change Reason: By code or prose description.
• Sort by: Teacher or student

Class Listing (Elementary)
This report enables an elementary School Administrator to show how classes are 
scheduled [Figure 138]. It lists each class, the teacher, the room, and the number of 
students registered versus the capacity. This report is similar to the secondary 
Master Schedule report [p. 249].
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FIGURE 138: Class Listing report sample results

A # of Students: Displays (in order) the 
number of students scheduled to be in 
this class, the highest number of 

students that have been scheduled to be 
in this class (the “high water mark”), 
and the capacity of the class.

Report options include:
• Sort by: 

Meeting Pattern
Subject

Class Roster
Printing this report enables a teacher or administrator to keep a paper-based 
attendance record for each class [Figure 139]. It lists all students in the specified 
class or homeroom and has a blank space for each day of the week or month. The 
report includes all information necessary to submit the attendance papers, such as 
the class name, the teacher’s name, and class’s schedule.

FIGURE 139: Class Roster report sample results

Report options include:
• Effective Date: Today, the entire school year, or a date range.

A
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• Report Type: Weekly, monthly, or Demographics.
• Roster: Class, Homeroom, or both
• Sort Print Output By: Teacher then Class/Homeroom or by Class/Homeroom
• Print Gender Summary
• Print Ethnic Category Summary

Class Roster Monthly
Printing this report enables a teacher or administrator to keep a paper-based 
attendance record for each class [Figure 140]. It lists all students in the specified 
class or homeroom and has a blank space for each day of the specified month. The 
report includes all information necessary to submit the attendance papers, such as 
the class name, the teacher’s name, and class’s schedule.

FIGURE 140: Class Roster Monthly report sample results

Class Roster Weekly
Printing this report enables a teacher or administrator to keep a paper-based 
attendance record for each class [Figure 141]. It lists all students in the specified 
class or homeroom and has a blank space for each day of the specified week. The 
report includes all information necessary to submit the attendance papers, such as 
the class name, the teacher’s name, and class’s schedule.
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FIGURE 141: Class Roster Weekly report sample results

Class Schedule Log
This report enables an administrator to review the process of building a master 
schedule. The report displays the contents of the log from the “Schedule Classes” 
process, which records the date and details of each event in the process [Figure 142].

FIGURE 142: Class Schedule Log report sample results
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Contacts Roster
This report presents, for every student in a specified class or homeroom, 
information on how to contact the student’s parent, guardians, and emergency 
contacts [Figure 143]. For each contact, the report indicates whether that contact 
lives with the student, gets mailings for the student, has custody of the student, or 
is the emergency contact. 

FIGURE 143: Contacts Roster report sample results

A Lives with: Indicates that this contact 
lives with the student

B Custody: Indicates that this contact has 
custody of the student.

C Mailings: Indicates that this contact 
receives mailings from the school 
pertaining to this student.

D Emergency: Indicates that this contact is 
an emergency contact for the student.

Report options include:
• Effective Date: Today, the entire school year, or a date range.
• Contacts Included: All contact, or emergency contacts only.
• Roster: Class, Homeroom, or both
• Sort Print Output By: Teacher then class/homeroom, or class/homeroom

Course Catalog by Name
This report lists the details of all courses available by course name [Figure 144]. This 
list facilitates registration and scheduling by presenting enough information about 
each course (such as level, prerequisites, and credits) to enable students and their 
parents to select courses and counselors to advise students.

A

B

C

D
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FIGURE 144: Course Catalog by Name report sample results

Course Catalog by Number
This report lists the details of all courses available by course number [Figure 145]. 
This list facilitates registration and scheduling by presenting enough information 
about each course (such as level, prerequisites, and credits) to enable students and 
their parents to select courses and counselors to advise students.
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FIGURE 145: Course Catalog by Number report sample results

Course Request List
By course, this report lists students who have requested the course [Figure 146]. The 
report also tallies the number of primary versus alternate requests. By default, 
Chancery SMS sets the report filters to only the selected students.
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FIGURE 146: Course Request List report sample results

Course Request Rule Violation
This report lists violations of course request rules grouped by student [Figure 147]. 
This report enables an administrator to identify and resolve course request issues. 
By default, Chancery SMS sets the report filters to only the selected students. Note: 
This report is a condensed version of the exceptions information included in the 
Course Request Verification report [p. 247]. 

FIGURE 147: Course Request Rule Violation report sample results
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Course Request Tally
This report presents the total number of student requests for each course [Figure 
148]. It shows both primary and alternate requests and breaks down the primary 
requests by gender. 

FIGURE 148: Course Request Tally report sample results

Report options include:
• Report Type: 

“By grade” uses the student’s projected grade level and lists the courses 
alphabetically [Figure 148].

“By grade and department” uses the student’s projected grade level and groups 
the courses by department.

“By term” uses the coming term and lists the courses alphabetically. 

“By term and department” uses the coming term and groups the courses by 
department.

“By gender and ethnic category”

• Show: 
Totals Only
Percentages Only
Totals and Percentages

• Sort Order: By course name or number

Course Request Tally by Grade
This report presents the total number of student requests for each course [Figure 
149]. It shows both primary and alternate requests and breaks down the primary 
requests by gender and by grade. 
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FIGURE 149: Course Request Tally by Grade report sample results

Course Request Tally by Term
This report presents the total number of student requests for each course [Figure 
150]. It shows both primary and alternate requests and breaks down the primary 
requests by gender and by the term requested. 
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FIGURE 150: Course Request Tally by Term report sample results

Course Request Tally by Term by Dept
This report presents the total number of student requests for each course grouped 
by department [Figure 151]. It shows both primary and alternate requests and breaks 
down the primary requests by gender and by the term requested. 

FIGURE 151: Course Request Tally by Term by Department report sample results

Course Request Verification
This report lists a specific student’s course requests in a format that enables a 
student’s parent or guardian to review and sign off on the requests [Figure 152]. 
Primary and alternate requests are listed separately. By default, Chancery SMS sets 
the report filters to only the selected students.
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FIGURE 152: Course Request Verification report sample results

Full Time Equivalent Summary
This report lists scheduled classes for a specific term that details full time 
equivalents (FTEs) for courses [Figure 153]. Details include course scheduling load, 
term, the number of classes created, the percentage of the course that is 
completed within the selected term (for example, 100% for a single-term class, 50% 
for a class that spans two terms), and the scheduling load for the selected term. In 
addition, it details the FTEs needed to cover all created classes, the FTEs allocated 
for the classes needed, and the FTEs of teachers scheduled to classes. Totals are 
also provided, broken down by subject area, department, and term. Note: This 
report does not work with filters.
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FIGURE 153: Full Time Equivalent Summary report sample results

Load Students Log
This report displays the details of scheduling decisions made by the Master Schedule 
Builder [Figure 154].

FIGURE 154: Load Students Log report sample results

Master Schedule
This report lists all courses, the classes scheduled for each course, and the details of 
those classes, including scheduling group, team, term, meeting pattern, teacher, 
room, and number of students [Figure 155].
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FIGURE 155: Master Schedule report sample results

Master Schedule by Meeting Pattern
This report lists all meeting patterns, the classes scheduled for each course, and the 
details of those classes, including scheduling group, team, term, course, teacher, 
room, and number of students [Figure 156].

FIGURE 156: Master Schedule by Meeting Pattern report sample results

Open Seats Summary
This report totals the capacity, seats filled, and seats available for all classes in 
each meeting pattern, broken down by scheduling group and term [Figure 157]. The 
numbers are distributed across grade levels according to the grade levels of 
students with course requests for the associated classes. When there are no 
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students loaded into classes, the distribution across grade levels is evenly balanced 
for each class. As students are loaded into classes, the grade level distribution 
adjusts dynamically to reflect actual grade levels in the different classes.

This report is useful for schools using secondary scheduling, but it also runs for 
schools using elementary scheduling if meeting patterns are defined and assigned to 
lasses.

FIGURE 157: Open Seats Summary report sample results

Room Matrix by Day Period
The report displays how a school’s rooms are used during each period of each day’s 
schedule [Figure 158]. Where a room is assigned to a course, the reports shows the 
class, teacher, department, the number of students in the class, and the class 
capacity. Where there is a conflict (that is, more than one class scheduled into a 
room in a given period), the first class is displayed and a message indicates the 
conflict. The report is broken down by scheduling group, but any overlap with 
classes from other scheduling groups is shown for each period.

This report is useful for schools using secondary scheduling, but it also runs for 
schools using elementary scheduling if meeting patterns are defined and assigned to 
lasses.
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FIGURE 158: Room Matrix by Day Period report sample results

On this report, we recommend using the following default filters:

Room Schedule
This report lists the details of classes being held in a particular room [Figure 159], 
including the meeting pattern, term, class name, teacher, and the number of 
students versus the room capacity.

FIGURE 159: Room Schedule report sample results

Filter Filter Option Description

Room Name Prompts users to filter by room name.

Number Prompts users to filter by room number.
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Room Schedule Matrix
The report displays how a school room is used during each period on each day of the 
week [Figure 160]. For each class, the report includes the term, class name, teacher, 
and the number of students versus the room capacity

FIGURE 160: Room Schedule Matrix report sample results

On this report, we recommend using the following default filters:

Scheduling Configuration
This report provides a summary [Figure 161] of the following settings configured on 
the Scheduling Steps page:
• Under Step 2, Scheduling Structure
• Under Step 3, Class Loading Rules
• Under Step 5, Class Scheduling Options
• Under Step 6, Student Loader Options

Filter Option Description

Building Name Prompts users to filter by building name.

Room Name Prompts users to filter by room name.

Number Prompts users to filter by room number.

Term Name Prompts users to filter by term name.
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FIGURE 161: Scheduling Configuration report sample results

Scheduling Performance Statistics
This report provides statistics related to the effectiveness of the master schedule as 
it relates to student requests scheduled, with detail by scheduling group and grade 
level [Figure 162].
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FIGURE 162: Scheduling Performance Statistics report sample results

Scheduling Pre-check Builder
This report lists potential problem areas with the scheduling setup before a run of 
the Master Schedule Builder [Figure 163].
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FIGURE 163: Scheduling Pre-check Builder report sample results

Scheduling Pre-check Loader
This report provides a summary of all of the scheduling setup information that 
influences the “Load Students” process [Figure 164]. It includes sections for: Teacher 
Conflicts, Room Conflicts, Classes missing Teachers, Classes missing Rooms, and 
Classes missing Meeting Patterns.

FIGURE 164: Scheduling Pre-check Loader report sample results
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Student Schedule (Elementary)
For elementary schools, this report produces a schedule of classes for each student 
[Figure 165]. 

FIGURE 165: Student Schedule (Elementary) report sample results

Report options include:
• Effective Date: The current date, the entire school year, or a specified date 

range
• Sort Print Output By:

Student last name
Active Calendar homeroom
Planning calendar homeroom
Active Calendar homeroom teacher
Planning calendar homeroom teacher
Active Calendar grade level
Planning calendar grade level
Teacher for a specific Active Calendar

• Scheduling Group 
• Meeting Pattern

Student Schedule
For secondary schools, this report produces a schedule of classes for each student 
[Figure 166]. By default, Chancery SMS sets the report filters to only the selected 
students. For a secondary school, this report is available on the Student Search 
Results page.
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FIGURE 166: Student Schedule report sample results

Student Schedule Matrix (Elementary)
For elementary schools, this report displays a week’s schedule of classes for each 
student [Figure 167]. By default, Chancery SMS sets the report filters to only the 
selected students. Note: A School Administrator can run this report from the Student 
Search Results page [Searching for students, p. 36].

FIGURE 167: Student Schedule Matrix (Elementary) report sample results

Report options include:
• Effective Date: The current date, the entire school year, or a specified date 

range
• Sort Print Output By:

Student last name
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Active Calendar homeroom
Planning Calendar homeroom
Active Calendar homeroom teacher
Planning Calendar homeroom teacher
Active Calendar grade level
Planning Calendar grade level
Teacher for a specific Active Calendar

• Scheduling Group 
• Meeting Pattern

Student Schedule Matrix
For secondary schools, this report displays a week’s schedule of classes for each 
student [Figure 168]. By default, Chancery SMS sets the report filters to only the 
selected students. Note: A School Administrator can run this report from Student 
Search Results page [Searching for students, p. 36].

FIGURE 168: Student Schedule Matrix report sample results

Student Schedule Load Summary
This report compares each student’s scheduled course load with his or her requested 
load [Figure 169]. 
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FIGURE 169: Student Schedule Load Summary report sample results

Teacher Schedule
This report lists each teacher’s schedule of classes [Figure 170].

FIGURE 170: Teacher Schedule report sample results

Teacher Schedule Matrix
This report displays a week’s schedule of classes for each teacher [Figure 171]. Note: 
This report does not display information for staff not assigned to a Staff 
Department.
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FIGURE 171: Teacher Schedule Matrix report sample results

Teacher Matrix by Day and Period
The report displays where each teacher is assigned during each period of each day’s 
schedule [Figure 172]. For a teacher assignment, the report shows the class, room 
number, the number of students in the class, and the class capacity. Where there is 
a conflict (that is, more than one assignment in a given period), the first class is 
displayed and a message indicates the conflict. The report is broken down by 
scheduling group, but any overlap with classes from other scheduling groups is 
shown for each period.

This report is useful for schools using secondary scheduling, but it also runs for 
schools using elementary scheduling if meeting patterns are defined and assigned to 
lasses.

FIGURE 172: Teacher Matrix by Day Period report sample results

On this report, we recommend using the following default filters:

Filter Option Description

Teacher Last Name Prompts users to filter by teacher last name.

First Name Prompts users to filter by teacher first name.

Term Name Prompts users to filter by term name.

Staff Department Code Prompts users to filter by staff department short name. 

Description Prompts users to filter by staff department description.
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Unscheduled Rooms
This report lists rooms that have not yet been used in scheduling classes [Figure 173]. 
The report can cover specific room types or terms. The report displays only those 
rooms that do not have a conflicting schedule item for a particular combination of 
meeting pattern, term, and scheduling group. It also provides additional key 
information, such as optimal and maximum room capacity and the number of classes 
already scheduled for that combination.

FIGURE 173: Unscheduled Rooms report sample results

Unscheduled Student Analysis
Only for schools using secondary scheduling, this report displays each student’s 
requested but unscheduled classes [Figure 174]. By default, Chancery SMS sets the 
report filters to only the selected students. Note: If the school has a large number of 
unscheduled students, this report may take a long time to generate results.

FIGURE 174: Unscheduled Student Analysis report sample results
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On this report, we recommend using the following default filters:

Unscheduled Students
This report lists students who are not scheduled for a class in a particular 
combination of scheduling group, term, and meeting pattern [Figure 175]. 

FIGURE 175: Unscheduled Students report sample results

Unscheduled Teachers
This report lists teachers who have not yet been scheduled to teach a class [Figure 
176].

FIGURE 176: Unscheduled Teachers report sample results

Filter Option Description

School Student Surname Prompts users to filter by student surname.

First Name Prompts users to filter by student first name.
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Student Behavior reports
Discipline Profile

This report provides each student’s complete discipline history, organized by 
incident [Figure 177]. An administrator at any school can generate results for any 
student in the district, which include incidents recorded at other schools. By 
default, Chancery SMS sets the report filters to only the selected students.

The report includes only those incidents in which the student is associated with the 
Event/Concern and that have an Event/Concern whose “Discipline Event/Concern” 
flag is selected. The student can be a primary involved person, a witness, or a 
victim. 

FIGURE 177: Discipline Profile Report sample results
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Summary reports
ADA/ADM Summary Report

This report enables a School Administrator to tally and compare ADA (Average Daily 
Attendance, that is, the average number of students per day recorded as “present”) 
and ADM (Average Daily Membership, that is, the average number of students per 
day enrolled) for a specified date range or attendance period. 

This report relies on how the school or district designates the various kinds of days it 
has set up: a day counted for membership is any day with a value other than 0; a day 
counted for attendance is any day designated for the taking of attendance. 

Membership is calculated according to the Day Value. For example, for a half-day, 
where no classes are scheduled at all, the Day Value is set to 0.5 and the Take Att 
value is set to Yes, but the Instructional Day is set to No. If a student was scheduled 
to attend school for such a day, the student’s ADM reflects only the portion of day 
enrolled in school, therefore the student's ADM would be 0.5.

FIGURE 178: ADA/ADM Report sample results

Report options include:
• Reporting Date: Sets the date range. Note: For Reporting Date, if you specify a 

Start or End date that falls outside the school calendar, Chancery SMS 
automatically adjusts the date of the report to match that of the school 
calendar. If both the start and end dates you specify both fall before or both 
after the school calendar, Chancery SMS does not adjust the dates, however the 
report generates a blank page.

• Calculate attendance statistics using:
Values: For a report based on values, the report draws on attendance code types 
(that is, Present, Absent, Tardy) and the values associated with different kinds of 
days (such as Teaching, Professional Development, Holiday). Note: If, for an 
enrolled student, no attendance is recorded, the report uses a null value.

Occurrences (number of times the student was given a code): Note: If, for an 
enrolled student, no attendance is recorded, the report considers it as 0 
occurrences.

• Format: 
By Grade
By Grade and Gender
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Test Management reports
Student Test History

This report lists all the tests each student has taken in the district. This report 
displays test sessions grouped by test and sorted by test date [Figure 179]. A School 
Administrator or counselor could use this report to determine appropriate programs 
and courses for the student.

FIGURE 179: Student Test History report sample results

Student Test Profile
This report shows all of the details of a specific test for each student, including 
subtests and skills [Figure 180]. A School Administrator, counselor, or Teacher could 
use this report to identify a student’s weakness in particular areas of study.

FIGURE 180: Student Test Profile report sample results

Test Scores Below Minimum Requirements
This report lists all students who did not meet minimum requirements for a test 
session, within a single school or across the entire district [Figure 181]. Information 
on the students includes ethnicity and gender.
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Note: This report is only available if a numeric score type (for example, raw score) 
has been used for the test, and maximum and passing scores have been entered for 
that score type. If more than one numeric score type with maximum and passing 
scores have been defined, the report defaults to the first.

FIGURE 181: Test Scores Below Minimum Requirements report sample results

Test Session Details
This report lists all students who participated in a particular test session, within a 
single school or across the entire district [Figure 182]. Information on the students 
includes ethnicity and gender.

FIGURE 182: Test Session Details report sample results

Test Session Summary
This report compares student results in a test session by gender and ethnicity within 
a single school or across the entire district [Figure 183].

Note: This report is only available if a numeric score type (for example, raw score) 
has been used for the test, and maximum and passing scores have been entered for 
that score type. If more than one numeric score type with maximum and passing 
scores have been defined, the report defaults to the first.



 Appendices 
Chancery SMS 7.6.0 School Administration Manual, Build: 6/24/11

268

FIGURE 183: Test Session Summary report sample results

Other reports
PowerTeacher Grades Entry Error Report

For a district using PowerTeacher Gradebook, this report captures synchronization 
issues that may occur between PowerTeacher Gradebook and Chancery SMS. The 
report shows the number of errors per error type category, along with the total 
number of errors. The report also provides a detailed breakdown of each grade 
entry error by reporting period, by school, by teacher, by class, and by student.

Report options include:
• Error Type Category:

Schedule Setup: Select this check box to include Invalid classes and terms.

Grading Setup: Select this check box to include invalid secondary course grade 
items, elementary report card items, and grading periods.

Enrollment (school or class): Select this check box to include Invalid school and 
class enrollment.

Invalid grades/comments
Late grades
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Chancery SMS built-in reports

Administration reports (built-in)
Student Behavior Summary

This report summarizes the number of disciplinary actions taken in a school by grade 
and action type [Figure 184]. 

FIGURE 184: Student Behavior Summary report sample results

Report options include:
• Report Date From/Report Date To: Sets the date range. The default is Today.
• Report Version: Specifies whether the report should include Events/Concerns or 

Actions, and how the information is to be sorted (by grade level, gender, age, or 
ethnicity).
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School Calendar List
FIGURE 185: School Calendar List report sample results

Student Change History
FIGURE 186: Student Change History report sample results
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School Conversion Log
FIGURE 187: School Conversion Log report sample results

Security Audit Summary
FIGURE 188: Security Audit Summary report sample results
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Security Audit Details (by Time)
FIGURE 189: Security Audit Details report sample results

A IP Address: The IP address of the user’s 
computer at the time of the Event.

B Platform/Browser: The computer 
operating system on the user’s computer 
and the browser [p. 29] he or she used at 
the time of the event. 

Attendance reports (built-in)

Attendance Exceptions Student List
FIGURE 190: Attendance Exceptions Student List report sample results

A B
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Daily Attendance Phone Register
FIGURE 191: Daily Attendance Phone Register report sample results

Grading reports (built-in)
Elementary Progress

Appears in the Reports menu on a student search results page [p. 46].

FIGURE 192: Progress report sample results
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Elementary Report Card
Appears in the Reports menu on a student search results page [p. 46]. 

FIGURE 193: Report Card - Elementary report sample results

Secondary Progress
Appears in the Reports menu on a student search results page [p. 46].
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FIGURE 194: Secondary Progress report sample results
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Secondary Report Card
Appears in the Reports menu on a student search results page [p. 46]. 

FIGURE 195: Secondary Report Card report sample results

Student List reports (built-in)
Award Certificate

Refer to Awards setup [p. 171].
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Contact Mailing Labels
FIGURE 196: Contact Mailing Labels report sample results
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Homeroom Roster Emergency Contacts
FIGURE 197: Homeroom Roster Emergency Contacts report sample results

Homeroom Roster by Gender
FIGURE 198: Homeroom Roster by Gender report sample results
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Homeroom Roster report
FIGURE 199: Homeroom Roster report sample results

Student Birthday List
FIGURE 200: Student Birthday List report sample results
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Student Directory
FIGURE 201: Student Directory report sample results

Student List
FIGURE 202: Student List report sample results
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Student Mailing Labels
FIGURE 203: Student Mailing Labels report sample results
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Student Medical
FIGURE 204: Student Medical report sample results
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Summary reports (built-in)
Age Breakdown Summary

FIGURE 205: Age Breakdown Summary report sample results

Daily Attendance Summary
FIGURE 206: Daily Attendance Summary report sample results
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Ethnicity by School and Grade
FIGURE 207: Ethnicity by School and Grade report sample results
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Home Language Summary
FIGURE 208: Home Language Summary report sample results
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Student Graduation Status
FIGURE 209: Student Graduation Status report sample results
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Daily attendance code calculation rules planning 
worksheets

The following sample worksheets [Table 54]  [Table 57] enable you to plan the rules by 
which Chancery SMS calculates each student’s daily attendance code [p. 150].

TABLE 54: Worksheet for a Twice-daily to daily attendance code calculation rules 
(Table 55 [p. 288] and Table 56 [p. 289] show completed samples) 

Rule Set Name:

Date created/revised:

Created/revised by:

Purpose:

Rule 1 Scheduling Group

Day

AM Code

PM Code 

Daily Code

Rule 2 Scheduling Group

Day

AM Code

PM Code 

Daily Code

Rule 3 Scheduling Group

Day

AM Code

PM Code 

Daily Code

Rule 4 Scheduling Group

Day

AM Code

PM Code 

Daily Code

Rule 5 Scheduling Group

Day

AM Code

PM Code 

Daily Code

Notes:
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TABLE 55: Completed sample of Table 54 [p. 287]

Rule Set Name: Present Daily if Present in AM or PM

Date created/revised: June 30, 2003

Created/revised by: Sheryl Allen

Purpose: District policy states that if a student comes to school at any one point 
during the day – even for only a minute – that student is counted as 
present on that date. Therefore, assign a Present daily attendance code 
to those students that attend school either in the morning, in the 
afternoon, or all day.

Scheduling Group All

Day Day 4

Rule 1 AM Code Any Presence

PM Code Ignore

Daily Code Present

Rule 2 AM Code Ignore

PM Code Any Presence

Daily Code Present

Rule 3 AM Code Any Absence

PM Code Any Absence

Daily Code Absent

Notes:
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TABLE 56: Completed sample of Table 54 [p. 287]

Rule Set Name: Present Daily if Present in AM or PM

Date created/revised: June 30, 2003

Created/revised by: Sheryl Allen

Purpose: Our school uses custom “Absent/Present” and “Present/Absent” daily 
codes to track morning and afternoon attendance.
Therefore, separate rules calculate morning and afternoon kindergarten 
classes, as well as for students that attend all day.

Scheduling Group Full Day

Day Day 3

Rule 1 AM Code Any Absence

PM Code Any Presence

Daily Code Absent/Present

Rule 2 AM Code Any Presence

PM Code Any Absence

Daily Code Present/Absent

Scheduling Group AM Only

Day Day 3

Rule 3 AM Code Any Presence

PM Code Any Presence

Daily Code Present

Scheduling Group PM Only

Day Day 3

Rule 3 AM Code Any Absence

PM Code Any Absence

Daily Code Absent
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TABLE 57: Worksheet for a Class (Period) to daily attendance code calculation rules (Table 
58 [p. 291] shows a completed sample) 

Rule Set Name:

Date created/revised:

Created/revised by:

Purpose:

Scheduling Group

Day

Rule 1 Code in Period 1

Code in Period 2

Code in Period 3

Code in Period 4

Code in Period 5

Code in Period 6

Daily Code

Rule 2 Code in Period 1

Code in Period 2

Code in Period 3

Code in Period 4

Code in Period 5

Code in Period 6

Daily Code

Rule 3 Code in Period 1

Code in Period 2

Code in Period 3

Code in Period 4

Code in Period 5

Code in Period 6

Daily Code

Rule 4 Code in Period 1

Code in Period 2

Code in Period 3

Code in Period 4

Code in Period 5

Code in Period 6

Daily Code

Notes:
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TABLE 58: Completed sample of Table 57 [p. 290]

•
•
•

•
•

•

 

Rule Set Name:

Date created/revised: June 30, 2003

Created/revised by: Sheryl Allen

Purpose: District policy states that if a student is present for the second period, 
that student is counted as present on that date.

Scheduling Group All

Day Day 5

Rule 1 Code in Period 1 Ignore

Code in Period 2 Present

Code in Period 3 Ignore

Code in Period 4 Ignore

Code in Period 5 Ignore

Code in Period 6 Ignore

Daily Code Present

Rule 2 Code in Period 1 Ignore

Code in Period 2 Absent

Code in Period 3 Ignore

Code in Period 4 Ignore

Code in Period 5 Ignore

Code in Period 6 Ignore

Daily Code Absent
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Field name index

This section lists all the field names from Chancery SMS, and supporting applications 
such as web browsers and Windows, that are documented in this manual.

Symbols
# ..................................................................................................... 153
# Threshold ....................................................................................... 157
% Credit .......................................................................... 166, 168, 169, 170
% of full time status ............................................................................. 177

Numerics
1st Threshold ..................................................................................... 156
2nd Threshold .................................................................................... 156

A
Absent ............................................................................................. 149
Academic plan ................................................................................. 54, 55
Action ................................................................................................84
Action by Rule Threshold ...................................................................... 157
Action category ....................................................................................84
Action created .....................................................................................85
Action description .................................................................................84
Action End Date ....................................................................................80
Action severity .....................................................................................84
Action Start Date ..................................................................................80
Action step ..........................................................................................86
Action step category ..............................................................................86
Action step status .................................................................................86
Action sub-category ...............................................................................84
Action type .........................................................................................84
Actions ...............................................................................................78
Actual completion date ..........................................................................85
Additional communication numbers ...................................................... 56, 59
Additional contacts ................................................................................61
Additional override details ......................................................................63
Address (browser) ............................................................................ 10, 11
Alert is HIGH Priority .............................................................................33
Alert Message .......................................................................................33
Alert Name ..........................................................................................33
All classes ................................................................................... 127, 128
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All Criteria ....................................................................................48, 174
All students ....................................................................................... 127
Allow (#) concurrent classes .................................................................. 160
Alternate number .................................................................................55
Any Criteria ...................................................................................48, 174
As of Date ......................................................................................... 143
Assign Field ........................................................................................................54
Assign Field ........................................................................... 204, 205, 210
Attendance ....................................................................................... 162
Attendance Code ................................................................................ 153
Attendance type ................................................................................. 148
Attendance value ................................................................................ 148
Available Action Selected ........................................................................80
Available action steps ............................................................................84
Available Actions ..................................................................................80
Available codes .................................................................................. 156
Available Columns ..................................................................21, 22, 23, 176
Available Events/Concerns .......................................................................80
Available Quick Links .............................................................................18
Available Reports ..................................................................................99
Award criteria .................................................................................... 172
Award date ..........................................................................................66
Award name ..................................................................................66, 172

B
Base Day Type .................................................................................... 140
Bell Schedule Based on Day ................................................................... 142
Birth certificate on file ...........................................................................55
Birth country .......................................................................................55
Birth state ...........................................................................................55
Birthdate ................................................................................. 51, 55, 176
Birthdate verification .............................................................................55
Birthplace ...........................................................................................55
Browser ............................................................................................ 130
Building name .................................................................................... 159
Building no. ....................................................................................... 159
By class ............................................................................................ 144

C
Calculation ........................................................................................ 125
Can be scheduled ................................................................................ 160
Capacity ........................................................................................... 161
Case outcome ......................................................................................82
Category .......................................................................................40, 104
Cellular phone .................................................................................... 177
Certificate description ......................................................................... 172
Charges laid .........................................................................................82
Citizenship status ..................................................................................55
Class ..................................................................................................82
Class Name ..........................................................................................61
Clear daily codes ................................................................................ 127
Collect Attendance ........................................................................ 145, 146
COLUMN_NAME ................................................................................... 107
Combined total of the selected codes ....................................................... 156
Comment category .............................................................................. 163
Comment code .....................................................................................75
Communication number .................................................................. 160, 161
Contact information ...............................................................................54
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Contact name ..................................................................................... 160
Contact position ...................................................................................59
Contact type ........................................................................................59
Contact with student not allowed ..............................................................59
Convictable .........................................................................................82
Counselor ...................................................................................... 54, 88
Count within ...................................................................................... 156
Country of citizenship ............................................................................55
Credentials ........................................................................................ 177
Critical/chronic health indicator ...............................................................57
Current age .................................................................................... 51, 54
Current enrollment status .......................................................................85
Current grade level ...............................................................................54
Current homeroom ................................................................................54
Custom ....................................................................................... 105, 106

D
Daily Code ......................................................................................... 152
Daily Code Calculation Rules-Occurrence Method ........................................ 153
Date ....................................................................................... 62, 64, 141
Date range ..................................................................71, 126, 127, 128, 129
Day ........................................................................................... 152, 153
Day Type ........................................................................................... 142
Day Value .......................................................................................... 140
Decimal places ................................................................................... 167
Default attendance code ................................................................. 150, 162
Define Columns ....................................................................................24
Define Sorting ......................................................................................24
Demerits .............................................................................................84
Description .....................................................................33, 43, 86, 140, 148
Description in Legend ........................................................ 166, 168, 169, 170
Details ............................................................................................. 142
Disability ............................................................................................57
Disciplinary action administrator ............................................................. 178
Discrepancy reason ...............................................................................84
Display by ...........................................................................................15
Disregard Attendance in Credit Calculation ................................................ 157
Distance from school ......................................................................... 54, 63
District default (5.0000) ....................................................................... 181
Doctor’s address ...................................................................................57
Doctor’s name ......................................................................................57
Doctor’s phone .....................................................................................57
Does the student speak a language other than English? ...................................58
Dominant language ................................................................................58
Drug description ...................................................................................82

E
Education ...........................................................................................59
Education level ................................................................................... 177
Email .................................................................................................59
Email address .................................................................................56, 177
Emergency ..........................................................................................59
Emergency contact name ...................................................................... 177
Emergency contact number ................................................................... 177
Employer name ....................................................................................59
Employment address ..............................................................................59
Employment type ..................................................................................59
End date ...........................................................................86, 178, 179, 180
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End Time .......................................................................................... 142
End time .............................................................................................86
English language background ....................................................................63
Enrollment Status .................................................................................56
Enrollment status ............................................................................. 54, 55
Entire school calendar year ............................................................. 127, 128
Entry Code ........................................................................................ 120
Equivalent grade type .................................................................... 165, 167
Estimated cost .....................................................................................82
Ethnic category ....................................................................................58
Event/concern ......................................................................................83
Event/concern category ..........................................................................83
Event/concern description ......................................................................83
Event/concern sub-category ....................................................................83
Events or concerns ................................................................................78
Exception day description ..................................................................... 141
Exception reason ............................................................................. 56, 62
Exemption ...........................................................................................64
Exemption reason .................................................................................64
Exit date ........................................................................................... 177
Expand to show all content ......................................................................25

F
Factors available ...................................................................................82
Factors selected ...................................................................................82
Family name ........................................................................................61
Family number .....................................................................................60
Family units .........................................................................................61
Feature Area ........................................................................................23
Federal ethnic category ....................................................................58, 177
Federal race categories ....................................................................58, 177
Field ................................................................................................ 130
File ................................................................................................. 101
Filters ................................................................................................97
First date enrolled US school .............................................................. 56, 58
First name ................................................................................ 51, 59, 176
First or preferred name ..........................................................................14
For today .......................................................................................... 128
FTE ................................................................................................. 180
Full legal name (if different) ....................................................................55
Full-time teaching load ......................................................................... 181

G
Gender ...............................................................................................51
Generation ....................................................................................51, 176
Gets mailings for ...................................................................................59
Grade ...........................................................................................62, 162
Grade Calculations .............................................................................. 170
Grade level ....................................................................................64, 117
Grade Points .......................................................................... 166, 168, 169
Grading Scale ..................................................................................... 166
Grading scale ..................................................................................... 168
Grading table name ............................................................................. 164
Graduation Grade ................................................................................ 122
Grbk % Cutoff ............................................................................... 166, 169
Grbk % Value ................................................................................ 166, 169
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H
Has custody of student ...........................................................................59
Has permission to pickup ........................................................................59
Hire date .......................................................................................... 177
Home address ......................................................................................59
Home address is in school’s area .......................................................... 54, 63
Home language ................................................................................ 58, 59
Home phone ...................................................................................... 177
Home school ..................................................................................62, 176
Home School (Active) ........................................................................... 204
Home school (Active) ....................................................................51, 54, 55
Home school grade level (Active) ......................................................... 51, 55
Home school homeroom .........................................................................55
Homeroom name ................................................................................ 161

I
Immigrant student ............................................................................ 55, 58
Immigrated from ...................................................................................58
In district school ...................................................................................64
Inactive as of ..................................................................................... 148
Incident category ..................................................................................78
Incident description ...............................................................................78
Incident start .......................................................................................78
Include in daily attendance code calculation rules ....................................... 154
Include in instructional/attendance minutes calculation ............................... 146
Include school/district name ....................................................................25
Input Grade ................................................................................. 168, 170
Instr. service period of service .................................................................63
Instr. services to English learners ............................................................ 177
Instr. type to Eng. learners .................................................................... 180
Instructional Day ................................................................................. 141
Is a language other than English spoken at home? ..........................................58

J
Job classification .......................................................................... 179, 180
Job name .......................................................................................... 125
Job position .........................................................................................59

L
Label ............................................................................................... 142
Landscape ...........................................................................................25
Language of instruction ........................................................................ 180
Last name ................................................................................ 51, 58, 176
Legal .................................................................................................25
Legal alert ...........................................................................................54
Letter ................................................................................................25
Letter Grade ...................................................................................... 165
Level ................................................................................... 165, 167, 168
Level adjustment factor ....................................................................... 167
License # .......................................................................................... 177
Licensure check ................................................................................. 177
List ............................................................................................... 47, 48
List members .................................................................................. 43, 44
List name ............................................................................................43
Lives with ..................................................................................59, 60, 61
Location .............................................................................................82
Location category .................................................................................82
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Lower Cutoff ......................................................................... 165, 166, 168
Lunch status ................................................................................... 54, 58

M
Mailing address .........................................................................57, 160, 177
Match ...........................................................................................48, 174
Max no. of digits ................................................................................. 167
Maximum capacity ............................................................................... 160
Medical alert ........................................................................................57
Medical number ....................................................................................57
Meeting Pattern ..............................................................................61, 162
Middle name ............................................................................. 51, 59, 176
Migrant status ......................................................................................58

N
Native language ....................................................................................58
New School ....................................................................................... 120
New Value ............................................................................. 204, 205, 210
Next year projected grade .......................................................................56
No. of grade columns .............................................................................74
Numeric grades input range ............................................................. 167, 171
Numeric grades scale ..................................................................... 167, 171

O
Occurrence Method ............................................................................. 151
Once daily ......................................................................................... 144
One time ......................................................................................99, 126
Optimal capacity ................................................................................. 160
Other language .....................................................................................58
Other location details ............................................................................82
Other staff number 1 ........................................................................... 177
Other staff number 2 ........................................................................... 177
Other time details .................................................................................82
Out of district school .............................................................................64
Output Options ................................................................................ 26, 97
Output to file ..................................................................................... 101
Overall incident severity .........................................................................78
Override ........................................................................................... 181

P
P/F ................................................................................ 166, 168, 169, 170
Page size ............................................................................................25
Password ....................................................................................... 11, 59
Path ................................................................................................. 101
Period ..........................................................................................82, 126
Period # ............................................................................................ 152
Period 1 ............................................................................................ 153
Period 2 ............................................................................................ 153
Period 3 ............................................................................................ 153
Period Name ...................................................................................... 142
Permission to .......................................................................................57
Permission to share lunch eligibility ...................................................... 54, 58
Permissions ................................................................................. 105, 106
Persons involved .............................................................................. 83, 84
Physical address .................................................................. 57, 63, 160, 177
Placement classification .........................................................................54
Plan name ...........................................................................................93
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Plan version end year .............................................................................93
Plan version start year ...........................................................................93
Planning Calendar ............................................................................... 204
Platform ........................................................................................... 130
Police file number .................................................................................82
Police involvement ................................................................................82
Portrait ..............................................................................................25
Position ............................................................................................ 177
Preferences .........................................................................................97
Preferred name ......................................................................... 51, 54, 176
Present ............................................................................................ 149
Previous first name ............................................................................. 177
Previous last name .............................................................................. 177
Previous license number ....................................................................... 177
Previous middle name .......................................................................... 177
Previous social security # ...................................................................... 177
Previously completed .............................................................................84
Print format ........................................................................................25
Print the award certificate graphic on each page ..........................................66
Program ..............................................................................................63
Program override reason .........................................................................63
Program status .....................................................................................63
Projected Grade ................................................................................. 124
Projected School ................................................................................. 121

Q
Queue ................................................................................................63
Quick link name ....................................................................................18
Quick link url .......................................................................................18
Quick Links on Home Page .......................................................................18

R
Receives Specialized Services ............................................................. 52, 85
Recurring ......................................................................................99, 126
Referred by .........................................................................................78
Referred by Last Name ...........................................................................77
Referred by, other .................................................................................78
Registration grade level ..........................................................................55
Registration status ...........................................................................55, 117
Relate to incident number .......................................................................82
Related Events or Concerns .....................................................................84
Related to Specialized Services hearing ......................................................84
Relationship to student ..........................................................................59
Report Name ........................................................................................25
Reporting Grade ........................................................................... 168, 170
Reports on the Home Page ......................................................................99
Requested school ............................................................................56, 124
Requires police notification .....................................................................83
Requires specialized services notification ...................................................83
Requires translator ................................................................................59
Responsible person ................................................................................83
Responsible person (other) ......................................................................83
Responsible person, school ......................................................................83
Resulting Daily Code ............................................................................ 153
Room ...........................................................................................61, 161
Room name ....................................................................................... 160
Room no. .......................................................................................... 160
Room type ......................................................................................... 160
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Rule name ......................................................................................... 156
Run now .......................................................................................99, 126

S
Sample Method ................................................................................... 151
Saved report options ......................................................................... 97, 98
Saved Student List ............................................................................... 127
Scheduling Group .............................................................. 142, 152, 153, 162
Scheduling group ..................................................................................82
Scheduling options ................................................................................97
School ......................................................................... 64, 78, 130, 178, 179
School building .....................................................................................82
School for Student # Generation ............................................................. 117
School name ........................................................................................64
School room ........................................................................................82
Search for schema ............................................................................... 106
Search results ......................................................................................44
Section 504 eligible ...............................................................................52
Select a schema .................................................................................. 106
Select a version ....................................................................................91
Selected action steps .............................................................................84
Selected classes ............................................................................ 127, 128
Selected codes ................................................................................... 156
Selected Columns ....................................................................... 21, 22, 176
Session ...............................................................................................63
Set graduated student grade level to ........................................................ 121
Severity ..............................................................................................83
Short code .................................................................................. 140, 148
Short name ........................................................................................ 164
Show All .............................................................................................80
Show Only Events/Concerns That Relate to the Selected Incident Category ..........80
Social security # ........................................................................ 51, 59, 176
Sort by Group/Year .............................................................................................89
Special documents ................................................................................59
Staff assignment ................................................................................. 180
Staff departments ............................................................................... 178
Staff ID ............................................................................................. 176
Staff status ........................................................................................ 178
Start date .........................................................................86, 178, 179, 180
Start Pattern Using Day ......................................................................... 143
Start Time ......................................................................................... 142
Start time ...........................................................................................86
State equivalent ........................................................................... 140, 148
State number .................................................................................. 51, 55
Status .............................................................................................. 211
Status Code ....................................................................................... 119
Status code .........................................................................................62
Student ID ......................................................................................... 129
Student name or ID .......................................................................14, 36, 37
Student number ..............................................................................51, 127
Student promotion status ..................................................................54, 210
Student type ........................................................................................55
Students .............................................................................................61
System will assign plan version based on student’s year of entry into grade 9 .......91

T
TABLE_NAME ...................................................................................... 107
Take Attendance ................................................................................. 140
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Target action end date ...........................................................................85
Target action start date ..........................................................................85
Teacher ........................................................................................61, 161
Teacher can use .................................................................................. 148
Teacher funds .................................................................................... 180
Term ..................................................................................................61
Test accommodation ..............................................................................52
Test date ............................................................................................64
Test session .........................................................................................64
This Alert is .........................................................................................33
Time classification .................................................................................82
Time sub-classification ...........................................................................82
Title ............................................................................................58, 176
Today ............................................................................................... 127
Total future suspension days (incl. today) ....................................................85
Total past suspension days .......................................................................85
Total plan version credits ........................................................................93
Total time required ...............................................................................84
Twice daily ........................................................................................ 144
Type .................................................................. 129, 164, 165, 167, 168, 169

U
Unexcused ........................................................................................ 148
Update student plan with the district default ...............................................90
Upload to parent portal ....................................................................54, 131
Use Attendance in Credit Calculations ...................................................... 157
Use for Defaults in Day Type List Settings .................................................. 141
Use for intervals ................................................................................. 148
Use report file .............................................................................. 105, 106
User ................................................................................................ 176
User ID (sign-in) ....................................................................................11
User Name ........................................................................................ 129

V
View ...................................................................................23, 24, 44, 163
View description ...................................................................................24
View name ..........................................................................................24
Violates zero tolerance policy ..................................................................83

W
Waived ...............................................................................................64
Weapon ..............................................................................................82
Weapon category ..................................................................................82
Wheelchair accessible .......................................................................... 161
Withdrawal Code ................................................................................. 120
Work phone ....................................................................................... 177

Y
Year degree earned ............................................................................. 177
Year entered 9th grade ...........................................................................55
Year entered country ........................................................................ 55, 58
Year started school ........................................................................... 56, 58
Yrs experience outside district ............................................................... 177
Yrs prev. experience in district ............................................................... 177

Z
Zero tolerance policy .............................................................................84
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Zoned school .................................................................................62, 119
Zoned school (Active) ........................................................................ 52, 55
Zoned school (Planning) ..........................................................................56
Zoned school (projected) ...................................................................... 124
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Permissions index

This index enables the District Administrator to locate and view all permissions 
described in this document in the context of the system features to which they 
apply. A District Administrator uses permissions [Role permissions, p. 189] to control 
the access of system users to various tasks and information. 

A
Academic Category Severity High (Student Behavior) .....................................77
Academic Category Severity Low (Student Behavior) ......................................77
Academic Category Severity Medium (Student Behavior) .................................77
Academic Plan Setup (District) ...........................................................86, 197
Academic Planning > Mass Assign Academic Plan ...........................................87
Academic Planning > Override Student Academic Plan Version .........................86
Academic Planning > Student Academic Plan ........................................... 86, 87
Academic Planning > Student Academic Plan Notes ........................................87
Add Grades (Grading) .............................................................................75
Alert Setup (School Setup) .......................................................................32
Assign Values (Students) ................................................................. 203, 209
Attendance > Daily Attendance .............................................................. 209
Attendance > Daily Attendance Override .................................................. 209
Attendance > Override Student Behavior Attendance .......................... 68, 77, 197
Attendance Calc Occurrence Method (School Setup) .................................... 151
Attendance Calc Sample Method (School Setup) .......................................... 151
Attendance Category Severity High (Student Behavior) ...................................77
Attendance Category Severity Low (Student Behavior) ...................................77
Attendance Category Severity Medium (Student Behavior) ..............................77
Attendance Code Setup List (School Setup) .......................................... 148, 149
Attendance Exception Rules (School Setup) ......................................... 151, 157
Attendance General Settings (School Setup) ................................... 144, 158, 197
Attendance Rules for Credit Calculations (District) ...................................... 157
Attendance Rules for Credit Calculations (School Setup) ............................... 157
Awards (Students) .................................................................................67
Awards Setup (School Setup) .................................................................. 172

B
Backfill Grades (Grading) .........................................................................75
Behavior Category 1 Severity High (Student Behavior) ....................................77
Behavior Category 1 Severity Low (Student Behavior) ....................................77
Behavior Category 1 Severity Medium (Student Behavior) ...............................77
Birth Certificate (Students) ......................................................................56
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Buildings (Facilities Management) ...................................................... 159, 206

C
Calendar Day Exceptions (School Setup) .................................................... 206
Change Planning Schedule (School Setup) .................................................. 206
Classes (School Setup) ............................................................................68
Contact Information (Students) .................................................................54
Cross-School Behavior Access (Student Behavior) ..........................................77
Cross-School Student Behavior Access (Student Behavior) ...............................77

D
Daily Attendance (Attendance) ............................................................... 209
Daily Attendance Calculation Method (School Setup) .............................. 144, 151
Daily Attendance Override (Attendance) ................................................... 209
Date/Year Entered 9th Grade (Students) .....................................................56
Day Types Setup List (School Setup) ......................................................... 206
Define District Calendar (District) ...................................................... 194, 206
Define Progress Report Periods (School Setup) ............................................ 162
Define Report Card Periods (School Setup) ................................................ 162
Define School Calendar (School Setup) ............................................... 135, 206
Delete Schools (School Specific Pages) ...................................................... 213
Delete Students (Students) .................................................................... 115
Demographic Data (Students) .......................................................54, 115, 118
Discipline Category Severity High (Student Behavior) .....................................77
Discipline Category Severity Low (Student Behavior) ......................................77
Discipline Category Severity Medium (Student Behavior) .................................77
Distance From School (Students) ...............................................................54
District > Academic Plan Setup ...........................................................86, 197
District > Attendance Rules for Credit Calculations ...................................... 157
District > Define District Calendar ..................................................... 194, 206
District > District Preferences ................................................................ 203
District > Geocode Maps ........................................................................ 203
District > Grade Levels ......................................................................... 203
District > Perform Year-End Processing ..................................................... 213
District > Projected School Maps ............................................................. 203
District > Promote and Graduate Pending Students ...................................... 209
District > Setup Lists ............................................................................ 203
District Staff Assignments (Staff) ............................................................. 196

E
Edit Grades from Other Teachers (Grading) ..................................................75
Enroll Student in School (Students) .............................................. 118, 119, 203
Enter Grades for All Classes (Grading) .........................................................75

F
Facilities Management > Buildings ..................................................... 159, 206
Facilities Management > Rooms ........................................................ 159, 206

G
Global Grid View (User Settings) ...............................................................25
Grade Level Setup List (School Setup) ................................................ 195, 206
Grading > Add Grades .............................................................................75
Grading > Backfill Grades ........................................................................75
Grading > Clear Calculated Grades With Class Drops ..................................... 162
Grading > Edit Grades from Other Teachers .................................................75
Grading > Enter Grades for All Classes ........................................................75
Grading > Override Calculated Grades ..................................................75, 209
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Grading > Override Student Ranks ........................................................... 209
Grading > Override/Recalculate Earned Credits .......................................... 209
Grading > Run Class Ranks ..................................................................... 209
Grading > Run Grade, Credit & GPA Calculations .......................................... 209
Grading Period Sets (School Setup) .................................................... 162, 214
Grading Tables (School Setup) ................................................................ 162

H
Home Language Survey (Students) .............................................................58
Homerooms (School Setup) ..........................................................68, 161, 206

L
Legal Alert (Students) ............................................................................55
Lunch Status Panel (Students) ............................................................. 54, 58

M
Mass Assign Academic Plan (Academic Planning) ...........................................87
Medical Alert (Students) .........................................................................57
Modify Counselor Assignment (Students) ................................................ 55, 87
Modify Grades for Completed Periods (Grading) ............................................75
Modify Home School (Students) ...........................................................54, 203
Multiple School Status Access (Students) ...............................................56, 118

N
Non-Discipline Category Severity High (Student Behavior) ...............................77
Non-Discipline Category Severity Low (Student Behavior) ................................77
Non-Discipline Category Severity Medium (Student Behavior) ...........................77

O
Override Calculated Grade (Grading) ..........................................................75
Override Calculated Grades (Grading) ....................................................... 209
Override Student Academic Plan Version (Academic Planning) ..........................86
Override Student Behavior Attendance (Attendance) .......................... 68, 77, 197
Override Student Behavior Enrollment (Student Behavior) ..............................77
Override Student Ranks (Grading) ........................................................... 209
Override/Recalculate Earned Credits (Grading) ........................................... 209

P
Perform Year-End Processing (District) ..................................................... 213
Photos (Students) ..................................................................................53
Promote and Graduate Pending Students (District) ....................................... 209
Purge Audit Log (School Setup) ............................................................... 129

R
Receives Specialized Services (Students) ....................................................52
Registration Information (Students) ................................................... 115, 118
Report Card Setup (School Setup) ............................................................ 162
Reporting > {report name} .................................................................... 209
Reporting > Student Behavior Summary ......................................................77
Rooms (Facilities Management) ......................................................... 159, 206
Run Class Ranks (Grading) ..................................................................... 209
Run Grade, Credit & GPA Calculations (Grading) .......................................... 209

S
School Setup > Alert Setup ......................................................................32
School Setup > Attendance Calc Sample Method .......................................... 151
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School Setup > Attendance Code Setup List ......................................... 148, 149
School Setup > Attendance Exception Rules ......................................... 151, 157
School Setup > Attendance General Settings .................................. 144, 158, 197
School Setup > Attendance Rules for Credit Calculations ............................... 157
School Setup > Awards Setup ................................................................. 172
School Setup > Calendar Day Exceptions ................................................... 206
School Setup > Change Planning Schedule ................................................. 206
School Setup > Classes ............................................................................68
School Setup > Daily Attendance Calculation Method .............................. 144, 151
School Setup > Daily Attendance Occurrence Method ................................... 151
School Setup > Day Types Setup List ........................................................ 206
School Setup > Define Progress Report Periods ........................................... 162
School Setup > Define Report Card Periods ................................................ 162
School Setup > Define School Calendar ............................................... 135, 206
School Setup > Grade Level Setup List ................................................ 195, 206
School Setup > Grading Period Sets .................................................... 162, 214
School Setup > Grading Tables ................................................................ 162
School Setup > Homerooms .........................................................68, 161, 206
School Setup > Purge Audit Log .............................................................. 129
School Setup > Report Card Setup ........................................................... 162
School Setup > Subject Framework/Course Catalog ...................................... 214
School Setup > View Audit Log .......................................................... 129, 214
School Specific Pages > Delete Schools ..................................................... 213
School Staff Assignments (Staff) .............................................................. 196
Staff > District Staff Assignments ............................................................ 196
Staff > School Staff Assignments ............................................................. 196
Staff > Staff Additional Info ................................................................... 195
Staff > Staff Address/Phone ................................................................... 195
Staff > Staff Demographics ............................................................... 195, 196
Staff > Staff Overview .......................................................................... 195
Staff > Staff Professional Info ................................................................. 195
Staff > Staff Schools ............................................................................. 195
Staff Additional Info (Staff) .................................................................... 195
Staff Address/Phone (Staff) .................................................................... 195
Staff Demographic (Staff) ................................................................ 195, 196
Staff Demographics (Staff) ..................................................................... 195
Staff Overview (Staff) .......................................................................... 195
Staff Professional Info (Staff) ................................................................. 195
Staff Schools (Staff) ............................................................................. 195
Standard Comments (School Setup) .......................................................... 162
State Student Number (Students) ..............................................................56
Student > Modify Counselor Assignment ......................................................87
Student > Registration Information .......................................................... 118
Student > Student Status Code ............................................................... 118
Student Academic Plan (Academic Planning) .......................................87, 86, 87
Student Academic Plan Notes (Academic Planning) ........................................87
Student Address Phone (Students) .............................................................57
Student Behavior > Academic Category Severity High .....................................77
Student Behavior > Academic Category Severity Low .....................................77
Student Behavior > Academic Category Severity Medium ................................77
Student Behavior > Attendance Category Severity High ..................................77
Student Behavior > Attendance Category Severity Low ...................................77
Student Behavior > Attendance Category Severity Medium ..............................77
Student Behavior > Behavior Category 1 Severity High ...................................77
Student Behavior > Behavior Category 1 Severity Low ....................................77
Student Behavior > Behavior Category 1 Severity Medium ...............................77
Student Behavior > Cross-School Behavior Access .........................................77
Student Behavior > Discipline Category Severity High .....................................77
Student Behavior > Discipline Category Severity Low .....................................77
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Student Behavior > Discipline Category Severity Medium ................................77
Student Behavior > Non-Discipline Category Severity High ...............................77
Student Behavior > Non-Discipline Category Severity Low ...............................77
Student Behavior > Non-Discipline Category Severity Medium ..........................77
Student Behavior > Override Student Behavior Enrollment ..............................77
Student Behavior > Student Behavior Preferences ....................................... 196
Student Behavior Preferences (Student Behavior) ....................................... 196
Student Behavior Summary (Reporting) ......................................................77
Student Medical Info (Students) ................................................................57
Student Overview (Students) ...................................................................52
Student Personal Info (Students) ...............................................................56
Student School Specific (Students) ............................................................54
Student Status Code (Students) ............................................................... 118
Students > Assign Values ................................................................. 203, 209
Students > Awards .................................................................................67
Students > Birth Certificate .....................................................................56
Students > Contact Information ................................................................54
Students > Date/Year Entered 9th Grade .....................................................56
Students > Delete Students .................................................................... 115
Students > Demographic Data .......................................................54, 115, 118
Students > Distance From School ..............................................................54
Students > Enroll Student in School ............................................. 118, 119, 203
Students > Home Language Survey ............................................................58
Students > Legal Alert ............................................................................55
Students > Lunch Status Panel ............................................................. 54, 58
Students > Medical Alert .........................................................................57
Students > Modify Counselor Assignment .....................................................55
Students > Modify Home School ..........................................................54, 203
Students > Multiple School Status Access ...............................................56, 118
Students > Personal Info .........................................................................56
Students > Photos .................................................................................53
Students > Receives Specialized Services ....................................................52
Students > Registration Information ......................................................... 115
Students > State Student Number ..............................................................56
Students > Student Address Phone ............................................................57
Students > Student Medical Info ................................................................57
Students > Student Overview ...................................................................52
Students > Student School Specific ............................................................54
Students > Student Status Code .............................................................. 118
Subject Framework/Course Catalog (School Setup) ...................................... 214

T
Transcript/Permanent Record > Elementary Permanent Record Setup .............. 203

U
User Accounts (Users) .................................................................... 186, 189
User Roles (Users) ............................................................................... 206
User Settings > Global Grid View ...............................................................25
Users > User Accounts .................................................................... 186, 206
Users > User Roles ......................................................................... 189, 206

V
View Audit Log (School Setup) .......................................................... 129, 214
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Index

Symbols
_ (search wildcard) .................................. 40
! (student roster).................................16, 17
! marker on registration step...................... 118
! marker on Student Attendance page ............ 71
(G) ...................................................... 23
(P) ...................................................... 23
* (academic plan) .................................... 90
* (required information)............................. 20
* (student schedule) ................................. 61
% (search wildcard) .................................. 40
+ (grid view column selection) ..................... 24

A
Absent attendance code type ............... 148, 149
academic plans ....................................... 86

assigning......................................89, 90
setup ............................................. 197
student search by ............................... 86
versions ........................................... 92
viewing ........................................... 91

accounts, user ....................................... 185
achievement requirements

academic plan ................................... 88
Acrobat ................................................ 25
action, behavior incident ........................... 83
Actions menu .....................................13, 51

quick links on .................................... 17
Active Calendar.......................... 133, 136, 194
active directory

user accounts and.............................. 185
active reports........................................ 190
active roles and alerts............................... 31
active scripting ....................................... 29
active students ....................................... 49

filtering by ....................................... 45
active user accounts and alerts .................... 31
activity, user......................................... 128
ADA Summary report ............................... 265

address
copying a family member’s .................... 57
copying a student’s ............................. 57
copying a student’s to family .............59, 60
student’s.......................................... 57

Address Out of Zone report ........................218
Address Validation Guide..................52, 57, 138
administrative user account .......................186
Administrator base role ............................190
Adobe Acrobat ........................................ 25
Age Breakdown Summary report ..................283
alerts ................................................... 30

active/inactive roles and ...................... 31
active/inactive user accounts and............ 31
Audit Log failure................................129
built-in ............................................ 33
definition of...................................... 30
duration of ....................................... 30
home page........................................ 14
icon................................................ 30
link ................................................ 30
list page........................................... 30
mandatory........................................ 31
medical ........................................... 57
mobile phone .................................... 32
priority............................................ 32
setup .............................................196
subscription to...............................30, 31

All Students ........................................... 14
AND (search criteria logic) ................. 39, 41, 42
and beyond (in academic plans) ................... 93
and/or statements in searching .................... 40
aptitude requirements

academic plan ................................... 88
arrow key .............................................. 29
assignments

district staff.....................................180
staff ........................................179, 180

asterisk (required information) .................... 20
attendance ............................................ 67
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actions setup ................................... 196
behavior and.................................... 158
behavior incident action and.................. 84
calculating daily codes ........................ 125
calculation rules ............................... 151
clearing .......................................... 127
clearing record of taking...................... 127
code setup ...................................... 147
codes........................................ 67, 147
credits and ...................................... 157
daily calculation worksheet .................. 287
daily code calculation methods.............. 151
daily code calculation setup ................. 150
daily code recalculation at year-end ....... 212
day types ........................................ 139
default code setup............................. 150
default codes .................................... 69
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