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Student Forms

CTE ‘s are required to collect a variety of student forms and Enter Required
keep them on file. The task of maintaining the forms collected Forms

and determining the students with missing forms can be an
overwhelming and time consuming process.

ClassMate has functionality that easily and efficiently manages
the forms collection and record keeping process. ClassMate Flag Forms in
allows the users to customize the names of the forms your ClassMate
school is required to collect, Then, the forms as received are
flagged in the system by support staff. Both Administrators and
teachers can run a report to identify those students missing
required forms.

Report on missing

forms by student.
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Getting Started hy m—
Customizing Required Forms B 3
Double Click My Modules>Double it:i?} AltendancCondltlonlnformatmn
click System Administrator i
Folder>Click Master Codes B e
Maintenance B e e

District Email Administration

District Email Base Data

Dynanmic report Menu

ID Card Collection

& M aster Codes

a Online Help
™S s

Maintenance:

AwaRDS CATEGORY 001200 - 001239 )
‘;"3 INDUSTRY ASSESS LEVS 1301-1393

= DAYYPESMO 149 _ « Select Student Form Checklist.
Student Form Checklist 17 * Click the + to left to expand and
T display the list of forms

‘i‘j TEACHER PROGRESS STATUS

‘i‘j TEACHER PROGRESS SKILL TOPICS
‘;"3 TEACHER PROGRESS KNOWLEDGE
& TEACHEH PHUGHESS WE/PDP TOPICS
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Getting Started

Customizing Required Forms

zRosfeeaseofinf ClassMate populates the Student
&) 001702 - No - Release to Miltary _ :
) 001703 - No - Media/Press Release Form Checklist with commonly

- 001704 - Intemet Access required forms. The module is
e o 001705 - Signed Career Objective Form

o 001706 - Student Handbook Sign-off Completely customizable ,add, edit

8 DAL 5ot M akCIL or remove the default forms as
- Free Lunc

€ 001709 - Reduced Lunch needed.
. 001710 - No lunch
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Adding a Required From

'_j Student Form Checklist 1700-99
...... o 001701

prosre

The next 001708 -
available 001709 -

1D 001710 -
2 - Student Insurance Form
.. &N 001712-

number & 001711

- Career Objective Forl

: - Student Media Release Form Received
) 001704 -
- Emergency Card
&) 001706 -
... 001707 -

Student Computer/Intemet Policy

Student Health History Card
Student Code of Conduct
Electronic Devices Verification Form
Media Release Form - Yes

Media Release Form - No

Student Handbook Signoff

| 001714 91213 Locker Assignment Form

Identify Available ID Range

m Determine the available ID number range. Student
Forms is 1700-1799. Note: The required forms cannot
have an ID that falls outside of this range.

Determine the next available sequential ID. In this
example, the next ID for available for use is 00714.
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Adding a Required From

@ pField

Enter the next available sequential ID. In this example, the

o @) foore next ID available for use is 001714
Do ®) Description
(3)) [Parent Partal Authorization Form Enter a Description of the form. Keep in mind the
description can indicate whether a parent has accepted or
RetD @ declined the form content. This field can be used in a variety

of ways to help communicate information to the teachers in
the classroom.

@ Ref ID

Enter a C (continuing) in this field if the is required to
rollover from year to year. Use this option if a form only
needs to signed once during the students career.

If the Ref ID field is left blank, during rollover the forms will
reset. Use this option if the student is required to submit a
new form each school year.

Click Save
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Editing a Required From

BEE

- ‘:} NDUSTRY 45SESS LEVS 1301-1399
DAY TYPES 1400- 1499 D:
Allowable Medications 1601-1693
Student Form Checklist 1700-39

001707

fers ) 001701 - Career Objective Form Description:
) 001702 - Student Media Release Form Received
v o 001704 - Student Computer/Intemet Policy @Sludent Code of Kagla[id

&) 001705 - Emergency Card

= o 001706 - Student Health History Card
@ 001707 - Student Code of Conduct Ref ID

) 001708 - Electionic Devices Verification Form

fon 9 001709 - Media Release Form - Yes

ID Select the form from list that requires editing. A form
may require editing due to a spelling error or name
change.

Highlight the area requiring editing and type the new
text in the field.

Click Save
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Deleting a Required From

w253 DAY TYPES 1400- 1499

Allowable Medications 1601-1639 ID: 001714
Student Form Checklist 1700-99 :

001701 - Career Objective Form

001702 - Student Media Release Form Received Description:

001704 - Student Computer/Intemet Policy
o 001705 - Emergency Card IHeathers Test Form

) 001706 - Student Health History Card
) 001707 - Student Code of Conduct

o 001708 - Electronic Devices Yerification Form Ref ID C

001709 - Media Release Form - Yes

001710 - Media Release Form - No
- 001711 - Student Insurance Form
© 001712 - Student Handbook Signoff
© 001713 - Locker Assignment Form

--‘-QEmployer Contact Cats 2001-2039

m Select the form from list to be deleted. A form may
become obsolete or is simply no longer required.

@ Click Red Round Delete Icon located along the top of
the screen

(< ClassLink

O
=
X
£
3

0

%
o
@)

www.classlink.com/products/classmate/



http://www.classlink.com/

O
=
X
£
3

0

%
o
@)

;;g4i
CIassLin;\'@

ClassMate

Student Forms

Getting Started

Flagging Required Forms

’.Tj Student Assessment

Double Click My Modules>Double G Sudent Enroliment ——>,
. asshate Data Validations
click Student Enrollment ...% District/Course Totals
. . Enrollment P i
Folder>Click Student Master 8 s e
Information g} Student Contact Information

& Student Enrollment Display
aQ Student Locator

Q_} Student Permanent Records
@ Student Scheduling

| ClassLink Career and Technical Center i‘

10

€ Akian,
€ Akian,
€ Akian,
€&  Akian,
-8 Akian,
-8 Akian,
-8 Akian,
& Akian,
€ Akian,
e
L

Akian,

@ Akian, Alan A 101100536 4444990094
B Akian,

Alicia L 091000171 4444654060
Altana 002070762 4444393517
Anas 101100480 4444352970

Andrew J 002070668 4444256477 .
Aiictn D 102070723 4444970348 (1) To Flag or check off a required form

Brandon M 002070715 4444366224
Sl s select the Student Name from the

Charisa 101100140 4444248362 student roster.
Claudio 002070861 4444148493

Daniel 091000175 4444730568

Edwin 002071251 4444316203

I L OO AR AT A A A AT O ARS
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Flagging a Required From

@ Student Forms Tab
Click the Student Forms Tab to view the list of required form customized in Master Codes

@ Student Forms List
Click the box to the left of form received. A check mark will display in the box indicating the form has
been received.

@ Comments

Enter any additional information required by your CTE or any additional information need for quick
reference. For example, the date the form was received.

Addless| Studenllnformalion' Academics' Career Ubieclivel CTSQ _ ‘

Form | Code l =

[ Career Objective Form 001701 =1 —
O Electronic Devices Verification Form 001708 E t {] l;.lj.? Il,'jra I_E
M Emergency Card 001705 3 .-

@ [M Heathers Test Form 001714

[ Locker Assignment Form 001713

O Media Release Form - No 001710 = LS e T
[ Media Release Form - Yes 001709 e -

[ Student Code of Conduct 001707 mm
[ Student Computer/intemet Policy 001704

Student Handbook Sianoff 001712 hd

Y'ou may enter a comment about the form such as the date received, name of the parent that signed the form or any additional Al
information you may want to note

Forms  Checklist:

Comments: @
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Student Form Reporting

Student Forms Checklist are available in your reports folder.

The following reports are commonly used:

Teachers:

Reports Folder: Teacher Discipline

Folder>Student Forms Checklist by Class

Administrators:
Reports Folder: Student Information Folder>
Admin Student Forms Checklist

x| 4“;7m|—‘-m Poe =
e IR IR Y

Mottau, Joseph

www.classlink.com/products/classmate/

| & & #[%[ior = [l « 1 f2 »

Burson, Anthory 3 «
Cooper, Arthony G

Packers, Ryan C - 1
Stern, Dearna T+ 1
Stern, Jaccb L - 101
Stern, Katelyn M - 1
Stern, Tristan G - 1(
Voekers, Mebmet ¥

Printed on: 107202010

11.0901
Computer Network and Security
AM Session

Student
Health
Card
1]
Student
Code of
Conduct
001708
Electronic
Devices
Verification
001709
Media
Release
Form - Yes
001710
Media
Release
Form - No
001711
Student
nsurance
Form
001712
Student
Handbook | .,
S, H
—

Burson, Anthorty J

Cooper, Anthory G

Cooper, Richard A

Frank, Chnistopher

Frank, Richard W

Garfield, Alexander J

Garfield, Travis R

Janvis, Anthony C

Janvis, Darren E

X x| x| x| >x] x| x>

YRR XXX XXX |[*x

XXX X| X| X X|X| X
baq B3 B B3 B4 B4 B3 B -4

Jarvis, Jonathan M

module.

Note: System Administrators can place these reports
inside the modules using the Dynamic Reporting

(< ClassLink


http://www.classlink.com/

ClassLink
45 East Madison Ave
Clifton, NJ 07011

888-963-7550

www.ClassLink.com

ClassLink

ClassMate




