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Getting Started
With SchoolMAX®

Overview
Welcome to SchoolMAX®!

SchoolMAX® will help you efficiently and effectively enter and maintain all
necessary attendance, scheduling, grading, and other information for all of your
current students. This is easily accomplished through an Internet site, with
minimal data entry, and a simple click of the mouse.

In this document, you will learn the basics of logging in, maintaining your
password, and correctly logging off of the system. You will also learn key
terminology, and practice navigating throughout the system.

Chapter Objectives:

In this User’s Guide, you will learn how to:
e Login.
¢ Navigate throughout the system.
e Understand key terminology.
e Enter and submit data.
e Change your password.

e Inquire, add, change, or delete a
record.

e Log out.

.QOL\\\

MAXIMUS
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Using This User’s Guide

Getting Started
This document uses standard conventions for referring to objects within SchoolMAX®. These
conventions include the following:
Menu Prey Screen
DIST sz (D> <m0 Student Information€¢—@) ©), P> tiext Screen
SCHL o0 Main High Schoal @—> Prirtable “ersion E' Student
ID HUMEBER: 14152 & Today s Sches PFicture
* hame 7 Alias  SEARCH: | E ~ FEII aSS;hSedEI: He
ﬂ Fersonal j Schoaol
=|  Family | contact
Name Phone [Ext] Prm Lgl Liwves Name Phone [Ext] Type Ewnerg
ﬂ Aftendance j Today's Schedule
Date AT Period[s] Prd Class Teacher Room
hore Student Information |
Submit
® (ST009) The screen name
@ “Student Information” The screen description/title of a screen or label
® “Next Screen” The name of a field on a screen
@ Printable Version A hyperlink that is clicked with the mouse
® [Submit] A button, check-box, or radio button that is clicked with the mouse
® ‘14192 The actual value within a field
@ <Enter> A key on the keyboard (not shown)
STENR The name of a report (not shown)
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Using This User’s Guide

Assumptions

This document was written based on the following assumptions.
e All users possess basic computer, Internet navigation, and operational skills.
e All users have a valid username and password.

e The audience has been trained in their job responsibilities, and understands the concept of what
is to be accomplished by using SchoolMAX®.

This product was developed to be compatible across a variety of operating systems (e.g., Windows,
Macintosh, UNIX, etc.); therefore, some of the screens may look different in regard to input fields and

button styles. These differences are purely cosmetic and do not affect the operation of SchoolMAX®.

Page 3 Version 4.0.0



Logging In

Logging In
Step 1: Double-click the browser (e.g., Internet Explorer) icon on your desktop.
' Jf If your browser home page has been set to automatically go to the
t SchoolMAX® login screen, proceed to Step 3.
Step 2: Enter the URL your district provided in the “Address” field of your browser.

File Edit ‘“iew Favorites Tools  Help

™ — i .
eBack - > \ﬂ |EL| _l\] P ! search i:f Favorites @Media @;{ o

Address @ Enter the URL herel

Step 3: Press the <Enter> key, and the following screen appears.

’ Logon to Schoolhdsx ] F

Step 4: Click the [Logon to SchoolMAX] button and the following two screens
appear.

3 SchoolMAX Menu Tree -... E”E|g|

Distiict:
i W

¥ Operator:
MAXIMLS

Loading Menu Tree. Please wait. P:;]S:';'ﬁ"ﬂl‘[l:
10oi ‘

System/Screen:

&lc # Internet
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Logging In

Logging In - Continued

Step 5:  You will be provided with a unique User ID (Operator #) and password that will enable you to

log in. Then, complete the following:

District:
Operator:
Password:

System/Sereen:

If you entered the wrong “District:” number, “Operator:” number, “Password:” or any incorrect combination

Enter your “District:” number.
Enter your “Operator:” number.
Enter your “Password:”.

Note: Passwords are case sensitive.

Using your mouse, click the [Log in] button only once.

of these items, the following message appears as shown below.

Invalid Login - Please try again -

District:
Crperator:
Password:

System/Screen:

If you receive the message illustrated above, please check that you have entered the correct information

and that the <Caps Lock> key is off, if your password does not contain any capital letters.

Note: Your login information should NEVER be shared with another user!

Page 5
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The SchoolMAX® Menu Tree

When you first logged in, you saw the window indicating that the SchoolMAX® Menu Tree was loading.
Once the Menu Tree has finished loading, the options illustrated below on the left-hand side of the screen
appear.

1 standard Menus

| Enraliment
__| Primary Student Data

| k-6 Schoal Clerk _
__17-12 school Clerk

| Counselar
| Murse
__| Yice Principal {Principal
| Adrinistrakor
District:
Cperator:
Password:

System/Screen:

weh0.0
A Stanclrd Merws

Standard,Menus
- O Schoolire Haim Memy
|| Ervallms ] Seudenk Information

= A Ceres
|| Primary Studenk Data 1 ket
Ci Scheding

U oy Athanclance

I Peniod sithendance

| farads Aeporbng

— Grad Skandards Testng
I Haskth

1 Spmod Education

I Cascighre

Once you click the “Standard Menus” folder shown above, you will see -I i Bmpnt Srakering

the expanded selections that are available to you, as shown on the e
ight-hand side e ddminsirabon,
rlg ' U Srabarn Advinisbr stnn

|| Enrolimant

|| Priaey Shodent [ata
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The SchoolMAX® Menu Tree

In the example shown below, the “Standard Menus” folder was expanded, and then the “Census” folder

was expanded to show the options available to you. All blue squares indicate a SchoolMAX® screen.
Consequently, if you wish to see the “Census” Menu (CE001) screen, click the link as shown below.

|4 Standard Menus
H schoolMak Main Menu
H student Infarmation

B Menu
I School MAX™
Census
x% Dwelling Transportation
E- Dwelling Residents by Address E- Transportation
BE- Dwelling E- Bus Stop Location Code Table
E- Family Dweelling Transfer E- Annual Transportation
E- Dwelling Residents
Family Process
E- Name Search - Heads of Hougehold - Data Transfer
E- Narme Search - Farnily Members
H- Head ofHousehald
B- Family Member Setup Tables
BH- Ccensus Codes
E- Additional Family Member Info
B- Confidential Family Member Info
E- Family HH and Members
System
Enroll llonpublicElsewhere
El- Report Ordeting Menu
- Enroliment B- Schoolbi#x Main Menu

E- annual Enroliment History B- Log off
E- Mame Search - Nonpublic/Elsewhers

Submit

You may collapse the Menu Tree by clicking the [SchoolMAX Menu Tree] button as shown below in the
toolbar. Click the button again to re-display the Menu Tree.

schoolMAXx* BB E DO OO

EEE OO

Page 7 Version 4.0.0



Toolbar Options

Using The Calendar

If you wish to view a calendar, click the [SchoolMAX Calendar] button, as shown below.

7

After doing so, the calendar for the current month will display, and today’s date will be highlighted in red,
as shown below. You may view the calendar for a previous or an upcoming month by clicking the
appropriate arrow key. When you are finished, close the window by clicking the [X] button.

& http:/10.5.3.7 -... = | O ]_

<<| < | tay 2005 > ‘ >>|

Su Mo Tu WeTh Fr Sa
1 2 3 4 5 6 7
3 9 1P 11 12 13 14
15 16 19 18 19 20 21
22 23 24 25 26 27 28
29 30 3

Paste | Paste&Exil| Exit |

Using The Calculator
If you wish to view a calculator, click the [SchoolMAX Calculator] button, as shown below.

[ =ful=lz=

After doing so, a calculator will display, as shown below. When you are finished, close the window by

clicking the [X] button.
htpeiro.. (o]0 _

+/- | MC| MR M- | M+

8 9l =qrt

PR

2 3

7
41 5| B
1

+ | =
0

oo

Faste & Exit Exit
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Toolbar Options

Printing

Using The Command Console

If you wish to print any screen within the system, click the [Print This Page] button, as shown below.
After clicking the [Print This Page] button, the “Print” screen will display. Make your selections and click
the [Print] button to print the screen, or click the [Cancel] button to cancel the print request.

& primt Elgl

Gereral |'||'||,:|r|s

Sirdect Prinder

Slatus Unabls ta connect
Loaton
Comment

Fage Range
(a1

{)Fm 1
Ender ssfher & srgls pags rumbe of & angls
page rangs Forssampls, 512

ClPinttofie | Prelwences

Humbser ol copiss. 1 -

»

Finvd Frinlet

LI

[ P

|| Cance |

If you wish to run a System Report, click the [Open Command Console] button, as shown below.

& [

2 kA4

available.

After doing so, the window shown below displays and you may enter the necessary command to proceed.
You may enter “HELP’ and click the [Transmit] button to see a list of three character commands that are

€)

SchoolMAY Command Console

Clear display ] [ Close Me

Page 9
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Toolbar Options

Opening Multiple Windows

If you wish to open a second (third, etc.) window, click the [Open Secondary Windows] button, as shown
below. Another window displays, with the same active screen as the screen you are currently viewing.

= OEe
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The SchoolMAX® Main Menu

Viewing The “SchoolMAX Main Menu”

Once you have logged in, the “SchoolMAX Main Menu” screen displays, as shown below. Each link
allows you to access a different SchoolMAX® Module.

School MAX™ x
Student Information

Census Discipline
Student Health

E Scheduling Report Ordering
Daily Attendance Fee Administration
Period Attendance Teacher Access

+ Grade Reporting InfoView
Grad Standards/Testing State Reporting
Special Education System Administration
Textbook Management Document Tracking
Log Off Sulbmit

Shortcut Box:

From this field, you can enter the ‘Screen Name’ of a screen to proceed
directly to that screen. For example, if you enter ‘CE220’ and press the
<Enter> key or click the [Submit] button, you will be directed to the
“Family Member” screen.

Note: Screen names are discussed on page 15.
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Navigating To SchoolMAX® Modules

Navigating To SchoolMAX® Modules Using Links

Once you have logged in, you can navigate to various modules within the system by using the links,
such as the one shown below. Click the Census link as shown below, and the following “Census”
Menu screen (CE001) displays.

Census Discipline

dent Health

§choolMAX™ et sereen ]

Census

Dwielling Transportation
El- Dwelling Residents by Address E- Transportation
El- Drweelling El- Bus Stop Location Code Tahle
E- Family Dwelling Transfer B- Annual Transportation
E- Dweelling Residents

Family Process

H- Mame Search - Heads of Household E- Data Transfer

E- Mame Search - Family Members

E- Head of Househaold
Setup Tables

E- Family Member
E- Census Codes

H- Additional Family Member Info
H- Confidential Farmily Marmber Info
H- Family HH and Members

System
Enroll Honpublic Elsewhere
H- Report Ordeting Menu
E- Enroliment El- SchoolMAx Main Menu

El- Annual Enroliment History BE- Lag of

E- Mame Search - Nonpublic/Elsewhere

Subrmit
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Navigating To SchoolMAX® Modules

Navigating To SchoolMAX® Modules Using Links - Continued

The “Period Attendance” screen shown below displays after clicking the Period Attendance link on the
“SchoolMAX Main Menu” screen.

§choolMAX™ et Sereen [v]
Period Attendance

k Entry/Maintenance Reports
E- student Attendance by Period H- Period Aftendance Reports
H- Period Attendance by Class E- Scanning ReportsiFrinting
E- Pasitive Attendance by Class
E- Paositive Attendance by Student
kPl izt 1 DD E- Schoal Aﬁeiiltatrl::er?:f:meters
H- wark Attnd . Multiple StudentsiDates
B- Clags Period Absence Batch 1D Entry [E-Hieeines Reeseh Cotke
B- absentTardy Call List B- Tardy Reason Codes
E- student Monthly Mbristtend Hours E- Petiod Attendance Parameters
B- Monthly Membership/Attendance Hours |nT24D + For scanning, select options For period attendance.

Information Systern

E- Teacher Schedule by Period _
E- Student Attendance by Period 8- Report Ordering Menu
H- AbsentTardy by Calendar Period B- Sehooli Main Menu
H- Student Class Attendance S TREEISrAEEESs NERY
E- Student Attendance Inguiry 8- Log Off
E- Student Positive Attendance by Date
B- Student Positive Attendance by Period
H- Student Attendance Notification History Pew—

The following enhancements were made to the menu screens in the ASP Interface, as of the
3.2.0 Release.

e Menu button images have been changed from the screen identifier to small blue squares =]

e Scrolling over a button or a screen description, using the mouse, displays the screen identifier in
the hover text, such as the one shown above for the (AT240) screen.

e The entire line (blue square and description) is a link to the appropriate screen.

As of the 4.0.0 Release, all ASP Menus contain the screen identifier in the hover text, as well as a
detailed description of the screen.

Page 13 Version 4.0.0



Navigating To ReportMAX™

Using The ReportMAX Link
To access ReportMAX™, click the ReportMAX link, as shown below.

Once you click the ReportMAX link, the “ReportMax Tools” login screen displays, as shown below.

welcome! @jﬁ{oﬁ;ﬁ&

Home | Help

Sc hOO|MAxi . ReportMax Tools

Login
District: | |
User ID: | |
Password: | |
= 5igh-in

Version 4.0.0 Page 14



Key Terminology

Screen Names

Each screen has a screen name and a screen description/title. In the example shown below, (CE415)
is the “Screen Name” and “Name Search - Head(s) of Household” is the screen description. Screen
names may be found on the screen within the brackets (< >), as shown below. All screen names have
a combination of two letters and three numbers. The letters indicate the module/application that you
are working in (e.g., CE for Census, ST for Student, SC for Scheduling, AT for Attendance), and the
numbers indicate what you can do on the screen.

All SchoolMAX® Module Main Menus will end in 001, thus (CE001) is the “Census” Menu, (SC001) is
the “Scheduling” Menu, and so on.

Tip: Ifthe screenis a 200 level screen, such as (CE220), it is a screen that you will “do”
(inquire/add/change/delete) something on. If the screen is a 400 level screen, such as
(CEA415), it is a screen that you will “view” (inquire only) something on.

Just remember: 2 to do, 4 to view!

Prev Screen Family Members
|=CE41 S= Me:xt Screen
DIST | 7053 Mame Search - Headis) of Householdl_ ]
Last Name |Agui|ar
First Marme |Imelda
Last Mame First Miciclle hiF Birthdlate Cravly Street Family
™ Adams Mark 1] 784444
I~ Adams Maureen F 781332
™ Adams Michael 1] 781742
™ Adams Silvia F 783832
™ Adelt Jose 1] 780450
™ Adelt Kathy F 780450
I Adema Caridad F 1003266
I Adema Rodrigo M 100266
I Aden Jefirey M 7eg2ay7
I Aden Linda F 7ee237
I Aflague Gabriel Gloria F 938030
I Agee Jorge F 734209
I Agee Marcus M 734209
™ Aguila Celmer M 780052
I Aguilar Daniel M 788725
I Aguilar Geena F Q3667 S
Subimit
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Key Terminology

Key Fields

Key fields contain information needed to process SchoolMAX® transactions. Information must be entered
in ALL key fields in order to inquire on, change, or delete an existing record, or to add a new record.

Key fields may be found in the upper left-hand corner of a screen. Key fields appear in upper-case green
capital letters.

Prev Screen

Duwrelling

Members

Add Member Name Search
DIST IH e |~ eEme Family Head(s) of Househald Het Sereen I l:]
FAMILY # I—z Home Phone Imlm Resident W~ E Inactive L] Last Update 027212006 AGE
Uniisted [ Do not releaze Fam Inform'n 1 Motes D
 Headr=) of Household Lo not calculate Fam Category ] Fam Categary 99
LastMame [carcia MmePrefic [ Alerts sftercance [
First |gandra Micldle: | Sur | Phones
MF B v Bitndate [ [ Mer Status | o] Tvee E;%v AreaCd humber  Ext
Educ |14 - NOT A HIGH SCHOOL GRADUATE M Lang [o0s - PO t] IIE r E |_|1234567‘|c:
e I |:] Empl IJU. - <-l0char-> t] |_ - l_ I—
U — EMail | Mmieddwerot [T

Required Fields

Prev Screen

Required fields appear in lower-case green letters. All required fields must have data entered into them,
in order to add a new record, or change an existing record.

Dwrelling tembers Add Member Name Search
I - =CEO1 0= . Mext Screen w
DIST | 7053 Cﬁg [v] Family Head(s) of Househaold I u
FAMILY # z Home Phare [ 107 [segszes Residert ¥ nactive | L8StUPHSES 02212008 AG
Uniisted T Do not release Fam Inform'n o Motes D
' Head(=) of Househald Do not calculate Fam Category 1 Fam Category 89
LastMame  [garcia Mme Prefix | Alerts: sttendance [
First Micdlle: | sur | Phones
MIF irthdate I_;I_ ;I— Mar Status I | Type Day AreaCd  Number Ext
Ll p ISlS |123456'? ID
Educ |14 - NOT A HIGH SCHOOL GRADUATE |:] Lang [00s - pom M 00O
BT | |:] Empl |A& - <-l0char-= |:] =N e
SSM | E-htail | wmiscd verot | o
Version 4.0.0
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Key Terminology

Maintenance Box

The maintenance box governs the functions that you perform on a screen; however, it does not appear on
all screens. To use the maintenance box, click the up and down arrows within the box until you find the
function/action you wish to perform. Then, click your choice to highlight it, and press the <Enter> key or
click the [Submit] button (not shown) to submit the information to the system.

Please make sure to change the selection in the maintenance box to what you want it to be before you

press the <Enter> key or click the [Submit] button (not shown). Otherwise, all changes made to the
screen may be lost.

Note: You may have access to a screen but not be able to perform all actions within the
maintenance box. This is a security issue and should be reported to your District Security

Administrator if you require access to perform a certain function, and currently are not
able to do so.

Maintenance box options include the following:
‘Ing”  Allows you to “Inquire” on an existing record.
‘Chg’ Allows you to “Change” an existing record.
‘Add’”  Allows you to “Add” a new record.
‘Del’  Allows you to “Delete” an existing record.
‘First’”  Searches for the “First” record in the database.
‘Next’ Brings up the “Next” sequential record in the database.
‘Last’ Brings up the “Last” record in the database.
‘Back’ Takes you “Back” one sequential record at a time.

Note: First, Next, Last, and Back will not be available on all screens with a maintenance box.

Prev Screen Dwelling Members Add Member Mame Search
DIST | 7053 '(';Eg :] Family Head(s) of Household Hed Soreen | E
FAMILY & | z Home Phore  [107 [ 3sgszas Resident ¥ 1 mactive | Last Updats 02212005 AG2
Unlisted [ Do naot release Fam Inform'n I Notes D
" Head(s) of Household Do not calculste Fam Categary o Fam Categary 39
Lasthlame  [garcia Mme Prefic [ Alers aftendance [
First  |samdra Miciclle | Sur | Phones

mr [F [w] Bitnoste [ A Mar Status Type Day AreaCd Mumber  Ext
Educ |14 - NOT A HIGH SCHOOL GRADUATE E] . o ¥ Jois izasser o
- Lang (006 - POR v| 00 ]

BT | E] Empl |Ad - =<-1l0char-= |— N
55N E-ail | Mmiscd verot | v
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Key Terminology

Maintenance Box - Continued
Inquiring On An Existing Record

For screens that contain a maintenance box, perform the following steps to inquire on an existing record.

Prev Screen Dwrelling Members Add Member Mame Search
DIST [70s3 'gﬁg = _ Family Head(s) of Household MextSreen | E]
FAMILY # | 2 ome Phane [ 107 [ zgazzac Residert ¥ Inactive | Last Update 02212008 AG2
Unlisted T Do not release Fam Inform'n I Motes D
" Head(s) of Household Do not calculate Fam Category [ Fam Categary 99
LastMame  [carcia Mme Prefic [ Alers Aftendance [
First |¢andra Miciclle | Sur | Phones

mF [F [w] Bithdate [ 2] Marstetus [ |w] TvPe Day AreaCd Number Edt

— fu ™ Ja1s [iz3a5e7 o
Educ |14 - MOT & HIGH SCHOOL GRADUATE E] Lang [ooe - pon .
e

o | M e o e W [

s= E-Mail | Mmiddd verot | o ¢
LastMame  [carcia Nme Prefic [ Ales Attendance [
. Phones
First |Brian Micldlle | sur | e b e e M e
— ype Day Area umber 4
WME  |m . Birthdate [ 4] ]

har Status ﬁ M 2le 1234567 |S8888
Educ |15 - DECLINE TO STATE OF UNENOUN E] Lang I I

= r
o | H o -

SV E-Mail | Mmiadd verst | o
—hailing. weelling Wiz Code
Ta: |Sandra Garcia Drvedling # 1 E
Addr [s221 Etiwanda Ave. Move-in Duvlg [ ] r 2 [
| Move-in Dist [ f 3
City |Tarzana Move-OutDwla [ £ 4
State [ca Zip 91356 Move-OutDist [ F[ F 10

Submit

1. For this example, enter a value into the “FAMILY #” field, as shown above.
2. Click ‘Inqg’ in the maintenance box and press the <Enter> key or click the [Submit] button.

3. If arecord exists for the family, it will display. If the record does not exist, the ‘Record not found’
message will appear in the status bar (not shown) located at the bottom of the screen.

4. Repeat steps 1 through 3 to inquire on records for screens containing a maintenance box.
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Key Terminology

Maintenance Box - Continued
Adding A New Record

For screens that contain a maintenance box, perform the following steps to add a new record.

Prev Screen Dwelling Members Add Member Name Search
pisT | 7oss Family Head(s) of Household Mot Sareen | E]
FAMILY # | 2 ome Phone  [107 [ zeaz2a5 Resident ¥ Inactive | Last Update 022172008 AG2
T = Do not release Fam Inform’n ™ Notes D
" Headrs) of Household Do niot calculate Fam Categary I Fatn Categary 899
Lastblame  [parcia Mme Prefic [ Alers aftendance [
First |eandra Micldle | Sur | Phones

MF [F [v| Bithdaste [ #[ 4 I Merstetus [ |w] VP Day Areald Mumber  Edt
Educ |14 - MOT & HIGH SCHOOL GRADUATE E . e ¥ leie rzaacer o
- Lang (00 - POR Sl |— r l_ l—

e | E Empl |&& - <-l0char-> |_ B |_ |—

=i SAE| Mmidddver ot | ¢
LastMame  |zarcia Mme Prefic [ Alerts: Atendance [
First [Erian Micldle | Sur : bu F'gdonel;sJ . y
I woe Day Area Lrmber t
Birthdate —
e i [ [l s e Statue W T [ie [izsaser [sosss

Educ |15 - DECLINE To STATE OR UNKNOWN E Lang " [1 O[]
e I —
ce | E] Ermpl . [ [

S5 E-Mail | Mmisddverot |l
—lailing. wyelling ; isc Codes
To |33ndra carcia Dwvelling # 1 E
Addr [£221 Etiwanda Ave. M-I Dl [ ] ¢ 2 [
| Move-In Dist [ ] ¢ 3
City |Tarzana Move-OutDwla [ 4] 7 4
state [ca Zin 91288 Move-OutDist [ £ # 10

Subimit

1. Ifarecord is displayed, enter ‘clear’ in the “Next Screen” field and press the <Enter> key or click
the [Submit] button.

2. Enter values into all applicable fields for the new record. The Key fields are “DIST” and “FAMILY
#".

3. Click ‘Add’ in the maintenance box and press the <Enter> key or click the [Submit] button.

Check the status line at the bottom of the screen for the ‘Record Added’ message.

5. Repeat steps 1 through 4 to add records for screens containing a maintenance box.

e
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Key Terminology

Maintenance Box - Continued
Changing An Existing Record

For screens that contain a maintenance box, perform the following steps to change an existing record.

Members Add Member Mame Search
DIsT | 7053 iﬁg [:] - Family Head(s) of Household NextSereen | []
FAMILY & | z ome Phane [ g7 [ 5553295 Residernt Inactive | Last Updats 02212005 AG2
Unlisted [ Do naot relesse Fam Inform'n [ MNotes D
" Head(s) of Housshold Do not calculste Fam Category u Fam Category 59
Lastbame  [zarcia MmePrefec [ Alers attendance [
First |samdra Miciclle | Sur | Phones

MF |F Bithdate [~ £ # Mar Status Type Day Area Cd  Mumber E:xt
Educ |14 - NOT A HIGH SCHOOL GRADUATE E . o ¥ Jsie [izssser o
B Lang (005 - POR bl | |— r ’— ’—

ose | [~] Empl |82 ~ <-lochar—> || [ T [ [

i | Mmisdd ver ot | ¢ s
Lasthlame  Jgarcia Mime Prefic [ Alerts: Attendance [
First |Briam Miccls | sur | o F'gdone:l i y
— wpe Day Area umber b
. Birthdate
Mr B ' I_”_I War Status . |— I Js1e 1234567 |83858

Eclucz |15 — DECLINE TO STATE OF UNERNOWN E Lang . |— '_ ’_
— r —
Ocs | EA = 0B L

N EMail | Mmiscd vernt |
—ziling wvelling: ; Misc Codes
To: |Sandra Garcia Drwrelling # 1 E
Addr [s221l Etiwanda Ave. horve-In Dy [ ] f 2 [
[ Mave-In Dist [ 7 3
City |Tarzana Move-CutDwly [ F]  F 4
State [ca Zip 91356 Move-OutDist | #[ F 10

Subamit

Perform the Inquiring On An Existing Record procedure discussed on page 18.

Make the required changes in the appropriate fields.

Click ‘Chg’ in the maintenance box and press the <Enter> key or click the [Submit] button.
Check the status line at the bottom of the screen for the ‘Record Changed’ message.
Repeat steps 1 through 4 to change records for screens containing a maintenance box.

a bk wnNpRE
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Key Terminology

Maintenance Box - Continued
Deleting An Existing Record

For screens that contain a maintenance box, perform the following steps to delete an existing record.

Prev Screen Dwelling Members Add Member Name Search
DIST [ 7053 Eiflst :] _ Family Head(s) of Household et Sereen | B
FAMILY # | 2 fome Phone | 107 [ 2s83z29s Residert ¥ nactive | Last Update 02212005  AB2
Uiz [ Do not release Fam Inform'n ™ Motes []
_ Headis] of Housshold [ not calculste Fam Category I Fam Category 99
Lastblame  [garcia Mme Prefic [ Alerds aftendance [
First |gamdra Miclclle | Sur | Phones

MF |F Bithdate [ [ # Mar Status _.v Type Day AreaCd  Mumber Ext
Educ |14 - NOT & HIGH SCHOOL GRADUATE E . o ¥ a1 |izasser fo
HC - Lang |oo6 - pOR v| rrr—

OCC| E Empl |AR - +-lOchar-» 00

kil E-htail | Mmitod verot [
Lasthlame  Jgarcia Mime Prefic [ Alerts: Attendance [
) Phones
First |Brian Midelle | sur | e Dy fros s o
— wpe Day Area umber b
MFE [ . Bithdate [ 4] 4

Wlar Status ﬁ r ,m LZ224E67 |22288
Educ |15 - DECLINE T0 STATE OR UMKNOWN |v| . =N

—_— u
Qoo | E] Ermpl —. [ [

=] E-Mail | Mmisddver Tt | 4
—ulzilinc wvelling Wizc Codes
Tor: |Sandra Garcia Dwelling # 1 E
Addr 5821 Eriwanda Ave. bowe-In Dy [ [ ¢ 2 [
| Mowe-n Dist [ ¢4 3
City [Tarzama Move-OutDwlg [ [ 7 s [
Stete [ca Zip 51356 Move-OutDist | £ f 10

Submit

1. Perform the Inquiring On An Existing Record procedure discussed on page 18.

2. Click ‘Del' in the maintenance box and press the <Enter> key or click the [Submit] button. After
doing so, the screen redisplays with blank fields.

3. Check the status line at the bottom of the screen for the ‘Record Deleted’ message.
4. Repeat steps 1 through 3 to delete records for screens containing a maintenance box.
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Key Terminology

The A/C/D Feature

When the “A/C/D” column appears on any screen, you may do the following:
e Enteran ‘A’ to “Add” a new record.
e Enter a‘C’to “Change” an existing record.
e Enter a ‘D’ to “Delete” an existing record.

The maintenance box and the “A/C/D” column both appear on the screen shown below. In this case, the
maintenance box controls what happens to all information above the bold line, and the “A/C/D” column
governs the information below that line.

Prev Screen tore F Mem Info Stu Enroll MA/E Enroll More Sty Info Family Mbr Search

E220= . Mext Screen
DIST | 7053 'gﬁg [:] - Farmily Mermber | vl

ID HUMBER: 15132 |

+ Name { Alias SEARCH:|

Lazt Update  psnzioos  IF2

] sw [ sgeCateoory  potes O

Lzt Mame [ nd [ Immigrart Inactive [
alans Adutt [
i i Date
First Jame IKaterina Micidle | ,EIFEI_ Preschl [
| Exit Fi
—Perkonal — Haldkack [
mr ¥ Ethnicity Subcade , Student E P
nd I Micyt -zt b

Mar Stat  [single " Pri |9 - crftest [ orftest o [ A
. —_ r
pos (104277 19540 19 nd v Date [ 14 |4 e R ]
' I_ Transportation _

ssuo [ Grad Stnd v [Zo0a4 Month [ o [
steeld | Lang LmtEngl |~ | S0BSch | [v] cBsen | v
Priore [ NrthcrEntry oo #[oz¢ [zooc Trioe Sch | v
Test ID Schaal 600 Enr Grade 09 |Misc1 G2l s[4 0] ‘
E-Mal | Lunch [y ceamon ] E]
A/CD
=il Fafity, | 2 Primary W Liveswith [~ HomePhone  [107]3633285
Rin | || Restricted [~ Lol [~ Garcia, Sandra
Ritn | E]Restrided ™ Lg [ Garcia, Brian
= | [ Famiy [752a58 Frimary [~ Liveswith ¥  HomePhone  [107]3503859 Bold Line
Ritri |ll - Father E]Reg‘tric:ted I~ Lg W Anderson, Rogelio
RN |10 - Mother E]Restrided [~ Lg W Anderson, Carey
Mext Famity [
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System Navigation

Navigation With The Keyboard

Several keys used for navigation in SchoolMAX® operate differently because you are in a Windows
operating environment. Please make note of the following uses for the keys listed below.

Enter Key The <Enter> key DOES NOT move the cursor down a line, as it would in a word
processing software program. Press the <Enter> key to process (transmit) information
on a screen.

Arrow Keys  The arrow keys do not move the cursor up, down, right, or left on the screen; however,
the right and left arrows will move the cursor right or left within a field.

Home The <Home> key will move the cursor to the beginning of a field.

End The <End> key will move the cursor to the end of a field.

Tab The <Tab> key will move the cursor from one field to another field (from top to bottom
and from left to right) on the screen.

Shift/Tab The <Shift> and <Tab> keys used at the same time will move the cursor backwards from

one field to another field.
Backspace The <Backspace> key will delete characters to the left of the cursor position.
Delete The <Delete> key will delete characters to the right of the cursor position.

Navigation With The Mouse

On any screen, you can navigate to a field by positioning the cursor in the target field with your mouse,
and clicking the left mouse button.

Navigation With Links

Links are located at the top of many of the screens. These are “shortcuts” which will save you time as
you navigate throughout the system. For example, clicking the Menu link (as shown below) will return
you to the menu of the SchoolMAX® Module in which you are currently working. All other links will take
you to the screen indicated.

Prev Screen More F Mem Info Stu Envoll M/E Enroll More Stu Info Eamily Mbr Search
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System Navigation

Using Data Fields

Data fields contain information needed to process SchoolMAX® transactions. In order to add a new

record or process an update to an existing record, enter data in all relevant fields. Examples of data
fields are shown below.

Prev Screen Dwelling Members Add Member Mame Search
DIST | 7053 Eif'ﬁ [:] e Family Head(s) of Househald ext Sereen | [v]

FAMILY # > Home Phone  [1g7 [ss@azas Residert ¥ nactive | Last Update 02212008 A52

Urficies] | Do not releaze Fam Infarmn u Mates []

" Head(s) of Housshold Do niot calculate Fam Category [ Fam Category 99
Lazt Mame  |[careia F Mme Prefic [ Alerts atendance [

First |[gandra | Middle | Sur | Fhaones

MF ¥ [:J Bithdste [ #[ £ Mar Status Type Day Area Cd  humber Ext

— fv ™ Ja1e |izasser o
Educ |14 - MOT & HIGH SCHOOL GRADUATE vl Lang |[oos - pom .
I [ I

o | M e o e W [

2l E-tail | Mmisddverot | /[ ¢
Last Mame |payedia Mme Prefix Alerts: Aftenciance |
- Phamnes
First |Brian Middle | Sur | T Day AreaCd  Numb Ext
. ype Day Area umber i
MF [ || Bithdate [, 4

har Status w [ Jare  [1z34567 [38222
Educ |15 - DECLINE To STATE oR UNENOWN |v| Lang H iy A I

— u
oce | E - ’—- [

SN E-Mail | Mmiaddverot | o
—ailing Mizc Codes
To: |Sandra Garcia Dwdling # 1 E
Addr [5821 Eriwanda hwve. I 2 [
' | s
City |Tarzana Move-OutDwin [ £ #[ 4 [
State [ca Zip 91356 Move-OutDist [ [ F[ w [

Submit

On most screens, blank data fields must have information entered into them, in order for the system to
process a transaction, or record a default value.

In addition to entering data into blank data fields, data may be entered into the system by using the
following:

e Check-boxes
e Drop-down list boxes
e Radio buttons
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System Navigation

Using Check-Boxes

Check-boxes are used in SchoolMAX® to indicate that particular information does apply. After you click a
check-box with your mouse, a check-mark appears in the check-box, indicating that the item is selected.

In the example below, the check-mark in the [Unlisted] check-box indicates that the “Home Phone”
number is [Unlisted] does apply. On the other hand, since the [Do not release Fam Inform’n]
check-box is not checked, then that does not apply.

Prev Screen Dwelling Members Add Member Name Search

Dl
DIST 7053 First

- CEQ10 hlext S
] ) - Family Head(=) of Household sosereen | B

-

FAMILY # | z Home Phone | 107 | 363295 et ¥ nactive [ 425 Rt nmmnpndzt =
| (=34
Unlisted v Do not release Fam Infarm'n P D

_ Head(s) of Household Do not calculste Fam Category Fam Category 99

LastMame |garcia rme Prefix Alerts: aftendance [
First |eandra Miclcile | Sur | Phones

we 7 [w] Bitneate [ /[ Mar Status Type Day AreaCd Humber  Ext
- ™ a1 Jizzaser [o

Ecluc |J.4 - NOT & HIGH SCHOOL GRADUATE E Lang |oos - pon "
JN N =0 I O
= | E Empl |44 - <-lochar-» =Nl

il EET Wmisdd vert | o
LastMame  [gapcis Nme Prefix [ Alerts: Attendance [
First |Brian Middle | Sur | o s Pg;-ne; i y
I wpe Day Area umber W
Birthrate ™
wF v B, varsaus | ] f [ fie [izssser [sesss

Educ |15 - DECLINE TO STATE OR UNENOWM E Lang " [ O[]
— u —
Oce | E] Ermpl . [ [

=] E-bail | Mmisddver Tt | 4
—lailing wvelling Wisc Codes
T [2andra Garcia Duvelling # 1 [z
Addr [5221 Eriwanda Ave. eI Dy [ f 2 [
| Morve-In Dist [t 3
City |Tarzana hdowee-Out Duvlg ’_ f ’_ ! 4 ’—
State [ca Iip 21356 Move-outDist [ #[ 4 10
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System Navigation

Using Drop-Down List Boxes

After clicking the drop-down arrow associated with a field, a drop-down list box displays. From that list
box, you can make a selection from the list of possible entries. In the example below, the “Mar Status”
field drop-down list box contains the possible options which might apply. To select a status, click it using

your mouse. After you release the mouse button, the drop-down list box will close, and the selected
marital status will appear in the field.

Prev Screen Notes Dwelling Members Add Member Name Search
DIST [ 7053 {:] “eRe Family Head(s) of Household Hext Sereen | E]
FAMILY 2 z Home Phore  [107 3653235 Residert ¥ mactive | LestUpdste peoieoos Aoz
Unlisted W Do not releaze Fam Informn ™ Mates D
__Hesc(s) of Holzehald Do not calculate Fam Category o Fam Category 99
LastMame  [carcia Mme Prefiz [ Alerts: Aftendance [
First  |sandra Micdle | Sur | Phones
wmFE |7 Bithoste [ £ [ Mar Status e rea Cd Mumber Ext
Educ [l4 - HOT & HIGH SCHOOL GRADUATE E = 2lsl [l2345e7/[0
Single |— I I_ ’—
S5 | E] Empl Hérried |— r I_ ’—
5N S| Divoreed mmsddverot |

Using Radio Buttons

Radio buttons are used in SchoolMAX® to make a particular selection from a list of choices. To do so,

you will click the radio button with your mouse. After doing so, a circle will appear inside the button,
indicating that the item has been selected.

In the example below, the circle indicates that the [Absent] radio button has been selected as the status
to be applied, when taking attendance for multiple students/dates.

=ATI2 = ezt Screen .v |
DIST 7053 Marl Attendance ]
SCHYR | 2004 Wultiple Students/Dates
SCHL
Select Studerts by Enroliment Record YWalues Apply to ALL
Statuz * Ahsent
-OR- or- [ -om  Tardy
Teacher # Hameraotm Gracle Graup " Pre-excused
TEACHER SEARCH: feeson
| (]
| (]
on. For Dates
Select an Individual Student
— From I_ i l_ f
* Mame Through [ [ ¢
C bliss SEARCH:' E
N — For Periods.
— Select Students by Clas: Fram ,_ Through ,_
Course Section Maimum Periods per Day
Start Process:

Version 4.0.0 Page 26



System Navigation

Using “Drill-Down” Arrows

Clicking on a “drill-down” arrow will allow you to “drill-down” to the maintenance or inquiry screen behind
the actual screen you are currently viewing. Click the drill-down arrow in the “Contact” section of the
“Student Information” screen (ST009). Doing so takes you to the “Student Contact Records” screen
(ST415) shown at the bottom of this page.

=5TO09= . Mext Screen el
DIST 139 Student Information = .

SCHL 600 Main High School Frirtable “rsion |Z| Shudent
1D HUMBER 1419z Picture
. E + Today 's Schedule
(* pame ( Alias SEARCH:  Fol S

e Personal j School

Name Phone [Ext] Prm Lgl Lives Nane Phone [Ext] Type Ewmerg
= Aftendance j Today's Schedule
Date /T Period[s] Frd Class Teacher Room

More Student Information |

Submit

Prev Screen Student Add Contact Health Record

=5T4155 Mest Screen .v
DIST 7033 Student Contact Records |_ .
10 HUMBER 10

@ Mame {7 alias $EARCH: | E
Emergency Only I

5@ Type Contact Name Emrg  Mail  Day Type  Area  Mumber Ext

] O Oo

Qo0
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Submitting Data

Submitting Data Into The System

Data may be entered into the system by use of the navigation techniques discussed on the previous
pages. Most information is entered by keying data into a blank data field, or by use of a combination of
check-boxes, drop-down list boxes, and radio buttons.

If the respective action is highlighted in the maintenance box, or an ‘A’, ‘C’, or ‘D’ is entered into the
appropriate field, press the <Enter> key or click the [Submit] button (not shown) to submit data into the
system.

Other examples of data submission/action buttons include the [Attnd OK] and [Perfect Attnd] buttons
shown below.

Prev Scm Student Schedule 5 Stu Cls Ing Atind Sum

DIST 705 =AT231= Mext Screen E]
Period Attendance B Class
SCHYR |zoo4 pply to ENTIRE Class
SCHL l_ hain High School Aﬂnd ik, AT |— Reason
Perfect Attnicd

COURSE SECTION | Class Information [V]
DATE ’E:‘ z7 Flzoos Deason Codes [v]
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Changing Your Password

Once you have logged in, you may change your password at any time. From any screen, type ‘PASS’

(this is not case sensitive) in the “Next Screen” field, and press the <Enter> key or click the [Submit]
button (not shown).

Prev Screen

Dwelling Members Add Member

Mame Search

=CE010= : Mext Screen Iﬁ ™
DIST | TOEE 'gﬁg E Family Head(=) of Household PASS -
z

FAMILY # Hamme Phone Ilg'? | 2683795 Resident i Inactive [ Last Updste pza1/zo0s  AGz
Unlisted T Do not release Fam Infarm'n [ Motes D
" Head(s) of Household Do not calculste Fam Category [ Fam Category 99
LastMame  |garcia Mme Prefix | Alerts: Attendance [
First |gamdra Micldle | Sur | Phones
WA IF . Bithdate [ 4 £ Mer Status | | T¥pe Day Areacd Number  Ext
u ¥ |916 |123456’? ID
Educ [L4 - NOT A HIGH SCHOOL GRADUATE  |v| Lang [o06 - poR M 00O C—
Coo
I M Ermpl |AA - <-l0char-» Iﬂ |_ I~ | |
=TI E— E-ail | wmisdd verot [

After doing so, the following screen appears.

PASS)

Mext Screen I

Password Change

Operator James Dewey
Old Password |
New Password |

Re-enter New Password ||
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Changing Your Password

You should now enter the appropriate information in the following fields:
e Enter your “Old Password”
e Enter your “New Password”
e “Re-enter New Password”

Then, press the <Enter> key or click the [Submit] button (not shown). Finally, check the “Status Line”
located at the bottom of the screen to ensure that you receive the ‘PASSWORD CHANGE WAS
SUCCESSFUL’ message, as shown below.

PASS) Mext Screen |

Password Change

Operator James Dewey

Old Password |

Status Line Mew Password | '

Re-enter New Password |

|
|PASSHORD CHANGE WAS SUCCESSFUL' 5
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Logging Off Of SchoolMAX®

There are several methods which may be used to log off of SchoolMAX®. These methods include the
following:

Log Off

e Click the Log Off link from the “SchoolMAX Main Menu” screen.
To log off of the system, click the Log Off link.

Mext Screen  [Lag of 'v'h

e Enter ‘bye’ in the “Next Screen” field.

To log off of the system, you may enter ‘bye’ (not case sensitive) in the “Next Screen” field on any
screen. Then, press the <Enter> key or click the [Submit] button (not shown).

Log Off M

Student Information
Main Menu
Census

Student
Scheduling

Daily Attendance
Period Attendance
Grade Reporting
Grad StandardsiTe
Special Education
Discipling

Health

Texthook Managerm
Repart Ordering
Fee Administration
System Administrat

Document Trackin |

e Select ‘Log Off' from the “Next Screen” field drop-down list box.

To log off of the system from any screen, click ‘Log Off' in the drop-down list box. Then, press
the <Enter> key or click the [Submit] button (not shown).
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