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Welcome

About Renaissance Place

Thank you for choosing one or more of the Renaissance Place Edition software programs, such as
Accelerated Math, Accelerated Reader, English in a Flash, Fluent Reader, MathFacts in a Flash,
StandardsMaster, STAR Early Literacy, STAR Math, or STAR Reading. The Renaissance Place software is
automatically included as part of the installation of any of these programs. You can use Renaissance Place to
manage the information for your entire school district including your district information, schools, school
years (including setting the default school year), marking periods, calendar events, personnel (for both the
district and school, including teachers), parents, students (including importing and exporting student
information), courses, classes (including enrollment), and capabilities. The changes you make in
Renaissance Place will affect all the Renaissance Place programs that share the database. You also use
Renaissance Place to register your programs, enter expansion codes you've purchased for students or
content, enter subscription codes you've purchased, download the installers for other required software,
download updates to your software, and manage settings and preferences that help you maintain the
integrity and security of your data.

In Renaissance Place, the data from the Renaissance Place programs you have installed are combined and
housed in the web server. The Renaissance Place software interface allows districts to generate valuable
reports and conduct important statistical analysis (in tabular or graphic format) on the data. The reports
and analysis can be distributed to a variety of users including superintendents (district information),
principals (school information), and teachers (class information). The flexibility of the browser interface
and the multitude of information stored in the data warehouse allow you to combine data from any level
and separate it for any group or program.

How to Use this Manual and the Online Help

This manual will help you use your Renaissance Place software. In this manual, we use different symbols
and type styles to help you identify buttons, keys, pages, and menus.

Item How we identify it in the manual Example
Buttons Square brackets appear around button names. Click the [Edit] button.
Keys Angle brackets appear around key names. Press the <Enter> key.
Page names, Page names appear in bold type. Sections of the The Classes section of the View Course
sections of page appear in capital letters. Options and links are | page lists the classes associated with the
pages, and enclosed in quotation marks. course. Click “Delete” next to the class
options or links you want to delete.
Field names Field names (blanks on pages or in dialog boxes Click in the Start Date field and type the
where you can type text) appear in capital letters. | starting date for the school year.
Menus Menu names and items appear in bold type. From the File menu, select Exit.
1
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Using the program help

If you need help while you're using Renaissance Place, click “Help” in the top right corner of any page. You
can also use the contents, index, or search included with the help to find more information about the task
you're trying to perform or the feature you're trying to use. Note: To close the online help and automatically
resize the program in your browser window, click “Close Help” in the help window.

If you have questions about the Renaissance Place software, please email us at answers@renlearn.com (for
general questions) or at support@renlearn.com (for technical questions).

HELP FOR THE RENAISSANCE PLACE PROGRAMS

Whenever you install one of the Renaissance Place programs, such as STAR Math RP and
Accelerated Reader AR Renaissance Place itself is also installed. Renaissance Place
includes the tasks listed under “Renaissance Place” on your Home page. If you click
“Help” while viewing one of the Renaissance Place pages, you will see Renaissance Place
help. This help will not include information about tasks that are listed under any of the
other tabs on your Home page.

y ‘Rena.issa.noe

Place™

Home Page for District
Personnel

This _is_the horne page for district
The logo on each help page will show you which program’s help you are using. If you want | 2dministrators (superintendents and

assistant superintendents’ and
to switch to the help for another program, click “Other Help” at the top of the help page.
You can search the help for all Renaissance Place programs on this server by clicking “Search” on the help page.

Finding manuals, resources, and other materials

To download manuals and other materials, click “Download Manuals” in the upper right corner of any
page in the program (see page 11 for more details). To view or print resources for the programs that have
them, click the resources link under the tab for that program on your Home page. To print the STAR Math
RP or STAR Reading RP Pretest Instructions, click “Pretest Instructions” under the tab for that program on
your Home page.

Renaissance 2
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Getting Started

Getting Started

Before you can start using your Renaissance Place edition software, your server must be set up and the

programs you purchased must be installed on it and registered as described in the Renaissance Place
Installation Guide. If additional schools are using the software, each school will need to register each
program separately.

After installing and registering the programs, you can follow the steps in this section to begin using
Renaissance Place on the computers in your district. (There may be additional tasks for each of the
Renaissance Place edition programs, STAR Reading RP or Accelerated Math RP, for example. See each

program’s software manual for details.) This section provides the following information:
*  How to check hardware and software requirements; see below.

* How to log in to Renaissance Place. See page 4 for personnel, page 5 for parents, and page 7
for students.

*  How to switch roles in the software; see page 9.

*  How to change your password; see page 9.

e Which information you need to enter before using the Renaissance Place programs; see page 10.
*  How to view or download software manuals and other reference materials; see page 11.

*  How to go back to a previous page; see page 11.

*  How to log out and close the software; see page 12.

System Hardware and Software Requirements

Hardware: For the latest Renaissance Place system requirements, visit
http://www.renlearn.com/requirements. System requirements are subject to change.

Software: Some of the Renaissance Place programs require other software (Adobe Acrobat Reader, for
example) to be installed on your computers before your teachers and students can use the programs.
Renaissance Place allows you to check your computers without having to log in.

Follow these steps at each computer your teachers and students will use:
1. Start your browser (Internet Explorer, Netscape, Firefox, or Safari).

2. Inyour browser, go to the address provided by your district or school. The Welcome page appears.

3 Renaissance
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Getting Started

3. Click "Check System Requirements” at the bottom left side of the page.

Qelcome to
Renaissance Place*

Log inas: Student
Teacher/Administrator

Parent

Check software Requirements

Software / Primary Use Hide Details Status Action

Check Software Requirements

Adobe Reader
Viewing and printing reports...
as well as assessments and assignments
Used by:
Accelerated Math

Accelerated Reader
English in & Flash
STAR Math

STAR Reading
STAR Early Literacy
Fluent Reader
MathFacts in a Flash

& Version 5 Installed | Meets minimum requirements

Macromedia Flash Player

Student testing, scoring...

as well as student practice and quizzing

Used by: & Version 7 Installed  Meets minimuonm requirernents
StandardsMaster
English in a Flash
Accelerated Reader

Macromedia ShockWave Player & version 7 Installed (Update to Version 10 or \ater)
QuickTime

Student scaring...

as well as teacher scoring & version 6.1 Installed Meets minimun requirerents
Used by:

Fluent Reader

Renaissance Place Print Plug-In
Auto printing TOPS report...
uuvhegl k§h13 preference is set to Enable P ot nstalled Update to Version 1.2 or later
sed by:
Accelerated Math
Accelerated Reader

4. The Check Software Requirements page opens. It lists the software necessary for running the Renaissance Place
programs you have installed and shows whether this computer has the appropriate version of each.

To download an installer, click the link for it in the Action column.

Logging in as a Teacher, Administrator, or Staff

The following steps describe how personnel log in. Before you begin, make sure you have your user name
and password.

1. Start your browser (Internet Explorer, Netscape, Firefox, or Safari).

2. Inyour browser, go to the address provided by your district or school. The Welcome page appears.

3. Click "Teacher/Administrator. s Siaa

CTeacheerminis!ralur:

Parent

Renaissance 4
b Place:




Getting Started

At the Teachers/Administrators login page, follow these steps:

Teachers/Administrators
Enter user name and password

a. Click in the User Name field (blank) and type your user name.

b. Click in the Password field (blank) and type your password.

User Mame I

Note: If you want to change your password before you log in, check the Password |
Change Password box. Click in the box to check it or to remove the check I Change Password
mark. (See page 9 for instructions on changing your password.)

c. Click the [Log In] button.
If the user name and password you entered are valid, either the Change Password page or your Home page appears.

If the program notifies you that you've entered an invalid user name or password, try again to make sure that you did not
type the information incorrectly. If the user name and password still don’t work, contact the person who provided the
information. Important: If you enter an incorrect password too many times, the software may tell you that your account
has been locked out. If this happens, contact your administrator to request that your account be unlocked. For unlocking
instructions, see page 58.

CHANGING YOUR PASSWORD OR SWITCHING YOUR ROLE

You may be asked to change your password the first time you log in to Renaissance Place, or after your school or district
has edited your personal information. You will also be prompted to change it at least once a year. Changing your
password helps to keep it secure. To change the password, click in the New Password field (blank) and type the new
password. Then, click in the Repeat New Password field and type it again. When you're finished, click [Save]. You will
go to your Heme page. Even if the program doesn’t ask you to change your password, you can choose to change it as
you log in, see page 9.

If you have more than one role in the software, you will see a User Type drop-down list on your Home page. If you see
this drop-down list, check to make sure you're logged in with the role you want to use. See “Switching Roles (User
Types)” on page 9 for information on how to switch roles.

Requesting Parental Access and Logging in as a Parent

The following steps describe how parents can request access to Renaissance Place. It also describes how they
log in to the software after the district or school grants them access to it.

1.
2.
3.

Start your browser (Internet Explorer, Netscape, Firefox, or Safari).

In your browser, go to the address provided by your student’s school. The Welcome page appears.

Click “Parent.” The Parents login page appears. iR S

Teacher/Administrator

( Parent )

Renaissance
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Getting Started

4. At the Parents log in page, follow these steps:

If you've been given a user name and password, follow these steps:

a. Click in the User Name field (blank) and type your user name.

Parents
Enter user name and password

b. Click in the Password field and type your password.

Note: If you want to change your password before you log in, check User Name ||

the Change Password box. Click in the box to check it or to remove the Password |

check mark. (See page 9 for instructions on changing your password.) [ Change Password
c. Click the [Log In] button.

Request Parent/Guardian Access

If you don’t have a user name and password and need to request parental access to the program, follow
these steps:

a. Click “Request Parent/Guardian Access.”

Parents
Enter user name and password

User Mame ||

Password I

[ change Password

~
(Request Parentf/Guardian AcCcess )

b. Onthe page that opens (see the picture below), you can request access to the software and identify the students
(children) whose information should be made available to you.

In the Parent/Guardian row, click the Salutation drop-down list and choose a salutation. Then, click in the First
Name, M.I., and Last Name fields (blanks) and type the appropriate information.

Request Parent /Guardian Access Information
Enter the requested information in order to process your access request

ParentfGuardian Information

Parent/Guardian INDHE;I I
Salutation  First Name M. L Last Name

Email Address

This is where the security question your district uses would appear.

Security Field
Note: Maxirnurn length is 50 characters,

Child Information - Enter all your school-age children whose reports you want to access.

Number of Children  [1 .I Set

Child [ [adoptive Father =]
First Name M.IL Last Name Parent/Guardian Relationship
Cancel | Save

c. Click in the Email Address field and type your email address. Be sure to type the entire address, including the “@"
symbol and the information after it.

d. If you see a Security Field, click in the field and type the answer to the question just above it. (See page 181 for
information on how to create a security question for parents.)

Renaissance 6
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Getting Started

e. Click the Number of Children drop-down list and choose the number of children whose information you should have
access to. Then, click the [Set] button.

f.  Foreach child, click in the First Name, M.1., and Last Name fields and type the appropriate information. Then, click
the drop-down list and choose your relationship to the child.

g. When you're finished, click the [Save] button.

h. You'll see a message that tells you the information you entered was successfully submitted. Click the [Done]
button. You will be sent your user name and password to you after you've been granted access to the program. Go
back to the beginning of this step (step 4) for instructions on how to log in with your user name and password.

Note: See page 183 for information on processing parental access requests.
If the user name and password you entered are valid, either the Change Password page or your Home page appears.

If the program notifies you that you've entered an invalid user name or password, try again to make sure that you did not
type the information incorrectly. If the user name and password still don’t work, contact the person who provided you
with the information.

CHANGING YOUR PASSWORD OR SWITCHING YOUR ROLE

You may be asked to change your password the first time you log in to Renaissance Place, or after your school or district
has edited your personal information. You will also be prompted to change it at least once a year. Changing your
password helps to keep it secure. To change the password, click in the New Password field (blank) and type the new
password. Then, click in the Repeat New Password field and type it again. When you're finished, click [Save]. You will
go to your Heme page. Even if the program doesn’t ask you to change your password, you can choose to change it as
you log in, see page 9.

If you have more than one role in the software, you will see a User Type drop-down list on your Home page. If you see
this drop-down list, check to make sure you're logged in with the role you want to use. See “Switching Roles (User
Types)” on page 9 for information on how to switch roles.

Logging in as a Student

The following steps describe how to log in to the Renaissance Place software as a student:
1.
2.
3.

Start your browser (Internet Explorer, Netscape, Firefox, or Safari).

In your browser window, go to the address provided by your school or district.

Click “Student.” -
Log in as: ( Student

Teacher/Administrator

Parent

1 Renaissance
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Getting Started

4. AT the Students login page, follow these steps:

If you know the student's user name, follow these steps:

a. Clickin the User Name field (blank) and type the student’s user name.

b. Click in the Password field and type the student’s password.

c. Click the [Log In] button.

If you don’t know the student’s user name, follow these steps:
a. Click "Find User Name.”

b. If you see a screen where you can choose the school the student is
enrolled in, click the name of the school and click the [Next] button.

¢. Onthe Find User Name — Search for Name page, you can search
for the student’s name. If the school listed at the top of the page is
incorrect, click “change school now” and return to the previous step.
If the school is correct, click in the fields and type all or part of the
student’s first and/or last name. Then, click the [Search] button.

Students

Enter user nsme and password

User Name |

Password |

Did you forget your user name? Find User Name

Students

Enter user nsme and password

User Name |

Password |

Did you forget your user mameé Find User Namej

d. The Find User Name — Search Results page lists the students who matched your search criteria.

If the student is listed, click the student’s name and go to the next step.

If the student is not listed, click the [Back] button to go back to the page where you can enter your search criteria

and perform another search.

e. Ifyou chose a student in the last step, the page that appears allows the student to log in. Notice that the program
has already entered the student’s user name. The student must type his or her password in the Password field

(blank) and click the [Log In] button.

The student’s Home page appears.

STUDENTS MAY BE ASKED TO CHANGE THEIR PASSWORDS

Students may be asked to change their passwords the first time they log in to Renaissance Place or after the school or
district has edited their personal information. Changing students’ passwords helps to keep them secure. To change the
password, click in the New Password field (blank) and type the new password. Then, click in the Repeat New Password

field and type it again. When you're finished, click the [Save] button.

Renaissance 8
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Getting Started

Switching Roles (User Types)

If you're assigned more than one role (User Type) in your district or school, there’s a way for you to switch
to a different role without logging out of the software.

From your Home page, click the User Type drop-down list and Home

el Fhonda whit:
choose the role you want to use. You could see any of the T e

following: District User, Teacher User, School User, or Parent. User Type: [District User =
. . District User
After choosing a role, click the [Set] button.
i\ School User: Three Oaks Academy

Parent

Note: School administrators and school staff who are assigned to L School veers

more than one school need to choose their School User role at the school they want to work with.

Changing Your Password

When you log in to the software, you can change your password. Even if you don’t choose to change your
password, you may occasionally be asked to change it. You may be asked to change it after the school or
district edits your personal information. You may also be asked to change it the first time you log in or
when your password has been active for one year. Changing your password helps keep it secure.

Follow these steps:

1. Onthe Teachers/Administrators login page, type your user name and password.
2. Click in the “Change Password” box to check it.

3. Click the [Log In] button.

Teachers/Administrators
Enter user name and password

User Name ItthW

Password I"""’

¥ Change Password Change Password

Enter a new passwaord

MNew Password ||
Repeat New Password I
o

4. Onthe Change Password page, click in the New Password field (blank) and type your new password. Then, click in the
Repeat New Password field and type it again. Nete: The password must be at least three characters long and contain at
least one number.

5. Click the [Save] button.

Renaissance
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Setting up Your Data before Using the Renaissance Place Programs

After the Renaissance Place programs are installed and registered (see the Renaissance Place Installation
Guide for instructions), you must enter the following information into the database before your teachers
and students can use the software:

Task

Usually performed by

Where to find instructions

(1 Install the content. You might have
content for Accelerated Math,
Accelerated Reader, English in a
Flash, Fluent Reader, and
StandardsMaster

Server administrators

Each program'’s software manual

Enter district information.

District administrators

Page 12 of this manual

Add school years (if necessary).

Add school information.

Add school administrators and
district staff.

District administrators and district staff

Page 14 of this manual

Page 26 of this manual

Page 41 of this manual

Add teachers and school staff.

Add students.

District administrators, district staff, and
school administrators

Page 41 of this manual

Page 59 of this manual

U000 OO0 00

Add school marking periods (for class
duration and reports).

District and school administrators

Page 17 of this manual for
multiple schools and page 18 for
one school

U

Add calendar events to identify
days off (this is necessary for
Accelerated Math).

District administrators and district staff

Page 22 of this manual for
multiple schools and page 23 for
one school

U Add courses.

([

Add classes.

(L Assign teachers to classes.
Important: Be sure to designate a
lead teacher for each program the
class uses. This tells the software
what kind of class it is.

U Enroll students in classes.

District administrators, district staff,
school administrators, school staff, and
teachers

Page 95 of this manual

Page 101 of this manual

Page 108 of this manual

Page 111 of this manual

O Add parents.

District administrators, district staff, and
school administrators

Page 87 of this manual

(L Set up a data consolidation schedule
for reporting.

District administrators

Page 115 of this manual
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Getting Started

Task Usually performed by Where to find instructions
O Add reporting periods. District and school administrators Page 118 of this manual
(L Make sure teacher and student District administrators, school Page 3 of this manual
computers have the necessary administrators, and teachers (System Hardware and Software
software installed Requirements)

Note about importing student data: Using the Renaissance Data Translator, you can import student,
personnel, class, and other data from these sources: 1) a database created in a desktop version of Renaissance
Learning software, 2) a .exp file exported from that software, or 3) a text file that conforms to the required
format. The Renaissance Data Translator must be used at the server. For more information, you can open
the Renaissance Data Translator Instructions on your server. To do this, click [Start] and choose Programs,
Renaissance Learning, Utilities, and Renaissance Data Translator Instructions.

Viewing or Downloading the Software Manuals

A software manual for Renaissance Place and for each Renaissance Place edition program you have installed
on the server is available in PDF format from your Home page. You can also access several other useful
items to help you use your software.

Follow these steps to view or download a manual:

1. Click the “Download Manuals” link in the upper right corner of any page in the program.

2. On the Product Manuals page, click “Download” by the ot Mot avarie P
manual. or other item you want to view. Renaissance Place Software Manual Download
Renaissance Place  How fo Read a Math Implernentation Report Daownload
3. The manual you chose will open in Adobe Acrobat Reader (or flon 9 Ko o Randlho Impmeniston fopert -EW::
in Preview on certain Macintosh computers), either within fcoslerated Math  Accelerated path Software Tios BRG]
yOUr brOWSer WII’]dOW or |n a Separate W|nd0W Accelersted Math License Agresment Download
Accelerated Reader SoRtware Manual Download
. . . . . Accelerated Reader  dccelersted Reader Software Tips Download
You can save the manual or print it by clicking the appropriate Acoslerated Render tisense Agreement Bomninad
button in the Acrobat Reader window or by using the File SRR Fming oot st Buznliat
. . STAR Reading Softwars Manual Download
menu In Pr8V|eW STAR Reading STAR Resding Technical Manual Download
. . STAR Reading Software Tios Download
4. To exit the Product Manuals page, click the [Home] button. STHR Reading Licnse Agresment Download

How to Go Back to a Previous Page

The program keeps track of each page you
P g p p g y i . ;faréaeifsance Horme Manage Schoals = View School

have visited since the last time you left your

Home page. To go back to a previous page, click one of the links in the yellow bar at the top of any page in
the program. Do not use the Back button in your browser window.

" Renaissance
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Managing District Information

Logging Out of the Software

When you have finished working in Renaissance Place, you should log out to keep the data secure. To do
this, click “Log Out” in the upper right corner of any page. The program will log you out and go to the
Welcome page. If you do not log out, and you do not work in the software for about 20 minutes, you will
be asked to log in again when you return to the software.

After you log out, you can close the software by closing your browser.

Managing District and School Information—An Overview

When your district starts using the Renaissance Place software, the district administrator should edit the
district information, if necessary. Then, the school years, schools, and school administrators should be
added. After that, district or school personnel can add the rest of the school personnel, the students, and
parents. They should also define the marking periods and calendar events, and add courses and classes for
the schools (school administrators and school staff can only add this information for their school).

Note: The tasks described in the table beginning on page 33 and the type of user who can perform each task
are based on the default capability sets in Renaissance Place. The tasks available to you may vary depending

on the capabilities granted to each user group (see page 30) and the capabilities granted to individual users
(see page 49) in your district and schools.

The sections on the following pages describe how to manage your district and school information using
Renaissance Place.

Managing District Information

You can enter descriptive information about your district by following the steps in this section. By default,
only district administrators can enter this information; however, the availability of this option depends on
the capabilities you've been granted.

Follow these steps to edit your district information:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.

Renaissance 12
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Managing School Years

2. Onyour Home page, click "District and Schools” under Renaissance Place. Edit District
- w S . Enter the district information
Note: You may need to click “Show Details” by Renaissance Place to show
the available tasks. District Details (*Required Field)

Short Name IMD

3. On the District and Schools page, click “District Information.”

4. On the Edit District page, you can enter or change any of your district’s address1 [
information. Information marked with an asterisk (*) is required. All other Address 2 [Nana
information is optional. ety I
State |—;[
To change most of the information, click in the fields (blanks), delete the - el o 5
old information, and type the new information. Zip code —
hone Number I
To change the state or country, click the drop-down list and choose the e ¢ ) :

Fax Number (l—)l— _I—

District E-mail INDHE—
5. When you're finished, click the [Save] button. If you decide not to save your e

changes, click the [Cancel] button instead. District Number [fone
Stste Nurnber INDHE—

Cancel Save

Managing School Years

The sections on the following pages describe how to add, view, and edit school years for the district and also

correct information.

how to define marking periods and calendar events for one school or for multiple schools. By default, only
the district administrator can add and edit school years for the district, and define marking periods and
calendar events for one school or for multiple schools. District staff can add and edit school years for the
district, view marking periods, and define calendar events for one school or for multiple schools. School
administrators can view the district’s school years, and add and edit marking periods and calendar events for
their school. School staff can view the district’s school years and the marking periods for their school, and
also define the calendar events for their school. However, the availability of these options depend on the
capabilities you've been granted.

You must set up your school year(s) before you can use many of the Renaissance Place features. School
years are necessary when you set up your classes or copy the class setup from a previous school year. School
years also help you segment your data by time periods when you're generating reports. Additionally,
defining marking periods is required if you're going to set goals in Accelerated Math or Accelerated Reader.
Calendar events must be defined for the % of full pace calculations to be correct on the Accelerated Math
Diagnostic Report and are also important for certain Accelerated Reader report calculations.

At any time, district administrators, district staff, school administrators, school staff, and teachers can
choose the school year that they want to work in while using Renaissance Place. See page 25 for details on
changing the school year you're working in.

Note: School years cannot be inactivated or permanently deleted—they can only be added and edited.

13 Renaissance
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Managing School Years

Adding School Years

School years that are added to the program are used by all the schools in the district. By default, only
district administrators and district staff can add school years; however, the availability of this option
depends on the capabilities you've been granted.

Follow these steps to add a school year:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.

2. Onyour Home page, click “School Years” under Renaissance Place. Note: You may need to click “Show Details” by
Renaissance Place to show the available tasks.

3. Onthe School Years page, click “Add School Year.”

4. Onthe Add School Year page, click in the fields (blanks) to enter the [4ga sehool vear
school year name (Description), the start date, and the end date. (In | # nev sehoet vesr
some browsers, you can click calendar buttons to open calendars
where you can choose the dates.) This information is required. If you Z:::;t::ar petails (*RewTdﬁL
need to record the number of days in the school year, click in that field
and type the appropriate number. Note: The dates for the new school | =" P=*" [
year cannot overlap the dates for any of the existing school years. End Date* I—
5. If you want to add another school year after you add this one, click the | ™M= " Be¥ m Sehost¥Year |
[Save and Add] button; then, repeat step 4. If you're not adding any Cancel | [Save|  Saveand Add |

more school years after this one, click the [Save] button. If you decide
not to add this school year, click the [Cancel] button.

The first school year added to the database is automatically set as the current school year for the district.
See the next section if you need to choose a different current (default) school year.

Viewing School Years

By default, district administrators, district staff, school administrators, and school staff can view the school
years that have been set up for the district; however, the availability of this option depends on the
capabilities you've been granted.

Follow these steps to view a school year:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.

2. Onyour Home page, click “School Years” under Renaissance Place. Note: You may need to click “Show Details” by
Renaissance Place to show the available tasks.

3. Onthe School Years page, click “View School Year.”

4. Onthe Select a School Year page, click the name of the school year you want to view.

Renaissance 14
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Managing School Years

5. The View School Year page appears. This

page shows you the name of the school year,
its start and end dates, the number of days in
the school year, and whether it's the current
school year (Status).

Note: Your primary position and the
capabilities you've been granted determine

Yiew School Year
Edit thiz school year's details and marking periads

School Year Task Menu Selected School Year
Edit School vear 2004-2005
Edit Marking Periods by Schoal Start Date 8/22/2004

Add Marking Periods to Multiple Schoals
Add/Edit Calendar Events

Copy/Edit Classes from a Previous TYear
Set as Current Schoaol Year Status Is Mot Current Schoaol vear

End Date 8/21/2005
Murnber of Days Mot Set

which links (if any) are available under the School Year Task Menu.

Setting the Current (Default) School Year

At the beginning of each new school year, district administrators or district staff should set the default
(current) school year for the district. School administrators and school staff can set the current school year
only for their school. Note: See below to find out which school year applies to which users.

WHO DOES THE CURRENT SCHOOL YEAR APPLY TO?

When a district administrator or district staff member sets the current school year, it applies to anyone logging in as district
administrator, district staff, teacher, parent, or student. It even applies to the school administrators and school staff (unless
they set a different current school year for their school).

If a school administrator or school staff member sets a current school year, it applies to the school administrators and
school staff at that school (instead of the one set by the district).

Follow these steps to set a current school year:

1.

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at

the top of any page. Note: If you're a school administrator or school staff and you have access to more than one school,
click the User Type drop-down list on your Home page and choose your School User role at the school you want to

work with.

On your Home page, click “School Years” under Renaissance Place. Note: You may need to click “Show Details” by

Renaissance Place to show the available tasks.

On the School Years page, click “View School Year.”

On the Select a School Year page, click the name of the school year you want to set as the current school year.

15 Renaissance
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Managing School Years

5. Onthe View School Year page, under the
School Year Task Menu, click “Set as Current
School Year.” Note: This link is not available
if the school year you're viewing is already
designated as the current school year. You
can see if a school year is set as the current
school year by looking at the Status.

Editing School Years

V¥iew School Year

Edit thiz school year's details and marking periads

School Year Task Menu

Edit School vear
Edit Marking Periods by Schoal
Add Marking Periods to Multiple Schoals
Add/Edit Calendar Events

i evious Tear
Set as Current School vYear -

Selected School Year
2004-2005
Start Date 8/22/2004
8/21/2005
Murnber of Days Mot Set

(Is Mot Current School Year)

End Date

Status

By default, only district administrators and district staff can change the name of a school year, its dates, or

the number of days recorded in the year; however, the availability of this option depends on the capabilities

you've been granted.

Follow these steps to edit a school year:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at

the top of any page.

2. Onyour Home page, click “School Years” under Renaissance Place. Note: You may need to click “Show Details” by

Renaissance Place to show the available tasks.

I U

1. When you're finished, click the [Save] button. If you don't want

On the Edit School Year page, you can change the school year
name (Description), start date, end date, and number of days by
clicking in the fields (blanks), deleting the old information, and
typing the new information. In some browsers, you can click the
calendar buttons to open calendars where you can choose the
dates. A school year name, start date, and end date are
required. Note: You cannot edit a date if it occurs in the past or
if it's in a previous school year. Also, the dates you enter cannot
overlap the dates for any of the existing school years.

On the School Years page, click “View School Years.”

On the Select a School Year page, click the name of the school year you want to change.

On the View School Year page, click “Edit School Year” under the School Year Task Menu.

Description™

Start Date™®

End Date*

Edit School Year
Edit the selected schaoal year

School Year Details

Murnber of Days in School Year INDt Set

Cancel |

(*Required Fisid)
|2005-2008
[pr22/2008 E-
[pr21/2008 E-

to save your changes, click the [Cancel] button instead.

Renaissance
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Defining Marking Periods for Multiple Schools

By default, only district administrators can define the marking periods for multiple schools at once;

however, the availability of this option depends on the capabilities you've been granted. The only schools

you can choose for this process are ones that have no existing marking periods. If you need to define the

marking periods for an individual school or if you need to edit or delete a school’s existing marking periods,

follow the steps in “Defining Marking Periods for One School” on page 18.

Marking periods are used when you add classes to show the duration of the class. If your classes last the

entire school year, you do not need to add a marking period for that because you can select the school year

as the marking period when you add classes. Marking periods are also necessary if your teachers are going to

set Accelerated Math and/or Accelerated Reader goals for the students in their classes.

Follow these steps to define the same marking periods for more than one school:

1.

S

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at

the top of any page.

On your Home page, click “School Years” under Renaissance Place. Note: You may need to click “Show Details” by

Renaissance Place to show the available tasks.

On the School Years page, click “View School Year.”

On the Select a School Year page, click the school year for which you want to define marking periods.

On the View School Year page, click “Add Marking Periods to Multiple Schools” under the School Year Task Menu.

On the Select Schools page, check the box by each school for which you want
to define the marking periods. Only those schools that don't have existing
marking periods for this school year will be listed. Click a box to check it or to
remove the check mark.

When you're finished selecting schools, click the [Next] button.

17

Select Schools
Select schools far which to add marking periods,
School Year: 2004-2005

Select School Mame
¥ Y Hillside Elernentary
I~ | Martin Middle School

W ) Three Caks Acaderny

Cancel |

Renaissance
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Managing School Years

1. The Add Marking Periods page identifies the school year, the
school year start and end dates, and lists the schools for which
you chose to add marking periods. The marking periods you add
on this page should match your grading periods and the duration
of classes within the school year. Note: If your classes last the
entire school year, you don't need to enter a marking period for
that because you can select the school year itself as the marking
period when you add your classes.

To add a marking period, click in the fields (blanks) and type the
marking period name, the start date, and the end date. (You may
be able to click calendar buttons to open calendars where you can
choose the dates.) Then, click the Type drop-down list and select
the type of marking period. Click the [Add] button. After you

add each marking period, it appears in the list at the bottom of
the page.

8. Onthe Add Marking Periods page, you can also delete any of

Add Marking Periods
add marking periods to the school year for the selected schools

School Year: 2004-2005
Dates: 8/22/2004-8/21/2005
School: Hillside Elementary, Three Daks Academy

Narne IOctober
Start Date [10/01/2004 B
End Date  [10/31/2004 E-

IMarkmg Period ;I

Type

Type Start Date End Date Action

1st GQuarter Quarter  8/22/2004 10/31/2004 Edit | Delete
znd Quarter  Quarter  11/1/2004 1/6/2005 Edit | Delete
3rd Quarter Quarter  1/7/2005  3/20/2005  Edit | Delete
4th Quarter Quarter  3/21/2005 6/2/2005 Edit | Delete
1st Semester  Semester &/22/2004 1/6/2005 Edit | Delete

2nd Semester Semester 1/7/2005  6/2/2005  gdd
Cancel Save |

the marking periods you just added. To delete a marking period, click “Delete” in the row for it.

9. Also on the Add Marking Periods page, to edit the information for any of the marking periods you just added, click
“Edit” in the row for it. When you do this there are three things you should notice:

e The Name, Start Date, End Date, and Type fields \

will be filled with the information from the marking
period you selected.

e The [Add] button will be changed to [Update].

e The name of the marking period you selected to edit
will be bold-faced so you know which marking
period you're editing.

Make the necessary changes. Then, click the [Update] button.

T

Mame 2nd Quarter
Start Date [11/1/2004 =
End Date  [1/5/2005 =

Type IQuartar ;I
r Update
Mame Type Start Date End Date Action

1st Quarter  Quarter | 8/22/2004 10/31/2004 Edit | Delete

T

2nd Quarter Quarter  11/1/2004 1/6/2005 Edit | Delete

10. When you're finished adding, editing, and/or deleting the marking periods for these schools, click the [Save] button. If
you decide not to save your marking periods, click the [Cancel] button instead.

Defining Marking Periods for One School

By default, district administrators and school administrators can add, edit, or delete marking periods for

one school. (District administrators can work with any school. School administrators can only work with

their school.) However, the availability of this option depends on the capabilities you've been granted.

Marking periods are used when you add classes to show the duration of the class. If your classes last the

entire school year, you do not need to add a marking period for that because you can select the school year

as the marking period when you add classes. Marking periods are also necessary if your teachers are going to
set Accelerated Math and/or Accelerated Reader goals for their students.

Renaissance 18
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Managing School Years

Follow these steps to define the marking periods for one school:

1.

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator and you have access to more than one school, click the User
Type drop-down list on your Home page and choose your School User role at the school you want to work with.

On your Home page, click “School Years” under Renaissance Place. Note: You may need to click “Show Details” by
Renaissance Place to show the available tasks.

On the School Years page, click “View School Year.”
On the Select a School Year page, click the school year for which you want to define the marking periods.
The View School Year page appears next. The links you see on this page depend on your primary position and the

capabilities you've been granted.

If you see an “Edit Marking Periods by School” link, click it. Then, on the Select a School page, click the school whose
marking periods you want to define. Note that on the Select a School page you can see which schools have marking
periods defined and which schools do not.

If you see an “Edit Marking Periods” link, click it.

The Edit Marking Periods page identifies the school year, the school Edit Marking Periods
. £dd ar delate marking periods for the sslectad school year
year start and end dates, and the school. The bottom of the page lists
the marking periods that have been defined for this school. You can School Year: 2004-2005
Dates: 8/22/2004-8/21F2005

add, edit, or delete marking periods. The marking periods should match Sehool Westfield Elementary

your grading periods and the duration of classes within the school year. e o
Note: If your.classe.s last the entire school year, you don't need to Stert ot [TV
gnter a marking pgnod fgr that because you can select the school year ) (e
itself as the marking period when you add your classes.

Type |Marking Period ;I

Click in the fields (blanks) and type the marking period name, the start

2

date, and the end date. (You may be able to click calendar buttons to yod

i Marne Type Start Date End Date Action
open calendars where you can choose the dates.) Then, click the Type LstSemester Semester 8/22/2004 1/6/2005 | Edit | Delste
drop-down list and select the type of marking period. After entering the 2nd Semaster | Somester |1/7/2005 |6/2/2005 | Bt | Delote

1st Quarter Quarter | §/22/2004 10/31/z2004 Edit | Delete

information, click the [Add] button. After you add each marking period, Znd Quarter  Quarter | 11/1/2004 1/6/2005  Edt | Delete
3rd Quarter Quarter  1/7/2005  3/20/2005 Edit | Delete

it appears in the list at the bottom of the page. e | ewn R s =
On the Edit Marking Periods page, you can also delete any of the CanCE/.
marking periods that you just added or that were previously added.

Click “Delete” in the row for that marking period.
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Also on the Edit Marking Periods page, you can edit the information for any of the marking periods you just added or
that were previously added. Click “Edit” in the row for that marking period. When you do this there are three things you
should notice:

e The Name, Start Date, End Date, and Type fields

. . . . . i Name |2nd Quarter
WI||. be filled with the information from the marking \ P e
period you selected.

End Date IWB,QDDS 'I

e The [Add] button will be changed to [Update]. \- Tupe | [Cuarter =l
™ Update |

e The name of the marking period you selected to edit

will be bold-faced so you know which one you're Narne Type | Start Date|End Date | Action
Edltmg \ 1st Quarter Quarter  8/22/z004 10/31/2004 Edit | Delete

| 2nd Quarter Quarter  11/1/2004 1/6/2005 Edit | Delete

Make the necessary changes. Then, click the [Update] button.

When you've finished adding, editing, and/or deleting the marking periods for this school, click the [Save] button. If you
don't want to save your changes, click the [Cancel] button instead.

Viewing Marking Periods for a School

By default, district administrators and district staff can view the marking periods that have been defined for

any school. School administrators and school staff can only view the marking periods that have been

defined for their school. However, the availability of this option depends on the capabilities you've been

granted.

Follow these steps to view a marking period:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator or school staff andyou have access to more than one school,
click the User Type drop-down list on your Home page and choose your School User role at the school you want to
waork with.

2. Onyour Home page, click “School Years” under Renaissance Place. Note: You may need to click “Show Details” by
Renaissance Place to show the available tasks.

3. Onthe School Years page, click “View School Year.”

4. Onthe Select a School Year page, click the school year for which you want to view the marking periods.

What you see and do next depends on your primary position and the capabilities you've been granted. Continue by
following the steps on the next page for your position:

Renaissance 20
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District administrators and school administrators:

a. The View School Year page appears.  [view school Year

ThlS page ShOWS yOU Informatlon abOUt Edit thiz school year's details and marking periads
the school year. Note: Your pfimar\/ School Year Task Menu Selected School Year
position and the capabhilities you've Edit School Year 2004-2005
b d d . h h | k (Edit Marking Periods by School) Start Date a/22/2004

een grante etermine whicn links Add Marking Periods to Multiple Schoals End Date 8/21/2005
are available under the School Year Add/Edit Calendar Events Number of Days Mot Set

Copy/Edit Classes from a Previous TYear

TaSk MenU. Set as Current School Year Status Is Mot Current Schoaol vear

If you see an “Edit Marking Periods By School” link, click it. Then, on the Select a School page, click the school
whose marking periods you want to view. Note that on the Select a School page you can see which schools have
marking periods defined and which schools do not.

If you see an “Edit Marking Periods” link, click it.

b. The Edit Marking Periods page identifies the school year, the school year start and end dates, and the school.
The bottom of the page lists all the marking periods that have been defined for this school. You may need to scroll
down the page to view all of the marking periods. When you're done viewing the marking periods, click the [Cancel]
button to exit this page.

Note: Not only can you view the marking periods for this school, you can also add, edit, and delete them. If you
would like to work with this school’s marking periods, stay on the Edit Marking Periods page and go to step 6 of
“Defining Marking Periods for One School” on page 19.

District staff and school staff:

a. The View School Year page appears.  [viow school Yoar
ThlS page ShOWS yOU InfOI’ma'[IOI’] abOUt Edit this school year's details and marking periods

the school year. Note: Your primary School Year Task Menu selected School Year

position and the capabilities you've Edit School Year 2004-2005

been granted determine Wthh “nkS Wiew Marking Periods By School) Start Date a/zz/z004
) Add/Edit Calendar Events End Date 8/21/2005

are aVa||ab|e Under the SChOOl Year Copy/Edit Classes from a Previous Year

Murnber of Days Mot Set
Set C t School 7
Task Menu. Bt s Lurrent sehoot vear Status Is Mot Current Schaoal Year

If you see a “View Marking Periods By School” link, click it. Then, on the Select a School page, click the school
whose marking periods you want to view. Note that on the Select a School page you can see which schools have
marking periods defined and which schools do not.

If you see a “View Marking Periods” link, click it.

b. The View Marking Periods page identifies the school year, the school year start and end dates, and the school.
The page also lists all the marking periods that have been defined for this school. You may need to scroll down the
page to view all of the marking periods. When you're done viewing the marking periods, click the [Back] button to
exit this page.
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Defining Calendar Events for Multiple Schools

Calendar events are days during the school year that your school is not in session (this doesn’t include
Saturdays and Sundays). Defining calendar days allows the program to track the number of days that school
is in session. This is necessary for the calculations on certain reports to be correct, including the percent of
full pace calculation on the Accelerated Math Diagnostic Report. It is also important for certain Accelerated
Reader report calculations.

By default, district administrators and district staff can define calendar events for multiple schools at once;
however, the availability of this option depends on the capabilities you've been granted. The only schools
you can choose for this process are ones that have no existing calendar events. If you need to define
calendar events for an individual school or if you need to edit or delete a school’s existing calendar events,
follow the steps in “Defining Calendar Events for One School” on page 23.

Follow these steps to define the same calendar events for more than one school:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.

2. Onyour Home page, click “School Years” under Renaissance Place. Note: You may need to click “Show Details” by
Renaissance Place to show the available tasks.

. On the School Years page, click “View School Year.”
On the Manage School Years page, click the school year for which you want to define calendar events.

On the View School Year page, click “Add/Edit Calendar Events.”

o U &~ W

. The Select a School page lists the schools in the district and shows e Calendar £v2ne or (atle Sshoos) i el one
which ones have calendar events defined.

School Year: 2004 / 2005 School Year

To define the same calendar events for more than one schoal, click the gehoal[ane EelendaEyenElnefned
ADVANTAGE ELEMEMTARY No
“Multiple Schools” link. No
LOMA VISTA MIDDLE SCHOOL Yes
Maple Elementary Tes
RENAISSAMCE ACADEMY Yes
ROBISON PRIMATE SCHOOL No
SOUTH WELLS MIDDLE SCHOOL No
SOUTH WEST ELEMENTARY Mo
uwiestfield Elementary No

1. Onthe Select Schools page, check the box by each school for which
you want to define calendar events. Only those schools that don't have school Year: 2004 / 2035 Schoal Taar
existing calendar events for this school year will be listed. Click a box to Cancel | e |
check it or to remave the check mark.

Define Calendar Event for: Multiple Schools | Individual Schoal

Select School Mame

When you're done, click the [Next] button. [] | ADVANTAGE ELEMENTARY

[l EAST MIDDLE SCHOOL

l- ROBISON PRIVATE SCHOOL
SOUTH WELLS MIDDLE SCHOOL
SOUTH WEST ELEMENTARY

I westfield Elementary

Cancel | Mext = |
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8. The Add/Edit Calendar Events page identifies Add/Edit Calondar Events
efine calendar events for the seleced schoal year
the school year, the school year start and end ’ e ’
dates, and lists the schools for which you are School Yzar: 2004 / 2005 Schoal Year
Dates: 8f2272004-821/2005
addlng Calendar events School: SOUTH WELLS MIDDLE SCHOOL, SOUTH WEST ELEMENTARY
To add a calendar event, click in the fields (blanks) Name
y
and type the name of the calendar event and a =

description. For the start and end dates, you can  “————pm| ceseription
either type the dates in the appropriate fields or

[
(in certain browsers) you can click the calendar S
button by the start date and end date fields to <: T
open a calendar where you can choose the date. ( —
After entering the information, click the [Add]
button. After you add each calendar event, it Name StartDate  End Date | Action
. . Thanksgving Break 11/25/2004 11/26/2004 Ed\t
appears in the list at the bottom of the page.
Cancel Savel

9. 0Onthe Add/Edit Calendar Events page, you can
also delete any calendar event you just added by
clicking “Delete” in the row for it.

10. Also on the Add/Edit Calendar Events page, you can edit the information for any calendar event you just added by
clicking “Edit” in the row for it. When you do this there are three things you should notice:

e The Name, Description, Start Date, and End
Date fields will be filled with the information

Harne IThanksgvmg Break

[
from the calendar event you selected. T
Description
e The [Add] button will be changed to [Update]. o
¢ The name of the calendar event you selected Start Date  [11/26/2004
will be bold-faced so you know which one Endoste  [rimmood

you're editing. ( Updata )

Make the necessary changes. Then, click the

MNarne Start Date  End Date Action
[Update] button. Thanksgving Break 11/25/2004 11/26/2004 Edit | Delete
. . . Cancel | S
11. When you're finished adding, editing, and/or Loaneel | Sev|

deleting the calendar events for these schools, click the [Save] button. If you don't want to save your calendar events,
click the [Cancel] button instead.

Defining Calendar Events for One School

Calendar events are days during the school year that your school is not in session (this doesn’t include
Saturdays and Sundays). Defining these days allows the program to track the number of days that school is
in session. This is necessary for the calculations on certain reports to be correct, including the percent of full
pace calculation on the Accelerated Math Diagnostic Report. It is also important for certain Accelerated
Reader report calculations.
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By default, district administrators, district staff, school administrators, and school staff can add, edit, or
delete calendar events for one school. (District administrators and district staff can work with any school.
School administrators and school staff can only work with their school.) However, the availability of this
option depends on the capabilities you've been granted.

Follow these steps to define the calendar events for one school:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator or school staff andyou have access to more than one school,
click the User Type drop-down list on your Home page and choose your School User role at the school you want to
work with.

2. Onvyour Home page, click “School Years” under Renaissance Place. Note: You may need to click “Show Details” by
Renaissance Place to show the available tasks.

3. Onthe School Years page, click “View School Year.”
4. Onthe Select a School Year page, click the school year for which you want to define calendar events.
5. On the View School Year page, click “Add/Edit Calendar Events.”
6. Ifyou're a district administrator or district staff, the Select a School Define Catomdar Cean fors aRee Sohadls | ool seho
page lists all the schools in the district and shows which ones have
. School Year: 2004 / 2005 School Year
calendar events defined.
School Mame Calendar Events Defined
. . . ADVANTAGE ELEMEMTARY No
Click the name of the school for which you want to define calendar EAST MIDDLE SCHOOL o
events LOMA WISTA MIDDLE SCHOOL Yes
' Maple Elementary Tes
If you're a school administrator or school staff, skip this step. REMAISSANCE ACADENY res
ROBISON PRIVATE SCHOOL No
SOUTH WELLE MIDDLE SCHOOL No
SOUTH WEST ELEMENTARY No
uwiestfield Elementary No

1. The Add/Edit Calendar Events page identifies
the school year, the school year start and end

Add/Edit Calendar Events

dateS, and .the SChOOl The bOTtom Of .the page Define calendar events for the seledted school year
lists the calendar events that have been defined Sehocl Year: 2004 £ 2005 Schaol Year
Dates: gf22/2004-8f21/2005

for this school. You can add, edit, or delete School:  Westfield Elementary
calendar events.

Name

To add a calendar event, click in the fields (blanks) / |
and type the name of the calendar event and a | Cescription

description. For the start and end dates, you can
either type the dates in the appropriate fields or
(in certain browsers) you can click the calendar
button by the start date and end date fields to
open a calendar where you can choose the date.
After entering the information, click the [Add]

Start Date
End Date

Add

Marne Start Date  End Date Action
button. After you add each calendar event, it Thankaiving Break | 11/25/2004 11/26/2004 Ed't
appears in the list at the bottom of the page. Cancel | Save|

8. 0Onthe Add/Edit Calendar Events page, you can
also delete any of the calendar events that you
just added or that were previously added. Click “Delete” in the row for that calendar event.
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9. Alsoon the Add/Edit Calendar Events page, you can edit the information for any of the calendar events you just added

Mame Start Date  End Date Action
[Update] button. hanksgving Break 11/25/2004 11/26/2004 Edit| Delote
B .. . . Cancel Sawve
10. When you're finished adding, editing, and/or Loace| Sawe|

or that were previously added. Click “Edit” in the row for that calendar event. When you do this there are three things
you should notice:

e The Name, Description, Start Date, and End
Date fields will be filled with the information

Marne Thanksgving Break

=
from the calendar event you selected. T
Description
e The [Add] button will be changed to [Update]. &
e The name of the calendar event you selected statDate [11/52004
to edit will be bold-faced so you know which Endoste  [T17Z57008

calendar event you're editing.

/7N

Update | )

Make the necessary changes Then, click the

deleting the calendar events for this school, click the [Save] button. If you don't want to save your changes, click the
[Cancel] button instead.

Changing the School Year You’'re Working in

No matter what your primary position is, when you log in to Renaissance Place, the school year that the

district or school has set for the current school year will be the year you will be working with. If you'd like to

know more about how to set the current school year and how it applies to the various positions, see “Settin
y p g
the Current (Default) School Year” on page 15.

District administrators, district staff, school administrators, school staff, and teachers can change the school

year they’re working in. This is helpful if you want to set up your courses and classes for the next school

year or to view test results from a previous school year. The school year you're currently working in is shown

above your name in the upper right corner of any page.

Follow these steps to change the school year you're working in:

1.

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator or school staff andyou have access to more than one school,
click the User Type drop-down list on your Home page and choose your School User role at the school you want to
waork with.

On your Home page, click “School Years” under Renaissance Place. Note: You may need to click “Show Details” by
Renaissance Place to show the available tasks.

On the School Years page, click “Change Active School Year.”

The Select a School Year page appears next. This page lists the school years that have been added to the database.
Click the school year you want to work in. Note: you will continue to work in the school year you chose until you either
change the year again or you log out of the program.
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Managing Schools

The following sections describe how to add, view, edit, or delete the schools in your district. By default,
only district administrators and district staff can perform these tasks; however, the availability of these
options depend on the capabilities you've been granted.

Adding Schools

By default, only district administrators and district staff can add the schools in their district; however, the
availability of this option depends on the capabilities you've been granted. You must add your schools
before you can assign school administrators, school staff, or teachers to them, and add the school’s courses
and classes.

Follow these steps to add schools:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.

2. Onyour Home page, click “District and Schools” under Renaissance Place. Note: You may need to click “Show Details”
by Renaissance Place to show the available tasks.

3. On the District and Schools page, click “Add School.”

4. Onthe Add School page, enter the school’s information. For most of [agdschoal
the information, click in the fields (blanks) and type the school’s ey the seheel infarmatien
information. To choose a state, country, and grade range, use the - —
. . ) . School Details (*Regquired Fisld)
drop-down lists to choose the correct information. Note: Required | .. —
information is marked with an asterisk (*). All the other information semmame [

is optional. Address 1 [
5. Ifyou want to add another school after you save this one, click the fodeel |

[Save and Add] button. Then, repeat step 4. City |
7 . . . ale I vl
If you're not adding any more schools after this one, click the [Save] o
Country [United States Of America |
button. :
Zip Code l—
If you decide not to add this school, click the [Cancel] button. Phone Number | i N

. . . . F. M b
Note: If your new school name is the same as an active or inactive |~ ol

school that's already in the database, the Duplicate School Found | *™*™" |

page appears. Follow these steps: SchoelLRL
District Murnber l—
a. The Duplicate School Found page asks whether you want to ctate s
. . ate Nurnber l—
add another school with the same name or cancel this
, i Grade Range® | ;I ta | ;I
procedure. If the school you're adding has the same name as an
Cancel | Savel Save and Add |

inactive school, the Duplicate School Found page also gives
you the opportunity to activate (restore) the inactive school. To continue: click the [Activate] button to activate the
inactive school, click the [Add School] button to add a duplicate school, or click the [Cancel] button to cancel the
procedure.

Renaissance 26
b Place



Managing Schools

b. If you choose to activate a school, you will activate the school and all of its records. Click the [Yes] button to do
so or click the [Cancel] button to cancel this procedure. Note: When you choose to activate a school, the program
activates the old record from the database. If any of the school information needs to be updated, you must edit it;

see page 28 for details.

c. The program tells you if the school has been successfully activated. Click the [Continue] button.

REGISTER EACH SCHOOL THAT WILL USE THE SOFTWARE

Only schools that have registered the Renaissance Place edition programs that are installed on this server can use them.
The registration procedure varies depending on the type of license your district or school purchased. For information about
registering the software, see “Registering Renaissance Place Edition Software” on page 170.

Viewing Schools

By default, district administrators and district staff can view a list of schools in the district; however, the

availability of this option depends on the capabilities you've been granted.

Follow these steps to view a list of the schools in the district and also to view information about a specific

school:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at

the top of any page.

2. Onyour Home page, click “District and Schools” under Renaissance Place. Note: You may need to click “Show Details”

by Renaissance Place to show the available tasks.
3. On the District and Schools page, click “View School.”

4. The Manage Schools page appears and lists the schools that
have been added to the district so far. The list includes school
names and district numbers.

To view information about a specific school, click its name.

27
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Select a school name to view or Add School to create a new school

&dd School

School
Advantage Elementary Schoal
Hillside Middle School

Maple Elernentary

\Westﬁeld Elementary

Diistrict Nurnber
095

067

13

043
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Editing School Information

By default, only district administrators and district staff can edit a school’s basic information; however, the

availability of this option depends on the capabilities you've been granted.

Follow these steps to edit the information for a school:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.
2. Onyour Home page, click “District and Schools” under Renaissance Place. Note: You may need to click “Show Details”
by Renaissance Place to show the available tasks.
3. On the District and Schools page, click “View School.”
4. The Manage Schools page appears and lists the schools that have been added to the district so far. The list includes
school names and district numbers. Click the name of the school you need to edit.
5. The View School page appears next. Click “Edit School” under the School Task Menu.
Note: The capabilities you've been granted determine which links (if any) are available under the School Task Menu.
6. On the Edit School page, you can change the school’s information.  [cait senoot
To change most information, click in the fields (blanks), delete the | et mremssen
current information, and type the new information. To change the school betalls (*equred Fors)
Choo| etails SQUre 1=
state, country, or grade range, click the drop-down lists and then Narme FTives Oake Aoadermy
click the correct information. shorthame  [esOie
Note: Required information is marked with an asterisk (*). All other | address1  [3075 Ridge Rd.
information is optional. Address 2 —
. Cit:
1. Tosave your changes, click the [Save] button. ’ [YourTown
State |
If you decide not to save your changes, click the [Cancel] button Country [United Statos OF Americs =
instead. i Eidle [razzs
Note: If the school's new name is the same as an active or inactive | - (B9 s - [pses
school that's already in the database, the Duplicate School Found | ™™™ [ [ ]
page appears. Follow these steps: schoal Exmall |
School URL I—
a. The Duplicate School Found page asks whether you want to Cictrict
) . istrict Number lw—
add another school with the same name or cancel this
, . State Number |45302534
procedure. If the school you're editing has the same name as
Grade Range* rade | ta rade -
an inactive school, the Duplicate School Found page also o7 |fgrade =l o Jorade 12 L
gives you the opportunity to activate (restore) the inactive _Cancel |
school. To continue: click the [Activate] button to activate the
inactive school, click the [Add School] button to add a duplicate school, or click the [Cancel] button to cancel the
procedure.
b. If you choose to activate a school, you will activate the school and all of its records. Click the [Yes] button to do so
or click the [Cancel] button to cancel this procedure.
c. The program tells you if the school has been successfully activated. Click the [Continue] button.
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Deleting Schools

By default, only district administrators and district staff can delete schools from their district; however, the

availability of this option depends on the capabilities you've been granted. A school may need to be deleted

if it is no longer in your district or if you've accidentally added the same school twice.

When you delete a school, you can choose whether you want to inactivate it or permanently delete it from

the database. Note: The program will not allow you to permanently delete a school that has certain records

attached to it (such as courses added to it or students enrolled in it); the school will be inactivated instead.

Follow these steps to inactivate or permanently delete a school:

1.

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.

On your Home page, click “District and Schools” under Renaissance Place. Note: You may need to click “Show Details”
by Renaissance Place to show the available tasks.

On the District and Schools page, click “View School.”

The Manage Schools page appears and lists the active schools in the district. The list shows school names and district
numbers. Click the name of the school you want to inactivate or delete.

The View School page appears next. Under the School Task Menu, click “Delete School.”

Note: The capabilities you've been granted determine which links (if any) are available under the School Task Menu.

The Delete School page asks if you're sure you [perete schaol
want to delete the school.

Are you sure you want to delete School: Westfield Elementary 7

e [fyou only want to make the school
» Leave the box unchecked to inactivate this School record. It will no longer appear in the
lnaCtIVB C||Ck the [Yes] button software, but will remain in the database and could be reactivated at a later time.

+ Check the box to perranently erase this School record from the database.

e [fyou want to permanently delete the I Erase Permanertly
school from the database, check the “Erase | ves | o |
Permanently” box and then click the [Yes]
button. Click in the box to check it or to remove the check mark. Note: You cannot permanently delete a school that
has any records attached to it (courses, teachers, etc.). The program will make the school inactive instead.

The program notifies you that the school has been inactivated or deleted. Click the [Continue] button.
Note: If you inactivate a school, you can restore it. Follow these steps:
a. Add a school with exactly the same name as the one you inactivated.

b. When you attempt to save the new school, the Duplicate School Found page appears because the new
school name matches the inactive school’s name. To restore the old school instead of creating a new one,
click the [Activate] button.

c. Tocontinue, click the [Yes] button to activate the school and all of its records or click the [Cancel] button to
cancel the procedure.

d. The program tells you if the school has been successfully activated. Click the [Continue] button.
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Managing Capabilities

Capabilities give users the right to perform specific tasks in the Renaissance Place programs. Each type of

user group has its own set of default capabilities. (See page 31 for a description of the different user groups

that exist for the district and the schools.) When new users are added to the database, the primary position

they are assigned determines which user group they are in. They’re granted the set of default capabilities for

that user group.

The following sections describe how you can view and edit the capabilities granted to each type of user in
the district and schools. Changes made to capabilities through the Manage Capabilities page will apply to

the user group as a whole. If you need to grant (or remove) certain capabilities for individual district or

school users, see page 49 for instructions.

By default, district administrators can view and edit the default capability sets for district user groups and

school user groups throughout the district. School administrators can view and edit the default capability

sets for the user groups in their school. District staff can view the default capability sets for user groups in

the district and in the schools. School staff can only view the default capability sets for the user groups in

their school.

Depending on your primary position and the capabilities you've  [anage capabilities
been granted, there are up to four ChOiCCS you can make on the Edit default to set capabilities for all future personnel added.

Manage Capabilities page when changing the capability sets:

‘Renaissanoe
b Place-

lace

Edit existing settings to change current user capabilities,

. N e . . . Capabilities Actions
DIStrICt USCI' CapabllltICS/Edlt Default' ChOOSC thlS District User Capabilities  Edit Default | Edit Existing Settings

option if you want to change the default set of capabilities | schoal user capatilities Edit Default | Edit Existing Settings

granted to new users in any district user group. The district

user groups are: district administrator, district staff, parent, and student. Any district user added to the
group after you make changes will be granted only the capabilities you've allowed. 7his does not affect
existing district users.

District User Capabilities/Edit Existing Settings. Choose this option if you want to change the set of
capabilities for all the existing users in a district user group. The district user groups are: district
administrator, district staff, parent, and student. This does not affect district users who are added to the
district user group after you save your changes.

School User Capabilities/Edit Default. Choose this option if you want to change the default

set of capabilities granted to new users in any school user group. The school user groups are: school
administrator, school staff, and teacher. Any school user added to the group after you make changes
will be granted only the capabilities you've allowed. This does not affect existing school users.

School User Capabilities/Edit Existing Settings. Choose this option if you want to change the

set of capabilities for all the existing users in a school user group. The school user groups are: school
administrator, school staff, and teacher. This does not affect school users who are added to the school user
group after you save your changes.
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The Different Users of Renaissance Place

There are seven general types of users that Renaissance Place recognizes: district administrators, district
staff, school administrators, school staff, teachers, parents, and students. When you add district or school
personnel to the program you choose the person’s primary position and that position determines whether
each person is in the district administrator, district staff, school administrator, school staff, or teacher user
group. Parents are always in the parent user group and students are always in the student user group. By
default, all the user groups can log in; however, the specific tasks they can perform in Renaissance Place
and in the individual Renaissance Place edition programs depend on the user group they are in and the
capabilities they've been granted.

Note: Your user group determines which Home page you have access to. After your name in the upper
right corner of each page, the program shows which Home page you're logged in to. This is important if
you've been assigned more than one role in the software—you can always tell what role you're using. You
can also change the role you're working in without logging out of the program; see page 9.

The seven user groups recognized by Renaissance Place along with the positions in each group are listed
below. Note: Some of the positions appear in more than one group. Those positions will be granted the
capabilities for both user groups.

* District administrator: This user group is for district Superintendents and Assistant Superintendents.

*  District staff: This user group is for all other personnel assigned to the district. This group includes
the following positions: Academic Testing Coordinator, Admissions Director, Curriculum Director,
Custodian — District, Director of Education, Food Service Director, Gifted/Talented Director,
Library/Media Director, Other District Staff, Personnel Director, Reading Specialist, Secretary —
District, Special Education Director, Technology/Computer Director, Title I Director, and Voca-
tional Education Coordinator.

*  School administrator: This user group is for school Principals, Assistant Principals, and the Librarian/
Reading Coordinator.

*  School staff: This user group is for all other personnel assigned to the school. This group includes the
following positions: At Risk Coordinator, Athletic Director, Athletic Trainer, Audiologist, Custodian
— School, Educational Diagnostician, ESL Coordinator, Food Service Worker, Guidance Counselor,
Interpreter, Librarian/Media Specialist, Occupational Therapist, Other School Staff, Physical
Therapist, Physician, Reading Specialist, School Nurse, School Psychologist, Secretary — School,
Social Worker, Speech Therapist, Teacher — Aide, Teacher Appraiser, Teacher Facilitator, Teacher

Supervisor, and Technology/Computer Coordinator.

*  Teacher: This user group is for the staff who are responsible for instruction in the classes, such as lead
teachers, ESL teachers, or team teachers. This group also includes: Audiologist, Interpreter,
Occupational Therapist, Physical Therapist, Reading Specialist, Speech Therapist, Teacher’s Aide,
Teacher Appraiser, Teacher Facilitator, and Teacher Supervisor.

*  Student: This user group is for the students in your schools. Students can be assigned to (enrolled in)
one or more schools in the district.

* Parent: This user group is for the parents or legal guardians of the students in your schools. Any par-
ent can be assigned to one or more students. Any of the people assigned to the other user groups can
also be a parent.
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Depending on your primary position and the capabilities you've been granted, you can view (or change) the
capabilities granted to the user groups; see page 30. You can also change the capabilities granted to

individual district and school users; see page 49.

The table beginning on the next page lists the tasks that by default, each of the user groups can perform in
the Renaissance Place program. It also shows which Home page each user group has access to. Note: For
information on the tasks that each user group can perform in each of the Renaissance Place edition
programs such as Accelerated Reader or StandardsMaster, see the Soffware Manual for that program.
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Capabilities for Renaissance Place

District School
Capability Determines Who Can... Teacher
Admin | Staff | Admin | Staff

Installation, Registration, and Updates

Product Register Renaissance Place product registration, v + + + +
Registration subscription, and content subscription codes and school
serial numbers; also, manage student capacity for
Renaissance Place products.

Manage Manage content on the server, such as quizzes, libraries, v v v v v

Content or assessments.

View Content | View content on the server, such as quizzes, libraries, or v v v v v
assessments.

Install Client Download and install the Fluent Reader Student program, v + v + v

Applications AccelScan, or other programs used with Renaissance
Place software.

Server Install software updates. v + - — -
Administration

District and School Information

Manage Change district information, such as the name, address, v + — — —
District or phone number.

Manage Add, edit, or delete schools. v v - - -
Schools

View Schools View information on schools in the district. v v - - -

School Years, Marking Periods, and Days Off

Manage Add, edit, or delete school years, set the default school v v v v +
School Year year, or copy classes from one school year to another.
District personnel can set the default school year for
district personnel and teachers. School personnel can set
it for their school.

Manage Add, edit, or delete marking periods, such as quarters, v + v + +
Marking semesters, trimesters, or summer sessions. They are
Periods used for reports and goal setting. District personnel can

manage marking periods for any school. School
personnel can only manage marking periods for their

school.
Manage Enroll or unenroll students. District personnel can enroll v v v + +
School students in any school. School personnel can only enroll
Enrollment students in their schools.
v'=available +=can be added — = unavailable
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Capabilities for Renaissance Place (Continued)

District School
Capability Determines Who Can... Teacher
Admin | Staff | Admin | Staff

Courses and Classes
Manage Add, edit, and delete courses and classes, assign v v v v +
Courses and teachers to classes, and enroll students in classes.
Classes District personnel can do this for any school; school

personnel can only do this for their schools.
View Courses | View course and class information. District personnel can v v v + +
and Classes view the information for any school. School personnel

can view the information for their school.
Personnel Information
Manage Add, edit, or delete personnel information. District v v v + +
Personnel personnel can do this for the district or any schoal.

School personnel can do this for their school.
View View personnel information. v + v v +
Personnel
Student Information
Manage Add, edit, or delete student information. District v v v + +
Students and personnel can do this for any school. School personnel
Enrollments can do this for their school. This does net include the

ability to import, export, or merge student information.
View View student information, including school and class v v v v v
Students and enrollment.
Enrollments
Merge Merge duplicate student records into one. District v + v + +
Students personnel can merge student records for any school.

School personnel can merge student records for their

school.
District-Level Export student information at all levels for any student at v + - - —
Student Export | any school.
District-Level Import students into any school. v + — — —
Student Import
School-Level Export student groups within a specific school or import — — v + +
StudentExport | students into a school.
and School-
Level Student
Import

v'=available +=can be added — = unavailable
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Capabilities for Renaissance Place (Continued)

District School
Capability Determines Who Can... Teacher
Admin | Staff | Admin | Staff
Teacher-Level | Export students of a specific teacher or import students — — v + +
StudentExport | into classes for a specific teacher.
and Teacher-
Level Student
Import
Parent Information
Manage Add, edit, or delete parent information. v v v + +
Parents
View Parents | View parent information for parents in the database. v v v v +
Classroom Work
Manage Manage student assignments, goals, scores, and v + v + v
Classroom classroom reports, including Record and Assignment
Activities Books.
School-Level Access all classes in all Renaissance Place products. v + v + +
Access
View View classroom work, such as student assignments, v + v + v
Classroom goals, and scores, including Record and Assignment
Books.
Reports
District View reports for all levels: district, schools, teachers, v + — — —
Reports classes, or students.
School View reports for individual schools and their teachers, v v v + +
Reports classes, and students.
Teacher View reports for an individual teacher’s classes. v v v - v
Reports
Parent Reports | View parent reports. v v v — v
Filter Limit reports to students who've been assigned specific v v v v v
Reports by characteristics in Renaissance Place.
Characteristics
Filter Reports | Limit reports to students with specific ethnicities, which v v v v v
by Ethnicity are set when you add students or edit their information.
Manage Set the reporting periods for Renaissance Place v + v + +
Reporting consolidated reports. Reporting periods are time periods
Periods that you can select for the report.
v'=available +=can be added — = unavailable
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Capabilities for Renaissance Place (Continued)

District School
Capability Determines Who Can... Teacher
Admin | Staff | Admin | Staff

Manage Data Schedule data consolidation, which gathers data from all v + + + +
Consolidation | products to include in Renaissance Place reports. You
can set the date, times, and recurrence. (The default
schedule is 2:00 AM daily.)

Manage Read | Choose students for the Read Now Status Report, which v v v - v
Now Students | includes data from Accelerated Reader, Fluent Reader,
and/or STAR Reading. District personnel can choose
students from any school. School personnel can choose
students from their school. Teachers can choose students
in their classes.

Software Preferences

Change Data Change the Data Editing Restrictions preference, which v + — — —
Editing prevents users from changing data that is automatically
Preference updated from another source, such as your district's SIS.

The preference is under Product Administration. Other
users cannot see it.

Manage Change district-level preferences. Most products do not v + - - -
District have district-level preferences; however,
Preferences StandardsMaster has preferences that can only be

changed if you have this capability.

Manage Change school-level preferences for any product, such as v + v + +
School the Accelerated Reader Student Quizzing preferences or
Preferences the STAR Reading Testing Password preference. District

personnel can change these for any school. School
personnel can change them for their school.

View District View district preferences, such as the Data Editing v + — — —
Preferences Restrictions preference or district-level preferences in

StandardsMaster.
View School View school-level preferences for any Renaissance Place v v v v v
Preferences product.
Manage Choose the capabilities for any person or group using v + v + +
Default Renaissance Place software. District personnel can
Capabilities manage capabilities for any group at any school or at the

district. School personnel can only manage capabilities
for personnel at their school.

View Default | View the capabilities given to new users in each group. v v v v +
Capabilities Capabilities for existing users may be different. District
personnel can view capabilities for district personnel and
personnel in any school. School personnel can view
capabilities for their school.

v’'=available +=can be added — = unavailable
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Viewing Default Capability Sets for District or School User Groups

Capabilities give users the right to perform specific tasks in the Renaissance Place programs. Each type of
user group has its own set of default capabilities. (See page 31 for a description of the different user groups
that exist for the district and the schools.) When new users are added to the database, the primary position
they are assigned determines which user group they’re in. They’re granted the set of default capabilities for
that user group.

District administrators and school administrators:

By default, district administrators can view or edit the capability sets for any district or school user group.
School administrators can view or edit the capability sets for the user groups at their school. (The
availability of this option depends on your primary position and the capabilities you've been granted.)
District administrators and school administrators can view the capability sets using the same procedure that
they use to edit the capability sets.

* To view the default capability sets granted to new users in district or school user groups, see “Changing

the Default Capability Sets for New District or School Users” on page 38.

*  To view the capability sets for existing users in district or school user groups, see “Changing the
Capability Sets for Existing District or School Users” on page 39.

Note: If you need to, you can also see the capabilities granted to an individual district or school user. See
“Viewing Personnel Capabilities” on page 47.

District staff and school staff:

By default, district staff can view the default capability sets for any district or school user group, and school
staff can view the default capability sets for the user groups at their school. However, the availability of this
option depends on your primary position and the capabilities you've been granted.

Note: If you need to, you can also see the capabilities granted to an individual district or school user. See
“Viewing Personnel Capabilities” on page 47.

Follow these steps to view a default capability set:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're school staff and you have access to more than one school, click the User Type drop-
down list on your Home page and choose your School User role at the school you want to work with.

2. Onyour Home page, click “Product Administration” under Renaissance Place. Note: You may need to click “Show
Details” by Renaissance Place to show the available tasks.

3. Onthe Product Administration page, click “Define User Capabilities” under Access and Security.
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4. On the View Capabilities page:

If you are district staff, you have two choices. You can view the default capability sets for district user groups (which
include district administrator, district staff, parent, and student). Or, you can view the default capability sets for school
user groups (which include school administrator, school staff, and teacher). Click “View Default” by the option you want.

If you are school staff, click the “View Default Capability Sets” link to view the default sets for your school user groups.
School user groups include school administrator, school staff, and teacher.

5. On the View Default Capabilities page, if you see a School drop-down list, click it and choose the school you want to
work with.

6. Click the user group whose default capability set you want to view.

1. The View Default Capability Set page View Default Capability Set
appears and ShOWS ’[he name Of the user Wiew the capabilities that will be applied to new users of this type at the selected schaoal
group you chose and the posmons that belong Capability Group: School Admin Capabilities
H H Schoal: Hillside El t
to that user grOUp (It Wl” alSO ShOW the A;pﬁgd To: Alss?;t:nt ;:;::ipaarlf Librarian f Reading Coordinator, Principal
school, if applicable). The bottom portion of
the page lists all the capabilities that will be ﬂl
granted to new users in this user group. You  |capabilities currently included —
Capability Product Description
may need to scroll down the page to see all
the Capabllltles in the list. For each Capablllty' Filter Reports by Ethnicit Renaissance  User can filter by student ethnicity when
the program lists its name, the Renaissance S Flace viewing reports.
Pl ‘t | ¢ d d . ‘t Renaissance  User can download and install desktop
ace program It applies 1o, and a daescription.

Renaissance User can filter by student characteristics

Filter Reports by Characteristics Place when viewing reparts,

Install Client Applications

Flace client applications for registered products.
Note: The capability set you're viewing is the

set that will be granted to new users who are added to the program in that user group. You cannot view capability sets
for existing users. If you want to view the capabilities granted to individual users, see page 47 for details.

To exit this page, click the [Back] button.

Changing the Default Capability Sets for New District or School Users

Capabilities give users the right to perform specific tasks in the Renaissance Place programs. Each type of
user group has its own set of default capabilities. (See page 31 for information regarding the different user
groups that exist for the district and the schools.) When new users are added to the database, the primary
position they are assigned determines which user group they’re in. They are granted the set of default
capabilities for that user group.

You can change the default set of capabilities granted to new users assigned to any district or school user
group. The district user groups are: district administrator, district staff, parent, and student. The school
user groups are: school administrator, school staff, and teacher. Any user added after you make changes to
the default capability set for that user group will be granted only the capabilities you've allowed. 7his does
not affect existing users.

By default, district administrators can edit the default capability sets for new district users and new school
users at any school. School administrators can edit the default capability sets for new users at their school.
However, the availability of this option depends on the capabilities you've been granted.
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Follow these steps to edit the default capability sets for new users:

1.

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator and you have access to more than one school, click the User
Type drop-down list on your Home page and choose your School User role at the school you want to work with.

On your Home page, click “Product Administration” under Renaissance Place. Note: You may need to click “Show
Details” by Renaissance Place to show the available tasks.

On the Product Administration page, click “Define User Capabilities” under Access and Security.

On the Manage Capabilities page, click "Edit Default” by either District User Capabilities or School User Capabilities.

The Edit Default Capabilities page appears and  [eai petault capabiiities

. . . Select a school and capability set to edit the default capabilities assigned to new users in that =chool
lists the different user groups. It also lists the

positions in each group (to see the full set of School; [Wastfald Blamentary =

pOSItIOﬂS, See Step 6) Default Capability Set Positions Assigned To

School Admin Capabilities )Assistant Principal, Principal

a. YOU may haVe to ChOOSe the SChOOl yOu want to School Staff Capabilities At Risk Coordinator, athletic Director, Athletic Trainer, Audiologist, ...

. . . Teacher Capabilities Audiologist, Interpreter, Team - Accelerated Math, ...
work with. If so, click the School drop-down list ’ e
C |
and choose the school you want. ExE

b. Click the user group for which you want to change the default capability set. Note: Existing users who are already
in the user group you choose will not be affected by your changes. To make changes for existing users, see
“Changing the Capability Sets for Existing District or School Users” on page 39.

On the Edit Default Capability Set page, you [Eqit pefault capabinity set

. . Select the capabilities that will be applied to new users of this type at the selected schoal
choose which capabilities to grant to the user
group you chose. This page shows a list of the | capsbilty sroup: school admin capabilities

School: Westfield Elementary

Capabllltles CUl’I’enﬂy gl’aﬂted tO thls group and applied To: Assistant Principal, Librarian / Reading Coordinator, Principal
other capabilities you could grant to them. You | cancel | | <Back | Save
may need to scroll down the list to see it all. For  |capabitities currently tncluded
. . Include Capability Product Description
each capability, the Renaissance Place program

W Filter Reports by Characteristics Renaissance User can filter by student characteristics when

it applies to is listed along with a description of Flace viewna reerts
. . I~ Filter Reports by Ethnicity Renaissance User can filter by student ethnicity when
the tasks you can perform if granted it. s =T e,
W Install Client Applications Renaissance User can download and install desktop client
Place applications for registered products,

Check the box by each of the capabilities you
want to grant to this user group. Click a box to check it or to remove the check mark.

When you're finished, click the [Save] button. If you don’t want to save your changes, click the [Cancel] button instead.
To go back to the page where you can choose the user group, click the [Back] button. Note: If you click [Back], your
changes will not be saved.

Changing the Capability Sets for Existing District or School Users

Capabilities give users the right to perform specific tasks in the Renaissance Place programs. Each type of
user group has its own set of default capabilities. (See page 31 for information regarding the different user
groups that exist for the district and the schools.) When new users are added to the database, the primary
position they are assigned determines which user group they’re in. They are granted the set of default
capabilities for that user group.
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You can change the set of capabilities granted to existing users in any of the district or school user groups.
The district user groups are: district administrator, district staff, parent, and student. The school user
groups are: school administrator, school staff, and teacher. Your changes will affect only the existing users in
group you choose. This does not affect new users who are added to the group after you save your changes.

By default, only district administrators can edit the capability sets for existing district users; however, the
availability of this option depends on the capabilities you've been granted.

Follow these steps to edit the capability sets for existing users:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.

2. Onvyour Home page, click “Product Administration” under Renaissance Place. Note: You may need to click “Show
Details” by Renaissance Place to show the available tasks.

3. On the Product Administration page, click "Define User Capabilities” under Access and Security.

4. Onthe Manage Capabilities page, click “Edit Existing Settings” by either District User Capabilities or School User
Capabilities.

5. The Edit Existing Users’ Capabilities page appears  [cait existing users' Gapabilities _ -
and |iStS the different user groups_ |t also |iS‘[S ‘[he Select a school and the user type for which you want to edit school capabilities
positions in each group (to see the full set of positions,  |school: [Westiel elementary =
See Step 6) User Type User Positions of this Type

School Administrator )Assistant Principal, Principal
a. YOU may have to Choose the SChOOl you want to Sehool Staff At Risk Coordinator, athletic Directar, Athletic Trainer, Audialogist, ...
Work W|th |f SO’ C||Ck the SChOOl drop_down ||S‘t Teacher Audiologist, Interpreter, Team - Accelerated Math, ...
and choose the school you want. [oancel|
b. Click the school user group for which you want to change the default capability set. Note: New users who are
added to this school user group after you make your changes will not be affected. To change the default capability
sets for new users, see “Changing the Default Capability Sets for New District or School Users” on page 38.

6. On the Edit Existing Users’ Capabilities page (see the picture on the next page), you can choose what you want done
with each capability available to this user group. This page shows a list of the capabilities you can grant to the existing
users in the group. For each capability, it lists the Renaissance Place program it applies to and gives a description of the
capability. You may need to scroll down the list to see all the available capabilities.

For each capability, there are three choices you can make:

e Leave as is: Choose this option if you don't want to change this capability for any of the existing users in this
group. Those who already have this capability will keep it and those who don't will not be granted it.

¢ Add to all users: Choose this option if you want all the existing users in this group to be granted this capability,
regardless of whether or not they had it before.

¢ Remove from all users: Choose this option if you want to take this capability away from all the existing users in
this group, even if they had it before.

For each capability, click the option in the appropriate column for the action you want to take.
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Edit Existing Users' Capabilities

Selact the appropriate action for 2ach capability you wish to change. This will modify the capabilities for all existing users of this type at the
selected schoal,

User Type: School Administrator
School: Westfield Elementary
Positions: Assistant Principal, Librarian f Reading Coordinator, Principal

Cancel < Back | Sawve |
Capability Product Description Leave | Add to Remove from
asis  allusers all users
Manage Data Renaissance User can set up a consolidation schedule and run data consolidation i« o o
Consolidation Place
Product Registration Renaissance User can register products and enter expansion codes for students or & e e
Place content.
Filter Reports by Renaissance User can filker by student characteristics when viewing reports, i« o o
Characteristics Place

1.  When you're finished, click the [Save] button. If you don't want to save your changes, click the [Cancel] button instead.

To go back to the page where you can choose the user group, click the [Back] button. Note: If you click [Back], your
changes will not be saved.

Managing Personnel

The sections on the following pages describe how to add personnel (administrators, staff, and teachers),
assign personnel to school or to the district, import personnel, edit personnel information (including the
capabilities granted to individuals), reactivate inactive personnel, delete personnel from the database, and
clear locked personnel accounts. By default, only district administrators and district staff can work with
personnel information for the district or for any school. School administrators can work with the
information for the personnel at their school and school staff can view the information for personnel at
their school. However, the options available to you depend on the capabilities you've been granted.

Adding Personnel

By default, district administrators and district staff can add personnel to any school or to the district. School
administrators can add teachers and other personnel to their school. However, the options available to you
depend on your primary position and/or the capabilities you've been granted.

Follow these steps to add personnel:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator and you have access to more than one school, click the User
Type drop-down list on your Home page and choose your School User role at the school you want to work with.

2. Onyour Home page, click “Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click

“Show Details” by Renaissance Place to show the available tasks.
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3. Ifyou're a district administrator or district staff, click "Add District Personnel” under Personnel if you're adding
personnel who will report directly to the district office. Click “Add School Personnel” if you're adding personnel who will
be assigned to a specific school.

If you're a school administrator, click “Add Personnel” under Personnel to add personnel to your school.

4. The Add Personnel page appears. Click in the fields
(blanks) and type the person’s information. Required
fields are marked with an asterisk (*). To choose the

Add Personnel
Enter the personnel record information

Personal Information (*Required Field)

person’s salutation, primary position, and gender, click Salutation [rione ]
each drop-down list and choose the correct information. i (s I
The primary position you select determines which Preferred First Name |

features this person can use in the Renaissance Place Rl e —
programs (see page 31). If available, you must also click | "™ |

the School drop-down list and choose the school the peer Name | (il be autagenersted i not entered)
person is assigned to. The person’s user name and Passward® (thres or more charactars including st least ane number)
password cannot be the same. Confirm passwarg® [
Note: If you don't enter a User Name or D, the program | I (il be autogenerated I not entered;
creates that information for you. = !
Schaol* [westfield Elernentary =l
5. If you want to require this person to change his or her Primary Postion [ Teacher - Lead |
password the first time he or she logs in, check the “User | =™ [inassigned =]
must change password at next login” box. Click in the box | 257 st chense passwerd st next osin
to check it or to remove the check mark. Canel | Seve and Al |

6. /fyou want to add another person after you save this one, click the [Save and Add] button. Then, repeat steps 4 and 5.
If you're not adding more personnel after this one, click the [Save] button.
If you decide not to add this person, click the [Cancel] button.

Note: If the person you're adding has the same name as an active or inactive person in the database, the Duplicate
Personnel Record Found page appears:

a. The Duplicate Personnel Record Found page asks whether you want to add another person with the same
name or cancel this procedure. If the person you're adding has the same name as an inactive person, the
Duplicate Personnel Record Found page also gives you the opportunity to activate (restore) the person. To
continue: click the [Activate] button to activate the inactive person at the location shown, click the [Add Personnel]
button to add a duplicate person, click the [Add] button to add the existing person at the location shown, or click the
[Cancel] button to cancel the procedure.

b. If you choose to activate a person, you activate the person and all of his or her records. Click the [Yes] button to do
so or click [Cancel] to cancel the procedure. Note: When you choose to activate a person, the program activates the
old records from the database. If any of that personnel information needs to be updated, you must edit it; see
page 45 for details.

c. The program tells you if the person has been successfully activated. Click the [Continue] button.
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GIVE PERSONNEL THEIR USER NAMES AND PASSWORDS

Don't forget to give each teacher, administrator, and staff member his or her user name and password! Personnel need that
information to log in to the Renaissance Place software. Personnel can change their passwords at any time, see page 9.

Viewing Personnel

By default, district administrators, district staff, school administrators, and school staff can view personnel
information; however, the availability of this option depends on the capabilities you've been granted.

Follow these steps to view personnel information:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator or staff and you have access to more than one school, click
the User Type drop-down list on your Home page and choose your School User role at the school you want to work with.

2. Onyour Home page, click “Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

3. Onthe Personnel, Students, and Parents page, click “View Personnel” under Personnel.

4. Use the Select Personnel Record page to search for the  [seiect parsonnet Recora
X X i Enter the search criteria and select 3 personnel racord. Select [Search] with na
person whose information you want to view. To narrow your  [seere sriteris t uien sif personne records.
search, click in the fields (blanks) for the person’s firstname | ... tar rerconnet
and/or last name and type the information. You don't need | frstmams [
to type the entire name and you don't need to fill in both Last Name
fields. Note: If you see a School drop-down list, click it and | sehoot  [allschoals ]

¥ Shaw Inactive/Unassigned Personnel Recards

choose a school to narrow your search by school.

Cancel Search
To retrieve all active personnel who are assigned to the (1-20 of 28) << brevious Next #>
district or to at least one school, skip this step. personnel — e s
Baker, Bobbi Westfield Elementary  Teacher - Lead Select
. Barnett, Patti ‘Westfield Elementary  Secretary - School Select
5' YOU Wl” See one or tWO CheCk bOXBS that yOU can use tO Brown, Daniel {fnactive) Hillside Elermnentary Principal Select
Wlden or narrow your Search Garcia, Tamara westfield Elermentary  Teacher - Lead
Garcia, Tamara (Unzassigned) District Secretary - District  Select
° CheCk the ”ShOW Personnel |n the Dlstnctn bOX |f ou Gardner, Paul Westfield Elementary  Teacher - Lead Select
y Johnson, Robert wigstfield Elementary  Teacher - Lead Select

want your search to include personnel from the district
and all the schools. Click the box to check it or to remove the check mark.

e (Check the "Show Inactive/Unassigned Personnel Records” box if you want your search to include inactive (deleted)
personnel and personnel who are not assigned to any school or the district. Click the box to check it or to remove
the check mark.
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6. Click the [Search] button. The personnel who matched your search criteria will be listed. Unassigned and inactive
personnel are marked and are listed with the location they were previously assigned to. If available, click “Next” or
“Previous” to move through the list.

Note: Personnel will be listed once for each current and previous school or district assignment. For example, in the
picture on the previous page, Tamara Garcia was assigned to both the District and Westfield Elementary, so she's listed
once for each location. Be sure to select the location for which you want to view this person’s information.

1. Find the person in your search results. Then, click “Select” by that person.

8. The View Personnel page appears and shows you
some of the person’s information.

¥iew Personnel
View perzonnel record details

Personnel Task Menu Selected Personnel Record Information

Note: Your primary position, the capabilities you've been | eui personnel record mformation
granted, the location the person you chose is assigned | 5o cererimes for Persennel fecord

Edit School Assignments

Tamara Garcia at Westfield Elementary

Preferred First Narne

. . . L User Name tarmag
to, and the status of the person at that location (active, oo iy Unassigned
inactive, or unassigned) all determine which links (if any) e famag
. Paosition Teacher - Lead
are available under the Personnel Task Menu. Assourt Status oK

Importing Personnel Information into the Database

You can import basic information for teachers and other school personnel into the database by utilizing the
Renaissance Data Translator utility program.

The Renaissance Data Translator is designed to perform a data import of personnel information into
Renaissance Place. The information that can be imported includes names, basic demographic information,
and class assignments.

There are three possible sources of data you can use to import personnel information:

* A dartabase from certain Renaissance Learning desktop programs, such as Accelerated Reader 6.x,
STAR Reading 2.x, Accelerated Math 2.x, and STAR Math 2.x.

* A .t file you've exported from another program you use.
* A .t file you've created on your own.

Imports using the Renaissance Data Translator program must be done at the server. For more information,
see the Renaissance Data Translator Instructions. You can access the instructions at the server by clicking the
[Start] button, then Programs, Renaissance Learning, Utilities, and Renaissance Data Translator
Instructions. The instructions can also be found on the Renaissance Place Suite CD-ROM in the Manuals/
Renaissance Data Translator folder. Note: It’s possible for you to import personnel, students, and classes
all at the same time! See the Renaissance Data Translator Instructions for details.
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DESKTOP SOFTWARE

Desktop products are Renaissance Learning programs that are installed and run on individual computers. Different users
may share the same database over a network; however, these products are not web-based and they are not intended to be
installed once on the server and then used by many different workstations. Desktop programs include Accelerated Reader
versions 5.x and 6.x, Accelerated Math versions 1.x and 2.x, Accelerated Grammar & Spelling version 1.x, Accelerated
Vocabulary version 1.x, Accelerated Writer version 1.x, MathFacts in a Flash version 1.x, STAR Early Literacy

version 1.x, STAR Math versions 1.x and 2.x, and STAR Reading version 2.x.

Editing Personnel Information

By default, district administrators and district staff can edit the information for any school or district
personnel. School administrators can only edit the information for personnel assigned to their school.

However, the options available to you depend on your primary position and/or the capabilities you've
been granted.

Follow these steps to edit personnel information. Note: If you're already at the View Personnel page, skip
steps 1-7 and go to step 8.

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator and you have access to more than one school, click the User
Type drop-down list on your Home page and choose your School User role at the school you want to work with.

2. Onyour Home page, click “Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

3. Onthe Personnel, Students, and Parents page, click “View Personnel” under Personnel.

4. Use the Select Personnel Record page to search for the  [setect Personnel Recard
i . . Enter the search criteria and select 3 personnal racord. Select [S2arch] with no
person whose information you want to edit. To narrow your |z eiera to ey sl perscnnel records.
search, click in the fields (blanks) for the person's firstname | ...+ tor personnet
and/or last name and type the information. You do not need | firstweme [
to type the entire name and you do not need to fill in both Gasthame [

fields. Note: If you see a School drop-down list, click it and | scheal  [Allzchaals i |

¥ =h / q I d
choose a school to narrow your search by school. Show Inastive/tinassigned Personnel Records
To retrieve all active personnel who are assigned to the (1-20 oF 28) e Previous Hext 55
district or to at least one school, skip this step. personnel oeatan primary Posiien
Baker, Bobbi vwestfield Elermentary  Teacher - Lead Select
Barnett, Patti westfield Elementary  Secretary - School  Select
Braown, Daniel (inactive) Hillside Elermnentary Principal Select
Garcia, Tamara westfield Elementary  Teacher - Lead
Garcia, Tamara ({nassigned) District Secretary - District  Select
Gardner, Paul wWestfield Elementary  Teacher - Lead Select
Johnson, Robert vwestfield Elementary  Teacher - Lead Select
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5. You will see one or two check boxes that you can use to widen or narrow your search:

e (Check the “"Show Personnel in the District” box if you want your search to include personnel from the district and
all the schools. Click the box to check it or to remove the check mark. Note: If the person is assigned to another
school or the district, you will need to assign him or her to your school before you can edit the information. See
page 51 for instructions on assigning personnel to your school.

e (Check the “Show Inactive/Unassigned Personnel Records” box if you want your search to include inactive (deleted)
personnel and personnel who are not assigned to any school or the district. Click the box to check it or to remove
the check mark. Note: you will need to activate the person (see page 57) or assign the person to a school or the
district before you can edit the information.

6. Click the [Search] button. The personnel who matched your search criteria will be listed. Unassigned and inactive
personnel are marked and are listed with the location they were previously assigned to. If available, click “Next” or
“Previous” to move through the list.

Note: Personnel will be listed once for each current and previous school or district assignment. For example, in the
picture on the previous page, Tamara Garcia was assigned to both the District and Westfield Elementary, so she's listed
once for each location. If you need to change the position that a person is assigned at a particular school or at the
district, be sure to select the location for which you want to edit this person’s position. Otherwise, it doesn't matter
which location you choose; the program updates all the information at all the locations (even inactive/unassigned ones).

1. Find the person in your search results. Then, click “Select” by that person.

8. The View Personnel page appears and shows some of  [view personnel
View personnel recard details

the person’s information. Click “Edit Personnel Record
Information” under the Personnel Task Menu.

Personnel Task Menu Selected Personnel Record Information

(Edit Personnel Record Infm’matinn) Tarnara Garcia at Westfield Elementary
N . Y . .y d h bl . ' Edit Capabth\es tor Personnel Record Preferred First Mame
ote: Your primary position and the capabilities YOU'VE | ¢y s-maol assignments oo s
been granted determine which links (if any) are available | #=/o" t P=trist Gender Unassigned
Delete Personnel Record
under the Personnel Task Menu. e fameg
Position Teacher - Lead
Account Status QK
9. The Edit Personnel page appears. Required information e
is marked with an asterisk (*). Click in the fields (blanks), [ = personne! recerd infermatien
delete the text, and type the correct information. The ramara Garcla at Westflold Elementary
person’s user name and password cannot be the Persanal Infarmation (*Required Fieid)
same. If you leave the User Name or ID fields blank, the | Satutation ms. £
program will create that information for you. First fame* framara
Preferred First Mame I

To change the salutation, primary position, or gender, click | e narme E——

the drop-down list and choose the correct information. — S —

The position you select determines which features this U e Fomas | (uill be sutogenerated i not entered)
person can use in the Renaissance Place programs (see
page 31). Note: If the person is assigned to more than one
school or to a school and the district, a change in position

Password®
(three ar more characters including at least one nurmber)

Confirm Password*  |essssssssssssssss

) ] ID* TAMAG (Will be autogenerated if not entered)
applies only to the location you chose when you selected e —
thls person Primary Position |Teachar - Lead ;I
Gender IFama\a -I
[~ User rust change password at next login
Cancel
Renaissance 46

b Place



Managing Personnel

10. If you want to require this person to change his or her password the next time he or she logs in, check the “User must
change password at next login” box. Click the box to check it or to remove the check mark.

11. When you're finished, click the [Save] button. If you don’t want to save your changes, click the [Cancel] button instead.

Note: If you're changing the person’s name and the new name is the same as an active or inactive person in the
database, the Duplicate Personnel Record Found page appears:

a. The Duplicate Personnel Record Found page asks whether you want to add another person with the same
name or cancel this procedure. If the person you're adding has the same name as an inactive person, the
Duplicate Personnel Record Found page also gives you the opportunity to activate (restore) the inactive person.
To continue: click the [Activate] button to activate the inactive person, click the [Add Personnel] button to add a
duplicate person, click the [Add] button to add the existing person at the location that's listed, or click the [Cancel]
button to cancel the procedure.

b. If you choose to activate a person, you activate the person and all of his or her records. Click the [Yes] button to do
so or click [Cancel] to cancel this procedure.

c. The program tells you if the person has been successfully activated. Click the [Continue] button.

TELL PERSONNEL IF YOU CHANGE THEIR USER NAMES OR PASSWORDS

If you change personnel user names or passwords, don't forget to tell each teacher, administrator, or staff member about
the changes! Your personnel cannot log in to the Renaissance Place software without the new information. Even if you did
not choose to require your personnel to change their passwords the next time they log in, personnel can change their own
passwords if they wish, see page 9.

Viewing Personnel Capabilities

Capabilities give users the right to perform specific tasks in the Renaissance Place programs. Each type of
user group has its own set of default capabilities. (See page 31 for information regarding the different user
groups that exist for the district and schools.) When new users are added to the database, the primary
position they are assigned determines which group they are in. They are granted the set of default
capabilities for that group.

The primary position a person is assigned to belongs to either a district or school user group. By default,
specific capability sets are granted to each group. Even though capabilities are usually granted to an entire
group, at times it may be necessary for capabilities to be granted (or removed) from personnel on an
individual basis. There may be times it’s necessary to view the capabilities granted to individual users.

* By default, district administrators, district staff, and school administrators can view capabilities at an
individual level for district or school personnel by using the same procedure they use to edit the
capabilities; see page 49 for details. The availability of this option depends on your primary position
and the capabilities you've been granted.
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By default, school staff can view the capabilities at an individual level for district or school personnel
by following the procedure in this section. However, the availability of this option depends on your
primary position and the capabilities you've been granted.

Follow these steps to view capabilities granted to a specific person. Note: If you're already at the View
Personnel page, skip steps 1-7 and go to step 8.

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you have access to more than one school, click the User Type drop-down list on your Home
page and choose your School User role at the school you want to work with.

2. Onvyour Home page, click “Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

3. Onthe Personnel, Students, and Parents page, click “View Personnel” under Personnel.

4. Use the Select Personnel Record page to search for the  [setect parsonnel recard

. . Enter the search criteria and select a personnel record, Select [Search] with no

person whose capabilities you want to view. To narrow S @ik @ e l persere R

your search, click in the fields (blanks) for the person’s first | .. .

name and/or last name and type the information. Youdo not | eirstmarme [

need to type the entire name and you do not need to fill i~ | castwame [

both fields. school  [Alschools =]

¥ shaw Persannel in the District
To retrieve all active personnel who are assigned to your ¥ Show Inactive/Unassianed Personnel Records
school, skip this step. _Cancel | _Search |

(1-20 of 28) <« Previous  Mext ==

5. You will see two check boxes that you can use to widen or | Personnel focation ftimasylhocition

Baker, Bobbi Westfield Elementary  Teacher - Lead Select

narrow your SearCh Barnett, Patti Westfield Elementary  Secretary - School  Select
. . . . Brawn, Daniel (inactive) Hillside Elementary Principal Select

e (heck the “Show Personnel in the District” box if you | sarcis, Tamara Westfield Flamentary  Teacher - Lead

Want yOUI’ Seal’Ch tO |nC|Ude perSOﬂne| from the dIStI’ICt Garcia, Tamara (Unassigned) Dlstru?t Secretary - District  Select
Gardner, Paul Westfield Elementary  Teacher - Lead Select
and a” the SChOOlS C||Ck the bOX tO CheCk 1tor tO Iohnson, Rohert westfield Elermentary  Teacher - Lead Select
remove the check mark.

e (heck the “Show Inactive/Unassigned Personnel Records” box if you want your search to include inactive (deleted)
personnel and personnel who are not assigned to a school or the district. Click the box to check it or to remove the
check mark. Note: The person will need to be activated (see page 57) or assigned (see page 51 or page 54) before
you can view his or her capabilities.

6. Click the [Search] button. The personnel who matched your search criteria will be listed. Unassigned and inactive
personnel are marked and are listed with the location they were previously assigned to. If available, click “Next” or
“Previous” to move through the list.

Note: Personnel will be listed once for each current and previous school or district assignment. For example, in the

above picture, Tamara Garcia was assigned to both the District and Westfield Elementary, so she’s listed once for each

location. Be sure to select the location for which you want to view this person’s capabilities.

1. Find the person in your search results. Then, click “Select” by that person.
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8. The View Personnel page appears and shows you view Personnel
.. . g View personne| record dstails
some of the person’s information. Click “View ‘
et " ersonnel Task Menu elected Personnel Record Information

Capabilities for Personnel Record” under the Personnel ~ |= Tk ™ Selected® Record Informat
Wiew Capabilities for Personnel Record Tamara Garcia at Westfield Elementary

Task Menu

: Preferred First Mame
. L. . , User Name tamag

Note: Your primary position and the capabilities you've sender Unassigned

been granted determine which links (if any) are available ;D i tT”“: s

under the Personnel Task Menu. Acoount Status oK

9. The View User Capabilities page lists the capabilities that are granted to this user. For each capability, you can see
its name, the Renaissance Place program (application) it applies to, and a description of the tasks this user can perform
using that capability. You may have to scroll down the list to see all the capabilities granted to this user.

Click the [Cancel] button to exit this page.

View User Capabilities
View capabilities assigned to the selected personnel recard

Selected Personnel: Tamara Garcia

Position: Teacher - Lead
Currently Assigned Capabilities

Capability Application Description

Filter Reports by Characteristics Renaissance Place User can filter by student characteristics when viewing reports,

Filter Reports by Ethnicity Renaissance Place User can filter by student ethnicity when viewing reports.

Install Client Applications Renaissance Place User can download and install desktop client applications for registered products.

Editing Personnel Capabilities

Capabilities give users the right to perform specific tasks in the Renaissance Place programs. Each type of
user group has its own set of default capabilities. (See page 31 for information regarding the different
groups that exist for the district and the schools.) When new users are added to the database, the primary
position they’re assigned determines which group they are in. They’re granted the set of default capabilities
for that group.

The primary position a person is assigned to belongs to either a district or school user group. By default,
specific capability sets are granted to each group. Even though capabilities are usually granted to an entire
group, at times it may be necessary for capabilities to be granted (or removed) from personnel on an
individual basis.

By default, only district administrators, district staff, and school administrators can change the capabilities
at an individual level for district and school personnel. However, the options available to you depend on
your primary position and/or the capabilities you've been granted.

Follow these steps to edit capabilities for individual personnel. Note: If you're already at the View
Personnel page, skip steps 1-7 and go to step 8.

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator and you have access to more than one school, click the User
Type drop-down list on your Home page and choose your School User role at the school you want to work with.
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2. Onvyour Home page, click “Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

3. Onthe Personnel, Students, and Parents page, click “View Personnel” under Personnel.

4. Use the Select Personnel Record page to search for the  [serect Personnel Recora

. Enter the search criteria and select & personnel record. Select [Search] with na
person whose capabilities you want to change. To narrow — [sesreh eriteria to siew oll personnel records,

your search, click in the fields (blanks) for the person's first | ...t ror pereonnal

name and/or last name and type the information. Youdon't  |firstwame [

need to type the entire name and you don't need to fill in tasthame [

both fields. Note: If you see a School drop-down school  [All schools |

. . . ¥ Shaw Inactive/Unassigned Personnel Records
list, click it and choose a school to narrow your search ¥ Show nactive/unassigned perscnnel kecord
by SChOOl Cancel Search
' (1-z0 of 28) < Previous  Next ==
To retrieve all active personnel who are assigned to the persomnel E2satan A2 R B
Baker, Bobbi Westfield Elementary | Teacher - Lead Select
d/SZT/Ct or to at /east one SChOU/, Sklp th|S Step Barnett, Patti Westfield Elernentary  Secretary - School  Select
Brawn, Daniel (Inactive) Hillside Elementary Principal Select
5. You will see one or two check boxes you can use to widen | Gareia, Tamera sl Ebmentery  Teesher - load
Garcia, Tamara {(Unassigned) District Secretary - District | Select
or narrow your SearCh Gardner, Paul Westfield Elementary  Teacher - Lead Select
. . . . Johnson, Robert Westfield Elementary | Teacher - Lead Select

e (Check the “Show Personnel in the District” box if you
want your search to include personnel from the district and all the schools. Click the box to check it or to remove
the check mark. Neote: If the person is assigned to the district or to another school, you will need to assign him
or her to your school before you can edit the capabilities. See page 51 for instructions on assigning personnel to
your school.

e (Check the “Show Inactive/Unassigned Personnel Records” box if you want your search to include inactive (deleted)
personnel and personnel who are not assigned to any school or the district. Click the box to check it or to remove
the check mark. Note: You will need to activate the person (see page 57) or assign the person to a school or the
district before you can edit his or her capabilities.

6. Click the [Search] button. The personnel who matched your search criteria will be listed. Unassigned and inactive
personnel are marked and are listed with the location they were previously assigned to. If available, click “Next” or
“Previous” to move through the list.

Note: Personnel will be listed once for each current and previous school or district assignment. For example, in the

above picture, Tamara Garcia was assigned to both the District and Westfield Elementary, so she’s listed once for each

location. Be sure to select the location for which you want to edit this person’s capabilities.

1. Find the person in your search results. Then, click “Select” by that person.

8. The View Personnel page appears and shows some of  [view personnel

, . . o wre g - view persannel record details
the person’s information. Click “Edit Capabilities for ’
Personnel Record" under ‘[he Personnel Task I\/Ienu Personnel Task Menu Selected Personnel Record Information
. (Edﬁwmmmj Tarmara Garcia at Westfield Elernentary
. .. pege ' dit Capshbilities for Personnel Record -

Note: Your primary position and the capabilities you've  Ngrererme——a—— Frforss e

been granted determine which links (if any) are available | 2= "= iy Unassigned

under the Personnel Task Menu. e famas

Position Teacher - Lead
Account Status QK
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9.

10.

On the Edit User Capabilities page, you choose which capabilities to grant to the person you selected. This page
shows a list of the capabilities currently granted to this person and a list of other capabilities you could grant to him or
her. You may need to scroll down the list to see all the capabilities. For each capability, the Renaissance Place program
(application) it applies to is listed along with a description of the tasks the user can perform if granted the capability.

Check the box by each capability you want to grant to this person. Click a box to check it or to remove the check mark.

Edit User Gapabilities

Assign or unassign capabilities ta the selectad personnel racord

Selected Personnel: Tamara Garcia

Position: Teacher - Lead
Cancel | Save
Currently Assigned Capabilities
Include Capability application Description
I Filter Reports by Characteristics Renaissance Place User can filter by student characteristics when viewing reports.
v Filter Reports by Ethnicity Renaissance Place User can filter by student ethnicity when viewing reports.
I3 Install Client Applications Renaissance Place User can download and install desktop client applications for registered products,

When you're finished, click the [Save] button. The program then lists the changes that were made successfully. Click the
[Done] button.

If you don't want to save your changes, click the [Cancel] button instead.

Note: If you granted capabilities that are beyond the typical level for this person’s primary position, the person may have
the option to switch roles from his or her Home page. See “Switching Roles (User Types)” on page 9 for details on
switching roles in the software.

Changing Personnel School Assignments

School personnel are assigned to schools when they’re added to the database. However, school assignments

can be changed. By default, district administrators and district staff can assign personnel to any school.

School administrators can assign personnel to their school. However, the options available to you depend

on the capabilities you've been granted.

Follow these steps to assign (or unassign) personnel from schools. Note: If you're already at the View

Personnel page, skip steps 1-7 and go to step 8.

1.

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator and you have access to more than one school, click the User
Type drop-down list on your Home page and choose your School User role at the school you want to work with.

On your Home page, click “Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

On the Personnel, Students, and Parents page, click “View Personnel” under Personnel.
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4. Use the Select Personnel Record page to search for the  [setect Personnel Recara
. . i Enter the search criteria and select 3 personnal racord. Select [S2arch] with no
person you want to assign to, reassign, or unassign froma  [seer iteria to view all personnel records.
school. To narrow your search, click in the fields (blanks) for | ,....i tor pereonnet
the person’s first name and/or last name and type the Frsthame [
information. You don't need to type the entire name and you | tastmwame [
don't need to fill in both fields. Nete: If you see a School school  [All schasls i |

. L ¥ Shaw Inactive/Unassigned Persannel Records
drop-down list, click it and choose a school to v Shew inactve/lnassigned persannel fecard

narrow your search by school. |
(1-20 of 2&) <= Previous  Mext ==
To retrieve all active personnel who are assigned to the persnnel s TmeTy FoRRen
Baker, Bobbi vwestfield Elermentary  Teacher - Lead Select
d/SZT/Ct or to at /east one SChOU/, Sklp th|S Step Barnett, Patti westfield Elementary  Secretary - School  Select
Braown, Daniel (inactive) Hillside Elermnentary Principal Select
5. You will see one or two check boxes that you can use to Gardia, Tamars Westfisld Elementary | Teacher - Lead
. Garcia, Tamara ({nassigned) District Secretary - District  Select
Wlden or narrow your SearCh Gardner, Paul wWestfield Elementary  Teacher - Lead Select
Johnson, Robert vwestfield Elementary  Teacher - Lead Select

e (Check the “Show Personnel in the District” box if you
want your search to include personnel from the district and all the schools. Click the box to check it or to remove
the check mark.

e (Check the "Show Inactive/Unassigned Personnel Records” box if you want your search to include inactive (deleted)
personnel and personnel who are not assigned to a school or the district. Click the box to check it or to remove the
check mark. Note: If you're a district administrator or district staff, you must activate the person (see page 57)
before you can assign him or her to a school. If you're a school administrator, you can activate the person as you
assign him or her to your school.

6. Click the [Search] button. The personnel who matched your search criteria will be listed. Unassigned and inactive
personnel are marked and are listed with the location they were previously assigned to. If available, click “Next” or
“Previous” to move through the list.

Note: Personnel will be listed once for each current and previous school or district assignment. For example, in the
picture on the previous page, Tamara Garcia was assigned to both the District and Westfield Elementary, so she’s listed
once for each location.

1. Find the person in your search results. Then, click “Select” by that person.

8. The View Personnel page appears and shows you some of the person’s information. Your primary position, the
capabilities you've been granted, the location the person you chose is assigned to, and the status of the person at that
location (active, inactive, or unassigned) all determine which links (if any) are available on this page. To continue, follow
the steps on the next page that apply to your position.
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District administrators and district staff

School

On the View Personnel page, click “Edit
School Assignments” under the Personnel
Task Menu.

Note: If this person is inactive or
unassigned, you must activate the person
first before you can assign him or her to a
school. Go to step 8 on page 58 to
continue with instructions for activating
a person.

Yiew Personnel
“iew personnel record details

Personnel Task Menu

Selected Personnel Record Information

Edit Personnel Record Information

Edit Capabilities for Personnel Record

Edit School Assignments

Tarmara Garcia at Westfield Elernentary

Preferred First Name

When the Edit School Assignment page appears, the person’s current
(active) school assignments are listed at the top of the page. To remove
the person from a school, click “Unassign” in the row for that school.

If you don’t want to unassign the person, you can change the person’s
primary position at the school by clicking the drop-down list and

choosing a different position.

If you want to assign this person to another school, find the school in the
list below the buttons on the page. Click “Assign” in the row for the
school to which you're assigning the person. The school will be added to
the list at the top of the page. Be sure to click the Position drop-down list
and choose the person’s primary position at the school.

- S User Mame tamag
Assign to District g X p
Gender Unassigne
Delete Personnel Record s
jin] tamag
Position Teacher - Lead
Account Status QK
Edit School Assignment
Edit the schools to which the personnel record is assigned
Schools for: Tamara Garcia
Schoals Position
westfield E\ementary Teacher - Lead -
Cancel Save
School List
Schools District Number
Hillside Elermnentary Assign
Maple Academy Assign
Martin Middle Schaol Assign
Three Qaks Academy Assign
westfield Elementary Assign

When you're finished, click the [Save] button. If you decide not to save your changes, click the [Cancel]

button instead.

administrators

On the View Personnel page, if the
person is not assigned to your schooal, you
can assign him or her by clicking “Assign
to School” or “Activate Personnel Record
in this School” under the Personnel

Task Menu.

If the person is already assigned to your
school, you can remove him or her by
clicking “Unassign from School.” You will

Yiew Personnel
“iew personnel record details

Personnel Task Menu

Selected Personnel Record Information

Edit Personnel Record Information

Edit Capabilities for Personnel Record
Unassign from School

Tarmara Garcia at Westfield Elernentary

Preferred First Name

User Mame tamag

Gender Unassigned
jin] tamag

Position Teacher - Lead

Account Status QK

receive a message asking if you're sure you want to unassign the person from the school. Click the [0K] button

to continue.
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Changing Personnel District Assignments

By default, district administrators and district staff can assign personnel to or unassign them from the

district. However, the availability of this option depends on the capabilities you've been granted. Assigning
a person to the district doesn’t affect any school assignments he or she might have.

Follow these steps to assign personnel to or unassign personnel from the district. Note: If youre already at
the View Personnel page, skip steps 1-7 and go to step 8.

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.

2. Onyour Home page, click "Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

3. Onthe Personnel, Students, and Parents page, click “View Personnel” under Personnel.

4. Use the Select Personnel Record page to search for the  [seiect persannel record

. L. Entar tha saarch critaria and salect 2 parsannel racord. Salect [Szarch] with no
person you want to assign to or remove from the district. T |z=ereh ertena ta view all persannel racards.
narrow your search, click in the fields (blanks) for the soarch for Perconmel
person’s first name and/or last name and type the Frsthame [
information. You don't need to type the entire name and Last Name [
you don't need to fill in both fields. You will also see a school  [all schools =
School drop-down list. Click this list and choose a school jf | ¥ S mastverunassioned persamne Recards
you want to narrow your search by school. |
{1-20 of 2&) <= Previous  Mext ==
To retrieve all active personnel who are assigned to the Personnel caceon D 2y e o
i . . . Baker, Bobbi westfield Elementary  Teacher - Lead Select
dISZTlCt or to at /east one SChOU/, Sk|p th|S Step Barnett, Patti westfield Elementary  Secretary - School  Select
Brown, Daniel {fractive) Hillside Elementary Principal Select
5. Check the "Show Inactive/Unassigned Personnel Records” | sareia, Tamars Westfield Elementary  Teacher - Lead
. . . . Garcia, Tamara (fnassigned) District Secretary - District  Select
box if you want your search to include inactive (deleted) Gardner, Paul Westild Elementary  Teacher - Lead  Select
personnel and personnel WhO are I’]Ot aSSIgﬂed to a SChOOl Johnson, Robert vestfield Elementary  Teacher - Lead Select
or the district. Click the box to check it or to remove the
check mark.

6. Click the [Search] button. The personnel who matched your search criteria will be listed. Unassigned and inactive

personnel are marked and are listed with the location they were previously assigned to. If available, click “Next” or
“Previous” to move through the list.
Note: Personnel will be listed once for each current and previous school or district assignment. For example, in the
above picture, Tamara Garcia was assigned to both the District and Westfield Elementary, so she’s listed once for each
location. Choose a location at which the person is active; otherwise, you must first reactivate the person (see page 57).

1. Find the person in your search results. Then, click “Select” by that person.
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8. The View Personnel page and shows you view Perconnel
some of the person’s information. S0 pereine) Gemy] A

Personnel Task Menu Selected Personnel Record Information

Note: The capabilities you've been granted
determine which links (if any) are available

Edit Personnel Record Information Tamara Garcia at Westfield Elernentary

Edit Capabilities for Personnel Record Preferred First Name

under the Personnel Task Menu. Edit Schoal Assignments —— tamag
.
° |f the H t I d H d 1 Delete Personnel Record Bemelar Unassigned
person is not already assigned to . tamag
the district, click “Assign to Distracted Pasition Teacher - Lead
assign them as the district secretary. You Account Status oK

can change that to another position if you
need to by editing the personnel record, go to step 8 on page 46 for instructions.

e [ the person is already assigned to the district, click “Unassign from District” to remove the district assignment.

Deleting Personnel

By default, district administrators and district staff can delete personnel. However, the options available to

you depend on the capabilities you've been granted. School administrators cannot delete personnel; they
can only unassign personnel from their schools; see page 51.

When you delete personnel, you will be able to choose whether you want to inactivate them or permanently
delete them from the database. Note: The program won't allow you to permanently delete personnel with
certain records attached to their name (such as an assignment to another school or being designated as a
teacher and a parent); those personnel will be inactivated instead.

Follow these steps to inactivate or permanently delete personnel. Note: If you're already at the View
Personnel page, skip steps 1-7 and go to step 8.

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.

2. Onyour Home page, click “"Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

3. Onthe Personnel, Students, and Parents page, click “View Personnel” under Personnel.
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4. Use the Select Personnel page to search for the person  [seiect persannel Recara
i i Enter the search criteria and select a personnel record. Select [Search] with no
whom you want to inactivate or delete. To narrow your ey Eii i i &l pesaidz dh
search, click in the fields (blanks) for the person’s firstname | ... ror personnet
and/or last name and type the information. You don't need | dirstmame [
to type the entire name and you don't need to fill in both Lasthame [
fields. You will also see a School drop-down list. Click this | sehoel  [ailsehoals |

list and choose a school if you want to narrow your search | St inacivesunassioned perscnnel Reccrds

by SChOOl Cancel Search
. (1-20 of 28} << Previous Next »>
To retrieve all active personnel who are assigned to the Personnel Eesate S T A
Baker, Bobbi Westfield Elementary | Teacher - Lead Select
d/SZT/Ct or to at /east one SChOU/, Sklp th|S Step Barnett, Patti Westfield Elementary  Secretary - School  Select
Brown, Daniel {Inaciive) Hillside Elementary Principal Select
5. Check the "Show Inactive/Unassigned Personnel Records” | sareia, Tamara Westfield Elementary  Teacher - Lead
. . . . Garcia, Tamara (Unassigned) District Secretary - District  Select
box if you want your search to include inactive (deleted) Sardner, Paul TiesIde ooy | Toodheroloed | oo
personnel and personnel WhO are I’]Ot aSSIgﬂed to a SChOOl Johnson, Robert Westfield Elementary | Teacher - Lead Select

or the district. Click the box to check it or to remove the
check mark. Note: Inactive and unassigned personnel must be reactivated before they can be permanently deleted; see
page 57 for information on reactivating personnel.

6. Click the [Search] button. The personnel who matched your search criteria will be listed. Unassigned and inactive
personnel are marked and are listed with the location they were previously assigned to. If available, click “Next” or
“Previous” to move through the list.

Note: Personnel will be listed once for each current and previous school or district assignment. For example, in the
above picture, Tamara Garcia was assigned to both the District and Westfield Elementary, so she’s listed once for
each location.

1. Find the person in your search results. Then, click “Select” by that person. If the person is listed more than once, it
doesn’t matter which location you choose. However, if you choose a location where the person’s status is “Inactive” or
“Unassigned,” you will need to reactivate the person first before you can permanently delete him or her; see page 57.

8. The View Personnel page appears and shows you some of the person’s information. Click “Delete Personnel Record”
under the Personnel Task Menu.

Note: The capabilities you've been granted determine which links (if any) are available under the Personnel Task Menu.

9. The Delete Personnel page asks if you're
sure you want to delete the person.

Delete Personnel

Are you sure you want to remove Tamara Garcia from the software?

e [fyou only want to make the person

. . . » Leave the box unchecked to inactivate this personnel record. It will no longer appear
Inactive, click the [YGS] button. in the software, but will remain in the database and could be reactivated at a later time,
» Check the box to permanently erase this personnel record from the database.

*  Ifyou want to permanently delete the | - _ permanently
person and all of his or her records Yil M
from the database, check the “Erase
Permanently” box and then click the [Yes] button. Click the box to check it or to remove the check mark.

Next, the program notifies you whether the person has been inactivated or deleted. Click the [Continue] button.

Note: If you inactivate a person, you can restore him or her. See the next section for detailed instructions.
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Restoring Inactive Personnel

When you delete personnel from the database, you have the option of only inactivating them instead of

permanently deleting them. Inactive personnel can be restored. By default, district administrators and

district staff can restore inactive personnel to the district or any school. School administrators can either

restore inactive personnel who were originally assigned to their school or they can assign a previously

inactive person to their school. However, the availability of these options depend on the capabilities
you've been granted.

Follow these steps to restore inactive personnel. Note: If you're already at the View Personnel page, skip
steps 1-7 and go to step 8.

1.

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator and you have access to more than one school, click the User
Type drop-down list on your Home page and choose your School User role at the school you want to work with.

On your Home page, click “Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

On the Personnel, Students, and Parents page, click “View Personnel” under Personnel.

Use the Select Personnel Record page to search for the  [select personnel Recora

Enter the search criteria and select a personnel record. Select [Search] with no

inactive or unassigned person you want to restore. To secrdh ez i am ol perpee il
narrow your search, click in the fields (blanks) for the coarch for Poreonml
person’s first name and/or last name and type the Frsthame [
information. You don't need to type the entire name and Gasthame [
you don't need to fill in both fields. Note: If you see a school  [All schools 5|
School drop-down list, click it and choose a school to W shaw Inactive/unassigned Personnel Records
C | Search
narrow your search by school. |
{1-20 of 28) == Previous  Next ==
You will see one or two check boxes that you can use to Fersomnel Eacaton Sy
. Baker, Bobbi Westfield Elementary | Teacher - Lead Select
W|den or narrow yOUr SearCh Barnett, Patti Westfield Elementary  Secretary - School Select
Brown, Daniel {(Inactive) Hillside Elementary Principal
® Check the “ShOW Personnel m the D|Str|ct" bOX |f you Garcia, Tamara Westfield Elementary  Teacher - Lead Select
. . . Garcia, Tamara (Unassigned) District Secretary - District  Select
want your SearCh to InClUde personnel from the dlStnCt Gardner, Paul Westfield Elementary  Teacher - Lead Select
and a” the SChOOlS C||Ck the bOX to CheCk |t or tO Johnson, Robert Westfield Elermentary | Teacher - Lead Select

remove the check mark.

e Since you want your search to include inactive personnel, check the “Show Inactive/Unassigned Personnel
Records” box. Click the box to check it or to remove the check mark.

Click the [Search] button. The personnel who matched your search criteria will be listed. Unassigned and inactive
personnel are marked and are listed with the location they were previously assigned to. If available, click “Next” or
“Previous” to move through the list.

Note: Personnel will be listed once for each current and previous school or district assignment. For example, in the
above picture, Tamara Garcia was assigned to both the District and Westfield Elementary, so she’s listed once for each
location. Be sure to select the inactive location you want to reactivate.

Find the inactive person in your search results. Then, click “Select” by that person.
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8. The View Personnel page appears and shows you some of
the person’s information. You will see one of two links under
the Personnel Task Menu: “Reactivate Personnel” or
“Activate Personnel Record in this School.” Click the link.

Note: Your primary position, the capabilities you've been
granted, and the location of the person you chose all
determine which links (if any) are available under the
Personnel Task Menu.

View Personnel
View personnel record details

Personnel Task Menu

Selected Personnel Record Information

Reactivate Personnel ’

Daniel Brown at Hillside Elementary

Preferred First Name
User Marne

Gender

D

Position

Account Status

danb
Unassigned
danb
Principal

[s] 4

9. You will be asked if you want to activate only the person or the person and all his or her records. To continue, you must
click one of three buttons: click the [Only] button to activate only the person, click the [All Records] button to activate the

person and all of his or her records, or click the [Cancel] button to cancel the procedure.

10. The program tells you if the person has been successfully activated. Click the [Continug] button.

Unlocking Personnel Accounts

A personnel account can get locked if the person enters the wrong password too many times in a row. The
program will automatically unlock all accounts at midnight every day; however, if you need to unlock an

administrator, staff, or teacher account, you can do so using the steps in this section. Note: You can control
the number of times the wrong password can be entered before the program locks the account by using the

Account Login preference; see page 181 for details.

By default, district administrators and district staff can unlock accounts for personnel at any school or at the

district. School administrators can only unlock the accounts of personnel at their school. However, the
availability of this option depends on the capabilities you've been granted.

Follow these steps to unlock personnel accounts:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator and you have access to more than one school, click the User
Type drop-down list on your Home page and choose your School User role at the school you want to work with.

2. Onyour Home page, click “Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

3. Onthe Personnel, Students, and Parents page, click “Clear Locked Personnel” under Personnel.
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4. The Clear Locked Personnel page appears and lists the
accounts that are currently locked. If the list is long, you
can do either of the following to find the locked account you're search for Lacked Pareonmel

looking for: Firsthame [

Last Narme I
School IAII schools hs

Done | Search | Clear All Personnel Locksl

Clear Locked Personnel
<lear login locks for multiple users

e (Click "Next” or “Previous” to move through the list.

e Search for the person by clicking in the fields (blanks)
for the person’s first name and/or last name and typing the

. . B . Fersonnel Location Primary Position
information. You don’t need to type the entire name and you |, " . wastfiold Elomentary | Toacher - Load | Clear
don"t need ‘to f||| |n bo‘th f|e|ds |f \/OU see a School drop_ Robertson, Wanda Three Daks Acaderny Teacher - Lead Clear

down list, click it and choose a school to narrow your search | Bene |
by school. Then, click the [Search] button.

5. When you find the account you need to unlock, click “Clear” by it. You can clear all the locked accounts by clicking the

[Clear All Personnel Locks] button. Nete: If the person is listed at more than one location, clearing the lock will unlock all
the locations.

6. When you're finished, click the [Done] button.

Managing Students

The following sections describe how to add students, view student information, import and export student
information, enroll students in schools, edit student information, edit student characteristics, manage the
custom characteristics in your database, choose the classes each student should be enrolled in, promote
students, delete students from the database and clear locked student accounts. By default, the district
administrator, district staff, and school administrator can perform these tasks. School staff and teachers can

only view student information. However, the options available to you depend on the capabilities you've
been granted.

Adding Students

By default, district administrators and district staff can add students to any school in the district. School
administrators can add students to their school. However, the options available to you depend on the
capabilities you've been granted.

Follow these steps to add students:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator and you have access to more than one school, click the User
Type drop-down list on your Home page and choose your School User role at the school you want to work with.

2. Onyour Home page, click “Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

3. Onthe Personnel, Students, and Parents page, click “Add Student” under Students.
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4. The Add Student page appears. Click in the fields
(blanks) and type the student’s information. To choose the
student’s gender, grade level, ethnicity, and language, personal Information ("equired Fiofd)
click the drop-down lists and choose the correct First Mam* I
information. (District administrators and district staff Proferved irstama [ |
should also choose the student’s school by clicking that | widdie name ]

Add Student

Enter the student information

drop-down list.) In the Grade Level drop-down list, Last Name* 1
EE means early education, Pre-K means pre-kindergarten, | user tamex [ (Wil be sutogenerated i not enteres)
K means kindergarten, and None means a grade has not | password* [T tiwo or mors characsers)
been assigned. Confim Password® [
Sehaal* [Westfield Elementary =]

Required fields are marked with an asterisk (*). Other — [ (il be outogenerated f not entered)
information is optional. Note: If you're using STAR Math | «..s.. [Unassianed =]

RP or STAR Reading RP, we recommend that you entera | erade Level [Mane =]

grade for the student even though it's not a required field. | ©ate of Birth

SSN
’ M *
When you type the student’s password, asterisks (*) or — [Roms Spemied 5
dots are shown instead of the characters you type. The | L..guage [Hors Specfied =]
student’s user name and password cannot be the [ User must shangs password at next login
same.

Cancel | Savel Save and Add |

If you don't enter a User Name or ID, the program will
create this information for you. Your students may not need their user names to take the quizzes, tests, or
assessments—they may only need their passwords for that; however, they do need their user names in order to log in to
Renaissance Place (provided your Renaissance Place software allows them access to Renaissance Place). If you need to
know what user name the program gave a student, you can see that information when you view the student’s personal
information; see page 61.

5. If you want to require this student to change his or her password the first time he or she logs in, check the “User must
change password at next login”“ box. Click in the box to check it or to remove the check mark.

6. If you want to add another student after this one, click the [Save and Add] button. Then, repeat steps 4 and 5.
If you're not adding any more students after this one, click the [Save] button.
If you decide not to add this student, click the [Cancel] button.

Note: If the new student you're adding has the same name as a student who's already in the database, the Duplicate
Student Found page appears.

The Duplicate Student Found page asks whether you want to add another student with the same name or cancel this
procedure. If the student you're adding has the same name as an inactive student or one who was unenrolled from a
school, the Duplicate Student Found page also gives you the opportunity to activate or enroll the student. To continue:
click the [Activate] button to activate the student (enroll the student in the school that's listed), click the [Add Student]
button to add a duplicate student, click the [Add] button to enroll the existing student in the school that's listed, or click
the [Cancel] button to cancel the procedure. Note: When you activate a student, the program activates the old record
from the database. If any of the student’s information needs to be updated, you must edit it; see page 70 for details.
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GIVE STUDENTS THEIR USER NAMES AND PASSWORDS

Don't forget to give each student his or her user name and password! Students need that information for the programs that
allow them to log in to Renaissance Place. Even if they don't log in to Renaissance Place, they'll need their passwords to
work in the Student programs of certain Renaissance Place software.

Viewing Student Information

By default, district administrators, district staff, school administrators, and school staff can view
information about any student who’s in the database. Teachers can only view information about students in
their classes. However, the options available to you depend on the capabilities you've been granted.

Follow these steps to view student information:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator or school staff and you have access to more than one school,
click the User Type drop-down list on your Home page and choose your School User role at the school you want to
work with.

2. Onyour Home page, click “Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

3. Onthe Personnel, Students, and Parents page, click “View Students” under Students.

4. Use the Select Student page to search for the student [saoeer srudent

whose information you want to view. To narrow your Select [oasrch] i mo seardh ena s wew il studants
search, click in the fields (blanks) for the student's first
name, last name, and/or ID number and type the
information. You don't need to type the entire name or | ... | rate| [P grases
ID number and you don't need to fill in all of the fields. Clsss  [All desees =
You can also click the Grade drop-down list and choose | ¥ show students in all schools

¥ Show Unenrolled Students
a grade to narrow your search by grade. Note: If you see

Search for Student

First Name I (o} I

. o Cancel | Search |
a Class drop-down list, click it and choose a class to _
(1-20 of 135) << Previous MNext =>
narrow your search by class. Student Grade 1D School Schoal Enrollment
Acker, Leah 3 la Hillside Elementary Currently Enrolled Select
TO retn'eve a// enrolled Students Sk|p th|S Step Ackerman, Anita 4 anita Three ©aks Academy Currently Enrolled Select

Westfield Elementary  Currently Enrolled
Ackerman, John 2 johna  ‘Westfield Elermentary | Currently Enrolled Select

5. You will see one or two check boxes that you can use to
widen or narrow your search:

Adams, Angela k) angea Mot currently enrolled  Select

e (Check the "Show Students in All Schools” box if you want your search to include students from all the schools in
the district. Click the box to check it or to remove the check mark.

e (Check the “Show Unenrolled Students” box if you want your search to include students who arent currently
enrolled in a school. Click the box to check it or to remove the check mark.
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6. Click the [Search] button. The students who matched your search criteria will be listed. If available, click “Next” or
“Previous” to move through the list.

Note: The program lists the students’ current school enrollments (see the School and School Enroliment columns). Be
sure to select the school for which you want to view this student’s information.

1. Find the student in your search results. Then, click “Select” by that student.

8. The View Student page and shows some of the  [iew student
e . iew student information details
student's information. i st Han gt
N t Y . t '[h blt Student Task Menu Selected Student Information
ote: Your primary position, the capabilities
' Edit Student Persanal Information Anita Ackerman at Westfield Elementary
you've been granted, and the status of the dit Stud | Informati
! . . Edit Student Characteristics preferred First Name
stuaents enroliment a IS SCNOOI aetermine Edit Schoal Enrollment )
tudent [Iment at this school det Date of Birth
which links (if any) are available under the ot class Ervalment User Name anita
Student Task Menu. Your primary position also Bemelar Female
. . . . . h{n] it
determines what additional information is shown antta
L. . SEN
(school administrators and school staff can see if AUt Statue ok

the student is currently enrolled in their school).

Importing Student Information into the Database

There are two ways for you to import student information into the database:

e Use the Renaissance Data Translator. This utility program is intended to be used for major imports
such as when you first set up your database. If you're going to use this program to import student
assessment data, you should do the import before you allow your students to begin using the software.

*  Use the Renaissance Place import feature. This feature is intended to be used for smaller imports made
during your day-to-day operations. Note: If you use this method to import Accelerated Math data,
you will have to transfer the assignment data into the students’ classes; see the Accelerated Math
Software Manual for more information.

Both import procedures are described on the next page.

DESKTOP SOFTWARE

Desktop products are Renaissance Learning programs that are installed and run on individual computers. Different users
may share the same database over a network; however, these products are not web-based and they are not intended to be
installed once on the server and then used by many different workstations. Desktop programs include Accelerated Reader
versions 5.x and 6.x, Accelerated Math versions 1.x and 2.x, Accelerated Grammar & Spelling version 1.x, Accelerated
Vocabulary version 1.x, Accelerated Writer version 1.x, MathFacts in a Flash version 1.x, STAR Early Literacy

version 1.x, STAR Math versions 1.x and 2.x, and STAR Reading version 2.x.
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Importing student information using Renaissance Data Translator

The Renaissance Data Translator is designed to perform a data import of student information into
Renaissance Place. The student information that can be imported includes names, basic demographic
information, class enrollments, students” assessment data, and (for certain programs, Accelerated Reader RP
for instance) other information such as goals and preference settings. If you're going to use Renaissance
Data Translator to import student information that includes assessment data, you should do the import
before you allow your students to begin using the program.

There are five possible sources of data you can use to import student information:

* A database from certain Renaissance Learning desktop programs, such as Accelerated Reader 6.x,

STAR Reading 2.x, Accelerated Math 2.x, and STAR Math 2.x.
* A .exp file you've exported from a Renaissance Learning desktop program.
* Afile youve exported from another Renaissance Place program.
* A .t file you've exported from another program you use.
e A .t file you've created on your own.

Imports using the Renaissance Data Translator program must be done at the server. For more information,
see the Renaissance Data Translator Instructions. You can access the instructions at the server by clicking the
[Start] button, then Programs, Renaissance Learning, Utilities, and Renaissance Data Translator
Instructions. The instructions can also be found on the Renaissance Place Suite CD-ROM in the Manuals/
Renaissance Data Translator folder. Note: It’s possible for you to import personnel, students, and classes
all at the same time! See the Renaissance Data Translator Instructions for details.

Importing student information using Renaissance Place

Renaissance Place has an import feature. Use this feature for smaller imports performed during your daily
operations. You can import both basic student information and student assessment data. By default, district
administrators can import student information into any school in the district. School administrators can
import student information into their school. However, the options available to you depend on the
capabilities you've been granted. Note: The only files you can import using this feature are the export files
created by Renaissance Learning desktop or Renaissance Place programs.

Follow these steps to import student information using Renaissance Place:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator and you have access to more than one school, click the User
Type drop-down list on your Home page and choose your School User role at the school you want to work with.

2. Onyour Home page, click “"Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

3. Onthe Personnel, Students, and Parents page, click “Import Student Information” under Students.
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4. Atthe Select Import File page, you locate and select the file Select Import File

that you want to import.

Use the [Browse] button to select the import file and then dick [Mext]

a. Click the [Browse] button. | Browse... |
b. Inthe dialog box that opens, navigate to the file you want Cancel | Mext » |

to import into your database and click it once to highlight it.

c. Click the [Open] button.

d. The program returns you to the Select Import File page. Click the [Next] button.

5. The Select School page may appear. If so, it lists all the schools available to you for the import. Click the name of the
school you want to import the student information into.

6. If you're importing an export file from a Renaissance Learning desktop product, follow these steps:

At the Select Class page, you can specify how you Select Class

want to import the information.

If the file comes from a Renaissance Place
program that's not installed on this server, the

Select the class into which you want to import the student and application data

School: Westfield Elementary

Select Class Import Options

Use Existing Accelerated Reader Class

o . * > —=
program notifies you of this. You cannot choose a class [Grade & Reasing, Grd Rda Gareia ]

for the students in this file. Go to step 6b.

If the file comes from a Renaissance Place
program that is installed on this server, click the

" Use default historical class for all data

" Irmport the student data only

Cancel < Back | Next = |

option that you want. You have three choices:

Use Existing Class. Two conditions must be met before this option will be available: 1) The export file
you chose must have student assessment data in it that matches a Renaissance Place program you have
installed on this server, and 2) The school you chose must have classes with lead teachers assigned to it
for that Renaissance Place program.

If you choose this option, use the drop-down list to select the class you want to import the data into. You
can choose only one class; all the students and data will be imported into that class.

Use default historical class for all data. If you choose this option, the program will import all the
data into one generic Historical Data class that it will create.

Only import the student data. If you choose this option, the program will import only the
students’ personal information; it will not import any of the students’ assessment data or enroll the
students in classes.

b. Click the [Next] button and go to step 7.

If you're importing a Renaissance Place export file, follow these steps:

a. [f the Renaissance Place Import Options page appears, you can choose to import only the basic student
information or the student information along with the assessment and other data the export file contains. The
check box for importing the basic student information is already checked for you. If you also want to import
assessment and other data, check the box by every Renaissance Place program for which you want to import
data. Click a box to check it or to remove the check mark. When you're ready, click the [Next] button.

b. Onthe Renaissance Place Import Student Options page, you can choose to import all the students in the
file or selected students. Click the option you want and click the [Next] button.
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c. Ifyou chose to select the students you want to import, you will see the Select Students for Import page.
Check the box by every student whose data you want to import. Click a box to check it or to remove the check
mark. When you're ready to continue, click the [Next] button.

d. The Preprocessing Student Import Data page appears. It tells you that the program is checking the
students in the file you're importing to see if any of them are duplicates of students already in your database.
There’s no need for you to do anything on this page.

€. Ifnoduplicate records are found, go to step 7.

If any duplicate records are found, the Duplicate Students Found page appears and lists the duplicate
student records. For each duplicate, you have three choices: don't import the duplicate record by skipping it in
the import file, import the record in the import file as a new student, or merge the record in the import file
with the record that already exists in your database. If you choose to merge the records and there are
differences in the student’s information between the import file and the database, the program will overwrite
the information in the database with the information in the import file. When you're ready to continue, click
the [Next] button and go to step 7.

1. The Confirm Import page summarizes the choices you've made. Review the information carefully. To begin the import,
click the [Start] button. If you need to change any of the information, click the [Back] button until you return to the
page where you can make the appropriate changes. If you decide not to import the information at this time, click the
[Cancel] button.

8. The Importing Student Data page shows you the status of your import. When the program indicates that the import
has been completed, click the [Done] button.

Merging Students

At times, especially after you've imported students into your database, you may end up with duplicate
student records. You can use the student merge feature to compare the records of two students to verify that
they are duplicates and then merge them into one record. Note: You can only merge the records of
duplicate students who are currently enrolled in a school. See page 67 for information on enrolling
students.

By default, district administrators and school administrators can merge duplicate student records for any
students at any school; however the availability of this option depends on the capabilities you've been
granted.

Follow these steps to compare and merge duplicate student records:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.

2. Onyour Home page, click “Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

3. Onthe Personnel, Students, and Parents page, click “Merge Students” under Students.
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4. Use the Merge Students — Select Students page to

Search for Student

search for the duplicate student records you want to First name | o
compare and merge. To narrow your search, click in the Last Hame [ Grade [All grades =]
fields (blanks) for the student’s first name, last name, Class All classes 7]

W shaw Students in All Schools

and/or ID number and type the information. You don't
need to type the entire name or ID number and you don't | ool scii |

{1-20 of 110} <= Previous Mext ==

need to fill in all the fields. You can also click the Grade | 'suent = —— S —
drop_down I|St and ChOOSG a grade to narrow yOUI’ SearCh Aaron, Katie 3 ABRON  Westfield Elementary | Currently Enrolled  Sslect
Abeling, Mary ABELING  westfield Elementary  Currently Enrolled  Select

7
by grade. Note: If you see a Class drop-down list, click it | aseine, mary 7 ABELINO | Martin Middle School | Curvently Envolled  Select
and ChOOSG a C|aSS tO narrow your SearCh by ClaSS Abila, Philip & ABILA Westfield Elementary  Currently Enrolled  Select

To retrieve all enrolled students, skip this step.

5. If you see a “Show Students in All Schools” box, check it if you want your search to include students in all the schools in
the district. Click the box to check it or to remove the check mark.

6. Click the [Search] button. The students who matched your search criteria will be listed. If available, click “Next” or
“Previous” to move through the list.

Note: The program lists all the students’ current school enroliments (see the School and School Enrollment columns).

1. Find the duplicate student records in your search results. Click “Select”

Student bin] Date of Birth Gender
by the first student record you want to look at. Then, click “Select” by Mary Abelino ABELINO Ferale | Remove
the student record you think is a duplicate of the first one you selected. | Mary Abelino MaRvA el | Remoe

Notice that the two records are now listed at the top of the page and Compare |

the [Compare] button below them is now active. If necessary, you can

choose one student from the list and then do another search to find the second student. Nete: If you've chosen a
student by mistake, click “Remove” by that student to remove him or her from consideration in the merge students
process. You will then be able to choose another student from your search results or you can search again.

8. When you've selected the two duplicate students, click the [Compare] button.

9. The Merge Student — Details page shows a complete comparison of the two student records you chose. Review the
details and then decide what you want done with the records. You have five choices:

¢ Keep Both Students. Choose this option if the -
. Merge Options
records are really not duplicates of each otherand | . keep Botn Do not merge the student data, Keep both

d k b h d . d b Students students listed here as unique users,
y0U need to eep oth records In yOUr atapase. I Delete First Permanently delete the first student and all
Student associated enrollment and application data.
i Delete First Student. Choose this option if the r Delete Second Permanently delete the second student and all
. . . Student associated enrollment and application data,
first student you chose (student A) is a duplicate of Koon the firet studont | and o
Merges Students, {20, tion, bist merge in charactaristios, oass
the Second STUdent YOU ChOSB (StUdent B) and can ' with student A as enrollment :and application specific data fjrorn the

e (R second student.

be permanently deleted from the database. Only ,

A Merges Students, 2°P te second student's persoral ang
choose this option if all the information you wantto | o with studert & a2 G000 s enrolment and application
keep for student A is present in student B's record.

specific data from the first student.

Cancel | < Back | Mext = |

¢ Delete Second Student. Choose this option if the
second student you chose (student B) is a duplicate of the first student you chose (student A) and can be
permanently deleted from the database. Only choose this option if all the information you want to keep for student
B is present in student A's record.
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10.

1.

¢ Merges students, with student A as the primary. Choose this option if you want to merge the two records.
Since you're designating student A as the primary record, the program will keep the personal and demographic
information for student A and discard that information for student B. Then, the program will merge the
characteristics, class enrollment, and any data that's specific to a particular program (StandardsMaster assess-
ment scores, for example) that exist for student B into student A's record.

e Merges students, with student B as the primary. Choose this option if you want to merge the two records.
Since you're designating student B as the primary record, the program will keep the personal and demographic
information for student B and discard that information for student A. Then, the program will merge the
characteristics, class enroliment, and any data that's specific to a particular program (StandardsMaster assess-
ment scores, for example) that exist for student A into student B's record.

Click the option you want and click the [Next] button. If you want to return to the page where you can choose your
students, click the [Back] button instead.

On the Merge Students — Confirm Merge page, the program shows you the details of what will happen based on the
choice you made in the previous step. Review this information. If you need to return to the page where you can choose
how you want the program to merge the records, click the [Back] button. Otherwise:

e [fyou chose to keep both student records, do nothing and go to the next step.

e [fyou chose to delete one of the student records, click the [Delete] button to continue.

e [fyou chose to merge the student records, click the [Merge] button to continue.

You will receive a message telling you what the program did.

If you're finished merging students, click the [Done] button to return to the Manage Students page.

If you need to merge more students, click the [Merge Again] button to return to the Merge Students — Select
Students page where you can search for the students you want to merge (see step 4 on page 66).

Changing a Student’s School Enrolilment (Enrolling and Unenrolling)

By default, district administrators and district staff can enroll a student in and unenroll a student from any

school. School administrators can enroll a student in their school and remove a student from their school.

However, the options available to you depend on the capabilities you've been granted.

Follow these steps to change a student’s school enrollment. Note: If youre already at the View Student

page, skip steps 1-7 and go to step 8.

1.

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator and you have access to more than one school, click the User
Type drop-down list on your Home page and choose your School User role at the school you want to work with.

On your Home page, click “Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

On the Personnel, Students, and Parents page, click “View Students” under Students.
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4. Use the Select Student page to search for the student [gerect student

Enter the search criteria and select 2 student,
whose school enrollment you want to Change, TO NArrOW | select [S=arch] with no search eritaria to view all studants.
your search, click in the fields (blanks) for the student’s

first name, last name, and/or ID number and type the

Search for Student

First Marne I D I
information. You don't need to type the entire name or Last am | Grade [Aarader =]
ID number and you don't need to fill in all the fields. You | ciass  [ATctasses |
can also click the Grade drop-down list and choose a ¥ show Students in All Schools

¥ show Unenrolled Students

grade to narrow your search by grade. Nete: If you see a

Cancel | Search
Class drop-down list, click it and choose a class to
{1-20 of 135} <= Previous  Mext ==
narrow your search by class. Student Grade ID School School Enrallment
Acker, Leah 3 la Hillside Elementary Currently Enrolled Select
7’0 feff/BVe a// 6’/7f0//8d Students Sklp thls Step Ackerman, anita 4 anita  Three Oaks Academy Currently Enrolled Select
! Westfield Elermentary  Currently Enrolled
. Ackerman, John 2 johna ‘Westfield Elementary  Currently Enrolled Select
5. You will see one or two check boxes that you can use to o, amoon o Terges Finp——— P

widen or narrow your search:

e (Check the “Show Students in All Schools” box if you want your search to include students from all the schools in
the district. Click the box to check it or to remove the check mark.

e (Check the “Show Unenrolled Students” box if you want your search to include students who aren’t currently
enrolled in a school. Click the box to check it or to remove the check mark.

6. Click the [Search] button. The students who matched your search criteria will be listed. If available, click “Next” or
“Previous” to move through the list.

Note: The program lists the students’ current school enroliments (see the School and School Enroliment columns).
1. Find the student in your search results and do one of the following:

e [fyou're enrolling the student in a school and there’s a row that shows the student as “Not currently enrolled,”
click “Select” in that row.

e [fyou're enrolling the student in a school and there isn’t a row that shows the student as “Not currently enrolled,”
it doesn't matter in which row you click “Select” as long as the student’s name is in the row.

e [fyou're unenrolling the student, click “Select” in the row that shows the student enrolled in the school from which
you want to unenroll him or her.

8. The View Student page appears and shows you information about the student you selected. Your primary position, the
capabilities you've been granted, and the status of the student’s enrollment at that school determine which links (if any)
are available under the Student Task Menu. Your primary position also determines what additional information is shown
(school administrators can see if the student is currently enrolled in their school). To continue, follow the steps on the
next page that apply to your position:
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District administrators and district staff

a. Onthe View Student page, click “Edit School Enrollment” under the Student Task Menu.

b. When the Edit School Enrollment page appears, the student’s Edit school Enrollment
current school(s) will be listed on the top of the page. If you want to | == = Erret end tnenrell links to =dit scheal s<iection
remove the student from a school, click “Unenroll” by for that school.

School Enrollment for: Anita Ackerman
School Grade

Note: The student remains in the database even if he or she is not westisd glamentary(Gramra)arads 4

enrolled in a school.
Cancel | Savel

c. If you want to enroll this student in another school, find the school in

School List
the list below the buttons on the page. When you find the school, School sl i
. " " . . Hillside El t. Enroll
click “Enroll” by that school. The school will be added to the listatthe | &
Maple Academy Enroll
top of the page. Martin Middle School Enroll
, L. . . Three Oaks Academy Enroll
d. When you're finished, click the [Save] button. If you decide not to Westfield Elementary —
save your changes, click the [Cancel] button instead.
School administrators
On the View Student page: view student
Wiew student information details
° |f the StUdent 1S enrO”ed n your SChOOl’ you can Student Task Menu Selected Student Information
unenroll him or her by clicking “Unenroll from _
) Edit Student Personal Information Anita Ackerrnan at westfisld Elementary
School” under the Student Task Menu. You will £l Stulfe"t Charhm‘eﬁstws Preferrad First Name
Unenroll From Schoo
receive a message asking if you're sure you want | ETr s Evatmem oot B .
. . Delete Student ser fame anita
to unassign the student; click the [OK] button. Gendsr Femals
jis) anita
Note: The student remains in the database even ssN
. . . School Enrollment Status  Currently Enrolled
if he or she is not enrolled in a school. Acoount Status o

e [f the student is not enrolled in your school, you
can enroll him or her by clicking “Enroll in School” under the Student Task Menu.

Changing Multiple Students’ School Enrollments (Enrolling and
Unenrolling)

By default, district administrators and district staff can enroll students in and unenroll students from any
school. School administrators can enroll students in their school and remove students from their school.
However, the options available to you depend on the capabilities you've been granted.

Follow these steps to change multiple students’ school enrollments:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator and you have access to more than one school, click the User
Type drop-down list on your Home page and choose your School User role at the school you want to work with.
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2. Onyour Home page, click “Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

3. Onthe Personnel, Students, and Parents page, click “Edit Multiple School Enrollments” under Students.

4. Use the Edit Multiple School
Enrollments page to search for the
students whose school enrollment you
want to change. You must click the School
drop-down list and choose the school the
students are currently enrolled in (you can
also choose all the schools or students
who are not enrolled in a school).

You can click the Grade drop-down list
and choose a grade to narrow your search
by grade.

You can also click in the First Name and
Last Name fields (blanks) and type all or
part of a name to search for.

Edit Multiple School Enrollments

Search for students, select students and changes, and apply changes

Search for Students

School: IWastﬂeId Elernentary ;I

Grade: All grades =
First Mame:
Last Name:

Search Done

(1-20 of 43 Students) < Previous Next =

Select Changes Apply |
¥ Enrollin: [Three Oaks Academy =] [T Student Grade ID Current School Enrollment
v U I1fi t school
I¥ Unenroll from current schoo I~ anita Ackerman 4 anita  Westfield Elermentary
[~ 10hn ackerman 2 johna  Westfield Elementary

[T shacarria Barnes 2 shach  Westfield Elementary

¥ Micodemus Beldekas & nicob  Westfield Elementary

¥ Jrhomas Blackfoot 6 thomb  Westfield Elementary

5. Click the [Search] button. The students who matched your search criteria will be listed. If available, click “Next” or
“Previous” to move through the list. Note: The program lists the students’ current school enrollments in the Current

School Enroliment column.

6. Check the box by each student who needs to be enrolled in or unenrolled from a school. Click in a box to check it or to
remove the check mark. To select all the students on the page, check the box by the Student column heading.

1. Toindicate what you want the program to do with the students you chose:

e [fyou're enrolling the students in a school, check the “Enroll in” box. Then, click the drop-down list and choose the
school they should be enrolled in. A student can be enrolled in more than on school.

e [f you're unenrolling the students from the schools you've selected (see the Current School Enrollment column in

the student list), check the second box.

You can do both of the things described in the above bullet points at one time.

8. Click the [Apply] button above the student list. After the program makes the changes, it will display a summary of what

was done.

9. Repeat steps 4-8 for more school enrollment changes.

10. When you're finished changing school enrollments, click the [Done] button.

Editing Student Information

By default, district administrators, district staff, and school administrators can edit a student’s information;
y

however the options available to you depend on the capabilities you've been granted. The steps in this

section are for editing a student’s personal information. If you want to change the student’s characteristics,

see page 73.
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You can only edit personal information for students who are enrolled in schools. See page 67 for

instructions on enrolling students.

Follow these steps to edit a student’s information. Note: If you're already at the View Student page, skip

steps 1-7 and go to step 8.

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at

the top of any page.

2. Onvyour Home page, click “Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

3. Onthe Personnel, Students, and Parents page, click "View Students” under Students.

4. Use the Select Student page to search for the student
whose information you want to edit. To narrow your
search, click in the fields (blanks) for the student's first
name, last name, and/or ID number and type the
information. You don't need to type the entire name or
ID number and you don't need to fill in all the fields. You
can also click the Grade drop-down list and choose a
grade to narrow your search by grade. Note: If you see a
Class drop-down list, click it and choose a class to
narrow your search by class.

To retrieve all enrolled students, skip this step.

5. You will see one or two check boxes that you can use to
widen or narrow your search:

e (Check the “Show Students in All Schools” box if

Select Student
Enter the search critetia and select a student,
Select [Search] with no search criteria to view all students,

Search for Student

First Narne I jis] I

Last Mame I

IAII classes ;I

¥ haw Students in all Schaals
¥ show Unenrolled Students

Cancel Search

(1-20 of 135)
Student

Class

Grade ID School

Acker, Leah 3 la Hillside Elernentary

Ackerman, Anita 4 anita  Three Oaks Academny

Westfield Elementary
Ackermnan, John 2 johna  Westfield Elementary

Adams, Angela & angea

Grade IAII gradesd

<< Pravigus Mext ==
Schoal Enrollment
Currently Enrolled Select
Select

Select

Currently Enrolled
Currently Enrolled

Currently Enrolled

Mot currently enrolled  Select

you want your search to include students in all the schools in the district. Click the box to check it or to remove the

check mark.

e (Check the “Show Unenrolled Students” box if you want your search to include students who aren’t currently
enrolled in a school. Click the box to check it or to remove the check mark. Note: You can edit personal information
only for students who are enrolled in a school. See page 67 for information on enrolling students.

6. Click the [Search] button. The students who matched your search criteria will be listed. If available, click “Next” or

“Previous” to move through the list.

Note: The program lists the students’ current school enroliments (see the School and the School Enroliment columns).
It doesn't matter at which school you select the student because when you make changes to a student’s personal
information, the program updates the information at all the schools he or she is (or was) enrolled in. If you choose a
student who is not enrolled in a school, you will need to enroll the student first.

1. Find the student in your search results. Then, click “Select” by that student.

n
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8. The View Student page appears and shows
some of the student’s information. Click “Edit
Student Personal Information” under the Student
Task Menu.

Yiew Student

View student information details

Student Task Menu

Selected Student Information

Edit Student Personal Information)
Edit Student Characteristics

Edit School Enrollment

Anita Ackerman at Westfield Elernentary

Preferred First Name

Date of Birth
you've been granted, and the status of the ot class Ervalment R — anita
student’s enrollment at this school determine Bemelor Female
which links (if any) are available under the ° anits
Student Task Menu. Your primary position also ij:lount status ok
determines what additional information is shown
(school administrators can see if the student is currently enrolled in their school).

9. The Edit Student page appears. Click in the fields Edit Student
(blanks), delete the existing text, and type the new et et
information. To change the gender, grade level, ethnicity, |anita ackerman at westfield Elementary
or language, click the drop-down lists and choose the Persanal Informatian (*Required £i2/c)
correct information. Required information is marked with | """ fnta
an asterisk (*). The student's user name and Preferes frst Nare
password cannot be the same. If you leave the User | " "™
Name or ID fields blank, the program will create this st e Ac_kerman
information for you. If you change the student's grade, the | "™ e fullbe autzaenerated f net eniered)
program will adjust the grade for the student in pastand | " TemmmmmAnRSeR® (noormere charecter)
future School years Confirm Password* [ITITTITTTTITTITII ]

D™ ANITA, (will be autogensrated if not entered)
Note: You cannot change the school the student is Gander [Fomale =]
enrolled in from the Edit Student page. See page 67 Grade Level [+ =
for instructions on enrolling students in or unenrolling pete oren
them from schools. =
Ethnicity [Black =l

10. If you want to require this student to change his or her Language [Enalish =]
password the next time he or she logs in to Renaissance | = user must change password st nest Ingin
Place, check the “User must change password at next Em
login” box. Click the box to check it or to remove the
check mark.

11. When you're finished, click the [Save] button. If you don’t want to save your changes, click the [Cancel] button instead.

Note: If the student’s new name is the same as an active or inactive student who's already in the database, the
Duplicate Student Found page appears.
The Duplicate Student Found page asks whether you want to add another student with the same name or cancel this
procedure. If the student has the same name as an inactive student or one who was unenrolled from a school, the
Duplicate Student Found page also gives you the opportunity to activate or enroll the student. To continue: click the
[Activate] button to activate the student (enroll the student in the school that's listed), click the [Add Student] button to
add a duplicate student, click the [Add] button to enroll the existing student in the school that's listed, or click the
[Cancel] button to cancel the procedure.
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TELL STUDENTS IF YOU CHANGE USER NAMES OR PASSWORDS

If you change student user names or passwords, don't forget to tell the students about the changes! Your students won't be
able to log in to Renaissance Place without the new information. Even if they don't log in to Renaissance Place, they'll need
their passwords to work in the Student programs of certain Renaissance Place software.

Editing Characteristics Assigned to One Student

By default, district administrators, district staff, and school administrators can change the characteristics
assigned to a student; however the options available to you depend on the capabilities you've been granted.
If you want to change the characteristics assigned to a group of students, see page 77. If you want to change
the student’s personal information instead (the student’s name, for example), see page 70. You can use
student characteristics when you generate reports to view results for students with common characteristics.
Renaissance Place comes with a default set of characteristics; if you don’t see the characteristic you need in
the default list, you can add more characteristics by following the steps on page 75.

You can only edit the characteristics for students who are enrolled in schools. See page 67 for instructions
on enrolling students.

Follow these steps to change the characteristics assigned to a student. Note: If you're already at the View
Student page, skip steps 1-7 and go to step 8.

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.

2. Onyour Home page, click “Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

3. Onthe Personnel, Students, and Parents page, click "View Students” under Students.

4. Use the Select Student page to search for the student [seiect student

. . . Enter the search criteria and select & student
whose characteristics you want to edit. To narrow your Belias: (1Bl i o seevdh @z e wi ) sk,
search, click in the fields (blanks) for the student'’s first

name, last name, and/or ID number and type the

search for Student

First Mame I jiu) I

information. You don't need to type the entire name or Lasttame | crade| [T et B

ID number and you don't need to fill in all the fields. You | cisss AT ctasses =

can also click the Grade drop-down list and choose a ¥ show students in All Schools

d t h b d N t |f ¥ show Unenrolled Students
rade 1o narrow your searc rade. Note: [T you Ssee a

g y . i . yg y Cancel | Search

Class drop-down list., click it and choose a class to
(1-20 of 135) << Previous Mext >

narrow your search by class. Student Grade ID  School School Enrollment
Acker, Leah 3 la Hillside Elementary Currently Enrolled Select

To feTf/BVG a// enro//ed STUdenl'S, Sk|p th|S Step Ackerman, Anita 4 anita  Three Oaks Academy Currently Enrolled Select

westfield Elementary  Currently Enrolled
ackerman, John 2 johna | wWestfield Elermentary | Currently Enraolled Select
Adams, Angela g angea Mot currently enrolled  Select
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5. You will see one or two check boxes that you can use to widen or narrow your search:

e (Check the “Show Students in All Schools” box if you want your search to include students in all the schools in the

district. Click the box to check it or to remove the check mark.

e (Check the “Show Unenrolled Students” box if you want your search to include students who aren't currently
enrolled in a school. Click the box to check it or to remove the check mark.

6. Click the [Search] button. The students who matched your search criteria will be listed. If available, click “Next” or

“Previous” to move through the list.

Note: The program lists the students’ current school enroliments (see the School and the School Enrollment columns).
Be sure to select the school for which you want to edit this student’s characteristics (the changes you make will apply
only at that school). If you choose an unenrolled student, you will have to enroll the student in a school before you can

edit his or her characteristics.

1. Find the student in your search results. Then, click “Select” by that student.

8. The View Student page appears and shows View Student
. . . " . iew student information details
some of the student's information. Click “Edit Ve swsntintermation 2=t
Student Characteristics” under the Student Student Task Menu Selected Student Information
TaSk Menu- ation Anita Ackerman at Westfield Elernentary

Edit Student Characteristics

Preferred First Name

Note: Your primary position, the capabilities AR Tohoe Errallent
Edit Class Enrollment
Delete Student

you've been granted, and the status of the
student’s enrollment at this school determine
which links (if any) are available under the
Student Task Menu. Your primary position also

Date of Birth

User Mame anita
Gender Fernale
hin} anita
SSN

Account Status QK

determines what additional information is shown

(school administrators can see if the student is currently enrolled in their school).

9. 0On the Edit Student Characteristics page, check the box by
each characteristic you want to assign to this student. Click a box
to check it or to remove a check mark. The characteristics
you choose will apply only at the school that's listed on
this page.

10. When you're finished, click the [Save] button.

If you don't want to save your changes, click the [Cancel]
button instead.

The program returns you to the View Student page.

Renaissance 14

b Place

Edit Student Characteristics
Select the desired student characteristics

Characteristics for: Anita Ackerman at Westfield Elementary
Select Characteristic

[T At-Risk Students

=

Bilingual Education

English as a Second Language {ESL)

U

Gifted/ Talented

Special Education

O

Title T
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Adding Custom Student Characteristics

By following the steps in the previous section, you can assign characteristics to a student so that it’s easy to
create reports allowing you to view results for specific student groups. As you assign characteristics to
students, you may notice that some characteristics youd like to use are not available. By default, district
administrators and district staff can add characteristics to the program for any individual school or for all
the schools in the district. School administrators can add characteristics to the program for their school.
However, the options available to you depend on the capabilities you've been granted.

Characteristics can be helpful when you're creating reporting parameter groups to use when generating
reports. For more information about reporting parameter groups, see page 121.

Follow these steps to add your own custom characteristics to the program:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator and you have access to more than one school, click the User
Type drop-down list on your Home page and choose your School User role at the school you want to work with.

2. Onyour Home page, click “Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

3. Onthe Personnel, Students, and Parents page, click "Edit School Characteristics” under Related Student Tasks.

4. The Manage Student Characteristics page appears and lists the characteristics and the school(s) each one has been
added to. Note: “Shared” means that the characteristic is shared by all the schools.

If you see a School drop-down list, click it and choose the school you want to add the characteristic to or choose “All
Schools” to add the characteristic to all the schools.

5. Click "Add Characteristic.”

6. The Add Student Characteristics page lists the existing  [add student characteristics
L. £dd & new student characteristic
characteristics.

School: all Schools

To add a new student characteristic, click in the Name field
L. Add Characteristic Existing Characteristics at All Schools
(blank) under Add Characteristic and type a name for the name[ | Americans With Disabities CADA)

ot H At Risk Students
new chargct.ensjuc. Then, click the [Add] button. Your new - o
characteristic will be added to the list. [oune] Basketball
Bilingual Education
To add another characteristic, repeat this step. Cheerleading
Charus
1. When you're finished adding characteristics to the school(s), i”gt‘:‘h”‘“ @ Seeand Langtame (B
click the [Done] button. T

Gifted/Talented

Editing Custom Student Characteristics

You can change the name of a custom student characteristic by editing it. By default, district administrators
and district staff can edit student characteristics for any individual school or for all schools in the district.
School administrators can edit student characteristics for their school. However, the options available to you
depend on the capabilities you've been granted.
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Note: You can only edit the custom characteristics that were added. The program includes a standard set of

characteristics that cannot be edited.

Follow these steps to edit custom student characteristics:

1.

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator and you have access to more than one school, click the User
Type drop-down list on your Home page and choose your School User role at the school you want to work with.

On your Home page, click “Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

On the Personnel, Students, and Parents page, click “Edit School Characteristics” under Related Student Tasks.

The Manage Student Characteristics page appears and lists the characteristics and the school(s) each one has been
added to. Click “Edit” by the characteristic you want to change. Note: “Shared” means that the characteristic is shared
by all the schools.

On the Edit Student Characteristics page, the Edit Student Characteristic
characteristics for the school(s) are listed. n e e e

.. .o School: Westfield Elementary
The name of the characteristic you chose is in the

Edit Characteristic Existing Characteristics at Westfield Elementary

Name field (blank) under Edit Characteristic. Delete . with Disabit
Mame |Band Fhericans i isabilities (ADA)

the text in the field and type the correct name. (e R Sttt
When you've finished, click the [Save] button. Then, 2"19‘ Edueation
C||Ck the [Done] bUttOﬂ English as a Second Language {ESL)

Free Lunch

Gifted/Talented

Learning Disabled

Limited English Proficiency (LEF)

Deleting Custom Student Characteristics

By default, district administrators and district staff can delete student characteristics for any individual

school or for all the schools in the district. School administrators can delete student characteristics for their

school. However, the options available to you depend on the capabilities you've been granted.

Note: You can only delete the custom characteristics that were added. The program includes a standard set

of characteristics that cannot be deleted.

Follow these steps to delete custom student characteristics:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator and you have access to more than one school, click the User
Type drop-down list on your Home page and choose your School User role at the school you want to work with.

2. Onyour Home page, click “Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

3. Onthe Personnel, Students, and Parents page, click “Edit School Characteristics” under Related Student Tasks.

Renaissance 16

b Place



Managing Students

The Manage Student Characteristics page appears and lists the characteristics and the school(s) each one has been
added to. Click the “Delete” link by the characteristic you want to delete. Note: “Shared” means that the characteristic
is shared by all the schools.

You receive a message asking if you're sure you want to delete the characteristic. Click the [0K] button. Note: If the
characteristic you're deleting has been assigned to any of the students in your database, it will be removed from those
students’ records when you delete it, but only for the school(s) you're working with.

Editing Multiple Student Records

You can edit multiple student records at one time. There are several pieces of information you can change:
adding and removing student characteristics, changing the grade level by one year, changing the password,
and requiring the students to change their password the next time they log in to Renaissance Place.

By default, district administrators, district staff, and school administrators can edit multiple student records
at once. However, the availability of this option depends on the capabilities you've been granted.

Follow these steps to edit multiple student records:

1.

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.

On your Home page, click “Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

On the Personnel, Students, and Parents page, click “Edit Multiple Students” under Students.

Use the Edit Multiple Students Edit Multiple Students
Search for students, select students and changes, and apply changes
page to search for the students
whose records you want to edit. Search for Students
IWestfieId Elernentary ;I IAII gradas;l I.Cmy Characteristic ;I
Click the school drop-down list [#0 classes =l
First Mare I Last Name
and choose the school you want to
Work W|th Search | Done
(1-20 of 42 Students) << Pravious Next ==
Click the grade, characteristic, and Select Changes Apply | Applyto Al | Ael to selected students or
class drop-down lists to narrow your @ add:  [cifted/Talentad O studen Grade  ID
. . . W Remove: IEngI\sh as a Second Language (ESL);I i
search using that criteria. You can [ Grade: [Demate Grade by L vear =] W anita Ackerman 4 anita
also click in the fields (blanks) forthe | r rasswara:| [ M 3dim Bz z i
s fi (enter password twice to confirm) 7 shacarria Barnes 2 shach
StUdent S fIrSt name and |aSt name [T Prompt students to change passwaord at next login r Mary Beck 2 maryh
and type the information to narrow % oline Boldekas s rolis
yOUr SearCh by name. [T micodemus Beldekas 5 nicob

Click the [Search] button. The
students who matched your search criteria are listed.

Under Select Changes, check the box by each change you want to make. (Click in a box to check it or to remove the check
mark.) You can choose more than one. Following are the five changes you can make:

e Add. Check this box if you want to add the same characteristic to the students you choose. Then, click the drop-
down list and select the characteristic you want applied to the students.

n Renaissance

b Place



Managing Students

e Remove. Check this box if you want to remove the same characteristic from the students you choose. Then, click
the drop-down list and select the characteristic you want removed from the students.

e Grade. Check this box if you want to change the students’ grade level by one year. Then, click the drop-down list
and select whether to increase or decrease the grade level.

e Passwords. Check this box if you want to change the students’ passwords. Then, type the password you want the
students to use in the first field (blank). Retype the password in the second field to confirm it.

e Change passwords. Check the box by “Prompt students to change password at next login” to require the
students to change their passwords the next time they log in to Renaissance Place.

1. After you specify which changes you want to make, you need to choose the students to apply the changes to.

If you want to apply the changes to only a few students in your search results, check the box by each student you want
to change. Click in a box to check it or to remove the check mark. To check all the students on the page, check the box by
the Student column heading.

If you want to apply the changes to all the students in your search results, skip this step.

Click the [Apply] button. The same changes will be applied to all the students you checked.

Repeat steps 7 and 8 if you want to apply the same changes to other students in the list.

Return to step 6 if you want to adjust the kinds of changes you're making to the students in the list.

Return to step 4 if you need to search for students again.

10. When you're finished, click the [Done] button.

Viewing a Student’s Class Enroliment

It’s possible for you to view which classes a student is enrolled in.

By default, district administrators, district staff, and school administrators can view any student’s class
enrollment by using the same procedure they use to enroll a student in a class; see page 80 for details.

By default, school staff and teachers can view any student’s class enrollment by following the proce-
dure in this section. However, the availability of this option depends on your primary position and the
capabilities you've been granted.

Follow these steps to view a student’s class enrollment. Note: If you're already at the View Student page,

skip steps 1-7 and go to step 8.

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're school staff and'you have access to more than one school, click the User Type drop-
down list on your Home page and choose your School User role at the school you want to work with.

2. Onyour Home page, click “"Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

3. Onthe Personnel, Students, and Parents page, click “View Students” under Students.
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Use the Select Student page to search for the student
whose class enroliment you want to view. To narrow
your search, click in the fields (blanks) for the student's
first name, last name, and/or ID number and type the
information. You do not need to type the entire name or
ID number and you don't need to fill in all the fields. You
can click the Grade drop-down list and choose a grade
to narrow your search by grade. You can also click the
Class drop-down list and choose a class to narrow your
search by class.

To retrieve all enrolled students, skip this step.

You will see one or two check boxes that you can use to
widen or narrow your search:

Select Student
Enter the search oriteria and select a student,
Select [earch] with no search criteria ta view all students,

search for Student

First Narme I (] I

Last Name I Grade |AII grades -|

IAH classes |

¥ show Students in All Schools
¥ Show Unenrolled Students

Cancel | Search

(1-20 of 135)

Class

== Previous Mext ==

Student Grade ID Schoal Schoal Enrollment
Acker, Leah 3 la Hillside Elementary Currently Enralled Select
Ackerman, Anita 4 anita  Three Qaks Academy Currently Enrolled Select

Select

Westfield Elermentary  Currently Enrolled

Ackerman, John 2 johna  Westfield Elementary | Currently Enralled

Adams, Angela g angea Mot currently enrolled  Select

e (Check the “Show Students in All Schools” box if you want your search to include students in all the schools in the
district. Click the box to check it or to remove the check mark.

e (Check the “Show Unenrolled Students” box if you want your search to include students who aren’t currently
enrolled in a school. Click the box to check it or to remove the check mark.

Click the [Search] button. The students who matched your search criteria will be listed. If available, click “Next” or

“Previous” to move through the list.

Note: The program lists the students’ current school enrollments (see the School and the School Enrollment columns).
You can only view class enrollment for schools the student is currently enrolled in.

Find the student in your search results. Then, click “Select” by that student.

The View Student page appears and shows some
of the student’s information. Click “View Class
Enrollment” under the Student Task Menu.

Yiew Student

View student information details

Student Task Menu

Selected Student Information

Note: Your primary position, the capabilities
you've been granted, and the status of the stu-
dent’s enrollment at this school determine which
links

(if any) are available under the Student Task Menu.
Your primary position also determines what
additional information is shown (school staff

View Class Enrollment

Anita Ackerman at Westfield Elernentary

Preferred First Name

Date of Birth

User Mame anita
Gender Fernale
hin} anita
SSN

School Enrallment Status  Currently Enrolled

Account Status QK

can see if the student is currently enrolled in
their school).

The View Student Class Enrollment page opens and
lists the classes the student is enrolled in. For each
class, it shows the school where it's held, the course it's
a part of, it's name, and the lead teacher. You cannot
change any of the information on this page.

To exit this page, click the [Cancel] button.

19

Yiew Student Class Enrollment
View the student's clazs enrollment

View Anita Ackerman's class enrollment

Enrollment for:  Anita Ackerman

School Course Class Teacher

westfield Elermentary | Grade 4 Math Grd Math Garcia Tamara Garcia

Wwestfield Elernentary Grade 4 Reading Grd Rdg Garcia

Cancel |

Tamara Garcia
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Enrolling/Unenrolling a Student from One or More Classes

By default, district administrators, district staff, and school administrators can change a student’s class
enrollment; however the options available to you depend on the capabilities you've been granted.

A student must be enrolled in a school before you can enroll him or her in classes at that school; see page 67
for instructions on enrolling students in schools. If you need to enroll/unenroll multiple students from one
class, see “Changing Class Enrollment” on page 111.

Follow these steps to enroll a student in, or unenroll him or her from, one or more classes. Note: If you're
already at the View Student page, skip steps 1-7 and go to step 8.

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.

2. Onyour Home page, click “Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

3. Onthe Personnel, Students, and Parents page, click "View Students” under Students.

4. Use the Select Student page to search for the student [saieer student

. Enter the search criteria and select 5 student.
you want to enroll in or unenroll from classes. TO NAITOW | select [search] with na seareh eitaria to view all studane,
your search, click in the fields (blanks) for the student’s

first name, last name, and/or ID number and type the

Search for Student

First Name I jin) I
information. You don't need to type the entire name or Last Hame | Grade [l arades =]
ID number and you dont need to fill in all the fields. You | ciee  [aTcmsses =
can also click the Grade drop-down list and choose a ¥ show Students in All Sehools

¥ Show Unenrolled Students

grade to narrow your search by grade. Note: If you see a

. . . Cancel | Search
Class drop-down list, click it and choose a class to _
(1-20 of 135) <= Previous Mext ==
narrow your search by class. Student Grade ID School School Enrallment
Acker, Leah 3 la Hillside Elementary Currently Enrolled Select
TO fetf/’eve a// enro//ed STUdBI"IZ‘S Sk|p th|S Step Ackerman, Anita 4 anita  Three Qaks Academy Currently Enrolled Select

westfield Elermentary  Currently Enrolled Select
Ackerman, John 2 johna  Westfield Elernentary  Currently Enrolled Select

5. You will see one or two check boxes that you can use to
widen or narrow your search:

Adams, Angela & angea Mot currently enrolled  Select

e (Check the “Show Students in All Schools” box if you want your search to include students in all the schools in the
district. Click the box to check it or to remove the check mark.

e |fyou see a "Show Unenrolled Students” check box, there’s no need to check it because students must be enrolled
in a school before they can be enrolled in classes. (See page 67 for information on enrolling a student in a school.)

6. Click the [Search] button. The students who matched your search criteria will be listed. If available, click “Next” or
“Previous” to move through the list.

Note: The program lists the students’ current school enrollments (see the School and the School Enrollment columns). If
you're unenrolling the student from classes, you must select the student at the school where those classes are held. If
you're enrolling the student in classes, you can select the student at any school he or she is currently enrolled in.

1. Find the student in your search results. Then, click “Select” by that student.
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8. The View Student page appears and shows View Student
"o . . " . iew student information details
some of the student’s information. Click “Edit i en A=t
ClaSS Enl’OHment" Undel’ the Student TaSk Menu_ Student Task Menu Selected Student Information
Note: Your primary position, the capabilities Edit Student Personal Information Anita Ackerman at Westfisld Elementary
) ! Edit Student Characteristics preferred First Name
you've been granted, and the status of the Edit School Enrollment Date of Birth
student’s enroliment at this school determine User Name anita
) ) ) ) Delete Student

which links (if any) are available under the Bemetr Female

. .. jin] it
Student Task Menu. Your primary position also e

. - . o sSN
determines what additional information is shown Account Status ok
(school administrators can see if the student is
currently enrolled in their school).
9. The Edit Student Class Enrollment page lists the Cancel | e |
classes in which this student is already enrolled (if any); it
. . . Course Catalog
also tells you if the student is not currently enrolled inany | schoal Course Class Clik to snrol
classes. Below this list, is the Course Catalog. (> westfield Elementary) + Grade 2 Hath * G4R, Garcia
®Three Laks mcaderny * Grade 2 Reading
To enroll a student in a class, click the name of the school = Grade 4 Math * Reading Chaflenge
.

where the class is held. Note: Only the schools the > Grode & Math
student is currently enrolled in are listed. If the school you * Grade © Reading

want is not listed, see page 67 to enroll the student in
that school.

10. The Course column lists the courses available at the school you chose. Click the student's course.

11. The Class column lists the classes that are available for the course you selected. Click the class the student should be

enrolled in.
12. Notice that the class you selected has been Enrollment for: _Anita Ackerman
added to the list at the top of the page. If you seheel Course Class _ [Toacher _|Adtion
. westfield Elermentary | Grade 4 Math Grd Math Garcia Tamara Garcia | Unenroll
want to enro” the StUdent n anOther ClaSS' Wwestfield Elernentary Grade 4 Reading Grd Rdg Garcia  Tamara Garcia  Unenrall

repeat steps 9-11.

13. To unenroll the student from a class, click “Unenroll” by that class in the list at the top of the page. Repeat this step for
every class the student shouldn't be in.

14. To finish changing the student’s enrollment, click the [Save] button. If you decide not to save your changes, click the
[Cancel] button instead.

Promoting Students

Renaissance Place was designed to eliminate the need for administrators or staff members to manually
promote their students every school year.

When you add a student to the database, you should assign a grade level to the student; see page 59 for
instructions on adding students. The program uses the grade information you entered to calculate the
“graduation date” for that student. In each of the subsequent school years, the program increases the
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student’s grade level by one until he or she reaches grade 12+ and therefore graduates. Note: If you edit a
student’s grade level after you've added the student, the program adjusts the student’s grade level in all the
other school years: past, current, and future.

Note: Even though you don’t need to promote your students every year, you can change the grade level for
one or more students. See “Editing Student Information” on page 70 for information on editing a student’s
grade. See “Editing Multiple Student Records” on page 77 for information on adjusting the grade level (by
one year) for several students at once.

Exporting Student Information

Using Renaissance Place, you can export basic student information. For some programs, you can also
export the student quiz, test, assessment, and other data.

By default, district administrators can export student information for any school, teacher, class, grade, or
student in the district. School administrators can export student information for their school, or for any
teacher, class, grade, or student in their school. However, the options available to you depend on your
primary position and the capabilities you've been granted.

Follow these steps to export student information:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.

2. Onyour Home page, click “Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

3. Onthe Personnel, Students, and Parents page, click “Export Information” under Related Student Tasks.

4. Onthe Select Student page that appears, you can choose what select Student
L. Click an Expart far an itzm, of dick on its name to see more levels
level of export you want to do: district, school, teacher, class, grade,
or student. Click “Export” in the row for the one you want to perform. | name e ExpOrt
DEFAULT DISTRICT 131

Some of the items in the Name column may be links. Click those el ncadermy =] |G 49 Export
links to see other groups within that level that are available for Teachers | Classes | Grades

H = ’ . Maxwell, Lisa 13 Export
export. For example, if you click a teacher’s name, you will see the isen, Hichae | Expert
classes that teacher is assigned to, or if you click a class name, you | sesse, christns 2
will see the individual students in that class. “Represents the number of students the current user is capable of
Depending on the level you're viewing, you may also see a drop- _Gancel |

down list that allows you to switch to another school, teacher, class,
or grade. To do this, click the drop-down list and choose the item you want to switch to. Then, click the [Go] button.
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5. Onthe Select Export Options page, you can choose the
format(s) for the export file(s). You have three choices:

Renaissance Place Export. Choose this option if
you're exporting student information that will be
imported into another Renaissance Place database.
When you choose this option, “Export student data only”
means that you will export only the students’ personal
information; but, no quiz, test, assessment, or other data.
If you choose one of the programs listed, the students’
quiz, test, and assessment data will also be exported. All
of the data will be in one export file.

Desktop Export. Choose this option if you are exporting
student information that will be imported into one of
Renaissance Learning’s desktop products, such as STAR
Reading 2.x or STAR Math 2.x. When you select this
option, you receive a separate export file for each
product you choose.

Select Export Options
Select the export files that you want to create

Students: all Students for Rossetti, Christina

Renaissance Place Export - export Renaissance Place data into one file
compatible with other Renaissance Place databases

r Export student data only
Accelerated Math
Accelerated Reader

STAR Math

Oo|o|a|a

STAR Reading

Desktop Export - export Renaissance Place data into export files compatible
with Renaissance Learning Desktop applications (separate files per application)

T Accelerated Math 2.x

r Accelerated Reader 5.x-6.x
r Accelerated Vocabulary 1.x
r

STAR Reading 2.x

Diagnostic Export - export Renaissance Place diagnostic report data for
Renaissance Learning consulting, research and evaluation services

r Accelerated Math

Cancel | = Back | Next » |

Diagnostic Export. Choose this option if you need to provide information to Renaissance Learning. Currently, this

option is available only for Accelerated Math.

Check the box by each type of export you want to create. You can choose more than one. Click a box to check it or to
remove the check mark. When you're finished, click the [Next] button.

If you chose Diagnostic Export in the last step, the Diagnostic

Export Options page appears. On this page:

Click in the Export Start Date field (blank) and type the
first date of the time period you want for your data
export. In some browsers, you may be able to click a
calendar button to open a calendar where you can
choose the date.

Click in the Export End Date field and type the last date
of the time period you want for your data export. In
some browsers, you may be able to click a calendar
button to open a calendar where you can choose

the date.

Diagnostic Export Options

Students: All Students in Maple Academy
Renaissance Place Export: None
Desktop Export: None

Flat File Student Assessment Export: None

Diagnostic Export: Accelerated Math

Accelerated Math Diagnostic Export Options
(*Required Field)

Export Start Date™® I 'l
[ =

School ID I Cptional Dats
(Frowided by your Renaissance consultant)

Export End Date*

Optional Data ™ Include Individual Student Data

Cancel | < Back | Mext = |

Click in the School ID field and type the ID that you received from Renaissance Learning. This information is

optional.

If you want to include individual student data in the export, check the Optional Data box. Click in the box to check it

or to remove the check mark.

Click the [Next] button to continue.
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1. 0Onthe Generating Export Files page, the program instructs you to wait while the export files are created. After the
files are created, the program tells you whether or not each export was successful.

To download and save your export files, click the “Download” link by the first file you want to save. You can then choose
to save the file to the location you want. Do this for each file you want to download and save. When you're through
downloading and saving the export files, click the [Done] button.

DESKTOP SOFTWARE

Desktop products are Renaissance Learning programs that are installed and run on individual computers. Different users
may share the same database over a network; however, these products are not web-based and they are not intended to be
installed once on the server and then used by many different workstations. Desktop programs include Accelerated Reader
versions 5.x and 6.x, Accelerated Math versions 1.x and 2.x, Accelerated Grammar & Spelling version 1.x, Accelerated
Vocabulary version 1.x, Accelerated Writer version 1.x, MathFacts in a Flash version 1.x, STAR Early Literacy version 1.x,
STAR Math versions 1.x and 2.x, and STAR Reading version 2.x.

Deleting Students

By default, district administrators, district staff, and school administrators can delete students; however, the
availability of this option depends on the capabilities you've been granted.

When you delete students, you can choose whether you want to inactivate them or permanently delete
them from the database. Note: The program won't allow you to permanently delete students with other
records attached to their names (such as being assigned to a class or associated with a parent); those students
will be inactivated instead.

Follow these steps to inactivate or permanently delete a student. Note: If you're already at the View
Student page, skip steps 1-7 and go to step 8.

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.

2. Onyour Home page, click “"Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

3. Onthe Personnel, Students, and Parents page, click “View Students” under Students.
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Use the Select Student page to search for the student [gerect student

yOU want to inactivate or delgte. To NAITOW YOUT SBAICH, | caias [2esmcti sth ao searcs stra s sien ol studerts.
click in the fields (blanks) for the student’s first name,
last name, and/or ID number and type the information.
You don’t need to type the entire name or ID numberand | .. ... | rede| i
you don't need to fill in all the fields. You can also click | ciass [ dssses =

the Grade drop-down list and choose a grade to narrow | P show students in all schools

¥ Shaw Unenrolled Students
your search by grade. Nete: If you see a Class drop-

Search for student

First Marme I (=] I

Cancel | Search |
down list, click it and choose a class to narrow your _
{1-20 of 135) << Previous MNext »>=
search by class. Student Grade 1D Schaol School Enrallment
Acker, Leah 3 la Hillside Elermnentary Currently Enrolled Select
7'0 feff/BVe a// 6’/7f0//8d STUdBnl'S, Sklp thls Step Ackerman, Anita 4 anita  Three Oaks Academy Currently Enrolled Select

Westfield Elementary  Currently Enrolled
Ackerman, John 2 johna  Westfield Elementary | Currently Enrolled Select

You will see one or two check boxes that you can use to
widen or narrow your search:

Adams, Angela g angea Mot currently enrolled  Select

e (Check the “Show Students in All Schools” box if you want your search to include students in all the schools in the
district. Click the box to check it or to remove the check mark.

e (Check the “Show Unenrolled Students” box if you want your search to include students who aren’t currently
enrolled in a school. Click the box to check it or to remove the check mark. Note: A student must be enrolled in a
school before you can permanently delete that student.

Click the [Search] button. The students who matched your search criteria will be listed. If available, click “Next” or
“Previous” to move through the list.

Note: The program lists the students’ current school enrollments (see the School and the School Enroliment columns).

Find the student in your search results. Then, click “Select” by that student. Nete: If the student is enrolled in more than
one school, deleting the student will affect only the school you chose.

The View Student page appears and shows View Student
,o. . . " View student information details
some of the student’s information. Click “Delete
Student” under the Student Task Menu. Student Task Menu Selected Student Information
Note: Your primary position, the capabilities ol Shute: Persanal Informaen A REBITER 8 WESHTEN Elemen
, Preferred First Mame

you've been granted, and the status of the Edit School Enroliment Date of Birth

' . . dit CI Il
student's enrollment at this school determine me”t User Name anita
which links (if any) are available under the Stu- Bemelar Female

. . jin] it.

dent Task Menu. Your primary position also e

. .. . . . SSN
determines what additional information is shown Aooount Status oK

(school administrators can see if the student is
currently enrolled in their school).
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9. The Delete Student page asks if you're sure [belete student
you want to delete the student.

Are you sure you want to remove Anita Ackerman from the software?

e [fyou only want to make the student
» Leave the box unchecked to inactivate this student record. It will no longer appear in

/'nacﬁve, click the [Yes] button. the saftware, but will remain in the database and could be reactivated at a later time.
» Check the box to permanently erase this student record from the database.

e [fyou want to permanently delete
the student and all of his or her records Voo | M

[ Erase Permanently

from the database, check the “Erase
Permanently” box and then click the [Yes] button. Click the box to check it or to remove the check mark.

Next, the page notifies you whether the student has been inactivated or deleted. Click the [Continue] button.

Note: If you accidentally inactivate a student whose records you will need again, you can restore the inactive student.
First, add a student with exactly the same name as the one you inactivated (make sure you use a different user name).
When you try to save the new student, the Duplicate Student Found page appears because the new student has the
same name as the one you inactivated. To restore the inactive student instead of adding a new one, click the [Activate]
button on the Duplicate Student Found page. After you restore the student, you can change the student’s school
enrollment (see page 67) or personal information (see page 70).

Unlocking Student Accounts

A student’s account can get locked if the student enters the wrong password too many times in a row. The
program will automatically unlock all accounts at midnight every day; however, if you need to unlock an
student account, you can do so using the steps in this section. Note: You can control the number of times
the wrong password can be entered before the program locks the account by using the Account Login
preference; see page 181 for details.

By default, district administrators and district staff can unlock accounts for students at any school. School
administrators can unlock student accounts at their school. Teachers can unlock student accounts for their
classes. However, the availability of this option depends on the capabilities you've been granted.

Follow these steps to unlock student accounts:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator and you have access to more than one school, click the User
Type drop-down list on your Home page and choose your School User role at the school you want to work with.

2. Onyour Home page, click “Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

3. Onthe Personnel, Students, and Parents page, click "Clear Locked Students” under Students.

Renaissance 86
b Place



Managing Parents

4. The Clear Locked Students page appears and lists the
accounts that are currently locked. If the list is long, you
can do either of the following to find the locked account Search for Locked Student
you're looking for: First Hame | | o |

Clear Locked Students
Clear login locks for multiple users

Last Mame I Grade IAII grades;l

e (lick "Next” or "Previous” to move through the list.
Duone | Search | Clear All Student Locksl

e Search for the student by clicking in the fields (blanks)

for the student’s first name, last name, and/or ID Student  |Grade |ID | School sehool Enrolimant
. . . , Ackerman, aAnita 4 anita Three Oaks Acadermny Currently Enrolled  Clear
number and typing the information. You don't need to Westfield Elementary  Currently Enrolled | clear

fill in all the fields. You can also click the Grade drop- | SP ®en® (S rands Thres Osks Academy Currently Enralled cleer
down list and choose a grade to narrow your search ooz |

by grade. If you see a School drop-down list, click it

and choose a school to narrow your search by school. Then, click the [Search] button.

5. When you find the account you need to unlock, click “Clear” by it. You can clear all the locked accounts by clicking the
[Clear All Student Locks] button. Neote: If the student is listed at more than one school, clearing the lock will unlock all
the schools.

6. When you're finished, click the [Done] button.

Managing Parents

The following sections describe how to add parents, view parent information, edit parent information,
associate children with parents, and delete parents. Parents who are added to the Renaissance Place database
(see below) and assigned children (see page 90) are allowed to view certain information about their children
and generate reports.

Adding Parents

By default, district administrators, district staff, and school administrators can add parents to the database.
However, the availability of this option depends on the capabilities you've been granted.

Adding parents to the Renaissance Place database and assigning children to them (see page 90) grants those
parents access to the program. They can view certain information about their children and generate reports.
Parents are not associated with a particular school; their children can be enrolled in any school. Parents only
have access to information about their children; no other information is available to them.

Note: If some of your district or school personnel have children in the district’s schools, you do not need to
add them as parents if youve already added them as personnel. You indicate to the program that personnel

are parents simply by assigning children to them. Follow the procedure on page 90 to assign children
to personnel.
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Follow these steps to add a parent:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.

2. Onvyour Home page, click “Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

3. Onthe Personnel, Students, and Parents page, click "Add Parent” under Parents.

4. The Add Parent page appears. Click in the fields (blanks) [2aa parent
and type the parent’s information. Required fields are i
marked with an asterisk (*). All other fields are optional. | ...ent information rresured mei)
The parent’s user name and password cannot be Salutation Hone =]
the same. First Mame*

Preferred First Mame
To select the parent’s salutation and gender, click each e e —
drop-down list and choose the correct information. . —
Note: If you don't enter a User Name or ID for this User B {will be autogenersted if not entersd)
parent, the program will create that information for you. | rassword» _
ithree or more characters including at least one number)

5. If you want to require this parent to change his or her Genfirm Password”
password the first time he or she logs in, check the “User | ™ {will be autogenerated ff nat enter=d)
must change password at next login” box. Click in the gender essigned ]
box to check it or to remove the check mark. I User must change password af next login

6. Ifyou want to add another parent after you save this one, |-l Sare 2nd Add
click the [Save and Add] button. Then, repeat steps 4 and 5.
If you're not adding more parents after this one, click the [Save] button. You can then assign children to this parent, see
page 90 for details.
If you decide not to add this parent, click the [Cancel] button.
Note: If the new parent you're adding has the same name as an active or inactive parent in the database, the
Duplicate Parent Found page appears. The Duplicate Parent Found page asks if you want to add another parent
with the same name or cancel this procedure. If the parent you're adding has the same name as an inactive parent, the
Duplicate Parent Found page also gives you the opportunity to activate (restore) the inactive parent. To continue: click
the [Activate] button to activate the inactive parent, click the [Add Parent] button to add a duplicate parent, click the
[Edit Children] button to change the children assigned to an existing parent, or click the [Cancel] button to cancel the
procedure. Note: When you choose to activate a parent, the program activates the old record from the database. If any
of the parent’s information needs to be updated, you must edit it; see page 90 for details.
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GIVE PARENTS THEIR USER NAMES AND PASSWORDS

Don't forget to give each parent his or her user name and password! Parents need this information to log in to Renaissance
Place to view information about their children and generate certain reports. Parents can change their passwords at any

time, if they wish, see page 9.

Viewing Parent Information

By default, district administrators, district staff, school administrators, and school staff can view

information about a specific parent; however the availability of this option depends on the capabilities

you've been granted.

Note: Whenever you search for parent records, you can include all school and district personnel in the

search. You're given this option so that you can create parent records simply by assigning children to the
personnel you've already added, without having to add them again as parents. See “Editing Parent
Information and Assigning Children to a Parent” on page 90 for information on how to assign children

to a parent.

Follow these steps to view a parent:

1.

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at

the top of any page.

On your Home page, click “Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click

“Show Details” by Renaissance Place to show the available tasks.

On the Personnel, Students, and Parents page, click “View Parent” under Parents.

Use the Select Parent page to search for the parent whose information
you want to view. To narrow your search, click in the fields (blanks) for the
parent’s first name and/or last name and type the information. You don't
need to type the entire name and you don't need to fill in both fields.

To retrieve all active parents, skip this step.

You will see one or two check boxes that you can use to widen or narrow
your search:

e (Check the “Also Show Personnel” box if you want your search to
include personnel from the schools and the district. Click the box to
check it or to remove the check mark.

e (Check the “Show Inactive Parent Records” box if you want your
search to include parents whose records have been inactivated.
Click the box to check it or to remove the check mark.

Select Parent
Enter the search criteria and select a parent.
Select [Search] with no search criteria to view all parents,

Search for Parent

First Name I

Last Mame I

¥ also Show Personnel
¥ Show Inactive Parent Records

Cancel | Search |

(1-20 of 39) << Previous MNext ==
Parent

Ackerman, Marsha
Baker, Bobbi Select
Barnett, Patti Select
Benson, Andrea Select
Blake, Henry Select

Click the [Search] button. The parents (and personnel) who matched your search criteria will be listed. If available, click

“Next” or “Previous” to move through the list.
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Find the parent in your search results. Then, click “Select” by that parent.

The View Parent page appears. It shows
some of the parent’s information and lists
the children assigned to this parent, if any.

Note: Your primary position, the capabilities
you've been granted, and the status of the
parent determine which links (if any) are
available under the Parent Task Menu.

Yiew Parent
“iew parent information details

Parent Task Menu

Selected Parent Information

Edit Parent Personal Information
Edit Children
Delete Parent

Marsha Ackerman

Preferred First Name

User Mame marsa
Gender Unassigned
jiu] marsa

Anita Ackerman/Mother

ecesiiElatiop=bip John Ackerman/Mother

Children

Student s School

Anita Ackerman anita | Westfield Elernentary
Three Oaks Academy

Wwestfield Elernentary

John Ackerman  johna

Editing Parent Information and Assigning Children to a Parent

District administrators, district staff, and school administrators can change a parent’s personal information
and the children assigned to the parent. This is also the procedure you must follow to assign children to
district or school personnel who are also parents. Note: Parents must have children assigned to them before

they can access Renaissance Place.

Follow these steps to edit a parent’s information and/or assign children to or remove children from the

parent. Note: If you're already at the View Parent page, skip steps 1-7 and go to step 8.

1.

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at

the top of any page.

On your Home page, click “Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.

On the Personnel, Students, and Parents page, click “View Parent” under Parents.

Use the Select Parent page to search for the parent whose information
you want to edit or whom you want to assign children to. To narrow your
search, click in the fields (blanks) for the parent’s first name and/or last
name and type the information. You don't need to type the entire name

and you don't need to fill in both fields.

To retrieve all active parents, skip this step.

You will see one or two check boxes that you can use to widen or narrow

your search:

e (Check the “Also Show Personnel” box if you want your search to
include personnel from the schools and the district. Click the box to

check it or to remove the check mark.

Renaissance
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Select Parent
Enter the search criteria and select a parent.
Select [Search] with no search criteria to view all parents,

Search for Parent

First Name I

Last Mame I

¥ also Show Personnel
¥ Show Inactive Parent Records

Cancel | Search |

(1-20 of 39}
Parent

<< Previous  Mext ==

Ackerman, Marsha

Baker, Bobbi Select
Barnett, Patti Select
Benson, Andrea Select
Blake, Henry Select
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e Check the “Show Inactive Parent Records” box if you want your search to include parents whose records have been
inactivated. Click the box to check it or to remove the check mark.

Click the [Search] button. The parents (and personnel) who matched your search criteria will be listed. If available, click

“Next” or “Previous” to move through the list.

Find the parent in your search results. Then, click “Select” by that parent.

The View Parent page appears. It shows
some of the parent’s information and lists
the children assigned to this parent, if any.

Yiew Parent
“iew parent information details

Parent Task Menu

Selected Parent Information

Note: Your primary position, the capabilities
you've been granted, and the status of the
parent determine which links (if any) are
available under the Parent Task Menu.

If you want to change the parent’s personal
information, follow these steps:

a. Onthe View Parent page, click “Edit
Parent Personal Information” under the

Edit Parent Personal Information
Edit Children
Delete Parent

Marsha Ackerman

Preferred First Name

User Mame marsa
Gender Unassigned
jiu] marsa

Anita Ackerman/Mother

ecesiiElatiop=bip John Ackerman/Mother

Children

Student s School
Anita Ackerman anita | Westfield Elernentary
Three Oaks Academy

John Ackermnan  johna Westfield Elernentary

Parent Task Menu.

b. The Edit Parent page appears. Required information
is marked with an asterisk (*). Click in the fields
(blanks) and change the parent’s information. If you
change the password, you will see asterisks (or dots)
instead of the characters you type. The parent's
user name and password cannot be the same.
To change the salutation or gender, click each drop-
down list and choose the correct information.

Note: If you leave the User Name or ID fields blank,
the program will create that information for you.

c. Ifyou want to require the parent to change his or her
password the next time he or she logs in to Renais-
sance Place, check the box labeled “User must
change password at next login.” Click the box to
check it or to remave the check mark.

Edit Parent
Enter the parant infarmation

Parent Information [*Required Field)

Salutation m

First Marne* IMarSha—

Preferred First Name I—

Middle Marne I

Last Mame* W

User Name* marsa (Wil be autogenerated if not entered)
Password®

{three or more characters including at least one number)

Confirm Password*  |essssssssssssssss

ID* MARSA {will be autogenerated if not entered)
Gender m
I~ user rust change password at next login

Cancel

d. When you're finished, click the [Save] button. If you don’t want to save your changes, click the [Cancel]

button instead.

Note: If the parent’s new name is the same as an active or inactive parent in the database, the Duplicate
Parent Found page appears. The Duplicate Parent Found page asks if you want to add another parent with the
same name or cancel this procedure. If the parent you're adding has the same name as an inactive parent, the
Duplicate Parent Found page also gives you the opportunity to activate (restore) the parent. To continue: click
the [Activate] button to activate the inactive parent, click the [Add Parent] button to add a duplicate parent, click the
[Edit Children] button to change the children assigned to an existing parent, or click the [Cancel] button to cancel

the procedure.
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9. If you want to change the list of children assigned to this parent, follow these steps:

a. Onthe View Parent page, click “Edit Children” under the Parent Task Menu.

b. The Edit Parent’s Children page appears. Edit parent's Children
The children already assigned to this parent | T
are listed at the top of the page.

Children for: Marsha Ackerman

Child Parent Type
For any of the children in the list, you can edit | Anits Ackerman [Hother =] Remove
1 . . . . ohn Ackerman Iﬁ EMmove
the parent’s relationship to that child using the | ™™ ** M
Parent Type drop-down list. Click the drop- Search for Student
. . First Name 1D
down list and choose the appropriate parent ! !
t Last Hame I Grade IAH grades;l
ype I Shaw Unenrolled Students
c. Toremove a child from the list, click the Cancel | Search | Sare
“Remove” link for that child. {1-20 of 134} <« Previous  MNext ==
Student Grade ID School School Enrollment

acker, Leah 3 la Hillside Elementary Currently Enrolled  Assign To Parent

d' TO SearCh fOI’ a Chlld to add to the ||St' ClICk In Ackermnan, Anita 4 anita Three Oaks Academy  Currently Enrolled  Assign To Parent
the fields (blanks) and type the student’s first Westfield Elementary  Currently Enrolled
ackerman, John 2 johna  Westfield Elermentary  Currently Enrolled | Assign To Parent
name, last name, and/or ID number. You can

also click the Grade drop-down list and choose a grade to narrow your search by grade. Note: If you see a Class
drop-down list, click it and choose a class to narrow your search by class.

If you want to see a list of all students, skip this step.
e. You will see one or two check boxes that you can use to widen or narrow your search:

e (Check the “Show Students in All Schools” box if you want your search to include students in all the schools in
the district. Click the box to check it or to remove the check mark.

e (Check the “Show Unenrolled Students” box if you want your search to include students who arent currently
enrolled in a school. Click the box to check it or to remove the check mark.

f.  Click the [Search] button. The results of your search appear at the bottom of the page. If available, click “Next” or
“Previous” to move through the list.

g. [fthe studentis listed, click “Assign To Parent” in the row for that student. The student’s name will be added to the
list at the top of the page.

h. Once you've assigned the child to the parent, you can choose the parent’s relationship to the child by clicking the
Parent Type drop-down list and choosing the correct information.

i.  When you're finished, click the [Save] button. If you don‘t want to save your changes, click the [Cancel]
button instead.
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TELL PARENTS IF YOU CHANGE USER NAMES OR PASSWORDS

If you change your parents’ user names or passwords, don't forget to tell each parent about the changes! Parents cannot log
in to Renaissance Place to view information about their children and generate reports without this information. Even if you

don't require a parent to change the password the next time he or she logs in, parents can change their passwords if they
wish, see page 9.

Deleting Parents

By default, district administrators, district staff, and school administrators can delete parents; however, the
availability of this option depends on the capabilities you've been granted. Do not delete parents until you

are sure that you do not need their records in your database.

When you delete parents, you can choose whether you want to inactivate them or to permanently delete
them from the database. If you delete a parent who also has a district or school personnel record, only the
parent record will be deleted; the personnel record won't be affected. Note: The program will not allow you

to permanently delete parents with certain records attached to their name (such as parents who have

children assigned to them); those parents will be inactivated instead.

Follow these steps to inactivate or permanently delete a parent. Note: If you're already at the View Parent

page, skip steps 1-7 and go to step 8.

1.

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at

the top of any page.

On your Home page, click “Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click

“Show Details” by Renaissance Place to show the available tasks.

On the Personnel, Students, and Parents page, click “View Parent” under Parents.

Use the Select Parent page to search for the parent you want to
inactivate or permanently delete. To narrow your search, click in the
fields (blanks) for the parent’s first name and/or last name and type the
information. You don't need to type the entire name and you don't need to
fill in both fields.

To retrieve all active parents, skip this step.

You will see one or two check boxes that you can use to widen or narrow
your search:

e (Check the “Also Show Personnel” box if you want your search to
include personnel from the schools and the district. Click the box to
check it or to remove the check mark.

93

Select Parent
Enter the search criteria and select a parent.
Select [Search] with no search criteria to view all parents,

Search for Parent

First Name I

Last Mame I

¥ also Show Personnel
¥ Show Inactive Parent Records

Cancel | Search |

(1-20 of 39) << Previous MNext ==

Parent

Ackerman, Marsha

Baker, Bobbi Select

Barnett, Patti Select

Benson, Andrea Select

Blake, Henry Select
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e Check the “Show Inactive Parent Records” box if you want your search to include parents whose records have been
inactivated. Click the box to check it or to remove the check mark. Note: If the parent is inactive, you will need to
reactivate him or her (see below) before you can permanently delete the record.

6. Click the [Search] button. The parents who matched your search criteria will be listed. If available, click “Next” or

“Previous” to move through the list.

1. Find the parent in your search results. Then, click “Select” by that parent.

8. The View Parent page appears. It shows
some of the parent’s information and lists
the children assigned to this parent, if any.
Click "Delete Parent” under the Parent
Task Menu.

Note: Your primary position, the capabilities
you've been granted, and the status of the
parent determine which links (if any) are
available under the Parent Task Menu.

9. The Delete Parent page asks if you're sure
you want to delete the parent.

e [fyou only want to make the parent
inactive, click the [Yes] button.

e [fyou want to permanently delete
the parent and all of his or her records
from the database, check the “Erase

Yiew Parent
“iew parent information details

Parent Task Menu Selected Parent Information

Edit Parent Personal Information Marsha &ckerman

Edit Children Preferred First Name

Delete Parent
User Mame marsa
Gender Unassigned
jiu] marsa

Anita Ackerman/Mother

ecesiiElatiop=bip John Ackerman/Mother

Children
Student s School

Anita Ackerman anita | Westfield Elernentary
Three Oaks Academy

John Ackermnan  johna Westfield Elernentary

Delete Parent

Are you sure you want to remove Marsha Ackerman from the software?
® Leave the box unchecked to inactivate this parent record. It will no longer appear in

the software, but will remain in the database and could be reactivated at a later time,
» Check the box to permanently erase this parent record from the database.

[ Erase Permanently

Permanently” box and click the [Yes] button. Click the box to check it or to remove the check mark.

Next, the page notifies you whether the parent has been inactivated or deleted. Click the [Continue] button.

Restoring Inactive Parents

When you delete parents from the database, you have the option of only inactivating them instead of

permanently deleting them. Inactive parents can be restored. By default, district administrators, district

staff, and school administrators can restore inactive personnel. However, the availability of this option

depends on the capabilities you've been granted.

Follow these steps to restore inactive parents. Note: If you're already at the View Parent page, skip steps

1-7 and go to step 8.

1. Afteryou log in, you will see your Home page. If you're already using the program, you can go to this page by clicking

“Home" at the top of any page.

2. Onyour Home page, click "Personnel, Students, and Parents” under Renaissance Place. Note: You may need to click
“Show Details” by Renaissance Place to show the available tasks.
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3. Onthe Personnel, Students, and Parents page, click "View Parent” under parents.

4. Use the Select Parent page to search for the parent you want to Select Parent
reactivate. To narrow your search, click in the fields (blanks) for the e T i e D et

parent's first name and/or last name and type the information. You don't
need to type the entire name and you don't need to fill in both fields.

5. You will see one or two check boxes:

® |t's not necessary to check the “Also Show Personnel” box because ¥ also Show Personnel

you're searching for a parent record.

¢ Since you want your search to include inactive parents, check the

i . . (1-20 of 39) << Previous Mext ==
Show Inactive Parent Records” box. Click the box to check it or to Parent
remove the check mark. Ackerman, Marsha

Baker, Bobbi Select

6. Click the [Search] button. The parents who matched your search criteria Barnett, Patti Select
. . . . " " " . " B , And Select

will be listed. If available, click “Next” or “Previous” to move through =Too BIEES -

Blake, Henry Select

the list.

Search for Parent

First Name I

Last Mame I

¥ Show Inactive Parent Records

Cancel | Search |

1. Find the inactive parent in your search results. Then, click “Select” by that parent.

8. The View Parent page appears. It shows some
of the parent’s information and lists the children
assigned to the parent, if any. Click “Reactivate
Parent” under the Parent Task Menu. The program
reactivates the parent’s record.

Note: Your primary position, the capabilities
you've been granted, and the status of the parent
determine which links (if any) are available under
the Parent Task Menu.

Yiew Parent
“iew parent information details

Parent Task Menu Selected Parent Information
(Reactivate Parent Record) Marsha Ackerman
Preferred First Name
User Mame marsa
Gender Unassigned
jiu] marsa

Access/Relationship

Children
There are no children assigned to this parent.

Managing Courses

Courses are created for each school in the district. The following sections describe how to add your courses,

view courses, import courses, edit course information, and delete courses.

For information on managing the classes that are a part of your courses, see “Managing Classes” on

page 100.

Adding Courses

You must add courses before you can add the classes in which you will enroll students. Courses are linked to

schools but they’re not linked to a specific school year, so they remain in your database from year to year

until you delete them. Unlike classes, courses don’t need to be added every time you start a new school year.
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By default, district administrators and district staff can add courses to any school. School administrators

and school staff can only add courses to their schools. However, the availability of this option depends on

the capabilities you've been granted.

Follow these steps to add courses to a school:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator or school staff and you have access to more than one school,
click the User Type drop-down list on your Home page and choose your School User role at the school you want to
work with.

2. Onyour Home page, click "Courses and Classes” under Renaissance Place. Note: You may need to click “Show Details”
by Renaissance Place to show the available tasks.

3. The Courses and Classes page lists the courses that have been added so far. Click “Add Course.” Note: If you see a
School drop-down list, you don't have to select a school before you click “Add Course” because you choose the school in
the next step.

4. Onthe Add Course page, you enter information about [ aaa course
the course you're adding. To enter the name or a Enter the course informstien
description, click in the fields (blanks) and type the
information. To choose the subject and intended grade | °Ur=® Petarls (hequred fieia)
level for the course, click each drop-down list and course tame * |
choose the correct information. In the Intended Grade | ="' [Westild Elementary =] oR _select Mtiple Schooi
drop-down list, N/A means that a grade doesn't sublect Lot Selected- =
apply, EE means early education, Pre-K means pre- ::::e;;rade ot Selected X
kindergarten, K means kindergarten, None means a ’ -
grade has not been assigned to this course, and 12+
means that the course is intended for students beyond -
grade 12.

Cancel | m Save and Add

5. You may also have to choose the school(s) to add the

course to. If so, do one of the following:

e To add the course to one school, click the School drop-down list and choose the school.

¢ 7o add the course to more than one school, click “Select Multiple Schools” by the School drop-down list. The page
that appears lists the school in the district. Check the box by every school you want to add the course to. (Click in a
box to check it or to remove the check mark.) Then, click the [Save] button.

6. If you want to add another course after you save this one, click the [Save and Add] button; then, repeat step 4. If
you're not adding any more courses after this one, click the [Save] button. If you decide not to add this course, click the
[Cancel] button.
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1. When you're finished entering the course information, click the [Save] button. If you decide not to save the course, click
the [Cancel] button instead.

Note: If the course you're adding has the same name as an active or inactive course in the database, the Duplicate
Course Found page appears:

The Duplicate Course Found page asks if you want to add another course with the same name or cancel this
procedure. If the course you're adding has the same name as an inactive course, the Duplicate Course Found
page also gives you the opportunity to activate (restore) the inactive course. To continue: click the [Activate] button
to activate the inactive course, click the [Add Course] button to add a duplicate course, or click the [Cancel] button
to cancel the procedure.

If you choose to activate a course, you're given the choice to activate the course or the course and all its records.
Click the [Only] button to restore only the course, click the [All Records] button to restore the course and all its
records, or click the [Cancel] button to cancel this procedure. Note: When you choose to activate a course or a
course and all its records, the program activates the old record that was already in the database. If any of the
course information needs to be updated, you must edit it (see page 98).

After you choose to reactivate a course, the program tells you if the course has been successfully activated. Click
the [Continue] button.

DON’T FORGET TO ADD YOUR CLASSES!

After you add courses, you need to add the individual classes in which you will enroll students. See page 101 for instruc-
tions.

Viewing Courses

By default, district administrators and district staff can view the courses for any school. School

administrators and school staff can only view courses for their school. However, the availability of this

option depends on the capabilities you've been granted.

Follow these steps to view a course:

1.

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator or school staff andyou have access to more than one school,
click the User Type drop-down list on your Home page and choose your School User role at the school you want to
waork with.

On your Home page, click “Courses and Classes” under Renaissance Place. Note: You may need to click “Show Details”
by Renaissance Place to show the available tasks.
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3. The Courses and Classes page lists the courses that have Cources and Classes
been added. “: yOU see a SChOOl drOp—dOWﬂ |iSt, C|iCk |t and Select a course name to view or Add Course to create a new course
choose the school that has the courses you want to view. Then, [ 4dd course

click the [Set] button.
School: IWestfieId Elermentary 'I El

4. For more information about a particular course, click the course

Course Identifier Subject Grade glumber of
asses

name. Grade 2 Math Math H H
Grade 2 Reading Reading z z
Grade 4 Math Math 4 3
Grade & Math Math 6 2
Grade 6 Reading Reading 2] z
RF Historical Data Diata Conversion MNone

5. If you click a course name, the View Course .
. . Yiew Course

page appears and shows more information Wit @Buee Ifemsien detsll

abOUt the course, inC|Udiﬂg a ||St Of Classes Course Task Menu Selected Course Information

that haVe been added toIt. NOte: The Edit Course Grade 4 Reading at Westfield Elernentary

capabilities you've been granted determine Add Class Name Grade 4 Reading

i . i . Delete Course Subisct Readin
which links (if any) are available under the ! :

Intended Grade Grade 4
Course Task Menu.

Description

Classes: Select a class to view

Class Teacher Comment  Action
Advanced Reading Robert Johnson Delete
Grd Rdg Garcia Tarmara Garcia Delete
Fermedial Reading Robert Johnson Delete

Importing Courses into the Database

You can import course information into the database by using the Renaissance Data Translator utility
program; however, courses can only be imported as you import classes. See “Importing Classes into the
Database” on page 104 for details.

Editing Course Information

By default, district administrators and district staff can edit the courses for any school. School
administrators and school staff can only edit courses for their school. However, the availability of this
option depends on the capabilities you've been granted.

Follow these steps to edit a course:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator or school staff andyou have access to more than one school,
click the User Type drop-down list on your Home page and choose your School User role at the school you want to
waork with.

2. Onyour Home page, click “Courses and Classes” under Renaissance Place. Note: You may need to click “Show Details”
by Renaissance Place to show the available tasks.
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If you see a School drop-down list on the Courses and Classes page, click it and choose the school you want to work
with. Then, click the [Set] button.

Click the name of the course you want to edit.

The View Course page shows you the course name, subject, intended grade, and description. It also lists the classes
that have been added to it and the primary teacher assigned to each class. To edit the course information, click “Edit
Course” under the Course Task Menu. Note: The capabilities you've been granted determine which links (if any) are
under the Course Task Menu.

On the Edit Course page, you can change the course information, Edit Course

except for the school where the course is held. To change the name | = urs= inferm=tien
or description, click in the fields (blanks), delete the old information,
and type the new information. To change the subject or intended
grade level, click the drop-down list and choose the correct
information. In the Intended Grade drop-down list, N/A means s [Rending |

that a grade does not apply, EE means early education, Pre-Kmeans |, .~ |
pre-kindergarten, K means kindergarten, None means a grade has E——— |
not been assigned to this course, and 12+ means that the course is
intended for students beyond grade 12.

Course Details (*Required Field)

Course Mame * |Grade 4 Reading

School Wwestfield Elernentary

When you're finished, click the [Save] button. If you decide not to
save your changes, click the [Cancel] button instead. Cancel |

Deleting Courses

By default, district administrators and district staff can delete courses for any school. School administrators

and school staff can only delete the courses for their school. However, the options available to you depend

on the capabilities you've been granted.

When you delete courses, you can choose whether you want to inactivate them or permanently delete them

from the database. Note: The program won't allow you to permanently delete a course with certain records

attached to it (such as classes or an assigned teacher); the course will be inactivated instead.

Follow these steps to inactivate or permanently delete a course:

1.

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator or school staff and you have access to more than one school,
click the User Type drop-down list on your Home page and choose your School User role at the school you want to
work with.

On your Home page, click “Courses and Classes” under Renaissance Place. Note: You may need to click “Show Details”
by Renaissance Place to show the available tasks.

If you see a School drop-down list on the Courses and Classes page, click it and choose the school you want to work
with. Then, click the [Set] button.

Click the name of the course you want to delete.
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5. The View Course page shows more View Course
information about the course. It also lists the | =" =euree infermation datails

classes that have been added to it and the Course Task Menu Selected Course Information
primary teacher assigned to each class. To Edit Course Grade 4 Reading at Westfield Elementary
delete the course, click “Delete Course” under ij Name Grade 4 Reading
the Course Task Menu. Note: The capabilities Subject Readng

] ) ) ) Intended Grade Grade 4
you've been granted determine which links (if Description

any) are under the Course Task Menu.

Classes: Select a class to view

Class Teacher Comment  Action
Advanced Reading Robert Johnson Delete
Grd Rdg Garcia Tarmara Garcia Delete
Fermedial Reading Robert Johnson Delete

6. The Delete Course page asks if you're SUre  [paiete course
you want to delete the course.

Are you sure you want to delete Course: Grade 4 Reading ?

e [fyou only want to make the course

. . . ® Leave the box unchecked to inactivate this Course record. It will no longer appear in
inactive, click the [YeS] button. the software, but will remain in the database and could be reactivated at a later time.
» Check the box to permanently erase this Course record from the database,

e [fyou want to permanently delete the I Erase Permansntly
course and all /tf records from the d:'ita— El El
base, check the “Erase Permanently
box and click the [Yes] button. Click the box to check it or to remove the check mark.

Next, the page notifies you whether the course has been inactivated or deleted. Click the [Continue] button.
Note: If you accidentally inactivate a course, you can restore it. Follow these steps:
a. Add a course with exactly the same name as the one you inactivated.

b. When you attempt to save the new course, the Duplicate Course Found page appears because the new
course name matches the inactive course’s name. To restore the old course instead of creating a new one,
click the [Activate] button on the Duplicate Course Found page.

c. When you activate the old course, you will be asked if you want to activate just the course or the course and
all its associated records. To continue, you must click one of three buttons: click the [Only] button to activate
only the course, click the [All Records] button to activate the course and all of its records, or click the [Cancel]
button to cancel the procedure. Note: \When you choose to activate a course or a course and all of its records,
the program activates the old record that was already in the database. If any of that information needs to be
updated, you must edit it (see page 98).

d. After you choose to reactivate a course, the program tells you if the course has been successfully activated.
Click the [Continue] button.

Managing Classes

Unlike courses, classes are assigned marking periods which in turn links them to a specific school year.
When you start a new school year, you must add the classes for that year (see page 101) or copy the class
setup from a previous year (see page 104).
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The sections on the following pages describe how to add classes, view class information, import classes, edit
class information, change the enrollment for a class, change the teachers assigned to a class, delete classes, or
copy the class setup from previous school years.

Adding Classes

After the courses have been added (see page 95), you can add classes to a course by following the steps in
this section. If you've already set up the same classes in a previous school year, you can copy that class
setup instead (see page 104). Classes are linked to a school year, so it’s important that you're working in the

appropriate school year when you add your classes; see page 25 for information on changing the school year
you're working in.

It’s helpful to set up your marking periods before adding classes (see page 18) so you can choose the
marking period that reflects the duration of each class. You don’t need to add marking periods if your classes
last the entire school year because you can select the school year as the marking period.

By default, district administrators and district staff can add classes to any school. School administrators and
school staff can only add classes to their school. However, the availability of this option depends on the
capabilities you've been granted.

Follow these steps to add a class:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator or school staff andyou have access to more than one school,
click the User Type drop-down list on your Home page and choose your School User role at the school you want to
work with.

Note: The school year you're working in is shown in the upper right section of the page. Make sure this is the school
year in which the classes you're adding will be held. Classes are linked to specific school years, so you need to add

classes each time you begin a new school year. If you're not working in the correct school year, see page 25 for instruc-
tions on how to change years.

2. Onyour Home page, click “Courses and Classes” under Renaissance Place. Note: You may need to click “Show Details”
by Renaissance Place to show the available tasks.

3. Ifyouseea School drop-down list on the Courses and Classes [c,ureos and claseos
page, C|ICk |t and ChOOSG the SChOOl you Want tO WOFk W|th Select a course name to view or Add Course to create a new course
Then, click the [Set] button. Add Course
4. Click the name of the course you want to work with. Sohool: [Westhield Elementary =] | Set
Course Identifier Subject Grade glumber &
asses
Grade 2 Math Math 2 2
Grade 2 Reading Reading z z
Grade 4 Math Math 4 3
Grade & Math Math 6 2
Grade 6 Reading Reading 2] z
RF Historical Data Diata Conversion MNone
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5. The View Course page shows more
information about the course. It also lists the

Yiew Course
View course information details

classes that have been added to it and the Course Task Menu Selected Course Information
primary teacher assigned to each class. Click | edit course Grade 4 Reading at Westfield Elementary
" " dd Cl f

Add Class” under the Course Task Menu. L Grade 4 Reading

Delete C . .
SIte Lourse Subject Reading

Intended Grade Grade 4

Description

Classes: Select a class to view

Class Teacher Comment  Action

Advanced Reading Robert Johnson Delete

Grd Rdg Garcia Tarmara Garcia Delete

Fermedial Reading Robert Johnson Delete
6. Atthe Add Class page, the course name, Add Class

Enter clazs information

school name, subject, and intended grade are already shown. You
can add the class name or number and a comment about the class by
clicking in the fields (blanks) and typing the information. To choose Boiraa e | Grads 4 Reading
the marking period during which this class is held, click the drop- School Name | Westfield Elementary
down list and choose the correct marking period. Note: Each class Sulbgjes Reading

. . . Intended Grade Grade 4
assigned to a particular course must have a unique name.

Marking Period* [2003-2004 =]
1. When you're finished, click the [Save] button. After you save the Class Name* |
class, you will go to the View Class page where you can assign a Comment H
teacher (see page 108) and enroll students (see page 111).

Class Details (*Required Fisid)

If you decide not to save your changes, click the [Cancel] button
instead.

Note: If your new class name is the same as a class you've M M

inactivated, the Duplicate Class Found page appears. This page gives you the opportunity to reactivate (restore) the
old class. Click the [Activate] button to activate the class or click the [Cancel] button to cancel this procedure. If you
activate an inactive class, you will be asked whether you want to activate the class name only or the class and all its
records (including the assigned teachers and enrolled students).

Viewing Class Information

Since classes are linked to a school year, it's important that you're working in the appropriate school year
when you view classes. See page 25 for information on changing the school year you are working in.

By default, district administrators and district staff can view class information for any school. School
administrators and school staff can only view class information for their school. However, the availability of
this option depends on the capabilities you've been granted.
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Follow these steps to view class information:

1.

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator or school staff and you have access to more than one school,
click the User Type drop-down list on your Home page and choose your School User role at the school you want to
work with.

Note: The school year you're working in is shown in the upper right section of the page. Make sure this is the school
year in which the classes you want to view are held. If you're not working in the correct school year, see page 25 for
instructions on how to change years.

On your Home page, click “Courses and Classes” under Renaissance Place. Note: You may need to click “Show Details”
by Renaissance Place to show the available tasks.

If you see a School drop-down list on the Courses and Classes page, click it and choose the school you want to work
with. Then, click the [Set] button.

Click the name of the course you want to work with.

The View Course page shows more View Course
information about the course. It also lists the | =" s2urs= infermatian datails

ClaSSBS that haVe been added to |t and J[he Course Task Menu Selected Course Information
primary teacher assigned to each class. Click | edit course Grade 4 Reading at Westfield Elernentary
H dd I .
the name of the class you want to view. . Name Grade 4 Reading
SiEte Lourse Subject Reading

Intended Grade Grade 4

Description

Classes: Select a class to view

Class Teacher Comment Action
Advanced Reading Robert Johnson Delete
Tamara Garcia Delete
Fermedial Reading Robert Johnson Delete
The View Class page shows you the class VoD GRS
. . . . iew class infarmation details
subject, grade, marking period, comment, assigned | on e
teachers, and enrolled students. The teachers are flass Task Menu selected Class Information
. . Edit Class Details d ding, d tfield El
listed once for each Renaissance Place program that | e cia.. pereonne e
they're assigned to for this class. oz Enveliment Grade Grade 4
Marking Period 2004-2005
Note: The capabilities you've been granted determine Comment
which links (if any) are available under the Class flass Porsonnef

Class Personnel Position

TaSk Menu Tamara Garcia | Teacher - Lead

Tamara Garcia  Teacher - Accelerated Reader

Students
Student

Ackerman, Anita
Brandaon, Michele
Rhoers, Jonathon
Zanchez, Maria
Smith, Rhona
Vang, Ma
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Importing Classes into the Database

You can import basic class and course information into the database by utilizing the Renaissance Data
Translator utility program.

The Renaissance Data Translator is designed to perform a data import of class information into
Renaissance Place. The information that can be imported includes the class name and the course the class is
a part of. If no course is specified in the file, Renaissance Place will create a generic course and use it for the
class.

There are three possible sources of data you can use to import class information:

* A database from certain Renaissance Learning desktop programs, such as Accelerated Reader 6.x,
STAR Reading 2.x, Accelerated Math 2.x, and STAR Math 2.x.

e A .wxt file you've exported from another program you use.
* A .t file you've created on your own.

Imports using the Renaissance Data Translator program must be done on the server. For more information,
see the Renaissance Data Translator Instructions. You can access the instructions on the server by clicking the
[Start] button, then Programs, Renaissance Learning, Utilities, and Renaissance Data Translator
Instructions. The instructions can also be found on the Renaissance Place Suite CD-ROM in the Manuals/
Renaissance Data Translator folder. Note: It’s possible for you to import personnel, students, and classes
all at the same time! See the Renaissance Data Translator Instructions for details.

DESKTOP SOFTWARE

Desktop products are Renaissance Learning programs that are installed and run on individual computers. Different users
may share the same database over a network; however, these products are not web-based and they are not intended to be
installed once on the server and then used by many different workstations. Desktop programs include Accelerated Reader
versions 5.x and 6.x, Accelerated Math versions 1.x and 2.x, Accelerated Grammar & Spelling version 1.x, Accelerated
Vocabulary version 1.x, Accelerated Writer version 1.x, MathFacts in a Flash version 1.x, STAR Early Literacy version 1.x,
STAR Math versions 1.x and 2.x, and STAR Reading version 2.x.

Copying Classes from a Previous School Year

You can copy the class setup from a previous school year, but you can do so only if no classes have been
added in the new school year. (Since courses stay in the database from year to year until you delete them,
your courses will already be in the new school year.) When you copy the class setup from a previous school
year, you can also choose which marking periods you want to copy the classes into and you can choose to
copy the assigned teachers as well.
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By default, district administrators and district staff can copy classes for any school. School administrators
and school staff can only copy classes for their school. However, the availability of this option depends on
the capabilities you've been granted.

Note: If you have marking periods defined in the school year you are copying classes from, you should
define marking periods in the school year you are copying the classes inz0 before you begin copying the class
setup. See page 17 to define marking periods for multiple schools or page 18 to define marking periods for
one school.

Follow these steps to copy the class setup from a previous school year:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator or school staff andyou have access to more than one school,
click the User Type drop-down list on your Home page and choose your School User role at the school you want to
work with.

2. Onyour Home page, click “School Years” under Renaissance Place. Note: You may need to click “Show Details” by
Renaissance Place to show the available tasks.

On the School Years page, click “View School Year.”
On the Select a School Year page, click the school year you want to copy the class setup into.

On the View School Year page, click “Copy/Edit Classes from a Previous Year” under the School Year Task Menu.

A U

If you see a School drop-down list on the Select a School Year page, click it and choose the school you want to
work with.

1. Click the school year you want to copy the classes and marking periods from.

8. On the Select Options page, you decide if Select Options
yOU Want to Copy the ClaSSeS Only’ or the Select the iterns you want to copy fram this schoal year
classes along with the assigned teachers. Schooli  Westfield Elementary
H H H [ Fi : 2004-2005
Click one of the options. Then, click the oy T 20052008
[Next] button.

Select Option Description
C||Ck the [BaCk] bUtton |f yOU need to return to [ Copy Classes Only Copy classes only from this school year,
B [ Copy Classes and Teachers Copy all classes from this school year, This option
the preVIOUS page- will also copy the teacher(s) assigned to each class,

Cancel | < Back I Mext = |
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9. Onthe Copy Marking Periods page, you decide which marking Gopy Marking Periads
Select the rmarking periods from which to copy the dass information

periods you want to copy the classes from. You only have the Option  |ord deiination maiking periads i fhop sxit

of copying from marking periods during which classes are held.

Check the box in front of every marking period you want to copy o ected: e chers
classes from. Click a box to check it or to remove the check mark.

Copy Period Type From: 2004-2005 To: 2005-2006
If there are marking periods already set up in the school year you're | ¥ Full school vear z0o4-z005 2005-2008
copying the classes into, you can choose which of the marking I Semester 1stSemester  [LstSemester |
periods in the “To” year you want to copy the classes into (you can 7 semester 2nd semester  [2nd Semester =]
¥ Guarter 15t Quarter [1st Quarter =]

do this with every marking period except the school year). Use the

drop-down lists to choose the appropriate marking periods. [ | Quarter znd Quarter 2nd Quarter
W Quarter 3rd Quarter 3rd Quarter vl
In the example pictured, all four Quarter boxes are checked to P Guarter ath Quarter [#th quarter =]

indicate that the classes in the four quarters are to be copied from Cancel | [€Back] ot |

the school year 2004-2005 (see the From column) into the four
guarters that already exist in the school year 2005-2006 (see the To column). The Full School Year box is also checked to
indicate that the classes that last the entire school year are to be copied into the 2005-2006 school year.

When you're finished, click the [Next] button to continug, or click the [Back] button to return to the previous page.

10. The Review Selected Options page lists the ittems t0 be  [Review selected options
copied. Carefully review the information. If it's correct, Fevie the ftems o be copied to the new schosl vear
click the [Execute] button to continue. If it's not correct,
click the [Back] button until you return to the page where
you can make the appropriate changes.

The procedure that you are about to perform will do the following:

Copy 2004-2005 to 2005-2006 at Westfield Elementary
Copy 1st Quarter to 1st Quarter at Westfield Elermentary
Copy 2nd Quarter to 2nd Quarter at Westfield Elernentary
Copy 3rd Quarter to 3rd Quarter at Westfield Elernentary
Copy ¢th Quarter to ¢th Quarter at Westfield Elementary
Copy all the class personnel

11. /f the program was able to successfully copy the
information, you will see a Confirmation page next. It will

detail what information was copied into your new school | _=3nce! | _<Back [ Execus |)

year. If there were any problems, it will list them.

If the program wasn't able to copy all the information, you will see a Failure page that explains why the program
couldn’t copy the items you chose.

Click the [Done] button to return to the View School Year page.

Editing Classes

By default, district administrators and district staff can edit classes for any school. School administrators
and school staff can only edit classes for their school. However, the availability of this option depends on
the capabilities you've been granted.
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Follow these steps to edit class information. Note: If you're already at the View Class page, skip steps 1-5
and go to step 6.

1.

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator or school staff andyou have access to more than one school,
click the User Type drop-down list on your Home page and choose your School User role at the school you want to
work with.

Note: The school year you're working in is shown in the upper right section of the page. Make sure this is the school
year in which the classes you're editing are held. If you're not working in the correct school year, see page 25 for
instructions on how to change years.

On your Home page, click “Courses and Classes” under Renaissance Place. Note: You may need to click “Show Details”
by Renaissance Place to show the available tasks.

If you see a School drop-down list on the Courses and Classes [ - -

page’ C|ICk |t and Choose the SChOOI yOU Wal’]t tO WOI’k W|th Select a course name to view or Add Course to create a new course

Then, click the [Set] button. Add Course

Click the name of the course you want to work with. School; [Westheld Elemertary =] Set
Course Identifier Subject Grade glumber of

asses

Grade 2 Math Math 2 2
Grade 2 Reading Reading z z
Grade 4 Math Math 4 3
Grade & Math Math 6 2
Grade 6 Reading Reading 2] z
RF Historical Data Diata Conversion MNone

The View Course page shows more View Course
information about the course. It also lists the | =" =euree infarmation datails

classes that have been added to it and the Course Task Menu Selected Course Information

primary teacher assigned to each class. Click | edit course Grade 4 Reading at Westfield Elementary
dd Cl ;

the name of the class you want to change. g | facss Remne Grade 4 Reading
SIte Lourse Subject Reading

Intended Grade Grade 4

Description

Classes: Select a class to view
Class Teacher Comment  Action

Advanced Reading Robert Johnson Delete

Grd Rdg Garcia Tarmara Garcia Delete

Fermedial Reading Robert Johnson Delete
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6. The View Class page shows the class subject,
grade level, marking period, comment, assigned

View Class
View class information details

teachers, and the enrolled students. Click “Edit Class ~ |fe=* Tk Mor Selocted tass Information
S Edit Cl Dretail rade eading, Gre arcia at Westfie ementar
Details” under the Class Task Menu. oo corie) e
Edit Class Enrollment Grade Grade 4
Delete Class
Marking Period 2004-2005

Comment

Class Personnel
Class Personnel Position

Tamnara Garcia  Teacher - Lead

Tamara Garcia  Teacher - Accelerated Reader

Students
Student

Ackerman, Anita
Brandon, Michele
Rhoers, Jonathon
Sanchez, Maria
Smith, Rhona
Vang, Ma

1. Onthe Edit Class page, click in the fields (blanks), Edit Class
delete the old text, and enter the correct class name or comment. To change e
the marking period during which the class is held, click the drop-down list and | ciass petaits *=eqaired fei)
choose a marking period. Note: Each class assigned to a particular course must | SevrssHeme  Grade 4 Reading

School Mame Westfield Elementary

have a unique name. Subject ROG
Intended Grade Grade 4
8. When you're finished, click the [Save] button. You will return to the View Marking Period® [2004-z005 =]
Class page, where you can change the assigned teacher (see the next section) | ctasswame*  [Grd Rdg Garcia
or enrolled students (see page 111). comment El

If you don't want to save your changes, click the [Cancel] button instead.

Note: If you change the name of the class and the new name matches the

name of an inactive class, the Duplicate Class Found page appears. To Loarcer] [ses]

restore the old class instead of creating a new one, click the [Activate] button on the Duplicate Class Found page.
When you choose to activate the old class, you're asked if you want to activate just the class or the class and all its
associated records. To continue, you must click one of three buttons: click the [Only] button to activate only the class,
click the [All Records] button to activate the class and all of its records, or click the [Cancel] button to cancel the
procedure. After you choose to reactivate a class, the program tells you if the class was successfully activated. Click the
[Continue] button.

Assigning a Teacher to a Class

By default, district administrators and district staff can assign teachers to classes at any school. School
administrators and school staff can only assign teachers to classes at their school. However, the availability
of this option depends on the capabilities you've been granted.
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Follow these steps to change the teachers assigned to a class. Note: If you're already at the View Class page,
skip steps 1-5 and go to step 0.

1.

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator or school staff andyou have access to more than one school,
click the User Type drop-down list on your Home page and choose your School User role at the school you want to
work with.

Note: Above your name in the upper right section of the page, you will see the name of the school year you're working
with. Make sure this is the school year in which the class you want to assign teachers to is held. If you're not working in
the correct school year, see page 25 for instructions on how to change years.

On your Home page, click “Courses and Classes” under Renaissance Place. Note: You may need to click “Show Details”
by Renaissance Place to show the available tasks.

If you see a School drop-down list on the Courses and P
CIasses page’ CIle |t and ChOOSG the SChOOl yOU Wal’]t tO WOI’k Select a course name to view or Add Course to create a new course
with. Then, click the [Set] button. Add Course
Click the name of the course you want to work with. School; [Westheld Elemertary =] Set
Course Identifier Subject Grade glumber &
asses
Grade 2 Math Math 2 2
Grade 2 Reading Reading z z
Grade 4 Math Math 4 3
Grade & Math Math 6 2
Grade 6 Reading Reading 2] z
RF Historical Data Diata Conversion MNone
The View Course page shows more T —
information about the course. It also lists the | =" =vre= infermatien d=tais
ClaSSBS that haVe been added to |t aﬂd 'the Course Task Menu Selected Course Information
primary teacher aSSigned to each class. Click Edit Course Grade 4 Reading at Westfield Elernentary
. dd Cl ;
the name of the class you want to assign Add Clazs Name Grade 4 Reading
Delete Course . .
teachers t0 Subject Reading
’ Intended Grade  Grade 4
Description
Classes: Select a class to view
Class Teacher Comment  Action
Advanced Reading Robert Johnson Delete
Tamara Garcia Delete
Fermedial Reading Robert Johnson Delete
109 Renaissance
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6.

The View Class page shows the class subject,
grade, marking period, comment, assigned teachers,
and enrolled students. Click “Edit Class Personnel”

View Class

Class Task Menu

View class infarmation details

Selected Class Information

under the Class Task Menu.

Delete Class

Edit Class Details
Edit Class Personnel

Grade 4 Reading, Grd Rdg Garcia at Westfield Elementary
Subject RDG
Grade

Edit Class Enrollrent

Grade 4
Marking Period 2004-2005

Comment

Class Personnel
Class Personnel Position

Tamara Garcia  Teacher - Lead

Tamara Garcia  Teacher - Accelerated Reader

Students
Student

Ackerman, Anita
Brandon, Michele
Rhoers, Jonathon
Sanchez, Maria
Zmith, Rhona
Vang, Ma

The Edit Class Personnel page shows the teachers
currently assigned to the class (if any).

To remove a teacher from the class, click “Remove” by that teacher.

To assign another teacher to the class, you must first search for the
teacher. Click in the fields (blanks) and type all or part of the
teacher's first name and/or last name. If you want to see a list

of all the active teachers assigned to this school, do not enter any
information in these fields.

Next, click the [Search] button. The results of your search appear at
the bottom of the page. If available, click “Next” or “Previous” to
move through the list. If the teacher is listed, click “Assign to Class”
by that teacher to assign him or her to the class. The teacher's
name then appears in the list at the top of the page.

Note: Since the program only searches for teachers who are

Edit Class Personnel
Enter personnel infarmation

Personnel for: Grade 4 Reading, Gr4 Rdg Garcia
School: Westfield Elementary

Class Personnel Products that can use this class / Teacher role

[# Renaissance Place / [ gad -

StandardsMaster

Tamnara Garcia

¥ accelerated Reader |[Lead -
[T sTaR Math Lead =
™ Fluent Reader Lead -

Search for Personnel

First Mame I

Last Name I

Cancel Search | Savel

Personnel Primary Position

Baker, Babbi Teacher - Lead Assign to Class
Barnett, Patti Secretary - School  Assign to Class
Blake, Henry Other School Staff  Assign to Class

Garcia, Tamara  Teacher - Lead Assign to Class

assigned to the school you're working with, if you didn't find the teacher, you may need to assign the teacher to the
school (see page 51) or add the teacher to the database (see page 41).

For each teacher assigned to this class, you must indicate which
Renaissance Place program(s) the class is for and the teacher’s role.

a. Check the box for every Renaissance Place program the class

applies to. Click a box to check it or to remove the check mark.

Class Personnel Products that can use this class / Teacher role

[# Renaissance Place / [ ead vI

StandardsMaster
W Accelerated Reader( Lead ‘I

T STAR Math Lead =

Tamara Garcia Remaowve

™ Fluent Reader Lead -I

b. Then, for every program you've checked, click the drop-down list and choose the teacher’s role. You can choose
“Lead” or “Team.” Although you can assign more than one person to the class, you can only designate

one of them as the Lead teacher for the class.

10. When you're ready to save your changes, click the [Save] button. If you decide not to save your changes, click the

‘Renaissanoe

[Cancel] button instead.
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ASSOCIATING A CLASS WITH A RENAISSANCE PLACE PROGRAM

How do you assaciate a class with one of your Renaissance Place programs (make a class a STAR Reading class, for
instance)? Simply assign a lead teacher to the class for that program (see step 9b above for details).

Changing Class Enrollment

By default, district administrators and district staff can change the class enrollment for classes at any school.
School administrators and school staff can only change the class enrollment for classes at their school.
However, the availability of this option depends on the capabilities you've been granted.

The procedure in this section explains how to add or remove students from the roster of one class at a time.
If you want to change multiple class enrollments for one student, see page 80.

Follow these steps to change the enrollment for one class. Note: If you're already at the View Class page,
skip steps 1- 5 and go to step 6.

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator or school staff andyou have access to more than one school,
click the User Type drop-down list on your Home page and choose your School User role at the school you want to
work with.

Note: The school year you're working in is shown in the upper right section of the page. Make sure this is the school
year in which the class for which you want to change enroliment is held. If you're not working in the correct school year,
see page 25 for instructions on how to change years.

2. Onyour Home page, click “Courses and Classes” under Renaissance Place. Note: You may need to click “Show Details”
by Renaissance Place to show the available tasks.

3. Ifyou see a School drop-down list on the Courses and St meim 21 e
CIasses page’ CIle It and Choose the SChOOl yOU Wal’]t to WOI’k Select a course name to view or Add Course to create a new course
with. Then, click the [Set] button. Add Course
4. Click the name of the course you want to work with. School: [Westheld Elermentary =] St
Course Identifier Subject Grade glumber of
asses
Grade 2 Math Math 2 2
Grade 2 Reading Reading z z
Grade 4 Math Math 4 3
Grade & Math Math 6 2
Grade 6 Reading Reading 2] z
RF Historical Data Diata Conversion MNone
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The View Course page shows more
information about the course. It also lists the
classes that have been added to it and the
primary teacher assigned to each class. Click
the name of the class for which you want to
change the enrollment.

The View Class page shows the class

subject, grade, marking period, comment, assigned
teachers, and enrolled students. Click “Edit Class

Enrollment” under the Class Task Menu.

Yiew Course

View cours

e information detailz

Course Task Menu Selected Course Information
Edit Course Grade 4 Reading at Westfield Elernentary
Add Class Mame Grade 4 Reading
Delete C . .
SIte Lourse Subject Reading
Intended Grade Grade 4

Description

Classes: Select a class to view

Class Teacher Comment  Action

Advanced Reading Robert Johnson Delete
Grd Rdg Garcia Tarmara Garcia Delete
Fermedial Reading Robert Johnson Delete

Yiew Class

View dass information details

Class Task Menu

Selected Class Information

Edit Class Details
Edit Class Personnel

Edit Class Enroliment

Delete Class

Grade 4 Reading, Grd Rdg Garcia at Westfield Elementary

Subject RDG
Grade Grade 4
Marking Period 2004-2005

Comment

Class Personnel

Class Personnel Position
Tarnara Garcia  Teacher - Lead

Tamnara Garcia  Teacher - Accelerated Reader

Students
Student

Ackerman, Anita
Brandon, Michele
Rhoers, Jonathan
Sanchez, Maria
Smith, Rhona
“ang, Ma

The Edit Class Enrollment
page shows the student(s) who
are currently enrolled in the
class (if any).

Enralled in:
schoal:

To remove a student from the
class, click “Remove” by that

Ackerman, Anita
Brandon, Michele

Rhoers, Jonathon

StUdent Sanchez, Maria
Smith, Rhona
To remove all the students from | vang, ma

Garcia, Juan

Cancel

the class, click “Remove All.”

Edit Glass Enrollment
Search for students to enroll. When enralled students list is complete, save to complete enrallment.

Murnber of students: &

Grade 4 Reading, Gr4 Rdg Garcia

Westfield

Enrolled Students (Bold = tiot Saved)

Elementary

Remove all
Rernove
Remove
Remave
Remove
Remove

Remove

Search for Student

First Name I (o} I

Last Name I Grade IAII grades ;I
Search

{1-20 of 547 <= Previous  Mext ==

J= Previous and Next »> suto-add what is checked

™ student Grade jis}

r Aaron, Katie 3 AARON
[ abeling, Mary 7 ABELING
pbila, Philip 4 ABILA
jabouzaki, Samer 4 ZE46
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To enroll another student in the class:

You must first search for the student. To narrow your search, click in the fields (blanks) for the first name, last
name, and/or ID number and type the information. You can also click the Grade drop-down list and choose a grade
if you want to narrow your search by grade. However, if you want to retrieve a list of all the active students at this
school, leave the fields blank and do not choose a grade.

Next, click the [Search] button. The results of your search appear at the bottom of the page. If available, click
“Next” or “Previous” to move through the list. Note: Since the program only searches for students who are enrolled
in the school you're working with, if you didn't find the student, you may need to enroll the student in the school
(see page 67) or add the student to the database (see page 59).

Check the box in front of every student you want to add to the class. (Click a box to check it or to remove the check
mark.) To automatically check all the boxes, check the box in front of the Student column heading.

When you've selected all the students you want to add to this class (checked the boxes by their names), click the
[Add] button. The students’ names then appear in the list of enrolled students along the left side of the page. The
names of the students you just moved to the class list will be bold-faced. This indicates that those students will not
be on the class roster until you save your changes.

Note: As you are choosing the students to enroll in this class, any time you click “Next” or “Previous,” the students
you have currently selected (checked) will be moved to the class list.

9. When you're ready to save your changes, click the [Save] button. If you decide not to save your changes, click the
[Cancel] button instead.

Deleting Classes

By default, district administrators and district staff can delete a class at any school. School administrators

and school staff can only delete classes at their school. However, the availability of this option depends on

the capabilities you've been granted.

When you delete classes, you will be able to choose whether you want to inactivate them or to permanently

delete them from the database. Note: The program won't allow you to permanently delete a class with

certain records attached to it (such as an assigned teacher, or enrolled students); the class will be

inactivated instead.

Follow these steps to inactivate or permanently delete a class:

1.

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page. Note: If you're a school administrator or school staff andyou have access to more than one school,

click the User Type drop-down list on your Home page and choose your School User role at the school you want to

work with.

Note: The school year you're working in is shown in the upper right section of the page. Make sure this is the school

year in which the class you want to delete is held. If you're not working in the correct school year, see page 25 for

instructions on how to change years.

On your Home page, click “Courses and Classes” under Renaissance Place. Note: You may need to click “Show Details”
by Renaissance Place to show the available tasks.
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3.

If you see a School drop-down list on the Courses and
Classes page, click it and choose the school you want to work

with. Then, click the [Set] button.

Click the name of the course you want to work with.

The View Course page shows more
information about the course. It also lists the
classes that have been added to it and the
primary teacher assigned to each class. Click
“Delete” in the row for the class you want

to delete.

The Delete Class page asks if you're sure
you want to delete the class.

e [fyou only want to make the class
inactive, click the [Yes] button.

e [fyou want to permanently delete the
class and all of its records, check the
“Erase Permanently” box and click the

School:

Course

Grade 2 Math
Grade 2 Reading
Grade 4 Math
Grade & Math
Grade 6 Reading
RF Historical Data

Courses and Classes
Select a courze name to view or Add Course to create a new course

Add Course

IWestfieId Elernentary 'I Setl

Identifier Subject Grade gluan;;j:; &
Math 2 2
Reading 2 z
Math 4 3
Reading 4 3
Math & 2
Reading & z

Diata Conversion MNone

Yiew Course
View course information details

Course Task Menu

Selected Course Information

Edit Course
&dd Class

Delete Course

Grade ¢4 Reading at Westfield Elernentary

Mame Grade 4 Reading
Subject Reading
Intended Grade Grade 4

Description

Classes: Select a class to view

Class Teacher Comment  Action
Advanced Reading Robert Johnson

Grd Rdg Garcia

Delete

Tamara Garcia Delete

Fermedial Reading Robert Johnson Delete

Delete Class

[ Erase Permanently

Are you sure you want to delete Class: Grade 4 Reading Gr4 Rdg Garcia ?

® |eave the box unchecked to inactivate this Class record. It will no longer appear in
the software, but will remain in the database and could be reactivated at a later time,
» Check the box to permanently erase this Class record from the database,

[Yes] button. Click the box to check it or to remove the check mark.

Next, the page notifies you whether the class has been inactivated or deleted. Click the [Continue] button.

Note: If you accidentally inactivate a class, you can restore it. Follow these steps:

a. Add aclass to this course with exactly the same name as the one you inactivated.

b. When you attempt to save the new class, the Duplicate Class Found page appears because the new class
name matches the name of the inactive class. To restore the old class, click the [Activate] button.

c. When you activate the old class, you're asked if you want to activate just the class or the class and all its
associated records. To continue: click the [Only] button to activate only the class, click the [All Records] button
to activate the class and all of its records, or click the [Cancel] button to cancel the procedure. Note: When
you choose to activate a class or a class and all of its records, the program activates the old record that was
already in the database. If any of that information needs to be updated, you must edit it (see page 1086).

the [Continue] button.

‘Renaissanoe
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Data

Consolidating Data

Consolidating Data on Demand

By following the steps below, district administrators can consolidate the data el Crr oD Ceis
from the Renaissance Place programs that are installed and registered on the Los? CEmsEllking =

. A Mext Consolidation: Mot Scheduled
Renaissance Place server. You must consolidate your data before you can run a g an iniial consalidation must aceur

before reports can be generated.

Renaissance Place report; the consolidated data will be used on your
Renaissance Place reports until the next consolidation. You should consolidate data at a time when no one
is using the programs on the server. You cannot run any Renaissance Place reports while data
consolidation is taking place.

Note: If you prefer, you can set up a consolidation schedule so that data is automatically consolidated on
the date(s) and at the time you choose. See next section, “Setting up a Consolidation Schedule”.

1. Afteryou log in, you'll see the Home page. (If you are already working in the software, you can go to this page by click-
ing the “Home" link at the top of any page.) Note: If the Renaissance Place tasks are not listed, click “Show Details”
next to “Renaissance Place.”

2. Inthe list, click “Consolidated Reports.”
3. Onthe left side of the Consolidated Reports page, click “Consolidate Now.”

4. The Confirm Immediate Consolidation page will appear next. If you want to continue, click the [Consolidate] button.
If not, click the [Cancel] button.

5.  After you click [Consolidate], the program will notify you
that consolidation is in progress. The consolidation may
take some time to complete. On the Consolidated
Reports page, a message appears stating, “Consolidation

Gonsolidation In Progress

Data Consolidation is in progress.

To check on the status, refresh {or return to) the

is in progress,” while the consolidation is running. oreages o 25 the B pate of chmsl ohon sehedule.
To find information about a data consolidation that has o

been completed, see “Viewing the Consolidation Log” on

page 116.

Setting up a Consolidation Schedule

By following the steps below, district administrators can set up a consolidation schedule so that the software
will automatically consolidate data on the date(s) and time you choose. Consolidation gathers data from all
Renaissance Place programs that are installed and registered on the server. By following the steps below,
district administrators can set up a consolidation schedule so that the software will automatically
consolidate data on the date(s) and at the time you choose. Consolidation gathers data from all Renaissance
Place programs that are installed and registered on the server. This data is then used for the Renaissance

Place reports until the next consolidation.
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After you log in, you'll see the Home page. (If you are already working in the software, you can go to this page by
clicking the "Home" link at the top of any page.) Note: If the Renaissance Place tasks are not listed, click “Show
Details” next to “Renaissance Place.”

In the list, click “Consolidated Reports.”
On the left side of the Consolidated Reports page, click “Schedule Consolidation.”

On the Schedule Data Consolidation page, you can set the date and

. . ) Schedule Data Gonsolidation
time for the next data consolidation, and you can choose whether you Set the dats consolidation parameters
want the software to automatically consolidate data every day, week,

. Consolidation Schedule Options

or month. Be sure to choose dates or times when other users are ot Comeolidation Date
not likely to be using the programs on the server. Noxt Consalidation Time (2 = :[oo =1 v =1)
To change the date of the next consolidation, click in the Next Recurence
Consolidation Date blank (field), delete the old date, and type the new _Cancel | s |

date. In some browsers, you can click the calendar button instead and
click the date in the calendar that appears.

To change the time (2:00 a.m. is default), click the drop-down lists for the hour, minute, and AM/PM and choose the
correct information.

Consolidation will occur automatically every day (default), week, or month. Click the “Recurrence” drop-down list and
choose “Daily,” “Weekly,” or “Monthly.” To prevent data consolidation from repeating, select “None” in the drop-down
list; the consolidation will occur only once at the date and time selected.

When you have finished making your changes, click the [Save] button. If you decide not to save your changes, click the
[Cancel] button instead.

Viewing the Consolidation Log

By following the steps below, district administrators can view an information log for any consolidation

done on the Renaissance Place server.

Consolidation gathers data from all Renaissance Place programs that are installed on the server and
registered by the district or at least one school. This data is used on Renaissance Place reports (see page 130)
until the next consolidation.

The log can show you when the consolidation was done, which programs were consolidated, and whether

the software encountered any errors. To view the log, follow these steps:

1. Afteryou log in, you'll see the Home page. (If you are already working in the software, you can go to this page by
clicking the "Home" link at the top of any page.)
Note: If the Renaissance Place tasks are not listed, click “Show Details” next to “Renaissance Place.”

2. Inthe list, click "Consolidated Reports.”

3. Onthe Consolidated Reports page, click “View Logs.”

4. The View Log page will appear next. This page lists the consolidations done at this server. For each consolidation, the
list includes the date and time and a summary, which shows whether the consolidation was successfully completed.
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To view more information about a specific consolidation, click “View Summary” in the row for that consolidation.

Symbol Status Action
P Normal Consolidation in progress None required
(Green)
I Consolidation Problem - consolidation continues Click View Summary or View Details to learn more. Contact
(Yellow) Renaissance Learning technical support, if necessary.
78 Consolidation Failure - consolidation continues Click View Summary or View Details to learn more. Contact
(Red) Renaissance Learning technical support.
) Normal Consolidation is Complete None required
(Blue)
v Consolidation is Complete, but with possible Click View Summary or View Details to learn more. Contact
(Yellow) | problems Renaissance Learning technical support, if necessary.
& Consolidation Failure Click View Summary or View Details to learn more. Contact
(Red) Renaissance Learning technical support.
5. Inthe Select Consolidation Details for a Specific Product page, click “View Details” for a program.
6. The View Product Details page shows you more information about a consolidation for a particular program. It also
includes any errors and warnings that occurred during the consolidation.
1. If you are unable to determine the cause of a data consolidation failure in Renaissance Place, contact Renaissance

Learning Technical Support; email us at support@renlearn.com.

You can save the browser window pages (in Internet Explorer, for example, click File then Save As) when viewing the
View Log page, Select Consolidation Details for a Specific Product page, and View Product Details page, and
then attach the saved .htm files to your email to assist our technical support staff in resolving your consolidation
problem.

Managing Consolidated Reports

Renaissance Place Edition software allows you to generate and print reports. District administrators, school

administrators, and teachers have access to all Renaissance Place reports.

For a description of Renaissance Place reports, see “Report Descriptions” on page 123.

For information on printing Renaissance Place reports, see “Printing Renaissance Place Reports” on

page 130.

For detailed instructions for using and customizing Renaissance Place reports see pages 132 to 167.

Important: Reporting periods must be added before you can use your Renaissance Place reports. See

“Adding Reporting Periods” on page 118. Note: You must consolidate your data if you add, edit, or delete

reporting periods before running reports; see “Consolidating Data on Demand” on page 115.
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Adding Reporting Periods

Before you start to use your reports, you need to add your reporting periods; reporting periods are used for
all Renaissance Place reports. You can select the reporting periods to include when you generate one of
these reports. With the default capabilities, district administrators and school administrators can add a
reporting period by following the steps below. Each reporting period that you add will be available to every
teacher, staff member, and administrator that uses the Renaissance Place software on this server, after the
next data consolidation.

1.

After you log in, you will see the Home page. (If you are already working in the software, you can go to this page by
clicking the “"Home" link at the top of any page.) Note: If the Renaissance Place tasks are not listed, click “Show

Details” next to “Renaissance Place.”

Click “Consolidated Reports.”

On the Consolidated Reports page, click “View Reporting Periods.”

On the Reporting Periods page, click “Add
Reporting Period.”

The Add Reporting Period page will appear. On
this page, you can enter the information for one
reporting period. First, click in the Reporting
Period Name and Short Name blanks (fields) and
type the information. Please note that the short
name appears on reports.

To enter the start date, click in the blank and type
the date.You can also click the calendar button
and click the date in the window that appears
(you can use the arrows to move from one month
to another).

You can enter the end date as you did the start
date, or you can choose to set the end date a set

Reporting Periods

Add Reporting Period ’

Reporting Period Start Date End Date

Done

Fall 2003 Semester Saturday, August 30, 2003 Monday, December 15, 2003 Edit | Delete

ADMIMISTRATOR

Actions

Add Reporting Period

Enter the reporting period infarmation

Reporting Period Information

Short Name
tdisplayed on reports) (15 characters or less)

)
)

Set end date in:

[ oo = 8ot

Save and Add |

Start Date

End Date

Cancel | Savel

number of days, weeks, or months after the start date. To do this, click in the blank and type the number of days, weeks,

or months. Then, click the drop-down list and choose “Day(s),” “Week(s),” or “Month(s).” Click [Set].

To save your reporting period and add another reporting period, click the [Save and Add] button, and then, repeat steps
5- 7. To save your reporting period and exit this page, click the [Save] button. To exit this page without saving the
reporting period, click the [Cancel] button. Consolidate your data after adding reporting periods before running reports.

Editing Reporting Periods

Reporting periods are used for Renaissance Place reports. You can select the reporting periods to include
when you generate one of these reports. With the default capabilities, district administrators and school
administrators can edit the reporting periods that have been added by following the steps below. Each

reporting period is available to every teacher, staff member, and administrator that uses the Renaissance
Place software on this server.
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After you log in, you will see the Home page. (If you are already working in the software, you can go to this page by
clicking the "Home" link at the top of any page.) Note: If the Renaissance Place tasks are not listed, click “Show
Details” next to “Renaissance Place.”

Click "Consolidated Reports.”

On the Consolidated Reports page, click “View Reporting Periods.”

The Reporting Periods page will appear next. This page
lists the reporting periods that have been added. To edit a
reporting period, click “Edit” in the row for that reporting

Reporting Periods
ADMINISTRATOR

Add Reporting Period

period o 200 S st i 20,20 oy smer 15, 20T o
| Dore |
The Edit Reporting Period page will appear. On this page, Edit Reporting Period
you can change the reporting period name, the short name that appears on
reports, the start date, and the end date. kenoutnglkeriodlintanmation
Reporting Period Mame Im
To change the reporting period name or the short name, click in the blank T T Fazm
(field), delete the old information, and type the new information. (Aeplared on (997) | (55 characters or less)
Start Date W

To change the start date, you can click in the field, delete the old date, and End Date
type a new date, or you can click the calendar button and click a date in the .

calendar that appears. [ [omey = 5ot

You can change the end date as you did the start date, or you can choose to | _Cancel | Save |
set the end date a set number of days, weeks, or months after the start date.
To do this, click in the blank and type the number of days, weeks, or months. Then, click the drop-down list and choose
“Day(s),” "Week(s),” or “Month(s).” Click [Set].

12A15/2003 [l

To save your changes to the reporting period, click the [Save] button. To exit this page without saving the reporting
period changes, click the [Cancel] button. Consolidate your data after editing reporting periods before running reports.

Deleting Reporting Periods

Reporting periods are used for Renaissance Place reports. You can select the reporting periods to include
when you generate one of these reports. With the default capabilities, district administrators and school
administrators can delete reporting periods so that they can no longer be used for Renaissance Place reports.

1.

After you log in, you will see the Home page. (If you are already working in the software, you can go to this page by
clicking the "Home" link at the top of any page.) Note: If the Renaissance Place tasks are not listed, click “Show
Details” next to “Renaissance Place.”

Click "Consolidated Reports.”
On the Consolidated Reports page, click “View Reporting Periods.”
The Reporting Periods page will appear next. This page lists the reporting periods that have been added.

To delete a reporting period, click “Delete” in the row for that reporting period. When you are asked if you are sure you
want to do this, click [OK]. To leave this page, click the [Done] button.

Consolidate your data after deleting reporting periods before running reports.
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Read Now Student Selection

When you create a Read Now Status Report (see page 158), you are comparing student achievement on
STAR Reading, Accelerated Reader, and Fluent Reader work. Before you generate the Read Now Status

Report you need to select Read Now Students for the report. You can select students from a specific school,

teacher, or class. The following steps describe how to select (or remove) Read Now students for the report.

1. Onyour Home page, click on “Read Now Student Selection” under the Read Now tab. You may need to click “Show

Details” next to “Read Now" to show the tasks under Read Now.

2. The Select School panel appears. Choose the school for which you want to
select your Read Now students. Click the name of the school. If you want to
leave this page without choosing a school, click the [Done] button.

Select School

Select a schoal to view or edit Read How student selections

School Read Now Students
Hillside Elernentary 3
Maple Academy 24
Martin Middle Schoaol 1]
Three Oaks Academy o
westfield Elementary o
Dane |

3. Onthe Select Read Now Students page:

Select Read Now Students

Read How program

e [fyou are adding students, enter all or part of
a student name and click [Search] or click Schaal: Hillside Elementary
[Search] and select student(s) you want to add Read Now Students | Remove Al
by clicking the box next to their name. Click Aoker, Looh | Remove

arnold, Rebekah Remaove

[Add]. If you scroll to another page; students Braderick, Malcalm | Remove
selected on current page are automatically Gancel | Save |
added.

e [fyou are deleting students, click on
“Remove” after the name of any student you
are removing, or “Remove All” if removing all
the Read Now students listed. Click [Save]
when you are done.

4. The Select School panel appears once more. If
you need to select another school to select
students, click on the school name. If you are
finished selecting students, click [Done].

Enter search criteria to find and select students to participate in the

2004-2005
ADMIMISTRATOR USER, Dristrict

search for Student

First I

Marme L I

Last ] Grade [all grades -]

Marme

Gam)
\ Male selections and click the Add button
™ student Grade | ID

F Acker, Leah
= arnold, Rebekah

= Broderick, Malcalm

r Chang, Lin Yao 3 LYC
- Dahman, Jason 3 i

r Dawson, Erica 3 EC

™ Del Castro, Jagi 3 IDELC
r Grebe, Danielle 3 danig
I Gullick, Keisha 3 kg

™ Rossalini, Alesandro 3 alesr
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Reporting Parameter Groups

Reporting parameter groups allow you to focus reports on students who were enrolled in the school before
a certain date and students with specific ethnicities, genders, languages, characteristics, and/or grades.
When you customize a report, you can choose to use a reporting parameter group by clicking a drop-down

list.
1. Select Students IS
Return to Reports Report: Customiz tatus Report
Reporting Steps G{epomng Pararmeter Group: [All Demoaraphics [Default] =] OR Create Mew or Edit Se\ectetD
P 1. Students
2. Report Options MName Select
a. Product
b. Subject DEFAULT DISTRICT Select
c. Scare hool
d. Reparting Period Schools
e. LayoutyGroup f
2. DR et Hillside Elementary Select
Maple academy Select
Martin Middle School Select

On the Home page, click “Consolidated Reports” and then click the report you want. Click “Create New
or Edit Selected” to create a new reporting parameter group or change an existing group (if the report you
selected allows you to choose a reporting parameter group).

Note: The reporting parameter groups that you create in Renaissance Place when customizing a report for
one of the Renaissance Place programs (such as STAR Math) are then available for use in the other
Renaissance Place programs, such as STAR Reading and Accelerated Reader.

BLOCKING REPORTS BASED ON CHARACTERISTICS OR ETHNICITY

Teachers can create a reporting parameter group based on characteristics or ethnicities, unless the district or school
administrator has taken away two capabilities: Filter Reports by Characteristics and Filter Reports by Ethnicity.

Personnel who do not have these capabilities cannot select characteristics or ethnicities when they create a reporting
parameter group. Also, when they print reports, characteristics and ethnicity will be omitted.

To change capabilities for new district or school users, see page 38; for existing district or school users, see page 39.
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To create or change a reportin
g p . g Edit an Existing Reporting Parameter Group: I——Creata New Group-- = Select |
parameter group, first click in the
Reporting Parameter Group Cancel | Save |
Name ﬁeld (blank) and type or Reporting Parameter Group (*Requived Field)
. R It
edit the name. Pz
Group Mame™*
. Enrall Date
You can choose to include inciute
. students I—
students enrolled in a school Eg;jf:‘jh,.s
. '3,
before a certain date. Enter the .
. select aff I american Indian ar Alaska Native [ Black ™ white
date n Enr()ll Date ﬁeld' desefect il ™ asian or Pacific Islander r Hispanic ™ Nt Specified
. . Gend
To choose the criteria for the whectsl T female T tole [T ot Spaciied
eselect &
roup, click in the check boxes
g up’ Lig,?eu;g;f I arabic - Hrnong r Portugese
for the traits you want students in st Sl Chinese: Cantonese T Japanese [ Russian
. . . ™ chinese: Mandarin ™ khmer [C serbo-Croatian
thlS group to Share. Cth mna bOX " chinese: unspecified [~ Korean 7 samali
to check it or to remove a check I Engish Mo T spanish
. ™ French r Malay r Tagalog or Filipino
«
mark. You can also click “select E comn  naveio [ brds
all” or “deselect all” under the ™ Gujurati I ather [T vietnamese
f h ™ Haitian Creole ™ Palish T Hot Specified
name or eac. category.
b L
c;:f;?:frfmtlcs ™ after Schoal Program [ Gifted/Talented r Physically Disabled
FOI‘ CharaCteriStiCS, Click “Any” i{: ezt el ™ americans with Disabilities (ADAY 7 Learning Disabled I Reading Recovery
. 1 d d Includ T at Risk Students I Limited English Proficiency (LEP) T Receives Tutoring
nclude
you want to include students Inclide b | I Atrisk Students ™ Migrant I Reduced-price LuncH
Wlth any Of the Checked © any f I Band [T MWon-resident Alien "' special Education
Al ™ Bilingual Education ™ One Parent Famil ™ Takes the B
L . « » . | d El ¥ akes the Bus
characteristics, or click “All” if sharacteristics T English as = Secand Language (ESL) [ Peer Helper I Tite 1
yOu Only want to include ™ Faster Care T Peer Mediatar ™ Nat Specified
. ™ Free Lunch
students with all of the checked
Grade
h racteristics sefect 2! r Early Education I Graded [T Grade 10
cha * desefect il r Pre-Kindergarten I Grades [T Grade 11
. I kindergarten I Gradee [T Grade 12
When you have finished I Grade 1 I Grade? [ 12+
choosing the criteria, click the T rade 2 T Grede s [ Hone
[S ] b 7 Grade 3 7 Grade 9
ave utton.
Cancel | Save |

You can specify a student’s
ethnicity, gender, language, and grade when you add the student to the software (see page 59) or edit the
student’s information (see page 70).

If you want to use characteristics to create a reporting parameter group, you must first assign the
appropriate characteristic to your student (see page 73). If the characteristic that you want to use is not
listed, you can add the characteristic (see page 75).

Reporting Database

Large school districts may wish to consider using a reporting database. This will speed report generation
and reduce the primary server load. If a district uses a reporting database, when users generate reports for
Renaissance Place programs they select which database to use. Consolidated reports automatically use the
reporting database, if available. For information on adding a reporting database, contact Renaissance
Learning Technical Support; email us at support@renlearn.com. Any reports that are generated from the
reporting database are identified by “Reporting Database” at the end of the header line that includes the
date and time. See the second example of an Assessment Proficiency Report on page 136.
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When a reporting database is available, the Select soloct Databacs

Database page appears when a Renaissance Place
t . . t d Which database do you want to use for reporting?
rogram report 1s printed.
p g p p % Reporting Database

Use this option to reduce the load on the Live Database. Updates to the Reporting
Database are scheduled by vour administrator; nightly replication is recommended.

By default “Live Database” is selected. If you switch to

" Live Database

Use this option only if you need data from today. Reports generated with this
database during peak usage may time out or affect application performance.

Mext =

“Reporting Database,” the next time you print a
report, “Reporting Database” will be selected.

The Consolidated Reports always use the reporting
database, if available.

Report Descriptions

Reports show you the assessment results for your entire district or school or for a specific teacher, class, or
student. The table below describes each report that is available in Renaissance Place. Refer to the Grouping
and Display options on page 130 following this table for information on drilldown levels and groups, as
well as display defaults and options.

Options available when you

Report Name

print the report

Description

Assessment
Proficiency Report

Grouping and sorting abilities are
available depending upon your
access level; options may include:

o Select the district, a school,
teacher or classroom

¢ Choose StandardsMaster,
STAR Reading or STAR Math

e For StandardsMaster, select
subject: language arts, math,
or reading.

o Select score category
e Select Reporting period

o Select grouping and sorting
options and proficiency value

¢ Change/add student
parameters for ethnicity and/
or characteristics to include in
subgroup

 Select mean or median scores

The Assessment Proficiency Report shows student
achievement in one subject based on a proficiency level
that you set. Students are grouped as Proficient or Above
or Below Proficient.

Administrators can use it to identify struggling students and
gauge performance on upcoming state tests.

For detailed information on how to use and customize this
report, see page 132.
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Report Name

Options available when you
print the report

Description

Customizable
Progress Report

 Select the district, a school,
teacher or classroom

Customizable report template
allows choice of data displayed in
each column.

eDisplays 1 or 2 columns of data

Column data choice options
are any two of
Accelerated Math,
Accelerated Reader, Fluent
Reader, StandardsMaster,
STAR Math, STAR Reading,
STAR Early Literacy,
and external sources

User options for each column
include:
¢ Product or external source
e Subjects

e Score types
Products or Sources usually
have multiple scores to choose
from

¢ Reporting period (2 for each)
¢ Grouping options
* Mean or median results

The Customizable Progress Report compares student
achievement on one or two in one or two products or
sources. For each product or source, you choose two
reporting periods and a score type.

When displaying data by grade, if the reporting periods are
not all from the same school year, students will be included
in their current grade as of the most recent reporting period
displayed.

Your reporting capabilities and the grouping options that
you select determine the detail level of data that appears in
the report: district, school, teacher, class or individual
student data. The report also shows you the products or
sources you selected and the reporting parameter group you
are using for this report.

For detailed information on how to use and customize this
report, see page 136.
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Report Name

Options available when you
print the report

Description

Customizable
Ranking Report

 Select the district, a school,
teacher or classroom

Customizable report template
allows choice of data displayed in
each column, with ranking
displayed next to each column.

¢ Displays 1 - 3 columns of data

Column data choice options
are any three of Accelerated
Math, Accelerated Reader,
Fluent Reader
StandardsMaster, STAR Math,
STAR Reading, and STAR Early
Literacy, and external sources

e Column order can be changed
after data choice options are
selected

User options for each column
include:

® Product or external source
® Subject

e Score type
Products or Sources usually
have multiple scores to choose
from

¢ Reporting period
e | ayout and grouping options
e Sort option of lowest to

highest instead of highest to
lowest or alphabetical

¢ \lean or median results

¢ |n first column, show or print
scores above or below or
between certain criteria

The Customizable Ranking Report ranks student
achievement from highest to lowest or lowest to highest for
up to three products or external sources, subjects, score
categories, and reporting periods.

Report rows are automatically sorted by the rank order of
the first data column. Rankings in subsequent columns that
differ from the first column are indicated with an asterisk

(*).

Your reporting capabilities and the grouping options that
you select determine the detail level of data that appears in
the report: district, school, teacher, class or individual
student data. The report also shows you the products or
sources you selected and the reporting parameter group you
are using for this report.

For detailed information on how to use and customize this
report, see page 140.
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Report Name

Options available when you
print the report

Description

Customizable
Status Report

e Select the district, a school,
teacher or classroom

Customizable report template
allows choice of data displayed in
each column.

e Displays 1 -5 columns of data

e Column data choice options
are Accelerated Math,
Accelerated Reader, Fluent
Reader, StandardsMaster,
STAR Math, STAR Reading,
STAR Early Literacy, and
external sources

e Column order can be changed
after data choice options are
selected

User options for each column
include:
¢ Product or external source
® Subject

e Score type
Products or Sources usually
have multiple scores to choose
from

¢ Reporting period
¢ Layout and grouping options
* Mean or median results

The Customizable Status Report shows student
achievement for up to five products or external sources,
subjects, score categories, and reporting periods.

Your reporting capabilities and the grouping options that
you select determine the detail level of data that appears in
the report: district, school, teacher, class or individual
student data. The report also shows you the products or
external sources you selected and the reporting parameter
group you are using for this report.

For detailed information on using this report, see page 144.

Math -
Implementation
Progress Report

Grouping and sorting abilities are
available depending upon your
access level; options to select may
include:

e Students (from district, school,
teacher, or a classroom)

e Subject
® Reporting periods
* (Grouping options

The Math - Implementation Progress Report compares
students” achievement in Accelerated Math for up to seven
reporting periods.

Administrators use this report to see how well Accelerated
Math is helping students grow in math skills.

For detailed information on how to use and customize this
report, see page 148.
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Report Name

Options available when you
print the report

Description

Reading -
Implementation
Progress Report

Grouping and sorting abilities are
available depending upon your
access level; options to select may
include:

e Students (from district, school,
teacher, or a classroom)

® Subject
 Reporting period
¢ Grouping options

The Reading - Implementation Progress Report compares
students’ achievement in Accelerated Reader for up to
seven reporting periods.

Administrators use this report to see how students are
progressing in their reading performance.

For detailed information on how to use and customize this
report, see page 151.

Math -
Implementation
Status Report

Grouping and sorting abilities are
available depending upon your
access level; options to select may
include:

o Students (from district, school,
teacher, or a classroom)

® Subject
* Reporting period
¢ Grouping options

The Math - Implementation Status Report shows results of
students’ comprehension of math objectives in Accelerated
Math for one reporting period.

Administrators use this report to check math performance in
the district or schools and to see if classes are keeping pace
with one another.

For detailed information on how to use and customize this
report, see page 153.

Reading -
Implementation
Status Report

Grouping and sorting abilities are
available depending upon your
access level; options to select may
include:

e Students (from district, school,
teacher, or a classroom)

® Subject
* Reporting period
* Grouping options

The Reading - Implementation Status Report shows
students’ success in their reading practice for one reporting
period.

Administrators use this report to evaluate reading
performance in the district or schools, to see details of
students’ reading practice, and to identify students needing
intervention.

For detailed information on how to use and customize this
report, see page 155.

Read Now Status
Report

Grouping and sorting abilities are
available depending upon your
access level; options to select may
include:

e Students (from district, school,
teacher, or a classroom)

¢ Primary reporting period and
up to six additional reporting
periods

* Grouping options and whether
to show students’ names or
IDs.

The Read Now Status Report shows student achievement in
the Read Now intervention program, including data from
STAR Reading, Accelerated Reader, and Fluent Reader for
one reporting period. The report helps you compare actual
results to goals.

For detailed information on how to use and customize this
report, see page 158.
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Report Name

Options available when you
print the report

Description

School-to-Home
Report

e Displays data from selected
products

¢ Compares a student to other
students selected in a class or
grade in a school.

User options include:
e Students (selected by school,
class or teacher)

e Select up to seven Renaissance
Place products

e Select a reporting period

e Select comparison of a student
with the student’s class or all
students in the same grade in
the school.

The School-to-Home report summarizes performance of one
student (selected from a list for a school, class or teacher) in
as many as seven Renaissance Place products, in
comparison to the average of his or her class, or other
students in the same grade in the school, for a selected
reporting period.

STAR Summary e Displays data from one product | The STAR Summary report summarizes student results on a
Report « Column data choice option is STAR Math, STAR Reading, or STAR Early Literacy
sither STAR Math, STAR assessment for one reporting period.
Reading, or STAR Early Literacy The STAR Summary report is similar to the Summary Report
User options include: in STAR Reading, STAR Math and STAR Early Literacy, with
« Students (from district, school, | district level reporting. Depending on the group for which
teacher, or a classroom) you are printing the report, the top of the report may identify
the district, school, teacher, class and student. This report
® Product . :
_ ) summarizes test results, and displays the number of

* Reporting Period students, and their Literacy Skills Classification (with all

* Grouping options students or list of included groups for SEL only).

e Sort first column by name or ) ) )
rank (highest to lowest or Depending upon group selected, it can include each
lowest to highest) student’s name, grade placement, class, teacher, rank,

« STAR Reading and STAR Math scores for a STAR product, and a summary of the scores.
only, mqlude students by For detailed information on how to use and customize this
percentile rank

_ report, see page 165.

© STAR Early Literacy only,
suppress or include levels of
Literacy Skills Classification

® Mean or median results
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Viewing and Using External Sources

Renaissance Place allows you to generate reports showing Tier 3 data and other external source data for
students who are in your Renaissance Place database. The external source data must be created in a flat file
format, imported from external sources using the Renaissance Data Translator, and then be stored in the

Renaissance Place database.

The Renaissance Data Translator must be used to import external source data at your server. For more
information on importing data using the Renaissance Data Translator, see the note about importing

student data on page 11.

To see what external source data is available in your Renaissance Place database, follow these steps:

1. Afteryou log in, you will see the Home page. (If you are already working in the software, you can go to this page by
clicking the “Home" link at the top of any page.) Note: If the Renaissance Place tasks are not listed, click “Show

Details” next to “Renaissance Place.”
2. Inthe list, click “Consolidated Reports.”

The Consolidated Reports page lists the reports
that are available and provides links to additional
information. Click “View External Sources.”

On the External Sources page you can see the
external data sources that have been imported and
that are available for viewing.

5.  Click [Done] when you have finished.

There are three Renaissance Place consolidated
reports you can use to view Tier 3 or other data
from external sources, after it is imported. The
reports are the Customizable Progress Report,
Customizable Ranking Report, and Customizable
Status Report. These, and other Renaissance Place
reports are described in “Managing Consolidated
Reports” on page 117. For detailed information on
printing the three reports that allow viewing of
external data, see:

“Customizable Progress Report” on page 136.
“Customizable Ranking Report” on page 140.

“Customizable Status Report” on page 144.
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Gonsolidated Reports

Return to Home

Reporting Periods
Wiew Reporting Periods
thraugh:
ata Consolidation
shpedule Consolidation
Consplidate Mow

Repart

Wiew External Sources

Select a Report

The next consalidation will be on Wednesday, April 20,
2005 12:00:00 AM,

Reporting data is current

Assessment Proficiency

2004-2
ADMINISTRATOR USER, Dis

Tuesday, April 19, 2005
12:04:58 AM

Description

Shows student achievernent
as Proficient or Above or
Eelow Proficient in one subject
based an a proficiency level
that you set.
StandardsMaster, STAR Math,
or STAR Reading must be
installed and registered to run
this report,

Customnizable Progress

Custormnizable Ranking

Customnizable Status

Shows change or grow
student achievernent on o
or two assessments
administered at different
times. There must be at lea
two reporting periods
available to run this report.

surnrnarizes student
achievernent on up to three
assessments, sorting the
results in either ascending o
descending order.

Shows student achievernent]
for up to five products,

subjects, score categories
and reporting periods

External Sources

Import Details

Source Mame {Short Name):

External Data Score Categories:

Import Session

External Sources/Score Categories

Iowa Test of

Basic Skills(ITBS)

Developrment:
Standard Sco
(23]

2004-2005
ADMIMISTRATOR USER, District

Availability  Actions

al
re

- 4-13-2005 Available for
10:08:32 (P;g;ent Correct Reporting Delete
4413/2005 P tile Rank
10:09:56 AM ercentile Ran

FR)

Raw Score(RS)
Dane

.
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Grouping and Display Options

Drilldown Level Group by: Display in Data Table (vertical axis)
District e District (Not Grouped) Schools®, Grades, Teachers, Classes, Students
e School Grades, Teachers, Classes, Students
* Grade Schooals, Teachers, Classes, Students
e Teacher Classes, Students
® (Class Students
School e School (Not Grouped) Grades™, Teachers, Classes, Students
* Grade Teachers, Classes, Students
® Teacher Classes, Students
* Class Students
Teacher e Teacher (Not Grouped) Classes™, Students
* (Class Students
Class e Class (Not Grouped) Students*
*Indicates default for drilldown level

Printing Renaissance Place Reports

Renaissance Place reports give you an overview of student and school performance in multiple Renaissance
Place programs, such as Accelerated Math, Accelerated Reader, Fluent Reader, StandardsMaster, STAR
Reading, STAR Math, or STAR Early Literacy. These reports are based on the information gathered the
last time the software consolidated data. Renaissance Place reports are highly customizable; you choose the
information that you want to include on reports.

Note: Renaissance Place reports are listed in the Renaissance Place tasks. Each Renaissance Place program
that is installed and registered on the server has its own set of reports. To print those reports look for the
“Reports” link under each program name on your Home page.

IMPORTANT! BEFORE YOU RUN ANY RENAISSANCE PLACE REPORTS,
YOU MUST CONSOLIDATE YOUR DATA.

You should only consolidate data when your RP server is not being used, as the consolidation process slows server
operation. You cannot print reports while data consolidation is running. By default, only district administrators can run or
schedule data consolidation. See “Consolidating Data on Demand” on page 115.

You should consolidate your data on a regular basis; see “Setting up a Consolidation Schedule” on page 115.

To see when your data was last consolidated, see “Viewing the Consolidation Log” on page 116.
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Student Data Source for Reports

Student data will always appear in reports in association with the school where they were enrolled when
they worked in a program. For example, historical data from an elementary school will still be associated
with the elementary school, even though the students have since advanced to a junior high school.

Viewing Sample Reports and Using Renaissance Place Reports

Administrators, staff and teachers can all print Renaissance Place reports. For information on customizing

and printing individual reports, and to see report samples, click the sample report in your report panel
when it appears. See the list below and on the following page to find detailed instructions for using each

Renaissance Place report.

Typically the sample is available for viewing after you enter information in the first report panel, and click
the sample. However the sample will not contain any of your data. To close the sample report, click the

[Close Window] button.

2a. Select 1 Product

Return to Reports Repart: Assessment Pr
Students: All students in

Reporting Steps Reporting Parameter Group: All Demographi

1. Students

2. Report Options
Source
Subject o u StandardsMaster
Score

. Reporting Period
Group/Proficiency +
Student Parameters o “% STAR Reading
3. Print Confirmation

Select Product

C % 3TaR Math

oo oo

Cancel < Back et >

click to view enlarged

Assessment Proficiency Report Sample
Claze this brawser window to continue

Close Windaow |

st s
Assessmont Proficiency Report
Tours H

Last Gonsobda 3,0200 AN

Aaseasman - STAR Reading
Subject: Ry

e Al sttt Scors typs: Pt

[averaga) Proficiancy value: 50

003 (91303059

Farticipation Student Proficioncy
Dove

o Tevind Tevme LTI
W

Tow Pt
3

To start to work with the reports and view samples, see:

“Assessment Proficiency Report” on page 132.
“Customizable Progress Report” on page 136.
“Customizable Ranking Report” on page 140.

“Customizable Status Report” on page 144.

“Math - Implementation Progress Report” on page 148.
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“Reading - Implementation Progress Report” on page 151.
“Math - Implementation Status Report” on page 153.
“Reading - Implementation Status Report” on page 155.
“Read Now Status Report” on page 158.
“School-to-Home Report” on page 161.

“STAR Summary Report” on page 165.

Assessment Proficiency Report

The Assessment Proficiency Report is a Renaissance Place Report. Its data is based on the most recent
consolidation of data (see page 116) from the Renaissance Place StandardsMaster, STAR Reading, and
STAR Math programs that are installed and registered (see page 170) on this server.

The Assessment Proficiency Report gives a high level view of how students in the district are doing in one
subject and identifies specific subgroups of students needing attention.

When you print the Assessment Proficiency Report, you must choose the Renaissance Place program
(StandardsMaster, STAR Reading, or STAR Math) and if choosing StandardsMaster, the subject (language
arts, math or reading). You must also enter in the level of proficiency or proficiency value, and you may
change or add student characteristics/ethnicities. To print this report, follow these steps:

1. Afteryou log in, you will see the Home page. (If you are already working in the software, you can go to this page by
clicking the "Home" link at the top of any page.) Note: If the Renaissance Place tasks are not listed, click “Show
Details” next to “Renaissance Place.”

4

2. Inthelist, click “Consolidated Reports.

- . . 200072001 Schy
3. The Consolidated Reports page lists st G Dl
the reports that are available. Click Return o Horme Select a Report
The next consolidation will be on August 6, 2004,
" . " Reporting Periods
Assessment Proficiency. Vi Raportng Periods | Reporing dats s current throughs July 30, 2004 - 3:47:22 AM
Data Consolidation Repart Description
. . Schedule Consolidation
(You will need Adobe Reader to view Sl e S P o St hocd on 3 pretsency
Ieval that you set. StandardsMaster, STAR Math, or
M M STAR Reading must be installed and registered to run
Imported Data h ¥
and print reports. Click the Adobe imported Data ot
Shows change or growth in student achievement on ane
Reader button to go to the Adobe web Cummiste rogress | S0 SEITeTG stmnsed s dterrtames,
run this report,
site and download the reader if it is not _ © Summerizes student ashisvement an up to three
Customizable Ranking assessments, sorting the results in either ascending ar

| dvi lled descending order,
already installed on your computer)

subjiects, scors categories, and reporting periods.
Compares student achievement on up to seven
reporting periods for Accelerated Math or Accelerated
Implementation Progress Reader. How to read implementation reports:
Math | Reading

Shows students’ comprehension of math objectives in
accelerated Math, or results of reading practice in
Accelerated Reader for one reporting period, How to
read implementation reports: Math | Reading

Irnplermentation Status

Shows student achievement for ane reporting period in
Accelerated Reader, Fluent Reader, and STAR Reading
Used in canjunction with the Read Now® intervention
program,

Read Mow Status

Summarizes one student's work in all Renaissance
Learning products, and optionally compares that
student’s work with other students in the same class and
grade.

School-to-Home

Summarizes student results on a STAR Math, STAR
STAR Summary Reading, or STAR Early Literacy assessment for one

reporting period.
e dob
Reader
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On the Select Students page, you can
choose whether to include students from
the district, a specific school, classes or
teachers by clicking “Select” next to the
district, school, teacher, or class name.
(Teachers/Classes appear after clicking a
school name. Click Classes to see a list of |

1. Select Students

Return to Reports

Reporting Steps
1. Students
T= ions
4, Source
b. Subject
c. Score
d. Reporting Period
e, Group/Proficien

3. Print Confirmation

Maple Academy

20
ADMINISTRATOR USE|

Report: Assessment Proficiency Report

Create New or Edit
GAH Demoaraphics [Default] =] OR Zelected

Reparting Parameter
Group:

o

DEFALULT DISTRICT Options available

’vary_fqr district
administrator, school

administrator and

Schools

Westfield Elementary

classes in place of teacher list.)

toacher
teacher

IMap caderny ;I Go| Select
Teachers l

Maxwell, Lisa Select
Milsen, Michael Select
Rossett, Christina Select

If you want to narrow the group further, you can choose a reporting parameter group or create a new group by clicking
“Create New or Edit Selected.” Reporting parameter groups allow you to select students with a specific ethnicity,

gender, language, characteristic, or grade (see page 121).

After you click “Select” next to a group, the Select 1
Product page will appear. Click in the circle next to the
Renaissance Place product that you want to include in the
report. When you're ready to continue, click the [Next]
button. (To go back, click [Back] at any point in this
procedure, or one of the links in left hand column.)

Note: The list includes products that are installed on the
server and registered by the district or at least one school.

Next, if you selected StandardsMaster, in the Select 1 Subject
panel, you will need to select a subject.

For products that only address one subject, such as STAR Math
or STAR Reading, the subject is already selected, and the selec-
tion cannot be changed. Click the [Next] button.
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2a. Select 1 Product

Report: Assessment Pr|
Students: All students at{
Reporting Parameter Group: All Demograph

Return to Reports

Reporting Steps
1. Students
2. Report Options
. Source
b. Subject
c. Score
d. Reporting Period i«
e
§
P

Select Product

o

@ 'J StandardsMaster

% STAR Math
. Group/Proficiency

. Student Parameters [ * STAR Reading
rint Confirmnation

Cancel = Back | Mext = |

click to view enlarged

2b. Select 1 Subject

when a product has only one subject, it is automatically selected and counts

Report: Assessment Prg
Students: All students att

Reporting Step Reporting Parameter Group: All Demographi

i, Siiniloniis Product: StandardsMaster
2. Report Ophions N
a, Source Sglect Subject
# b Subject
L. Art:
c. Score anguags Arts

d. Reporting Period

&, Group/Proficiency

f. Student Parameters
3. Print Confirmation

Math

Reading

Cancel = Back | Mext = |

click to view enlarged
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In the Select 1 Score Category panel, you may
need to select a score. STAR Reading and STAR
Math allow choice of Normal Curve Equivalent or
Percentile Rank; StandardsMaster allows percent
correct only. If you need to select a score, click in the
circle next to the score you want, then click [Next].

2c. Select 1 Score Cateqory
When s product has anly one score categary, it is autamatically selactad an
toward the total

Report: Assessment P
Students: All students at
Reporting Parameter Group: All Demograph

Return to Reports

Reporting Steps

Next, in the Select 1 Reporting

L, Siiwinfis Product: StandardsMaster
2, Report Options Subject: Language Arts
8. Source
b. Subject Select Score Category
[ c Score
. P t C ot
d. Reporting Period © Ereent arre
e. Group/Proficiency
f. Student Pararneters
3, Print Confirmation Cancel < Back | MNext > |

click to view enlarged

Period panel, you will be asked to
select a reporting period. Then click
[Next].

2d. Select 1 Reporting Period

Return to Reports

Reporting Steps

1.
2.

o

2004 - 20
ADMINISTRATOR USER, Distri

Report: Assessment Proficiency Report
Students: All students attending Maple Academy
Reporting Parameter Group: All Demographics [Default]

Students

Product: StandardsMaster
Report Options Subject: Language Arts
E' gﬂgm; Score Category: Percent Correct
. Subje
& Scuia Select Reporting Period Start Date End Date
d. Reporting Period
B, G ey Il Spring Semester 2005 January 3, 2005 June 1, 2005
f. Student Pararneters
it Eanitmaien el Fall Semester 2004 August 22, 2004 December 22, 2004
n Cancel | < Back | Mext = |

click to view snlarged

Next, in the Set Grouping Options and
Proficiency Value panel, you can
choose grouping options for the report.

First, click the Group By drop down list.
You can choose to group by school, grade,
teacher, or class, or you can choose
“District,” which means the information
will not be grouped.

Next, click the Then List drop-down list
and choose which items you want to list
within each group.

In Proficiency Value enter the score value
at which you want students to be

zZ004

2e. Set Grouping Options and Proficiency Yalue AETETRATER SR,

Repart: Assessment Proficiency Report
Students: All students attending Maple Academy
Reporting Parameter Group: All Demographics [Default]

Return to Reports

Reporting Steps

1. Students -

2. Report Options Reporting Data
E' Sagrce Subject: Language Arts
cl gﬁmj,zc:t StandardsMaster Score Category: Percent Correct

o), et Fer Reporting Period: Spring 2005

&, Group/Proficiency
f. Student Parameters
3. Print Confirmation

>

Grouping Options and Proficiency Value

ISchnnI (not grouped) =
IGradEs vl

o Alphabetically
" Rank scores highest to lowest

~,

Group by

Then list

g

Proficiency value: 50%

" Rank scores lawest to highest

Proficiency Value I""5 Percent Correct

Score at which {or above) students are considered pror’.'cf'e)n/

Cancel | < Back | Mext = |

considered proficient. When you're ready to continue, click the [Next] button.
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10. The Select Student Parameters
panel lets you select (by Ethnicity or
Characteristics) the students who
make up your report subgroup. Click
the sample report; the subgroups
(determined by Ethnicity and
Characteristics selected in this step)
are shown below the group. Taken
together, the subgroups make up the
group. The group is limited by your
selection of a Reporting Parameter
Group in step 4 and the selections
made in step 9.

Click a box that is checked to deselect

the item; click a box that is not
checked to select the item. Click
[Next].

11. In the Confirm Reporting Data and

Select Mean/Median panel, you will

see the information you've chosen to
include on the report. Now, choose
whether to include the mean or
median scores by clicking one of the
options below the reporting data.
When you are ready to continue, click
the [Next] button.

2f. Select Student Parameters

Return to Reports Report:

Students:

Reporting Parameter Group:
Group by:

Proficiency Walue:

Reporting Steps
1. Students
2, Report Options
. Source

| Subject Cancel

= Back | Mext = |

2004 - 2005
ADMINISTRATOR USER, District

Assessment Proficiency Report

All students attending Maple Academy
All Demographics [Default]

School, then list Grade

75

Score
. Reporting Period
. Group/Proficiency
. Student Pararneters
rint Confirmation

Reporting Data
B

T oo oo

Subject:
StandardsMaster Score Cat
Reparting

o

Student Parameters

[ americ

Ethnicity
select 2
deselect aff

¥ Black

click to view snlarged

Cancel

¥ asian or Pacific Islander

[T aDA - Americans with Disabilities Act

™ at-Risk e Migrant

- Bilingual e Physically Disabled
Characteristics
select aff M EsL- English a5 a Second Language ¥ reduced Lunch
deselect aff

¥ Free Lunch - Special Education

™ Gifted/Talented ™ Title 1

e Learning Disabled

< Back | Mext = |

Language Arts
egory: Percent Correct
Period: Spring 2005

an Indian or Alaska Native v Hispanic

I viihite

¥ LEP - Lirnited English Pr.

3. Confirm Reporting Data and Select Mean/Median

Return to Reports Report: Assessment Proficiency Report
Students: all students attending Maple Academy
B Reporting Parameter Group: All Demographics [Default]
Reporting Steps Group by: School, then list Grade
L. Students . Proficiency Walue: 75
2. Report Ophions
a. Source
b. Subject Reporting Data
C. SCore
d. Reporting Period StandardsMaster Subject: Language Arts
e, Group/Proficiency Seare
f. Student Parameters Category! Percent Correct
# 3. Print Confirmation
Reparting :
Period: Spring 2005
American Indian or Alaska Native,
Ethnicities: Hispanic, Asian or Pacific Islander,
White, Black
LEP - Limited English Proficiency,
Characteristics:  Migrant, Physically Disabled, Reduced

z004 - 4
ADMIMISTRATOR USER, Di

Lunch, Free Lunch, Learning Disabled

éuw results as :

& Mean {average)
" Median {middle number),

Cancel | < Back | Mext = |

135

Renaissance
) Place



Reports

12. The Assessment Proficiency Report will Cusstomiz thia Repart | Select a Differant Report
appear either within your browser (EO@ k= - -|aff BOB|E[ 1< « » bi| %]

. . . wex @ OOEEE [0 -8B -7 -£-B&|0EH b
window or in a separate window. To
H o Renaissance Placd® Page 1 of 1
save or print the report, use the Acrobat 3 Assessment Proficiency Report
Reader buttons that appear just above g Las Conso et H 0F. 2005 245 A
the report window. (You cannot print the ?_' DEFAULT DISTRICT Waple Academy
report using the browser’s print button) Sl Szl e
= Reportifg parameter grofip: All Demographics [Default] Subject: Language Arts
Dat: 1 as: M 5 : % C
If you want to change some of the I o R Preticoney value. 75
. . E Maple |Academy
options you selected before you printed | £ PareTpaton e ProTeeney
(5] Not Tested Tested Proficient or Above Balow Proficient
. . " . H . % o
this report, click “Customize This Tl e Stons | rowr ] rowt x| s B [ v
Report” to go back to the Wizard for this | 5|}l <y 2tz 2l -4 -4 =1 2 - 2
report & Participation Student Proficiency
Not Tested Tested Proficient or Above Below Proficiant
. Total j . Maan % . Mean %
hc yOU Want tO ChOOSG a dlfferent repOI’t, S:ma‘gup Studellzt; Tm;; 103 Tul:lol 9; Tatau\ .v's Curreoft Tctaol .-; Curreﬂct
C||Ck "Selec‘t a D|fferen‘t Repor‘t " Hs;isciﬂed Gender gg ;? 138 g 18 S 108 BS g g g
. American Indian or Alaskan 27 27 100 o 0 0 o o 0 o 0
Nati
Asia:;;adﬂclslander 4 4 100 0 0 0 0o ") 0 o 0
Black 11 11 100 o 0 0 o a a o 0
Hispanic 2 2 100 o 0 0 1] 1] 0 1] 0
Other or Unspecified Ethnicity 27 27 100 0 0 0 0 0 i} 0 0
White 30 28 @ 2 7 2 100 5 1] (1] 0
Free Lunch 27 27 100 o 0 0o 0 o 0 0 0
Leaming Disabled 27 27 100 o 0 0 1] 1] Q 1] 0
L\m_\ted _Engl\sh Proficiency 27 27 100 0 0 0 i} o i} 0 0
Mugl'rléitp' 27 27 100 0 0 0 0 0 0 o 0
Physically Disabled 27 27 100 o0 0 1] a 1] 1] i}
Reducad-prica Lunch Program 27 27 100 0 0 0 i} o i} 0
Reporting Database appears in the
report header after the date and time if _____| Renaissance Place® Page 1 of 1

. \m}rﬂﬁ ciency Report
the report is generated from the Fday ey O T

. ) Last Consolidatad: May
reporting database. See “Reporting

DEFALLT DISTRICT
Database” 122
ata dase on page - Reporting level: District Assessment product: StandardsMaster
Grouped by: District Subject: Language Arts

Customizable Progress Report

The Customizable Progress Report is a Renaissance Place Report. Its data is based on the most recent
consolidation of data (see page 116) from all Renaissance Place programs that are installed and registered
(see page 170) on this server.

The Customizable Progress Report compares student achievement on one or two products over time; it
shows you scores for a grade or school on each assessment and the change in those scores over time.

When you print the Customizable Progress Report, you must choose the students to include (all students in
the district or students from a specific school, teacher, or class) as well as the reporting parameter group,
which allows you to select students with a specific ethnicity, language, gender, characteristic, or grade. You
can also choose the Renaissance Place programs or external sources to include, the subjects, the score
categories, the reporting periods, the grouping options, and whether to include the mean or the median. To
print the report, follow these steps:

1. Afteryou log in, you will see the Home page. (If you are already working in the software, you can go to this page by
clicking the “"Home" link at the top of any page.) Note: If the Renaissance Place tasks are not listed, click “Show
Details” next to “Renaissance Place.”
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2. Inthe list, click "Consolidated Reports.”

3. The Consolidated Reports page lists the

A 200072001 Sch
t th I bl Cl k “C t . bl Consolidated Reports Berani

Return ta Horne Select a Report

P|’O ress " The next consolidation will be an August 6, 2004.

g . Reporting Periods

wiew Reporting Periods Reporting data is current through: July 30, 2004 - 3:47:22 AM
Data Consolidation Report Description
Schedule Consolidation
Cansolidate Now Shows student achievement as Proficient or Aboue or
Wi (s Below Proficient in one subject based on a proficiency

ssessment Proficiency | level that you set, StandardsMaster, STAR Math, or
STAR Reading must be installed and registered to run

Imported Data this report,

wiew External Sources
Shows change or growth in student achievement on one
or two assessments administered at different times.
CusimEetlls FoRiees ) fel o i e o laos Gr ropmiing perens svalbse &
run this report.

Summarizes student achievement on up to thres
Customizable Ranking | assessments, sorting the results in either ascending or
escending order

T Shows student achievement for up to five praducts,
subjects, score categories, and reporting periods.

Compares student achievement on up to seven

reporting periods for Accelerated Math or Accelerated

Reader. How to read implementation reports:

Math | Reading

Implementation Progress

Shaws students' comprehension of math objectives in
Accelerated Math, or results of reading practice in
accelerated Reader for one reporting period. How to
read implementation reperts: Math | Reading

Implementation Status

Shows student achievernent for one reporting period in
Accelerated Reader, Fluent Reader, and STAR Reading.

Read Now Status Used in conjunction with the Read Now® intervention
program.

Summarizes one student's work in all Renaissance
Learning products, and optionally compares that
student’s work with other students in the same class and
grade.

School-to-Home

Summarizes student results on a STAR Math, STAR
STAR Summary Reading, or STAR Early Literacy assessment for one

reporting period
Get Adob:
Reader

2004-2
1. select Students ADMINISTRATOR USER, Dis

4. 0On the Select Students page, you can
choose whether to include students from

. . e Return to Reports Report: Customizable Progress Report
the district, a specific school, classes or cenore —
L. " " Reporting Steps P:r?:mggr QAH Demographics [Default] =] on mr??:lii 83
teachers by clicking “Select” next to the [+ 1. Students Group: e

2. Report Options

district, school, teacher, or class name. b Siben Name Options available

e —, DEFAULT DISTRICT vary_fo_r district
Teachers/Classes appear after clickinga —————gSpe o schools administrator, school
( / PP g administrator and

school name. Click Classes to see a list of

Maple Acadermy teaCher
classes in place of teacher list.) If you want M""*t‘: ”I“;ddl'a Sehool
Westfield Elernentary
to narrow the group further, you can choose
a reporting parameter group or create a [Fillsia=gementary <] G| select
new group by clicking “Create New or Edit | Teachers
" Worthington, wanda Select
Selected.

/
Reporting parameter groups allow you to select students with a specific ethnicity, gender, language, characteristic, or
grade (see page 121).
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5.  After you click “Select” next to a group, the P~
. 2o GlallorE: SRS (0D U 2) ADMINISTRATOR USER, Distri
Select Sources (up to 2) page will appear. Check
the box next to the Renaissance Place products R 0 (RIS oo Al students m DECALLT T
. ) A ' DISTRICT
that you want to include in the report, as well as s Reporting Perameter a1l pemagraphics [Default]
2. Report Options
any external product or data sources. To check a P Gt Installed Products External Sources
. . c.l SEU;I,Z Select Source Select Source
box or remove a check mark, click in the box. 4. Rezortng peros E roioomnd v towe st o oo
, . . &. aroupin . — Skills
When you're ready to continue, click the [Next] & PN GETEE B acceterstes
. . . . T Reader
button. (To go back, click [Back] at any point in this o N T
procedure, or click one of the links in the left-hand N 1 0 T |Bi standardstaster
column.) =TT = |¥ smar earty
Literacy
L. . / + o
Note: The list includes products that are installed — :: . STAR Moth
N N N click to view anlarged "< STAR Read
on the server and registered by the district or at L
Cancel | < Back | [Next » |
least one school, as well as external data sources. —
6. Next, in the Select Subjects (up to 2) panel you will be 7b. Select Subjcts (up to 2)
. . . When a product has only ane subjedt, it is automatically z=lected
asked to select up to 2 subjects. Subjects are listed under the and counts touard the total PR
name of each included Renaissance Place product or external Rk P Report: Customizable P
. . Students: DISfl'IIIJII;E' s n
proc.iuct.. For products that only address one subject, that LG Reporting Parameter 1 Demography
subject is already checked, and the check mark cannot be e broduct: STAR Early Literacy
o . * b.Subject T h
removed. To select an additional subject from another product, e PR Subiecy
H e: roupin Reading
check the box next to each subject. To check a box or remove a Frint Canfrmation N R,
check mark, click in the box. When you're ready to continue, === subject
. = Math
click the [Next] button. reaing
Cancel I < Back MNend >
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In the Select Score Categories (up to 2) panel, you will be
asked to select up to 2 score categories from the Renaissance
Place or external products in the report. Check the box next to
each score category that you want to include. Products that
have only one score available will have that box automatically
checked, and you cannot remove fit.

For definitions of the scores in STAR Reading, STAR Early
Literacy, and STAR Math, you can print the Score Definition
Report for each product. (If you are using the help in the
software, click the “Other Help” link at the top of the topic to
go to the help for that product.) After choosing the score
categories, click the [Next] button.

Next, you will be asked to select 2 reporting

2c. Select Score Gategories (up to 2)
Wwhen a product has only one score category, it is autornatically
selected and counts toward the total ACMINISTRAT]

Return to Reports Report: Customizable Progy
. All students in DEF
Reporting Steps Students: DISTRICT
1. Students gfgﬁsmg Parameter All Demographics [
2. Report Options
a, Source
b. Subject Cance| | < Back ext >
# c. Score
d. Reporting Period Product: STAR Early Literacy
&, Grouping Subject; Reading
. Print Confirmation

% Score Category

ct
- [l Comprehension {C0)

<

¥ | General Readiness (GR)
Grade Placement (GP)
Graphophonemic Knowledge {GK)

Literacy Skills Classification

Phonics (PH)

click to view snlarged

-
-
-
[ | Phonermic Awareness (PAY
r
- Scaled Score (S5)
T | structural Analysis (S4)
[ | vocabulary (w0}
roduct Iowa Test of Basic Skills
ubject Reading
Select| Score Category
¥ | Developmental Standard Score

Percent Correct

Percentile Rank

r
-
[C ) Raw Score

Cance\l < Back Mext >

periods for each score category. The report | 2d- select 2 Reparting Perinds for each Score Gategory oo e i
will show student progress from one Rturn 1o Reports Fopart Customizable Progress Report
. . udents: students In
repor‘“ng penod to ‘the Other YOU mUSt Reporting Steps Reporting Parameter Group: All Demographics [Default]
. . 1. Student: . i
select 2 reporting periods for each product/ | = separt Sprons ot Reading T TSy
. . . ' L Score Category! General Readiness (GR)
source included in the report. To do this, = Select 2 Reporting Feriod Start Date nd Date
#od iod :
Check _the bOX neXt tO eaCh reporting peI’iOd . :. g?gﬁ;‘n”gg PaD Spring Sermester 2005 January 3, 2005 June 3, 20|
. Print Confirmation Fall Semester 2004 August 22, 2004 December|
that you want to include. When you're ready —
L] Iowa Test of Basic Skills
to continue, click the [Next] button. : e Cafegory: Deselogmental standard Score
Select 2 | Reporting Period Start Date End Date
Spring Semester 2005 January 3, 2005 June 3, 20|
Fall Semester 2004 August 22, 2004 December|
Cancel I < Back Neod >
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9. Inthe Set Grouping Options panel you can
choose grouping options for the report. First, click
the Group By drop down list. You can choose to
group by school, grade, teacher, or class, or you
can choose “District,” which means the
information will not be grouped. Next, click the
Then List drop-down list and choose which items
you want to list within each group. When you're
ready to continug, click the [Next] button.

10. The next page will list the information you've
chosen to include on the report. Now, choose
whether to include the mean or median scores by
clicking one of the options below the reporting
data. When you are ready to continue, click the
[Next] button.

11. The Customizable Progress Report will appear,
either within your browser window or in a
separate window. To print or save the report, use
the Acrobat Reader buttons that appear just
above the report window. (You cannot print the
report using the browser's print button.) If you
want to change some of the options you selected
before you printed this report, click “Customize
This Report” to go back to the Wizard for this
report. If you want to choose a different report,
click “Select a Different Report.”

Customizable Ranking Report

200

A5, Bt i o ADMINISTRATOR USER,

Report: Customizable Progress Report
Students: all students in DEFAULT DISTRICT
Reporting Parameter Group: All Demographics [Default]

Return to Reports

Reporting Steps
1. Students

2. Repart Options Cancel < Back ext >
a. Source
b. Subject
©, Score Reporting Data
d. Reporting Period Subject: Reading

B e. Grouping

3. Print Confirmation Score Category: General Readiness (GR)

Reporting Period: Fall 2004
Reporting Period: Spring 2005

STaR Early Literacy

Subject: Reading
Score Developmental Standard
Test of Basic gatﬁurtm: Score
Skills Sporting Fall 2004
Period:
Reparting Spring 2005

Period:

Grouping Options

Group by IDistr\ct(not grouped) =
Then list ISchooIs -I

< Back | Mext » I

click to view enlarged

Cancel |

200

3. Confirm Reporting Data and Select Mean/Median AETTRSTRATER WS,

Report: Customizable Progress Report
Students: All students in DEFAULT DISTRICT
Reporting Parameter Group: All Demographics [Default]

Group by: District, then list School

Return to Reports

Reporting Steps
1. students
2. Report Options
a. Source
b. Subject
c. Score
d. Reporting Period
e. Grouping
# 3. Print Confirmation

Reparting Data

STAR Early Literacy Subject:

Reading
Score Category:  General Readiness {GR))|
Reporting Period:  Fall 2004

Reporting Period: Spring 2005

lowa Test of Basic

Subject: Reading
skills
Score Developmental Standard
Category: Score
Reparting Fall 2004
Period:
Reporting -
Perind: Spring 2005
Show results as: & mean (average)
© Median (rniddle nurnber)
Cancel | < Back Mext > |

The Customizable Ranking Report is a Renaissance Place Report. Its data is based on the most recent

consolidation of data (see page 116) from all Renaissance Place programs that are installed and registered

(see page 170) on this server. The Customizable Ranking Report shows how students in each group did in

selected products or sources in the reporting periods you selected. It also ranks scores from highest to lowest

or lowest to highest.

When you print the Customizable Ranking Report, you must choose the students to include (all students in

the district or students from a specific school, teacher, or class) as well as the reporting parameter group (see

page 121), which allows you to select students with a specific ethnicity, language, gender, characteristic, or

grade. You can also choose the Renaissance Place programs or external sources of data to include, the

subjects, the score categories, the reporting periods, the column layout and grouping options, and whether

to include the mean or the median. To print the report, follow these steps:

1. Afteryou log in, you'll see the Home page. (If you are already working in the software, you can go to this page by
clicking the "Home" link at the top of any page.) Note: If the Renaissance Place tasks are not listed, click “Show

Details” next to “Renaissance Place.”
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2,
3.

In the list, click “Consolidated Reports.”

The Consolidated Reports page lists the reports
that are available. Click “Customizable Ranking.”

On the Select Students page, you can choose
whether to include students from the district, a
specific school, classes or teachers by clicking
“Select” next to the district, school, teacher, or class
name.

(Teachers/Classes appear after you click on a school
name. Click Classes to see a list of classes in place
of teacher list.)

If you want to narrow the group further, you can
choose a reporting parameter group or create a new

Consolidated Reports

Reporting Periods

Data Consolidation Report
Schedule Consolidation
Consolidate Now

View Logs

Imported Data
View External Sources

Return to Home: Select a Report
The next consolidation will be on August &, 2004,

View Reporting Periods Reporting data is current through: July 30, 2004 - 3:47:22 AM

Assessment Proficiency | level that you set. StandardsMaster, STAR Math, or

Customizable Progress

2000/2001 Sch,
Dists

Description

Shows student achievement as Aroficient ar Above or
Below eroficient in one subject based on a proficiency

STAR Reading must be installed and registered to run
this report

Shows change or growth in student achievement on one
or two assessments administered at different times,
There must be at Isast two reporting periods availabls to
run this repart

((customizable Ranking )assessments, sorting the reslts in sither ascending or

student ach an up to three

Customizable Status

Implementation Progress

Implementation Status

Read Now Status

Zchool-to-Hame

STAR Summary Reading, or STAR Early Literacy assessment for ane

Shows student achievement for up to five products,
subjects, score categories, and reporting periods

Compares student achievement an up to seven
reporting periods for Accelerated Math or Accelerated
Reader, How to read implementation reports:

Math | Reading

Shows students' comprehension of math objectives in
Accslerated Math, or results of reading practice in
Accelerated Reader for one reporting period, How to
read implementation reparts: Math | Reading

Shows student achievement for ane reporting period in
Accelerated Reader, Fluent Reader, and STAR Reading.
Used in conjunction with the Read Mow@ intervention
program

Summarizes one student's work in all Renaissance
Learning products, and optionally compares that
student's work with other students in the same class and
grade.

Summarizes student results on a STAR Math, STAR

reporting period.

caadob
mad!r'\i

1. Select Students

Return to Reports

Reporting Steps
# 1. Students
ZoRepatt Options

Reporting Period
Layout/Group

2004-2
ADMINISTRATOR USER, Disty]

Repart: Customizable Ranking Report

Reparting = Create New
Parameter QAII Demographics [Default] —IOR or Edit )
lected

Group:

MNarne

select | Options available

ary for district
administrator, school
administrator and
teacher.

-E\Hsids Elementary =
Teachers

Worthington, Wanda

Select

group by clicking “Create New or Edit Selected.”

Reporting parameter groups allow you to select students with a specific ethnicity, gender, language, characteristic, or

grade (see page 121).

After you click “Select” next to a group, the Select
Sources (up to 3) page will appear. Check the box
next to each Renaissance Place product or external
source that you want to include in the report. To check
a box or remove a check mark, click in the box. When
you're ready to continue, click the [Next] button. (To go
back, click [Back] at any point in this procedure or click
one of the links in the left-hand column.)

Note: The list includes products that are installed on
the server and registered by the district or at least one
school, as well as external data sources.

Return to Reports

Reporting Steps
1. Students
2. Report Options
a. Saurce
b. Subject
c. Score
d. Reporting Period
&, Layout/Group
. P

3. Print Confirmation

click to view snlarged

2a. Select Sources {up to 3)

2004-200
ADMINISTRATOR USER, District]

Report: Customizable Ranking Report

. All students in DEFAULT
Students: DISTRICT
Reporting Parameter N
Group: All pemographics [Default]
Installed Products External Sources
Select Source Select Source

[E icoslerated math lowa Test of Basic

Skills

E Accelerated
Reader

E Fluent Reader
lj StandardsMaster

-*' STAR Early
Literacy

¥ STaR Math

* STAR Reading

GI-I_|'|'|-I-D

Cancel | < Back MNext >
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In the Select Subjects (up to 3) panel, you will be asked to
select up to 3 subjects. Subjects are listed under the name of
each included Renaissance Place or external product. For
products that only address one subject, that subject is already
checked, and the check mark cannot be removed. To select an
additional subject from another product, check the box next to
each subject. To check a box or remove a check mark, click in the
box. When you are ready to continue, click the [Next] button.

Next, in the Select Score Categories (up to 3) panel, you will
be asked to select up to 3 score categories from the
Renaissance Place or external products in the report. Check the
box next to each score category that you want to include.
Products that have only one score available will have that box
automatically checked, and you cannot remove it.

For definitions of the scores in STAR Reading, STAR Early
Literacy, and STAR Math, you can print the Score Definition
Report for each product. (If you are using the help in the
software, click the “Other Help” link at the top of the topic to go
to the help for that product.) After choosing the score
categories, click the [Next] button.
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2b. Select Subjects {up to 3)
When s praduct has only one subject, it is autamatically selected ,opourerd
and counts toward the total

Customizable Ra
All students in DH
DISTRICT

Report:
Students:

Return to Reports

Reporting Steps

Reporting Parameter
1. Students ; 9

All Demographic

Group:
2. Report Options
a. Source
b b. Subject Cancel I < Back Next >
c. Score

Product: Accelerated Math
Select Subject

d. Reporting Period
e, Layout/Group
3. Print Confirmation
Math

STAR Math
Subject

Math

Iowa Test of Basic Skills
Subject
Math

click to view snlarged

Reading

Next >

Cancel I < Back

2c. Select Score Categories (up to 3)
When a product has anly one score categary, it is autamatically
selacted and counts toward the total ADPINISTRAT]

Return to Reports Report: Customizable Ran
. All students in DE
Reporting Steps Students: DISTRICT
1. Students E?ES;‘W Farameter All Demographics
2. Report Options
a. Source
b. Subject Cancel I < Back I Ext »
c. Scare
d. Reporting Period Product: Accelerated Math
e. LayoutyGroup Subject: Math
3. Print Confirmation

Select Score Category
Implermentation Index Percent
Percent above 85% - tests

Percent Correct Test

'|'|TI‘D

Percent Objectives Mastered

Producth STAR Math
Subject Math

Select| Score Category
click to view enfarged T | Grade Equivalent {GE}

I | Grade Placement (GP)

T | normal Curve Equivalent (NCE)
W | rercentile Rank (PR)

T | scaled Score (58)

Productt Iowa Test of Basic Skills
Subject Math

Select| Score Category
T | Developmental Standard Score
r Percent Correct

I | Percentile Rank

O Raw Score

Cam:ell < Back

MMext >
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Next, you will be asked to select up to 3
reporting periods. You can select reporting
periods for each product included in the
report. To do this, check the box next to each
reporting period that you want to include.
When you are ready to continue, click the
[Next] button.

Next, in the Set Layout and Group/Rank
Options panel, you can choose layout and
group/rank options for the report. This page
lists the products that you chose to include in
the report.

For each product, click the drop-down list,
and choose the column number that you
want that product to appear in. Click
[Reorder].

For example, if you chose Accelerated Math,
STAR Math and lowa Test of Basic Skills,
and you wanted lowa Test of Basic Skills to
appear first (followed by StandardsMaster),
you could choose “Column 1" for lowa Test
of Basic Skills, “Column 2" for Accelerated
Math, and “Column 3" for STAR Math.

Next, click the Group By drop down list. You
can choose to group by school, grade,
teacher, or class, or you can choose
“District,” which means the information will

" " 2004-2005
2. Grafat Ry Femleis () i &) ADMIMISTRATOR USER, District
Return to Reports Report: Customizable Ranking Report
Students: All students in DEFAULT DISTRICT
Reporting Steps Reporting Parameter Group: All Demographics [Default]
1. Students
2. Report Options Cancel | < Back MNext >
a, Source
b. Subject Product: Accelerated Math
c. Score Subject: Math
# d. Reporting Period s Category: Percent above B5% - tests
&, Layout/Group mR rting Period Start Dati End Dat
3. Print Confirmation el SR LD ° ate na bat
2 l=pring Semester 2005 January 3, 2005 June 3, 4
E— ™ Fall Semester 2004 August 22, 2004 Decemb
Product STAR Math
Subject; Math
Score Chtegory: Percentile Rank {PR)
Select Reporting Period Start Date End Datg
~ l=pring Semester 2005 January 3, 2005 June 3, 4
[T Fall sernester 2004 August 22, 2004 Decemnb
click to view anlarged
Product Iowa Test of Basic Skills
Subject: Math
Score Chtegory: Percentile Rank
Select Reporting Period Start Date End Datg
v [=pring Semester 2005 January 3, 2005 June 3, 4
OFaII Semester 2004 August 22, 2004 Decemb
Cancel | < Back Next>
2004-20

Return to Reports

Reporting Steps
1. Students
2. Report Options
a. Source
b. Subject
c. Score

P e, Layout/Group

2e. Set Layout and Group /Rank Options

d. Reporting Period

3. Print Confirmation

ADMINISTRATOR USER, Distri

Report: Customizable Ranking Report
Students: All students in DEFAULT DISTRICT
Reporting Parameter Group: All Demographics [Default]

< Back

Cancel MNext >

Layout
Position*

Columns of Reporting Data

Subject: Math
Score Percent above
pecelested Category: 85% - tests Column 1 vl
o Reparting
Period: Spring 2005
Subject: Math
Score Percentile
STAR Math Category: Rank {PR} Column 2 vl
Reporting -
Porind: Spring 2005
Subject: Math
Score Percentile
Iowa Test of
Basic Skills Eea;zgrta‘;z: Rank Colurnn 3 vl
Perind: Spring 2005

_Peorder |

foup/Rank Options

Group by | District {not grouped) 'I
Then list | Schoals vl

o alphabetically
& Rank scores highest to lawest,

' Rank scores lowest to high,

Cancel < Back [Nt >

not be grouped. After choosing the grouping option, click the Then List drop-down list and choose which items you want
to list within each group. You must also select how to rank scores (alphabetically from highest to lowest, or from lowest
to highest). When you're ready to continue, click the [Next] button.
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10. The Confirm Reporting Data and Select

. I . . 3. Confirm Reporting Data and Select Mean/Median EUU“I
Mean/Median page will list the information pemEETE e
you have chosen to include on the report. Return to Reports Epis: Al students mn DEFAGLY BLoTRICT

- Reporting Parameter Group: All Demographics [Default]
X RlepgotztéggtftEDS Sroup by: District, then list School
Below the reporting data, you can select 2, Repart Optians Loyt
. . a. Source Reporting Data e
which students to include by score, b Subject Fest
H d, Reporting Period Accelerated Math gz:ﬂ:d: ’:::?Bnt above
depending upon type of scores selected; see |, i Lovout/Group Cataory: 85 - tests column 1
« Prim onfirmation Repurtmg in
step 7 on page 142. Period; ~  SPrIng 2005
STAR Math Subject: Math
) Score Percentile Rank
Then, choose whether to include the mean or Categary:  (PR) Column 2
. o . E:EE’;‘W Spring 2005
median scores by clicking one of the options. Ly Tes B Sbjct o
When you are ready to continue, click the s Eepogﬁ;“ oo 200e |l 2
[Next] button.
X i . Students to Include
11. The Customizable Ranking Report will appear Percent above B5% - tests:
L . . &
within your browser window or in a separate etude studarte wit| O abover |
window. To print or save the report, use the (‘:BE““EEN' =nd
. Below:
Acrobat Reader buttons that appear just
. . Show results ast & Wean (average)
above the report window. (You cannot print C trediar (il number))
the report using the browser’s print button.) If
X Cancel | < Back | MNext » |
you want to change some of the options you

selected before you printed this report, click “Customize This Report” to go back to the Wizard for this report. If you want
to choose a different report, click “Select a Different Report.”

Customizable Status Report

The Customizable Status Report is a Renaissance Place Report. Its data is based on the most recent
consolidation of data (see page 116) from all Renaissance Place programs that are installed and registered
(see page 170) on this server.

The Customizable Status Report shows how students in each group did in selected products or sources in
the reporting periods you selected.

When you print the Customizable Status Report, you must choose the students to include (all students in
the district or students from a specific school, teacher, or class) as well as the reporting parameter group, (see
page 121) which allows you to select students with a specific ethnicity, language, gender, characteristic, or
grade. You can also choose the Renaissance Place programs to include, the subjects, the score categories, the
reporting periods, the column layout and grouping options, and whether to include the mean or the
median. To print the report, follow these steps:

1. Afteryou log in, you will see the Home page. (If you are already working in the software, you can go to this page by
clicking the "Home" link at the top of any page.) Note: If the Renaissance Place tasks are not listed, click “Show
Details” next to “Renaissance Place.”

2. Inthe list, click “Consolidated Reports.”
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3.

The Consolidated Reports page lists the reports
that are available. Click “Customizable Status.”

On the Select Students page, you can choose
whether to include students from the district, a
specific school, classes or teachers by clicking
“Select” next to the district, school, teacher, or
class name. (Teachers/Classes appear after
clicking a school name. Click Classes to see a list
of classes in place of teacher list.)

If you want to narrow the group further, you can
choose a reporting parameter group or create a
new group by clicking “Create New or Edit

Consolidated Reports

Return to Home

Reporting Periods
Wigw Reporting Periods

Data Consolidation
Schedule Consalidation
Consalidate How

Wiew Logs

Imported Data
Wigw External Sources

P m————— Shows student achievement for up to five products,
subjects, score categories, and reporting periods.

2000/2001 Sch,
District Admi

Select a Report

The next consolidation will be on August 6, 2004,

Reporting data is current through: July 30, 2004 - 3:47:22 AM

Report Description

Shows student achievement as Froficient or Above or
Below Proficient in one subject based on a proficiency
Assessment Proficiency | level that you set, Standardstaster, STAR Math, or
STAR Reading must be installed and registered to run
this report.

Shows change or growth in student achievement on ane
ar two assessments administered at different times,
There must be at least two reporting periods available to
run this report.

Custornizable Progress

Summarizes student achisvement on up to three
assessments, sorting the results in either ascending or
descending order,

Customizable Ranking

Compares student achievement on up to seven
reporting periods for Accelerated Math or Accelerated
Reader. How to read implementation reports:

Math | Reading

Implementation Progress

Shaws students' comprehension of math objectives in
Accelerated Math, or results of reading practice in
accelerated Reader for one reporting period. How to
read implementation reperts: Math | Reading

Implementation Status

Shows student achievement for one reporting period in
Accelerated Reader, Fluent Reader, and STAR Reading.
Used in conjunction with the Read Now® intervention
program.

Read Now Status

Summarizes one student's work in all Renaissance
Learning products, and optionally compares that
student’s work with other students in the same class and
grade.

School-to-Home

Summarizes student results on a STAR Math, STAR
Reading, or STAR Early Literacy assessment for one
reparting perio

STAR Summary

et Adob
Reader

1. Select Students

Return to Reports

Reporting Steps

tudents

2, Repdl
a. Source

—_—

2004~
ADMINISTRATOR USER, Di

Report: Customizable Status Report

Reparting (I All Demo hi

graphics [Default] ;I Create New o
Farameter OR Eir selacts
Group:

A

Options available

b. Subject . .
i RSETB a0 Period DEFAULT DISTRIC Vary_er district
e. Layout/Gram, Schools administrator, school
3. Print Confirmation adminiStratOf and
Maple Acadermy teacher
Martin Middle School
Westfield Elementary Select
IH\IIsid =ementary = EI Select
Teachers
Worthington, Wanda Select

Selected.” Reporting parameter groups allow you to select students with a specific ethnicity, gender, language,

characteristic, or grade (see page 121).

After you click “Select” next to a group, the
Select Sources (up to 5) page will appear.
Check the box next to each Renaissance Place
product or external source that you want to
include in the report. To check a box or remove a
check mark, click in the box. When you are
ready to continug, click the [Next] button. (To go
back, click [Back] at any point in this procedure
or click one of the links in the left-hand column.)
Note: The list includes products that are
installed on the server and registered by the
district or at least one school, as well as
external data sources.

Return to Reports

Reporting Steps
1. Students
2. Report Options
4, Source
b. Subject
c. Score
d, Reporting Period
e, Layoul/Sroup
. Print Confirmation

click to view snlarged

2a. Select Sources (up to 5)

2004
ADMINISTRATOR USER, O

Report; Customizable Status Report
Students: All students in DEFAULT DISTRICT
Reporting Parameter Group: All Demographics [Default]

Installed Products

Sf]%

External Sources

Source Select Source

9

Iowa Test of Basic
Skills

External Sources

E Accelerated Math
E Accelerated Reader
E Fluent Reader

!" StandardsMaster
* STAR Early Literacy

& 5TAR Math

* STAR Reading

(_|_|_|_|_|_|

Cancel I < Back MNext >
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5. Inthe Select Subjects (up to 5), you will be asked to select up to
5 subjects. Subjects are listed under the name of each included
Renaissance Place or external product. For products that only
address one subject, that subject is already checked, and the check
mark cannot be removed. To select an additional subject from
another product, check the box next to each subject. To check a box
or remove a check mark, click in the box. When you are ready to
continue, click the [Next] button.

6. Next, inthe Select Score Categories (up to 5) page,
you will be asked to select up to 5 score categories from
the Renaissance Place products in the report. Check the
box next to each score category that you want to include.
Products that have only one score available will have
that box automatically checked, and you cannot remave
it.

For definitions of the scores in STAR Reading, STAR Early
Literacy, and STAR Math, you can print the Score
Definition Report for each product. (If you are using the
help in the software, click the “Other Help” link at the
top of the topic to go to the help for that product.) After
choosing the score categories, click the [Next] button.

Renaissance 146
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counts toward the total

Return to Reports

Reporting Steps

1. students

2, Report Options
Source
Subject
Score
Reporting Period
Layout/Group
rint Confirmation

Taoo oo

o

click to view enlarged

2b. Select Subjects (up to 5)
whan a preduct has only one subject, it is autornatically sslectad and o

Report: Customizable §
Students: All students in
Reporting Parameter Group: All Demograph|

Cancel | < Back MNext >

Product: Accelerated Reader
elect\subject

~ eading
Product: |StandardsMaster
Select Eubject

- anguage Arts

r ath

i eading
Product: |[STAR Reading
Select Eubject

= eading
Product: [lowa Test of Basic Skills
Select Fubject

r ath

\F/ eading

Cancel | < Back MNext >

and counts toward the total

Return to Reports

Reporting Steps

1. Students

2. Report Options
Source

Subject

Score

Reparting Period

a.

b
C
d
E
. P

i )
. Layout/Group
rint Confirmation

click to view anlarged

2c. Select Score Categories (up to 5)
wihen a product has only one score category, it is sutomatically selected 0,

Report: Customizable 5|
Students: All students in
Reporting Parameter Group: All Demographi

Cancel | < Back Next »

Product: Accelerated Reader
Subject: Reading

?J.% Score Category
Average Percent Correct
Implementation Index Percent

Percent Above 85%

Percent of Expected Points

"Oaaonq

Total Points Earned

Froduct| StandardsMaster
[Zubject| Reading

Select |Score Category
= Percent Caorrect

Product] STAR Reading
Subject] Reading

Select |Score Category

Grade Equivalent {GE)

Grade Placement {(GP)
Instructional Reading Level {IRL)
Mormal Curve Equivalent {NCE)

Percentile Rank (PR}

Oa[aa9an

Scaled Score (S5)

Product| Iowa Test of Basic skills
[Subject] Reading

Select |Score Category
[T |oevelopmental Standard Score
[T |Percent Correct
¥ |Percentile Rank

0 Raw Score

Cancel | < Back Mend >
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In the Select Reporting Periods (up to 5)
panel, you will be asked to select up to 5
reporting periods. You can select reporting
periods for each product included in the report.
To do this, check the box next to each reporting
period that you want to include. When you are
ready to continue, click the [Next] button.

2d. Select Reporting Periods (up to 5)

Return to Reports

Reporting Steps

1. Students

2., Report Options
a. Source
b. Subject
C. Score

B d.Reporting Period

e. Layout/Group

2004-2005
ADMINISTRATOR USER, District

Report: Customizable Status Report
Students: All students in DEFAULT DISTRICT
Reporting Parameter Group: All Demographics [Default]

Cancel < Back MNext >
Product: Accelerated Reader
Subject: Reading

Score Category: Total Points Earned

Next, you can choose layout and grouping

2. PR e Select Reporting Period Start Date End Dat|
r pring Semester 2005 January 3, 2005 June 3,
i 7 all Semester 2004 August 22, 2004 Decemby
Product: StandardsMaster
Subject: Reading
Score Cgteqory: Percent Correct
Select beporting Period Start Date End Dat|
- pring Semester 2005 January 3, 2005 June 3,
~ all Semester 2004 August 22, 2004 Decemby
click to view enlarged
Froduct: STAR Reading
Subject: Reading
Score C3tegory: Percentile Rank {PR)
Select feporting Period Start Date End Dat|
[l pring Semester 2005 January 3, 2005 June 3,
~ all Semester 2004 August 22, 2004 Decemb
Product: Iowa Test of Basic Skills
Subject: Reading
Score Cgtegory: Percentile Rank
Select feporting Period Start Date End Dat|
- pring Semester 2005 January 3, 2005 June 3,
\D all Semester 2004 August 22, 2004 Decemby
Cancel I < Back MNext >
2004-20|

options for the report. This page lists the
products that you chose to include in the report.
For each product, click the drop-down list, and
choose the column number that you want that
product to appear in. Click [Reorder].

For this example, if you chose Accelerated
Reader, StandardsMaster, STAR Reading, and
lowa Test of Basic Skills and you wanted STAR
Reading to appear first, you could choose
“Column 1" for STAR Reading, “Column 2" for
StandardsMaster, “Column 3" for Accelerated
Reader, and “Column 4" for lowa Test of Basic
Skills.

Next, click the Group By drop down list. You can
choose to group by school, grade, teacher, or
class, or you can choose “District,” which means
the information will not be grouped. After

Return to Reports

Reporting Steps
1. Students
2. Report Options
4. Source
b. Subject
c. Score
d. Reporting Period
P e.Layout/Group
3, Print Confirmation

choosing the grouping option, click the Then List

2e. Set Layout and Grouping Options

\ Grouping Options

ADMIMISTRATOR UISER, Distri

Report: Customizable Status Report
Students: All students in DEFAULT DISTRICT
Reporting Parameter Group: All Demographics [Default]
<Back

Cancel Next >

Columns of Reporting Data Layout Position

Subject: Reading
Score Total Points
Accelerated Reader  Category: Earned Column 1 =
Reporting Fall 2004
Period:
Subject: Reading
Score Percent
StandardsMaster Categary: Correct Column 2 ;I
Reporting Fall 2004
Period:
Subject: Reading
Score Percentile
STAR Reading Categaory: Rank (PR} Column 3 ;I
Reporting ki) 2004
Period:
Subject: Reading
f Score Percentile
Isﬂkui\iiasTESt i BelE Categaory: Rank Column 4 =
Reporting Fall 2004
Period:

Reorder

Group by | District {not grouped) =
Then list | Schools =

Cancel I < Back I Next > |

drop-down list and choose which items you want to list within each group. When you are ready to continue, click the

[Next] button.
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9. The Confirm Reporting Data and Select p——
. I . . 3. Gonfirm Reporting Data and Select Mean/Median AETTETRETER SR, B
Mean/Median page will list the information
you've chosen to include on the report. Now, Return to Reports R mieris: A e DU DTS TRICT
h h th ‘t . | d th d Reporting Steps geportibng Parameter Group: s!l'I:)t_ant'mt?]rap:!ictss[?]efalult]
choose whether to include the mean or median R roup by istrict, then list Schoo
. . . ; gfapdorttommns
scores by clicking one of the options below the oo Reporting Data E2rouiy
reporting data. 3. Reporting pericg  Aceelerated Reader | sypjecy; Reading
e. Layout/Group Score Total Points
. . P 3. Print Canfirmatian Categary: Earned Calurnn 1
When you are ready to continue, click the [Next] -
bUtton StandardsMaster Subject: Reading
. . Score Percent
10. The Customizable Status Report will appear Category: Correct Calumn 2
. . . . Reportin
within your browser window or in a separate Perod: © Fallz004
W|ndOW STAR Reading Subject: Reading
i g:g;ory: l(’:;;gnme Rank Column 3
To save or print the report, use the Acrobat Repoting  pon 004
Reader buttons that appear just above the report lows Test of Basie  gupjuct Reading
. . . skills }
window. (You cannot print the report using the S Percentile |
browser's print button. ) Reporting  cayl 2004
If you want to change some of the options you Show results asi & pean {aversge)
. . . © Median {middle number}
selected before you printed this report, click
“Customize This Report” to go back to the Cancel | _<Back | _Next> |

Wizard for this report.

To choose a different report, click “Select a Different Report.”

Math - Implementation Progress Report

The Math - Implementation Progress Report is a Renaissance Place Report. Its data is based on the most
recent data consolidation (see page 116).

The Math - Implementation Progress Report compares student achievement in Accelerated Math in up to
seven reporting periods.

When you print the Math - Implementation Progress Report, you must choose the students to include (all
students in the district or students from a specific school, teacher, or class) as well as the reporting parameter
group, which allows you to select students with a specific ethnicity, language, gender, characteristic, or
grade. You can also choose the reporting periods.

To print the report, follow these steps:

1. Afteryou log in, you will see the Home page. (If you are already working in the software, you can go to this page by
clicking the "Home" link at the top of any page.) Note: If the Renaissance Place tasks are not listed, click “Show
Details” next to “Renaissance Place.”

2. Inthelist, click “Consolidated Reports.”
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3. The Consolidated Reports page lists the reports PO T—— B o

District Admil

that are available.

Return to Home: Select a Report

The next consolidation will be on August &, 2004,
. " . " Reporting Periods

C||Ck |mp|emen‘[at|0n Progress Yiew Reporting Periods Reparting data is current through; July 30, 2004 - 3:47:22 AM

Data Consolidation Report Description

Schedule Consolidation

Consolidate Now Shows student achievement as Praficient or Above or

Below Proficient in one subject based on a proficiency

Assessment Proficiency  |evel that you set, StandardsMaster, STAR Math, or
STAR Reading must be installed and registered to run
this report

View Logs

Imported Data
Wiew External Sources
Shows change or growth in student achievement on one
or two assessments administered at different times,
There must be at Isast two reporting periods availabls to
run this repart

Customizable Progress

Sumnmarizes student achisvemnent on up to three
Customizable Ranking  assessments, sorting the results in either ascending or
descending order.

T p— Shows student achievement for up to five products,
subjects, scare categories, and reparting periods

Carnpares student achieverent on up to sev.

en
reporting periods for Accelerated Math or Accelerated
Math | Reading

Shows students' comprehension of math objectives in
Accslerated Math, or results of reading practice in
Accelerated Reader for one reporting period, How to
read implementation reparts: Math | Reading

Implementation Status

Shaws student achisvement far one reparting perisd in
Accelerated Reader, Fluent Reader, and STAR Reading,

Fead Now Status Used in conjunction with the Read Now@ intervention
program

Summarizes one student's work in all Renaissance
Learning products, and optionally compares that
student's wark with other students in the same class and
grade.

Zchool-to-Hame

Surnmarizes student results on a STAR Math, STAR
STAR Summary Reading, or STAR Early Literacy assessment for ane

reporting period.
Gaidob
Reader*

4. Onthe Select Students page, you can choose

whether to include students from the district, a 1. Select Students AR TR WS, B
specific school, classes or teachers by clicking Retum to Remorts Report: Implementation Progress Repart

“Select” next to the district, school, teacher, or | Reporting steps Reporting. @u Dernearanhies [Defaul] (2] o o122t Ed,t)
class name. B Group: clected

a. Subject
b. Reporting Period

(Teachers/Classes appear after clicking a school | = it corfimmation DEFAULT DISTRICT

Schools
name. Click Classes to see a list of classes in \
place of teacher list.) Maple Academy

Martin Middle
If you want to narrow the group further, you can ;hmﬁ‘wtdy
choose a reporting parameter group or create a

new group by clicking “Create New or Edit B -
Selected.” Reporting parameter groups allow you

to select students with a specific ethnicity, Warthington, Wanda Select
gender, language, characteristic, or grade (see

page 121).

=alra-Options available
vary for district
administrator,
school administrator
and teacher.
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5. Select Math in the Select 1 Subject panel.

Click [Next]. 2a. Select 1 Subject
Z\;:\:Q:dproduct has only one subject, it is autornatically ADMINT
B8y to Reports : Implementat
Report: Report
. All students
Y Students: DISTRICT
1. Students

Reporting Parameter

Group: All Demograj

Select Subject
@ Math

. Grouping
3. Print Confirmation

. {~ Reading

Cancell <Elack| Mext »

LT T

click to view enlarged

6. Inthe Select Reporting Periods (up to 7)
page, you will be asked to select up to 7
reporting periods. The report will show Return to Reports Seaonts: Al stadents i DELADL

Reporting Parameter Group: &ll Demographics [Def.

2b. Select Reporting Periods (up to 7) e —— USEZR

student progress from one reporting period i Subjact Math
2, Report Options
to the other. When you are ready to 3. Subject SR Reperina Period SR
. . y y * 2 giopsgti::gg Period Spring Semester 2005 January 3, 2
continue, click the [Next] button. 3. Print Confirmation Fall Sernester 2004 August 22, 2

Cancel < Back [ext >

LTETTLATE [T TTTTIT

dlick to view enlarged

1. Next, in the Select Grouping Options panel, you can choose the

grouping options for the report. First, click the Group By drop-down | 2% S¢'ect Grouping Options apmn
list. You can choose to group by school, grade, teacher, or class, or | rewm ts reports Repart: tmplementat
you can choose “District,” which means the information will notbe | reporting steps e eutents |
grouped. Next, click the Then List drop-down list and choose which B e e Group; Al Demograg
items you want to list within each group. When you're ready to » o omupng | Reporting Data

3. Print Canfirmation Math Reporting Perind: Spring 2005

continue, click the [Next] button.

Grouping Options

¥1itgan 3 Group by | District {not grouped) vl
TR (LTI Then list m

= Cancel I < Back I Next > |

click to view enlarged
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8. The next page will list the information you've chosen to include

i ) 3. Gonfirm Reporting Data pr—
on the report. When you are ready to continug, click the [Next]
button Return to Repaorts Report: :lr:;lll:’tmentatiun
Reporting Steps Students: glllsfrt;;jc?ts in Dy
9. The Math - Implementation Progress Report will appear, either D e Reporting Perameter a1l pemographi
e . . . . a. Subject Group by: District, then lis
within your browser window or in a separate window. To print or o Reporing Period
. b 3 i fi i Reporting D'ata
save the report, use the Acrobat Reader buttons that appear just [ ™™™ ommeten "0 . :
Reporting Period :  Spring 2005
above the report window. (You cannot print the report using the
, X Cancel I < Back | Nexd > |
browser's print button.) If you want to change some of the

options you selected before you printed this report, click “Customize This Report” to go back to the Wizard for this
report. If you want to choose a different report, click “Select a Different Report.”

Reading - Implementation Progress Report

The Reading - Implementation Progress Report is a Renaissance Place Report. Its data is based on the most
recent data consolidation (see page 116).

The Reading - Implementation Progress Report compares student achievement in Accelerated Reader in up
to seven reporting periods.

When you print the Reading - Implementation Progress Report, you must choose the students to include
(all students in the district or students from a specific school, teacher or class) as well as the reporting
parameter group which allows you to select students with a specific ethnicity, language, gender,
characteristic, or grade. You can also choose the reporting periods.

To print the report, follow these steps:

1. Afteryou log in, you will see the Home page. (If you are already working in the software, you can go to this page by
clicking the "Home" link at the top of any page.) Note: If the Renaissance Place tasks are not listed, click “Show
Details” next to “Renaissance Place.”

2. Inthe list, click “Consolidated Reports.”

Gonsolidated Reports ZDDD?:tznnl sch

3. The Consolidated Reports page lists the reports et o G Select a Report
4 The next consalidation will be on August 6, 2004,
H H " . Reporting Periods
that are available. Click “Implementation o Reporting Poriods  Reportng data s carrsat through; July 38, 2004 - 3:47:22 AM
" Data Consolidation Report D it

Progress. Seheile Consoiaton [~
Consolidate Now Shows student achievemnent as Praficient or Above or
Wi lLews Below Proficient in one subject based on & proficiency

Assessment Proficiency  |evel that you set, StandardsMaster, STAR Math, or
STAR Reading must be installed and registered to run
Imported Data this report
View External Sources
Shows change or growth in student achisvement on one
or twa assessments administered at different times,
There must be at lzast two reporting periods available to
run this repart

Customizable Progress

Sumnmarizes student achisvemnent on up to three
Customizable Ranking  assessments, sorting the results in either ascending or
descending order.

Shows student achievement for up to five products,

Customizable StstUs piacts, soore cateaories, and reporting periods.

Compares student achisvernent on up to seven

porting periods for Accelerated Math or Accelerated
Implementation Progress Lo Som to read implementation reports:
Math | Reading

Shaws students' comprehension of math objectives in
accelerated Math, or results of reading practice in
accelerated Reader for one reporting perind. How to
read implementation reports: Math | Reading

Implementation Status

Shows student achievemnent for ane reporting period in
Accelerated Reader, Fluent Reader, and STAR Reading.

Read Now Status Used in conjunction with the Read Now® intervertion
program,

Summarizes one student's work in all Renaissance
Learning products, and optionally compares that
student’s work with other students in the same class and
arade.

School-to-Home

Summarizes student resufts on a STAR Math, STAR
STAR Summary Reading, or STAR Early Literacy assessment for one

reporting period
Gerdob:
Reader
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4. Onthe Select Students page, you can choose
whether to include students from the district, a
specific school, classes or teachers by clicking
“Select” next to the district, school, teacher, or
class name.

(Teachers/Classes appear after clicking a school —]

name. Click Classes to see a list of classes in
place of teacher list.)

If you want to narrow the group further, you can
choose a reporting parameter group or create a
new group by clicking “Create New or Edit

characteristic, or grade (see page 121).

6. Next, you will be asked to select up to 7
reporting periods. The report will show
student progress from one reporting period
to the other. When you are ready to
continue, click the [Next] button.

ARenaissanoe
b Place

Select Reading in the Select 1 Subject panel. Click [Next].

1. Select Students

Return to Reports

Reporting Steps

« Students

28 tions
a. Subject’
b. Reporting Period
. Grouping

3. Print Confirmation

—

—

20032-2
ADMINISTRATOR USER, Dis|

Report: Implementation Progress Report

Reporting Create New
Parameter |AH Dermographics [Default];l QR or Edit
Group: Selected

select g Options available
vary for district
administrator, school
administrator and
teacher.

Schools

Hillside Elementary

Maple Academy

Martin Middle
school

e stfield
Elernentary

[Hillside ggnentary =]
Teachers

Waorthington, Wanda

Select

&

Select

R

Selected.” Reporting parameter groups allow you to select students with a specific ethnicity, gender, language,

Return to Reports

Reporting Steps

1. Students

2. Report Options
a. Subject
b. Reporting Period
c. Grouping

3. Print Confirmation

+

2b. Select Reporting Periods {up to 7)

2a. Select 1 Subject
When 2 product has only one subject, it is automatically ADMI
selected
Return to Reports . Implement
P Report: Report
. . All students
Rlep;trt‘;ngtsteps Students: DISTRICT
- students Reporting Pararmeter
2. Repaort Options G,.Dpup: 9 All Demogr.
+ a. Subject
b. Reparting Period .
£, Grouping Select Subject
3. Print Confirmation r Math
_eradldd L = Cancel I < Back | et >
TR
click to view enlarged
2004-

ADMINISTRATOR USER, Di

Report: Implementation Progress
Students: All students in DEFAULT DI
Reporting Parameter Group: All Demographics [Default]

Subject; Reading

Select Reporting Period Start Date

¥ Spring Semester 2005 January 3, 2005
[T ] Fall Semester 2004 August 22, 2004
Cancel I < Back Next >

LIREEAN wnARAN Cwpnmpin

elick to view enlarged
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1. Inthe Select Grouping Options panel, you can choose the
grouping options for the report. First, click the Group By drop-down
list. You can choose to group by school, grade, teacher, or class, or
you can choose “District,” which means the information will not be
grouped. Next, click the Then List drop-down list and choose which
items you want to list within each group. When you're ready to

continue, click the [Next] button.

8. The Confirm Reporting Data page will list the
information you've chosen to include on the report.

When you are ready to continue, click the [Next] button.

9. The Reading - Implementation Progress Report will
appear, either within your browser window or in a

2c. Select Grouping Options

Return to Reports Report:

Reporting Steps Students:
1. Students
2. Report Options
a, Subject
b. Reporting Period
. Grouping
3. Print Confirmation

Group:

Reporting Parameter

Reporting Data
Reading Reporting Period: Spring 2005

ADMINISTR.

Implementation
Report

All students in Df
DISTRICT

All Demographig

AT - Group by
LTI T

Grouping Options

Jhen list ISchooIs hd

District (not grouped) -

e Cancel | < Back I MNext > I

clik ta view enlarged

3. Confirm Reporting Data

Return to Reports Report:

Reporting Steps Students:
1. Students
2, Report Options
a. Subject
b. Reporting Period
€, Grouping
=+ 3. Print Confirmation

Reporting Parameter
Group:
Sroup by:

Reporting Data

Reading Reporting Period : Spring 2005

Cancel

< Back | MNext » |

20
ADMINISTRATOR USER,|

Implementation Progress
Report

All students in DEFAULT
DISTRICT

All pemographics [Default]

District, then list School

separate window. To print or save the report, use the Acrobat Reader buttons that appear just above the report window.
(You cannot print the report using the browser's print button.) If you want to change some of the options you selected
before you printed this report, click “Customize This Report” to go back to the Wizard for this report. If you want to

choose a different report, click “Select a Different Report.”

Math - Implementation Status Report

The Math - Implementation Status Report is a Renaissance Place Report. Its data is based on the most

recent data consolidation (see page 116).

The Math - Implementation Status Report shows how students in each group did in Accelerated Math in

selected reporting periods. It also ranks scores from highest to lowest.

When you print the Math - Implementation Status Report, you must choose the students to include (all

students in the district or students from a specific school, teacher, or class) as well as the reporting parameter

group (see page 121), which allows you to select students with a specific ethnicity, language, gender,

characteristic, or grade.

To print the report, follow these steps:

1. Afteryou log in, you will see the Home page. (If you are already working in the software, you can go to this page by
clicking the "Home" link at the top of any page.) Note: If the Renaissance Place tasks are not listed, click “Show

Details” next to “Renaissance Place.”

2. Inthelist, click “Consolidated Reports.”
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3. The Consolidated Reports page lists the reports

that are available. Click “Implementation Status.”

Consolidated Reports

Return to Home

Reporting Periods
Wiew Reporting Periods

Data Consolidation
Schedule Consalidation
Consalidate Now

Wiew Logs

Imported Data
Wiew External Sources

2000/2001 Sch
District Adrai

Select a Report

The next consolidation will be on August 6, 2004,

Reporting data is current through: July 30, 2004 - 3:47:22 AM

Report Description

Shaws student achievement as Proficient or Above ar
Below Proficient in ane subject based on a proficiency
level that you set. StandardsMaster, STAR Math, or
STAR Reading must be installed and registered to run
this report.,

assessment Proficiency

Shows change or growth in student achisvement on one
ar two assessments administered at different times
There must be at least two reporting periods available to
run this report.

Custornizable Progress

Summarizes student achievement on up to three
assessments, sorting the results in sither ascending or
descending order,

Custornizable Ranking

i Ss Shows student achievement for up to five products,
subjects, score categoriss, and reporting periods.

Compares student achievement on up ta seven

reporting periods for Accelersted Math or Accelerated

Reader. How to read implementation reports:

Math | Reading

Irnplernentation Progress

Shows students’ comprehension of math objectives in
Accelerated Math, or results of reading practice in
Accelersted Reader for one reporting period. How to
read implementation reports: Math | Reading

Shows student achievement for one reparting period in
accelerated Reader, Fluent Reader, and STAR Reading.
Used in conjunction with the Read Now® intervention
program.

Read Now Status

Summarizes one student's work in all Renaissance
Learning products, and optionally compares that
student's work with other students in the same class and
grade.

School-to-Hame

Summarizes student results an a STAR Math, STAR
Reading, or STAR Early Literacy assessment for one

reporting period.
Get Adob
Reader

STAR Summary

4. 0On the Select Students page, you can
choose whether to include students from
the district, a specific school, classes or

teachers by clicking “Select” next to the —_—

district, school, teacher, or class name.

(Teachers/Classes appear after clicking a
school name. Click Classes to see a list of
classes in place of teacher list.)

2004-2

1. Select Students ADMINISTRATOR LUSER, Dist|

Return to Reports Report: Implementation Status Report

- Reparting = Create Ne
Reporting Steps Parameter | All Dermographics [Default] —IOR o Edit
I+ L tudents Group: selected

Options available
vary for district
administrator, school
administrator and
teacher.

b. Reporting Period
c. Grouping

3. Print Confirmation DEFALLT DISTRI

Schools
I GEEETED)
Maple Academy

Martin Middle School

Westfield Elementary

If you want to narrow the group further,

Worthingtan, Wanda

Select

you can choose a reporting parameter
group or create a new group by clicking
“Create New or Edit Selected.” Reporting

parameter groups allow you to select students with a specific ethnicity, gender, language, characteristic, or grade (see

page 121).

5. Select Math in the Select 1 Subject panel. Click [Next].
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2a. Select 1 Subject
When a product has only one subject, itis automatically

selacted ADM

Return to Reports Report: Irlrllplenl;lent
. All students
Reporting Steps Students: DISTRICT
Reporting Parameter
1. Students i all Demogr,
2. Report Options
+ a. Subject
b. Reporting Period Select Subject
c. Grouping

~  Reading

3. Print Confirmation

Cancell <Back| MNext »

cliek ta view enlarged




Reports

6. Next, inthe Select 1 Reporting Period panel, you will ) ) e
] ) ] . ) 2b. Select 1 Reporting Period AETRETRATER USER, B
be asked to select a reporting period. To do this, click in
. . . . eturn to Reports Report: Implementation Status Re
the circle next to the desired reporting period. When Feturn to Repor: Shudents: All'students in DEFAULT D
. . i Reporting Steps Reporting Parameter Group: All Demographics [Default|
you're ready to continue, click the [Next] button. 1. Students Subject: Math
2 I:ragzr“jtjg;tmns Select Reporting Period Start Drate
4 2 (R;?n:.ﬁ;:—?gg Feriod Spring Semester 2005 January 3, 2005
3. Print Confirmation Fall Semester 2004 fugust 22, 2004
= Cancel I < Back [N Ext >
1. Nextyou can choose the grouping options for the report. First, click
the Group By drop-down list. You can choose to group by school, 2e- Select Grouping Optlons st
grade, teacher, or class, or you can choose “District,” which means | et to reports Repart: Implementat

the information will not be grouped. Next, click the Then List drop- | reporting steps

1. Students

. . . . . . Group:
down list and choose which items you want to list within each N e
, . . b. Reporting Period Reporting Data
group. When you're ready to continue, click the [Next] button. + ¢ Grouping Math Reporting Period: Fall 2004

3. Print Confirmation

. All students i
Students: DISTRICT

Reporting Pararneter All Demograp

Grouping Options
Group by IDistru:t (not grouped) =
Then list ISchnnIs 'I

‘ cancel | «Back | Nest» |
8. The Confirm Reporting Data page will list the information
you've chosen to include on the report. When you are ready to 3. Gonfirm Reporting Data o
continue, click the [Next] button. e Rt oot \moloments
Students: All students
9. The Math - Implementation Status Report will appear, either Pl G Reportingporamotr i pomaora
within your browser window or in a separate window. To print or z :%egﬁ:gpwd Group by: District, ther
save the report, use the Acrobat Reader buttons that appear just - o e I cor " Dot

above the report window. (You cannot print the report using the
browser's print button.) If you want to change some of the

Math Reporting Period :  Fall 2004

Cancel <Back MNext >

options you selected before you printed this report, at top of

page, click “Customize This Report” to go back to the Wizard for this report. If you want to choose a different report,

click “Select a Different Report.”

Reading - Implementation Status Report

The Reading - Implementation Status Report is a Renaissance Place Report. Its data is based on the most

recent consolidation of data (see page 116) from all Renaissance Place programs that are installed and

registered (see page 170) on this server.

The Reading - Implementation Status Report shows how students in each
in selected reporting periods.
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When you print the Reading - Implementation Status Report, you must choose the students to include (all

students in the district or students from a specific school, teacher, or class) as well as the reporting parameter

group (see page 121), which allows you to select students with a specific ethnicity, language, gender,

characteristic, or grade. You can also choose the subject, the reporting periods, and the grouping options.

To print the report, follow these steps:

1. Afteryou log in, you will see the Home page. (If you are already working in the software, you can go to this page by
clicking the “"Home" link at the top of any page.) Note: If the Renaissance Place tasks are not listed, click “Show

Details” next to “Renaissance Place.”
2. Inthelist, click “Consolidated Reports.”

3. The Consolidated Reports page lists the
reports that are available. Click “Implementation
Status.”

4. Onthe Select Students page, you can
choose whether to include students from
the district, a specific school, classes or
teachers by clicking “Select” next to the
district, school, teacher, or class name.

\

(Teachers/Classes appear after clicking a
school name. Click Classes to see a list of
classes in place of teacher list.)

If you want to narrow the group further,
you can choose a reporting parameter
group or create a new group by clicking
“Create New or Edit Selected.” Reporting

Schedule

Consolidated Reports

Return to Home:

Reporting Periods
View Reporting Periods

Data Consolidation

Consolidate Now

Vi Li
150 EBE Assessment Froficiency  level that you set. StandardsMaster, STAR Math, or
STAR Reading must be installed and reqgistered to run
Imported Data

View External Sources

2000/2001 Sch
District Admi

Select a Report

The next consolidation will be on August &, 2004,

Reporting data is current through: July 30, 2004 - 3:47:22 AM

Report Description
Consalidation
Shows student achievement as Praficient or Above or

Below eroficient in one subject based on a proficiency

this report

Shows change or growth in student achievement on one
or two assessments administered at different times,
There must be at Isast two reporting periods availabls to
run this repart

Customizable Progress

Sumnmarizes student achisvemnent on up to three
assessments, sorting the results in either ascending or
descending order.

Custornizable Ranking

EnsEiEl S Shaws student achisvement for up to five products,
subjects, score categories, and reporting periods

Compares student achievement an up to seven

reporting periods for Accelerated Math or Accelerated

Reader, How to read implementation reports:

Math | Reading

Shows students’ comprehension of math objectives in
( ) Accslerated Math, or results of reading practice in
Sllermentision SEE ) | Remiler T G R PEAER, M i
read impl

reports: Math | Reading

Implementation Progress

Shows student achievement for ane reporting period in
Accelerated Reader, Fluent Reader, and STAR Reading.
Used in conjunction with the Read Mow@ intervention
program

Read Now Status

Summarizes one student's work in all Renaissance
Learning products, and optionally compares that
student's wark with other students in the same class and
grade.

Zchool-to-Hame

Surnmarizes student results on a STAR Math, STAR
Reading, or STAR Early Literacy assessment for ane

reporting period.
Gaidob
Reader*

STAR Summary

e SN

2004-2
ADMINISTRATOR USER, Dist

1. select Students

Report: Implementation Status Report

=
Create Me!
QAH Derographics [Default] ;IOR o Edit )

elected

Return to Reports

Reparting
Parameter
Group:

Reporting Steps

[+ 1. Students
Beport Options

a, subje

b. Reporting Period

©. Grouping

3. Print Canfirmation

=aec. |Options available
vary for district
administrator, schoo,
administrator and
teacher.

DEFALULT DISTRI
Schools
T
Maple Academy
Martin Middle Schoal
westfield Elementary

[Hillne Elementary ] Gol Select
Teachers
worthington, wanda Select

parameter groups allow you to select students with a specific ethnicity, gender, language, characteristic, or grade (see

page 121).
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5.

Select Reading in the Select 1 Subject panel. Click [Next].

In the Select 1 Reporting Period panel, you will be
asked to select a reporting period. To do this, click in
the circle next to the desired reporting period. When
you are ready to continue, click the [Next] button.

Next, in the Select Grouping Options panel, you can choose the
grouping options for the report. First, click the Group By drop-
list. You can choose to group by school, grade, teacher, or class, or
you can choose “District,” which means the information will not be
grouped. Next, click the Then List drop-down list and choose which
items you want to list within each group. When you're ready to d

continue, click the [Next] button.
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2a. Select 1 Subject
When a product has only one subjedt, it is autornatically

salacted ApMI

Implement.

Return to Reports Report: R t

epo
Reporting Steps Students: sllls?rt;fc?ts
1. Students Reporting Parameter
2. Report Options it e All pemoar:

Sroup:
* a.Subject "

b. Reporting Period
c, Grouping Select Subject

3. Print Confirmation ~ Math

< Back | MNext »

Cancel |

TN G s

2004

2b. Select 1 Reporting Period ADMINISTRATOR USER, Di

Report: Implementation Status Rel
Students: All students in DEFAULT D|
Reporting Parameter Group: All Demographics [Defaul

Return to Reports

Reporting Steps
1. Students

. Subject: Reading
2. Report Options

a, Subject Select Reporting Period Start Date
M b, Reporting Period
¢, Grouping

3. Print Confirmation

Spring Semester 2005 January 3, 2005

Fall Semester 2004 August 22, 2004

Cancel < Back MNext >

click to view enlarged

2c. Select Grouping Options ADMINISTH

down

Report:
Students:

Implementatior
All students in
DISTRICT

Return to Reports

Reporting Steps
1. Students
2. Report Options
a. Subject
b. Reporting Period

Reporting Parameter .
Group: All Demographi
Reporting Data

c. Grouping

2. PR i Reading Reporting Period: Spring 2005

Grouping Options
Group by | District {not grouped) 'I
Jhen list | Schoals vl

Cancel I < Back |

Mext > |

cliek ta view enlarged
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8. The Confirm Reporting Data page will list the information
you've chosen to include on the report. When you are ready to
continue, click the [Next] button. Retum to Reports e A et DB

Reporting Steps DISTRICT
Reporting P t i
1. Students Gigﬁp:mg arameter All Demographics

2. Report Options Group by: District, then list 9
a. Subject

b. Reparting Period
¢, Grouping Reporting Data
3. Print Confirmation . . . _
Reading Reporting Period : Spring 2005

Cancel | < Back MNext> I

3. Confirm Reporting Data ADMINISTRA

9. The Reading - Implementation Status Report will appear, either
within your browser window or in a separate window. To print or
save the report, use the Acrobat Reader buttons that appear just above the report window. (You cannot print the report
using the browser’s print button.) If you want to change some of the options you selected before you printed this report,
click “Customize This Report” to go back to the Wizard for this report. If you want to choose a different report, click
“Select a Different Report.”

Read Now Status Report

The Read Now Status Report is a Renaissance Place Report. Its data is based on the most recent
consolidation of data (see page 116) from Renaissance Place versions of Fluent Reader, Accelerated Reader
and STAR Reading programs that are installed and registered (see page 170) on this server.

The Read Now Status Report compares student achievement on STAR Reading, Accelerated Reader, and
Fluent Reader work; you must also have data available from one or more of these programs for the Read
Now Reports link on the Home Page to work. The Read Now-Status Report is available to district and
school administrators, as well as teachers.

When you print the Read Now Status Report, you must choose the students to include (all students in the
district or students from a specific school, teacher, or class) as well as the reporting parameter group, which
allows you to select students with a specific ethnicity, language, gender, characteristic, or grade. You can also
choose the reporting periods, grouping options, and one of two student ID options.

Note: To quickly access and print the Read Now Status Report, click the Read Now tab on the Home page.
(If the Read Now tasks are not listed, click “Show Details” next to “Read Now.”) Click “Reports.” The Read
Now Status Report will open; go to step 4. If the Reports link appears in grey, there is no Read Now data to
report on. The Read Now Status report is the only report available under Read Now. You can select Read
Now participants by clicking the “Read Now Student Selection” link under the Read Now tab. See

page 120 for details. Since district and school staff do not have access to Read Now, they will not see any
links under Read Now.

To print the report, just like other Renaissance Place reports, follow these steps:

1. Afteryou log in, you will see the Home page. (If you are already working in the software, you can go to this page by
clicking the “"Home" link at the top of any page.) Note: If the Renaissance Place tasks are not listed, click “Show
Details” next to “Renaissance Place.”

2. Inthe list, click “Consolidated Reports.”
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3.

The Consolidated Reports page lists the reports
that are available. Click “Read Now Status.”

consolidated Reports

Return to Home

Reporting Periods
View Reporting Periods

Data Consolidation
Schedule Consolidation
Consalidate Now

View Logs

Imported Data
iew External Sources

2000/ 2001 Sch,
District Admi

Select a Report

The next consolidation will be on August &, 2004

Reporting data is current through: July 30, 2004 - 3:47:22 AM

Report Deseription
Shaws student achievement as Proficient or Above or
Below Froficient in ane subject based on 2 proficiency
level that you set. StandardsMaster, STAR Math, or
STAR Reading must be installed and registered to run
this report,

Assessment Proficiency

Shows change or growth in student achievement on one
or two assessments administered at different times,
There must be at least two reparting periods available to
run this report,

Customizable Progress

Summarizes student achievernent on up to three
assessments, sorting the results in either ascending or
descending order.

Customizable Ranking

o S Shaws student achievement for up to five products,
subjects, score categories, and reporting periods.
Compares student achisvement on up to seven
reporting periads for Accelerated Math or Accelerated
Reader. How to read implementation reports:

Math | Reading

Implementation Progress

Shaws students' comprehension of math objectives in
accelerated Math, or results of reading practice in
accelerated Reader for one reporting perind. How to
read implementation reports: Math | Reading

Implementation Status

Read Now Status

School-to-Home

Shows student achievement for one reporting period in
accelerated Reader, Fluent Reader, and STAR Reading.
Used in conjunction with the Read Mow® intervention
program,

Summarizes one student's work in all Renaissance
Learning products, and optionally compares that
student’s work with other students in the same class and
arade.

Summarizes student resufts on a STAR Math, STAR
Reading, or STAR Early Literacy assessment for one

reporting period
Gerdob:
Reader

STAR Summary

On the Select Students/Scope page,
choose the group of students to include on
the report. You can choose whether to
include students from the district, a
specific school, class or teacher. You can
also select the students participating in
Read Now.

Return to Reports

Reporting Steps
# 1. Students/Scope
2. Report Options
a. Reporting Period
b. Comparison
Reparting Periods
o, Grouping
3. Print Confirmation

First, look at the number of Read Now
students you can include in the report.

1. select Students/Scope

2004-20
ADMINISTRATOR USER, Dristri

Report: Read Now Status Report

(Numher of Read Now Students in District: 6 Read Now Student Selec’cina

QAII Dernographics [Default] ;I oR Create New OD

Parameter Group Edit Selected

Hame seélect | Options available
DEFAULT DISTRICT Select vary for district
Schaols administrator, school
Hillside Elementary Select administrator and
Maple Acaderny Select teacher.

Martin Middle School Select

Westfield Elermentary Select

If none are selected, this page will notify
you that you must select Read Now
participants before running the report. Click
“Select Read Now Students.” If Read Now
students have already been selected, but
the number of Read Now students is not
correct, or you want to select a different
group of Read Now students, click “Read
Now Student Selection.” You willgotoa
page to select students who are
participating in the Read Now program.

If you want to narrow the group further, you can choose a reporting parameter group or create a new group by clicking
“Create New or Edit Selected.” Reporting parameter groups allow you to select students with a specific ethnicity,

gender, language, characteristic, or grade (see page 121).

159

Renaissance
) Place



Reports

6. Next, you will be asked to select a primary
reporting period. To do this, click the circle
next to the desired reporting period. When
you are ready to continue, click the [Next]
button.

In the Select Additional Reporting
Periods for Comparison (up to 6) panel,
select additional reporting periods by
clicking the box next to each reporting
period.

Click [Next].

Next, in the Set Grouping Options panel,

you can choose grouping options for the report.

Return to Reports

Reporting Steps

1. Students/Scope

2. Report Options
a. Reporting Period
b. Comparison

Reporting Periods

©. Grouping

3. Print Confirmation

t

clicke ta view enlarged

2a. Select a Primary Reporting Period

2004-2005
ADMINISTRATOR USER, District

Report: Read Now Status Report
Scope! all students in DEFAULT DISTRICT
Students:

6
Reporting Parameter Group: All Demographics [Default]

Select Reporting Period Start Date End Date

Spring Semester 2005 January 3, 2005 June 3, 2005

Fall Semester 2004 August 22, 200 December 2

Cancel I < Back Next >

2b. Select additional Reporting Periods for Comparison {up

to 6)

Return to Reports

Reporting Steps
1, Students/Scope
2. Report Options
a. Repaorting Period
P b. Comparison
Reporting Periods
c. Grouping
3. Print Confirmation

2004-200%5
ADMINISTRATOR USER, District

Report: Read Now Status Report
Scope! all students in DEFAULT DISTRICT
Students: 6

Reporting Parameter Group: All Demographics [Default]

Prirnary Reporting Period: Spring 2005

Select Reporting Period Start Date End Date
|l Spring Semester 2005 January 3, 2005 June 3, 2005
Fall Sermester 2004 August 22, 2004 December 23
Cancel I < Back Next >

click ta view enlarged

2004

2c. Set Grouping Options

Report:

Return to Reports
Scope:

First, click the Group By drop down list. You can

Students:

ADMINISTRATOR USER, O

Read Now Status Report
all students in DEFAULT DISTRICT
6

choose to group by school, grade, teacher, or
class, or you can choose “District,” which
means the information will not be grouped.
Next, click the Then List drop-down list and

Reporting Steps

1. students/Scope

2. Report Options
a. Reporting Perio
b. Comparison

Reparting Peria

. Grouping

3. Print Confirmation

19

choose which items you want to list within each ———

group. (If Students is selected in Then List, you

can choose Student Names or Student IDs.)

When you are ready to continue, click the [Next]

button.

Renaissance
b Place

click to view enlarged

Reporting Parameter Group: All Demographics [Default]

d Reporting Data
Primary Reporting Period: Spring 2005
ds 6 Read Now .
Participants Comparison Reporting Fall 2004

Periods:

Grouping Options

Group by District {not grouped) .I
Then list Schoals vl
Show

@ Student Names

\aiid when Then list “Students® €7 StudentIDs

is selected above.

Cancel < Back et »
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9. The Confirm Reporting Data page will list o (@i (e Bl o
the information you have chosentoinclude on  |reporting steps
. 1. Students/Scope Report: Read Now St_atus Report
the report. When you are ready to continue, oo o S All students in DEFAULT DISTRICT
click the [Next] button. b SRRSO e Groap b O ret, them et Schoal
. L= g;’\(n]tmcuopn‘gl?mation
10. The Read Now Status Report will appear, Eeportino[oata
. e . . Primary Reporting Period: Spring 2005
either within your browser window or in a e e e ..o oporting Poriods:  Fall 2004
separate window. To print or save the report,
Cancel < Back Mext >

use the Acrobat Reader buttons that appear
just above the report window. (You cannot
print the report using the browser’s print
button.)

If you want to change some of the options you selected before you printed this report, click “Customize This Report” to
go back to the Wizard for this report.

If you want to choose a different report, click “Select a Different Report.”

School-to-Home Report

The School-to-Home Report is a Renaissance Place Report. Its data is based on the most recent
consolidation of data (see page 116) from all Renaissance Place programs. The School-to-Home Report
summarizes one student’s work in all Renaissance Place programs that are installed on the server and
registered (see page 170) by at least one school. You have the option of comparing the student’s work with
other students in the same class and grade; page breaks occur between students and data displays as mean.
You can print this report for all Renaissance Place programs.

Parents can use this report to see how their children are doing compared to their class and grade level; a
glossary of scores that can appear on the report appears at the end of the School-to-Home Report. Parents
must be added to the software, assigned the correct children, and given the server address, user name, and a
password to be able to log in and view the School-to-Home Report. See “Managing Parents” on page 87.
For information on how parents print the School-to-Home Report, see “School-to-Home Report (for
Parents)” on page 163.

When you print the School-to-Home Report, you must choose the students to include (all students in a
specific school, class, or a specific teacher’s students). You can also choose the Renaissance Place program(s)
to include, the reporting period, and the comparisons. To print the report, follow these steps:

1. Afteryou log in, you will see the Home page. (If you are already working in the software, you can go to this page by
clicking the “"Home" link at the top of any page.)
Note: If the Renaissance Place tasks are not listed, click “Show Details” next to “Renaissance Place.”

2. Inthe list, click “Consolidated Reports.”
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3.

4.

The Consolidated Report page lists the reports
that are available. Click “School-to-Home.”

On the Select Students page, you can choose
whether to include students from a specific school,
classes or teacher by clicking “Select” next to the
school, teacher, or class name.

(Teachers/Classes appear after clicking a school
name. Click Classes to see a list of classes in place
of teacher list.)

After you click “Select” next to a group, the
Select Sources page will appear.

Click in the box next to the Renaissance Place
product(s) that you do not want to include in the
report to remove the check mark. By default, all
installed and registered Renaissance Place
products are selected.

When you are ready to continue, click the [Next]
button. (To go back, click [Back] at any point in
this procedure or click one of the links in the
left-hand column.)

Renaissance
b Place

\

Consolidated Reports

Return to Home

Reporting Periods
Wiew Reporting Periods

Data Consolidation
Schedule Consalidation
Consalidate Now

Wiew Logs

Imported Data
Wiew External Sources

Select a Report

The next consolidation will be on August 6, 2004,

Reporting data is current through: July 30, 2004 - 3:47:22 AM

Report

assessment Proficiency

Custornizable Progress

Custornizable Ranking

Custornizable Status

Irnplernentation Progress

Irnplernentation Status

Read Now Status

STAR Summary

2000/2001 Sch
District Adrai

Description

Shaws student achievement as Proficient or Above ar
Below Proficient in ane subject based on a proficiency
level that you set. StandardsMaster, STAR Math, or
STAR Reading must be installed and registered to run
this report.,

Shows change or growth in student achisvement on one
ar two assessments administered at different times
There must be at least two reporting periods available to
run this report.

Summarizes student achievement on up to three
assessments, sorting the results in sither ascending or
descending order,

Shows student achievement for up to five products,
subjects, score categoriss, and reporting periods.

Compares student achievement on up ta seven
reporting periods for Accelersted Math or Accelerated
Reader. How to read implementation reports:

Math | Reading

Shows students’ comprehension of math objectives in
Accelerated Math, or results of reading practice in
Accelersted Reader for one reporting period. How to
read implementation reports: Math | Reading

Shows student achievement for one reparting period in
accelerated Reader, Fluent Reader, and STAR Reading.
Used in conjunction with the Read Now® intervention
program.

Summarizes one student's work in all Renaissance
Learning products, and optionally compares that
student's work with other students in the same class and
grade.

Summarizes student results an a STAR Math, STAR
Reading, or STAR Early Literacy assessment for one
reporting period.

caundob
mdu\7

Return to Reports

Reporting Steps

3.

1. Select Students

Report: School-to-Home Report

Name Select

DEFAULT DISTRICT

b. Reporting Period

Print Confirmation Hillside Elementary

Maple Academy Select
Martin Middle Schoal Select
Wwestfield Elementary Select
IParkviaw Elementv vl Gul Select
Teachers
Worthingtan, Wanda Select
2a. Select Sources TR

Return to Reports

Reporting Steps
1. Students
2. Report Options
#  a. Source
b. Reporting Period
3. Print Confirmation

click to view snlarged

Report:  School-to-Home Report
Students: All students attending Hillside Elementary

Select Source

E Accelerated Math
E Accelerated Reader
E Fluent Reader

E StandardsMaster
'-‘-' STAR Early Literacy

& 5TAR Math

'-‘-' STAR Reading

Cancel I < Back Next >
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2004-200%5
ADMINISTRATOR USER, District

6. Next, inthe Select 1 Reporting
Period page, you will be asked to

2b. Select 1 Reporting Period

Return to Reports Report:  School-to-Home Report

Select one rep()rtmg per|0d TO dO Students: All students attending Hillside Elementary
. . . Reporting Steps
th|S, C||Ck the CII’C|e next to the 1. Students Products: Accelerated Reader, StandardsMaster, STAR Early Literacy, 5
. - = :égiﬁrggtluns Select Reporting Period Start Date End Date
reportlng perIOd When you are + b Reporting Pe_riod [l Spring Semester 2005 January 3, 2005 June 3, 2005|
. . 3. Print Confirmation
ready to continug, click the [Next] ~  Fall Semester 2004 August 22, 2004 December 2

Cancel < Back MNext >

button. f—

click to view snlarged

1. The Confirm Reporting Data and Select Comparisons

page will list the information you have chosen to include SonipRepoiinilatalandbeleciSomparizons ADMINIETR
on the report. It also allows you to select the comparisons |....... . reports foport School-to-Home Report.

. . . . Students: All students attending Hillside Elementary
you want to make for this report by clicking in the box next  |reparting steps

) 1. Students Reporting Data
to: All students in the same class (to compare to other 2. Report Options
. . . b: Reporting Period Accelerated Reader

students in this students class), and/or All students inthe | s, siint Canfirmation Standardstaster [ iod: Spring 2005

STAR Early Literacy
STAR Reading

same grade and school (to compare with students in the
same grade in this school).

Comparisions {optional)
also display the average scores of:

When you are ready to continue, click the [Next] button. = ' ¥ Al stugents in the same class

V¥ All students in the same grade and school

8. The School-to-Home Report will appear, gither within your Cancel | _<Back | Next>

click to view enlarged

browser window or in a separate window. To print or save
the report, use the Acrobat Reader buttons that appear
just above the report window. (You cannot print the report using the browser's print button.)

If you want to change some of the options you selected before you printed this report, click “Customize This Report” to
go back to the Wizard for this report.

If you want to choose a different report, click “Select a Different Report.”

School-to-Home Report (for Parents)

The School-to-Home Report is a Renaissance Place Report. Its data is based on the most recent
consolidation of data (see page 116) from all Renaissance Place programs. The School-to-Home Report
summarizes one student’s work in all Renaissance Place programs that are installed on the server and
registered (see page 170) by at least one school.

Parents can use this report to see how their children are doing compared to their class and grade level; a
glossary of scores that can appear on the report appears at the end of the School-to-Home Report. Parents
must be added to the software, assigned the correct children, and given the server address, user name, and a
password to be able to log in and view the School-to-Home Report. See “Managing Parents” on page 87.

Parents can print the School-to-Home Report by logging in as parents; see “Requesting Parental Access and
Logging in as a Parent” on page 5. After parents log in, they will see the parent Home page.
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‘ Place



Reports

1.

to save the report. .
Clicking the print £
icon allows parents ;L Renaissance Placen
o orint the report g School-to-Home Report for Leah Acker
p _ p g Wednesday, April 13, 2005
from their own -
computer. B
-
% Leah
3 Acker
Reading
STAR Early Literacy® (Standardized Test)
Scaled Score (Scale 300-900) 873
Literacy Skills Classification Probable Reader
Understanding your child's scores:
Literacy Skills Classification:
Emergent Readers (300-674) can identify some printed words, such as signs or their names. They are also beginning to sound o
Transitional Readers (6 4) can easily identify letters of the alphabet and know the sound for each letter. They can read sin
Probable Readers (775-900) can identify many words. They can blend sounds and word parts 1o read words and sentences mor
independently
Teacher Comments:
Renaissance 164

Parents click on “School-to-Home" report under
Renaissance Place at the top of the parents Home
page. Parents with more than one child in school will
need to click on a drop-down list to select which of
their children they want the report on.

Parents need to have the Adobe Reader installed on
the computer they are using. Parents can click on the
Adobe Reader icon to go to a web site where they can
download a free copy of Adobe Reader.

The Generate Report page opens; here the parent

must check to see if the correct reporting period is selected
and, if necessary, click on a radio button to select a differ-
ent reporting period. Clicking “Next” generates the report.

The Adobe Reader opens after the report has been gener-
ated. Parents can click on “Customize this Report” to select
a different reporting period.

Home
Select an application name to view student data for that product

Leah Acker

E Accelerated Math - provides d=ify math practice
vour child is not using this program at this time.

E Accelerated Reader - measures dzily reading practios
rour child is not using this program at this time.

E MathFacts in a Flash - provides daily math practice
rour child is not using this program at this time.

wour child is not using this program at this time.

* STAR Early Literacy - evaluates fiteracy skills
Parent Report
Informe en Espafiol Para los Padres

lj StandardsMaster - measures progress toward state standards

1 Renaissance Place - reports information from alf Renaissance programs
School-to-Home Report

Generate Report

Select a Reporting Period

The maost recent reparting period has been pre-selected,

Student: Leah Acker
Report: School-to-Home

Select Reporting Period
[ Spring Semester 2005

Cancel Mexd >

Start Date
January 3, 2005

End Date
June 3, 2005

\—.»Custnmlze this Report

Select a Different Report

Parents can click on

@&)a- = - |asroiE) < < b i« s]o= -o|0EEE

O3 -

1

the Adobe save icon

loa-

-

B/ -2-B&|E ol

Parent (Guardian) Signature:
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STAR Summary Report

The STAR Summary Report is a Renaissance Place Report. Its data is based on the most recent
consolidation of data (see page 116) from all Renaissance Place programs that are installed and registered on
this server. The STAR Summary Report summarizes scores for one Renaissance Place STAR program that is
installed on this server and registered (see page 170) by at least one school. You can print this report for

STAR Reading, STAR Math, or STAR Early Literacy.

When you print the STAR Summary Report, you must choose the students to include (all students in the
district or students from a specific school, teacher, or class) as well as the reporting parameter group, which
allows you to select students with a specific ethnicity, language, gender, characteristic, or grade. You can also
choose the STAR program to include, the reporting period, the grouping options, and whether to include
the mean or the median.

To print the report, follow these steps:

1. Afteryou log in, you will see the Home page. (If you are already working in the software, you can go to this page by
clicking the “Home" link at the top of any page.) Note: If the Renaissance Place tasks are not listed, click “Show
Details” next to “Renaissance Place.”

2. Inthelist, click “Consolidated Reports. Cansolidated Reports e
- . Return to Home Select a Report

3. The Consolidated Reports page lists the reports ) S A RO e st 2008

R il Peri
tha-t are aVai |ab|e C||Ck “STAR Summary " \fi?:\/nR;:ngmnzﬂ:eﬂ;nds Reporting data is current through: July 30, 2004 - 3:47:22 AM

Data Consolidation Repart Description
Schedule Consalidatian
Cansaolidate Now Shows student achievernent as Profictent or Above or
View Logs Befow Froficient in one subject based on a proficiency

Assessment Proficiency  level that you set, StandardsMaster, STAR Math, or
STAR Reading must be installed and registered ta run

oty this report.

View External Sources

Shows change or growth in student achievement on ane

or twa assessments administered at different times,

There must be at least two reporting periods available to

run this report,

Customizable Progress

Summarizes student achievement on up to three
Customizable Ranking  assessments, sorting the results in either ascending or
descending arder

T Vp— shows student achievernent for up to five products,
subjects, score categories, and reporting periods.
Compares student achisvement on up to seven
reporting perinds for Accelerated Math or Accelerated
Reader. How to read implementation reports:

Math | Reading

Implementation Progress

Shows students' comprehension of math objectives in
Accelerated Math, or results of reading practice in
aAccelerated Reader for one reporting perind. How to
read implementation reports: Math | Reading

Implementation Status

Shaws student achisvement for one reparting period in
Accelerated Reader, Fluent Reader, and STAR Reading,
Used in conjunction with the Read Now® intervention
pragram,

Read Now Status

Summarizes one student's work in all Renaissance
Learning products, and optionally compares that
student’s work with other students in the same class and
arade.

Summarizes student results on @ STAR Math, STAR
STAR Summary Reading, or STAR Early Literacy assessment for one
reparting period.
GerAdob
Reader

School-to-Home:
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4.

On the Select Students page, you can choose
whether to include students from the district, a
specific school, classes or teachers by clicking

Return to Re

1. Select Students

2004-2
ADMINISTRATOR USER, Dist

ports Report: STAR Summary Report

Reparting

“Select” next to the district, school, teacher, or

class name.

Reporting Steps

M 1. students
Eeport Options
4, Source
b. Reporting Period
o, Group/Include

3. Print Confirmation

Parameter
Group:

QAII Demographics [Default] ;I oR

Create New)
Edit Selected

DEFAULT DISTRIC

Schools

Options available
vary for district

Renaissance

(Teachers/Classes appear after clicking a school ——|
name. Click Classes to see a list of classes in
place of teacher list.)

Hillside Elermnentary

administrator, schoo
administrator and
teacher.

Maple Academy
Martin Middle School
Westfield Elementary

If you want to narrow the group further, you can
choose a reporting parameter group or create a

IHlllswd gementary ;I
Teachers

worthington, wanda

Select

new group by clicking “Create New or Edit

Selected.” Reporting parameter groups allow

you to select students with a specific ethnicity, gender, language, characteristic, or grade (see page 121).

After you click “Select” next to a group, the Select 1 Product
page will appear. Click the circle next to the Renaissance Place
STAR product that you want to include in the report. When you
are ready to continue, click the [Next] button. (To go back, click
[Back] at any point in this procedure or click one of the links in
the left-hand column.)

Note: The list includes STAR products that are installed on the
server and registered by at least one school.

2a. Select 1 Product ADMINISTRATOR |

Report:
Students:

STAR Summary Report
All students in DEFAULT)|
DISTRICT

All pemographics [Defa

Return to Reports

Reporting Steps

Reparting Parameter
. Students b s

Sroup:

P

. Report Options

+ a. Source
b. Reporting Period
c, GroupdInclude

. Print Confirmation

Select Product

& -*' STAR Early Literacy

w

O | #* sTar math

€ ) ¥ sTaR Reading

Cancel < Back MNext >

click to view enlarged

Next, in the Select 1 Reporting Period

2b. Select 1 Reporting

page, you will be asked to select one
reporting period. To do this, click the circle
next to the reporting period. When you are
ready to continug, click the [Next] button.

Return to Reports

Reporting Steps
1. Students
2. Report Options
8. Source
M b.Reporting Period
c. Group/Include
3. Print Confirmation

click to view enlarged

2004-2005

Period ADMINISTRATOR LISER, Districk

Report: STAR Summary Report
Students: All students in DEFAULT DISTRICT
Reporting Parameter Group: All Demographics [Default]

Product: STAR Early Literacy

Select Reporting Period Start Date End Date

Spring Semester 2005 January 3, 2005 June 3, 2005

Fall Sermester 2004 August 22, 2004 December 23, 20

Cancel I < Back Nexd >
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1. Next, in the Select Grouping Options panel, you can choose grouping options for the report. Click the Group By drop

down list. You can choose to group by school, grade, teacher, or class, or you can choose “District,” which means the

information will not be grouped.

After choosing the grouping option, click the Then List
drop-down list and choose which items you want to list
within each group.

You can choose to sort alphabetically or by rank (from
highest to lowest or lowest to highest).

For STAR Math or STAR Reading, the report will
include students with percentile ranks that are
selected. For STAR Early Literacy, the report will
include students with the literacy skills classifications
that are selected (checked). Click a box to deselect a
classification.

When you are ready to continue, click the [Next]
button.

2c. Select Grouping Options

Report:
Students:

Return to Reports

Reporting Steps

Reporting Parameter
. Students ; 9

200
ADMINISTRATOR USER.,

STAR Summary Report
All students in DEFAULT
DISTRICT

All Demographics [Default]

1 Group:

2. Report Options
&, Source
b. Reparting Period Cancel < Back Nexdt >
c. Group/Include

3. Print Confirmation Product:

STAR Early Literacy
Reporting Period: Spring 2005

GroupingsInclude Options

ﬁp by
Then list

Include students with...

N

IDlstr\ct {not grouped) ;l

ISchooIs -

o alphabetically
 Rank scores highest to lowest]|
" Rank scores lowest to highest|

Literacy Skills Classifications:
¥ Ermergent Reader

W Transitional Reader

¥ Probable Reader

Cancel | < Back |

Mext = |

The next page will list the information you've

chosen to include on the report. Now, choose
whether to include the mean or median scores
by clicking one of the options below the

Return ta Re|

Reporting Steps

3. Confirm Reporting Data and Select Mean/Median

Report:
Students:
Reporting Parameter Group:

ports

Sroup by:
. 1. Students Sart:
reporting data. When you are ready to B RIS OPACHE

continue, click the [Next] button.

The STAR Summary Report will appear, either
within your browser window or in a separate
window. To print or save the report, use the
Acrobat Reader buttons that appear just above
the report window. (You cannot print the report

b. Reporting Period
c. Group/Include
P 3. Print Confirmation

Reporting Data

Reporting Period:

STAR Early Include Students With Literacy

Literacy Skills Classifications:

STAR Summary Report

All students in DEFAULT DISTRICT
All pemographics [Default]
District, then list School
Alphabetically

2004-2
ADMINISTRATOR USER, Dis

Spring 2005

Emergent
Reader
Transitional
Reader
Probable
Reader

Show results as: & Mean {average)
7 Median {riddle nurnber)

Cancel | < Back | Mext = |

using the browser’s print button.)

If you want to change some of the options you selected before you printed this report, click “Customize This Report” to

go back to the Wizard for this report.

If you want to choose a different report, click “Select a Diffe

167
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Report Error Messages

When you run a Renaissance Place Consolidated Report:

*  You may see a message at the top of the Consolidated Reports page or under the report description

table, with all reports in gray text. The message explains why the reports are not available.

*  Some reports may be shown in gray text followed by an asterisk. An asterisk that applies to these

reports (with an explanatory note) appears under the report description table.

The table below lists error messages, report(s) that the message applies to, and corrective action.

Error Message

Applicable
Reports

Corrective Action

Reports cannot be generated until a reporting period is
added and data is consolidated.

All Renaissance
Place reports

Add at least one reporting period.
(Customizable Progress reports
require at least two reporting
periods.) See page 118.

Reports cannot be generated until data is consolidated.

All Renaissance
Place reports

Consolidate your data. See page 115.

Data consolidation is in progress. Reports cannot be
generated until it completes.

All Renaissance
Place reports

Wait until the data consolidation
finishes. See page 115.

Report cannot be generated until one or more required
products are installed and registered.

Assessment
Proficiency,
Implementation
Progress,
Implementation
Status, Read
Now Status,
STAR Summary

The Read Now Status Report cannot be generated
unless Accelerated Reader, Fluent Reader, and STAR
Reading are installed and registered.

Read Now
Status Report

The Implementation Reports cannot be generated
unless Accelerated Reader or Accelerated Math is
installed and registered.

Implementation
Progress and
Implementation
Status

Install and register required products.

The required products are listed
under Description for each applicable
report.

See the Renaissance Place
Installation Guide for installation
information.

See page 170 of this manual for
registration information.

The Customizable Progress Report cannot be generated
until an additional reporting period is added.

Customizable
Progress Report

Add one more reporting period. See
page 118.

Renaissance
b Place
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Registrations and Subscriptions

The sections on the following pages cover the registration and subscription tasks you can access by clicking

“Product Administration” on your Home page.

Viewing Registration Information

By default, district administrators can view a list of the Renaissance Place programs installed on the server

and registration information about each one. However, the availability of this option depends on the

capabilities you've been granted.

Follow these steps to view registration information about the software:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at

the top of any page.

2. Onyour Home page, click “Product Administration” under Renaissance Place. Note: You may need to click “Show
Details” by Renaissance Place to show the available tasks.

3. Onthe Product Administration page, click "Manage Product Registrations and Subscriptions” under Registrations and

Subscriptions.

4. The Registration/Subscription Summary section of the Registrations and Subscriptions page shows a list of the
Renaissance Place programs installed on this server. For each program, it shows how many schools in the district have
registered it, the registration code and product subscription code, the subscription expiration (end) date, the current
student capacity limit, the remaining (unused) student capacity, and the capacity allocation mode (district or school)

chosen for each program.

Renaissance Place

Registration/Subscription Summary

Schools Registration Code Subscription | Student Capacity
Installed Products Registered Subscription Code End Date Capacity Allocation Actions
Reg: 0000-0000-0000-0000-00 Purchased: 1,000 . . . . .
Accelerated Math 4 Sub: 0000-0000-0000-0000-00 8/30/2005 Remaining: 298 District Manage Capacity | Register School
Reg: 0000-0000-0000-0000-00 Purchased: 1,000 . . . B
Accelerated Reader 3 Sub: 0000-0000-0000-0000-00 8/21/2005 Remaining: 329 District Manage Capacity | Register School
English in a Flash Enter codes to activate this product. Enter Codes
Reg: 0000-0000-0000-0000-00 Purchased: 1,000 . . . B
Fluent Reader 3 Sub: 0000-0000-0000-0000-00 8/21/2005 Remaining: 223 District Manage Capacity | Register School
Reg: 0000-0000-0000-0000-00 Purchased: 5,000 . . . .
StandardsMaster MAA Sub: 000D-0000-0000-0000-00 8/21/2005 Remaining: 2,506 District Manage Capacity
STAR Early Literacy  Enter codes to activate this product, Enter Codes
STAR Math Enter codes to activate this product, Enter Codes
B Reg: 0000-0000-0000-0000-00 Purchased: 1,000 . . . B
STAR Reading 3 Sub: 0000-0000-0000-0000-00 8/21/2005 Remaining: 528 District Manage Capacity | Register School
Done |

‘Renaissanoe
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The School Registrations/Usage portion of the
page shows which schools in the district have
registered each of the programs. It also shows
each school’s serial number and the student
capacity was used for each school and program.
For each program that’s using the school capacity
allocation mode, the school’s allocated capacity is
shown in the Allocated column. For each program
that’s using the district capacity allocation mode,
(District) is shown in the Allocated column.

Click the “School” or the “Product” link to sort the
list by school or by program.

When you're finished, click the [Done] button.

School RegistrationsfUsage

School Product
Accelerated Math
Accelerated Reader
Hillside Elementary
Flugnt Reader
STAR Reading
Accelerated Math
Accelerated Reader
Maple Academy
Flugnt Reader
STAR Reading
Martin Middle School | Accelerated Math
Accelerated Math
X Accelerated Reader
westfield Elementary
Fluent Reader

STAR Reading

Done |

Sort school registrations/usage hy‘ School | Product ,

Serial Number

0000-0000-0000-0000-00
0000-0000-0000-0000-00
0000-0000-0000-0000-00
0000-0000-0000-0000-00
0000-0000-0000-0000-00
0000-0000-0000-0000-00
0000-0000-0000-0000-00
0000-0000-0000-0000-00
0000-0000-0000-0000-00
0000-0000-0000-0000-00
0000-0000-0000-0000-00
0000-0000-0000-0000-00
0000-0000-0000-0000-00

Student Capacity

Used  allocated

162
19z
259
196
191
201
221
157
201
148
278
297
119

250
(District)
{District)
{District)

250
(District)
{District)
{District)

250

£50
{District)
{District)
(District)

Registering Renaissance Place Edition Software

You must register each of the Renaissance Place programs installed on your server before you can use them.

There are a couple of steps involved in registering the software. First, you must enter the registration code

you received for your district and the product subscription code you received for your subscription period

and student capacity. Then, you must enter the serial number you received for each school and program.

After the software is registered, you do not have to repeat the registration procedure at each computer used

with Renaissance Place. Note: If you're changing your student capacity limit or renewing your product

subscription, see “Registering a New Product Subscription Code for Student Capacity” on page 172 for

instructions on entering the new codes.

By default, only district administrators can register software; however, the availability of this option depends

on the capabilities you've been granted.

Before you begin, make sure you have the Renaissance Place Product Registration Information sheet that

came with your software. If your subscription code is not on the sheet, contact your project manager to
obtain it.

Follow these steps to register your software:

1.

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at

the top of any page.

On your Home page, click “Product Administration” under Renaissance Place. Note: You may need to click “Show
Details” by Renaissance Place to show the available tasks.

On the Product Administration page, click “Manage Product Registrations and Subscriptions” under Registrations and

Subscriptions.

On the Registrations and Subscriptions page, find the Renaissance Place program you need to register and click

“Enter Codes” for it in the Actions column.
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Registrations and Subscriptions

5. Onthe Enter Codes page, type the Enter Codos
product registration code and the product
subscription code in the appropriate fields | rouust: Fluent Reader
(blanks). As you enter each code, the
program should automatically advance to
the next field. If it doesn't, press the
<Tab> key to move one field to the next.

Note: If you receive a product Cancel | _Register |

Enter praduct registration and subscription cades

Mote: These codes can be found on your Renaissance Place Product Reqistration Information sheet.

Register Product Codes

Registration Code I _I _I I _I

Subscription Code I _I _I I _I

subscription code from Renaissance
Learning after you've registered your software, enter the code using the procedure found on page 172.

6. When you're finished, click the [Register] button.

If you're registering StandardsMaster, go to step 8.

If you're registering any of the other Renaissance Place programs, go to step 7.

1. On the Register Schools page, you enter the serial
numbers for each school that will use the Renaissance
Place program listed at the top of the page. Follow

these steps: Subscription Code: 0000-0000-0000-0000-00
. . i hool
a. Click the School drop-down list and choose the Reqister Schoo

d.

e.

Register Schools
Register one or mote schools to use this product

Product: Fluent Reader
Registration Code: 0000-0000-0000-0000-00

Schoal I--Select Schoal-- -I

Serial Mumber I - I - I
C|IC!( in the first Serial Numb.erﬁeld (blank) and Regter | Done

begin typing the school’s serial number. As you
enter the code, the program should automatically pareting School Registrations

advance to the next field. If it doesn't, press the Westfield Elementary 0000-0000-0000-0000-00
<Tab> key to move from one field to the next.

school you want to register.

When you're finished, click the [Register] button. The school appears in the list at the bottom of the page.
Repeat steps 7a-7¢ for each school you need to register.

When you're finished, click the [Done] button. You will return to the Registrations and Subscriptions page.

8. Repeat steps 4-7 for each Renaissance Place program you need to register.

9. When you're finished registering your software, click the [Done] button.

Registering Serial Numbers for Additional Schools

There may be times when you will need to register school serial numbers after you've already registered the

software using the procedure in the previous section. Only use this procedure if you do not need to enter

your existing (or a new) registration code or product subscription code. If you need to enter a registration or

product subscription code, see “Registering Renaissance Place Edition Software” on page 170.

By default, only district administrators can register schools to use Renaissance Place programs; however, the

availability of this option depends on the capabilities you've been granted.
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Follow these steps to register school serial numbers.

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.

2. Onyour Home page, click "Product Administration” under Renaissance Place. Note: You may need to click “Show
Details” by Renaissance Place to show the available tasks.

3. Onthe Product Administration page, click “Manage Product Registrations and Subscriptions” under Registrations and
Subscriptions.

4. 0Onthe Registrations and Subscriptions page, find the program you need to register and click “Register School” for it
in the Actions column.

5. The Register Schools page lists all the schools that
have been registered for the program shown at the top
of the page.

Register Schools
Register one ar mare schools to use this product

Product: Fluent Reader
Registration Code: 0000-0000-0000-0000-00
Subscription Code: 0000-0000-0000-0000-00

Click the School drop-down list and choose the school
you want to register.

Register School

school I--Select school-- vl
6. Click in the first Serial Number field (blank) and begin Serial Humber | N N
typing t.he serial number for that school. As yoq enter | B
the serial number, the program should automatically
advance to the next field. If it doesn't, press the <Tal>  |Existing School Registrations

Schoal Serial Number

key to move from one field to the next. Westfield Elementary 0000-0000-0000-0000-00

1. When you're finished, click the [Register] button. The
school appears in the list at the bottom of the page.

8. Repeat steps 5-7 for each school you need to register.

9. When you're finished, click the [Done] button.

Registering a New Product Subscription Code for Student Capacity

Each of the Renaissance Place programs that you have installed and registered has a student capacity
attached to its subscription code. The student capacity governs how many students can use the program
during the subscription period or school year, depending on the type of service or license you purchased.

You can purchase additional student capacity from Renaissance Learning. When you receive a new product
subscription code, whether you are purchasing additional student capacity or you are renewing your
subscription, you must enter the code into the program.

By default, only district administrators can register product subscription codes for student capacity;
however, the availability of this option depends on the capabilities you've been granted.

Follow these steps to enter a new product subscription code:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.
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2. Onyour Home page, click “"Product Administration” under Renaissance Place. Note: You may need to click “Show
Details” by Renaissance Place to show the available tasks.

3. Onthe Product Administration page, click “Manage Product Registrations and Subscriptions” under Registrations and
Subscriptions.

4. 0On the Registrations and Subscriptions page, find the program for which you need to register a new product
subscription code and click “Manage Capacity” for it in the Actions column.

5. The Manage District Capacity page (or the Manage
School Capacity page, depending on the capacity

allocation mode) opens and shows you information Allocste Capacity o Sehools

Manage District Capacity

Wiew district capacity, allocate capacity to schools, or add additional subscription code

about the current student capacity. Click “Enter Product: Accelerated Reader
SUbSCfiptiOﬂ COde." Active Student Capacity Code
Subscription Code 0000-0000-0000-0000-00
Subscription Dates g/22/2004 - 8/21/2005
Capacity 1,000
Used 99
Available 901

Done |

School Usage for Active Code

Registered School Capacity Used
Three Daks Academy 57
Wiestfield Elementary 42

Done |

Additional Subscription Codes
Subscription Code Start Date End Date Capacity  Status

0000-0000-0000-0000-00 872272004 872172005 1,000 Active

6. On the Enter Subscription Code page, click in the
first Subscription Code field (blank) and begin typing
the code you received. As you enter the code, the o
. Enter Product Subscription Code
program should automatically advance to the next p—— accslerated Reader
field. If it doesn't, press the <Tab> key to move from Subscription Cods |

one field to the next. <oich | S|

1. When you're finished, click the [Save] button. Existing Subscription Code

Subscription Code Start Date End Date Capacity | Status
0000-0000-0000-0000-00 872272004 8/2172005 1,000 Active

Enter Subscription Code
Enter a student capacity subscription code far this product

Managing Your Student Capacity

Each of the Renaissance Place programs you have installed and registered has a student capacity attached to
its subscription code. The student capacity governs how many students can use the program during the
subscription period, or during the school year, depending on the type of service or license your district or
school purchased. You can purchase additional student capacity from Renaissance Learning. When you
receive a new product subscription code for student capacity, you must enter it into the program; see

page 172 for instructions.
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There are two ways that you can allocate your student capacity for your Renaissance Place programs: for the

district as a whole or by school. Each method is described below:

If you choose the district student capacity allocation mode (this is the default setting when you

enter a subscription code for student capacity), all of the student capacity is shared among all the
schools in the district that have registered that program. Each school that uses the program claims
student seats on a first-come, first-serve basis. See page 175 for instructions on allocating your student
capacity to the district. When using the district allocation mode, each student counts against the
program’s capacity only once, even if the student is enrolled in and works in that program at more than

one school.

If you choose the school student capacity allocation mode, you must assign the number of student
seats you want to allow each school that has registered that program. See below for instructions on
allocating student capacity to your schools. When using the school allocation mode, a student counts
against the program’s capacity for each school where he or she is enrolled and uses in that program.

By default, only district administrators can manage student capacity; however, the availability of this option

depends on the capabilities you've been granted.

Allocating student capacity to the schools

By default, when you install your Renaissance Place programs, the student capacity is allocated to the

district. Based on the needs of your district and schools, you can change a Renaissance Place program’s

student capacity allocation mode from the district to the schools. Note: You can do this for any Renaissance

Place program except StandardsMaster. StandardsMaster is strictly a district-wide program, therefore

student capacity can only be allocated at the district level.

By default, district administrators can change the student capacity allocation mode and change the number

of student seats allocated to each registered school in the district; however, the availability of these options

depend on the capabilities you've been granted.

Follow these steps to allocate your student capacity to the schools:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.

2. Onyour Home page, click “Product Administration” under Renaissance Place. Note: You may need to click “Show
Details” by Renaissance Place to show the available tasks.

3. Onthe Product Administration page, click “Manage Product Registrations and Subscriptions” under Registrations and
Subscriptions.

4. On the Registrations and Subscriptions page, you can see if the capacity for each program is allocated by school or
to the district by looking at the Capacity Allocation column. Find the program for which you need to change the student
capacity allocation mode and click “Manage Capacity” for it in the Actions column.

Note: You cannot allocate capacity by school for StandardsMaster.

5. Onthe Manage District Capacity page, click “Allocate Capacity to Schools.” Note: If the page name is Manage
School Capacity, this program’s capacity is already allocated by school. If you want to change the number of seats
allocated to each school, go to step 7.
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6. You receive a message explaining the impact of changing your student capacity to be allocated by school. Read the

message and click the [Continue] button.

1. Onthe Manage School Capacity page, you specify the
number of student seats you want each school to have. The
student capacity limit is shown and all the schools that have
registered the program are listed. To allocate the capacity to
the schools:

a. Inthe row for the first school you want to allocate
student capacity to, click in the field (blank) in the Total
Allocation column, delete the existing number, and type
the number of student seats you want to grant to that
school. Remember that the number you choose is the
maximum number of students who can work in that
program in the subscription year (or in the school
year, depending on the type of service or license you
purchased).

b. Repeat step 7a for each school to which you want to
allocate capacity. The program keeps a running total of
both the capacity you've already allocated to the
schools and the amount that remains. You cannot
allocate more student seats than the total student
capacity shown on this page.

Manage School Capacity
Wiew or edit school capacity allocations, revert to district
capacity mode, or add additional subscription code

Revert to District Capacity Mode | Enter Subscription Code

Product: Fluent Reader

Active Student Capacity Code
Subscription Code 0000-0000-0000-0000-00

Subscription Dates g/z2/2004 - 8/21/2005
Capacity 1,000
Unallocated Capacity 360

Cancel | Savel

Currently Currently  Change

Registered Schoaol Used Allocated  Allocation
Hillside Elermentary 1z 20 |20

Maple Acaderny 13 z0 (20

Three Oaks Academy an 250 [250
Westfield Elementary 168 350 (350

Currently Currently  Change
Used Allocated  Allocation

TOTALS 283 640 640

Cancel | Savel

Additional Subscription Codes
Subscription Code Start Date End Date Capacity  Status

0000-0000-0000-0000-00 8f227/2004 82172005 1,000 Active

c. When you're finished, click the [Save] button. If you don't want to save your changes, click the [Cancel]

button instead.

8. Repeat steps 4-7 for every program for which you want to allocate student capacity by school.

Allocating student capacity to the district

By default, when you install a Renaissance Place program, your student capacity is shared among all the

registered schools in the district. If you've changed to school capacity allocation mode for a program, you

can change it back to the district allocation mode by following the steps in this section.

By default, district administrators can change the type of student capacity allocation; however, the

availability of this option depends on the capabilities you've been granted.

Follow these steps to allocate your student capacity to the district:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at

the top of any page.

2. Onyour Home page, click “"Product Administration” under Renaissance Place. Note: You may need to click “Show

Details” by Renaissance Place to show the available tasks.

3. Onthe Product Administration page, click “Manage Product Registrations and Subscriptions” under Registrations and

Subscriptions.
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On the Registrations and Subscriptions page, you can see if the capacity for each program is allocated by school or
to the district by looking at the Capacity Allocation column. Find the program for which you need to change the student
capacity allocation mode and click “Manage Capacity” for it in the Actions column.

On the Manage School Capacity page, click “Revert to District Capacity Mode.” Note: If the page name is Manage
District Capacity, this program’s student capacity is already allocated to the district.

You receive a message explaining the impact of changing the allocation of your student capacity back to the district.
Read the message and click the [Continue] button.

The Manage District Capacity page shows the details of the district student capacity allocation. Click the [Done]
button to continue.

Repeat steps 4-7 for every program you need to revert back to allocating student capacity to the district.

When you're finished, click the [Done] button to exit the Registrations and Subscriptions page.

Registering Content Subscription Codes

StandardsMaster has subject set limits—they limit the number of students who can use the content. If you

purchase content subscription codes from Renaissance Learning to expand the number of students who can

use the content, you must register these codes. Note: If you remove the StandardsMaster registration and

then register it again, you will have to reenter the codes.

By default, only district administrators can register content subscription codes; however, the availability of

this option depends on the capabilities you've been granted.

Follow these steps:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.

2. Onyour Home page, click “Product Administration” under Renaissance Place. Note: You may need to click “Show
Details” by Renaissance Place to show the available tasks.

3. On the Product Administration page, click "Manage Content Subscription Codes” under Registrations and
Subscriptions.

4. Atthe Active Content Subscriptions page, click “Enter Subscription Code.”

5. On the Enter Subscription Code page, click the Enter Subscription Gods
District or School drop-down list (if available) and e e s e e
choose either your district or the individual school for e
which the content subscription was purchased. it @ S DEFALILT BISTRICT

Registered Products StandardsMaster

6. If available, click the Registered Products drop- Content Subscription Code ||
down list and choose the program for which you <Back | Register
purchased this code. Currently, only StandardsMaster
has content subscription codes.

1. Click in the first Content Subscription Code field (blank) and begin typing the code you received. As you enter the code,
the program should automatically advance to the next field. If it doesn't, press the <Tab> key to move from one field to
the next.
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8. When you're finished, click the [Register] button.

9.

The program will confirm that the code has been registered. Click the [Done] button.

Viewing Content Subscription Details

StandardsMaster has subject set limits—they limit the number of students who can use the content. After

you register the content subscription codes that expand the number of students who can use the content,

you can view the subscription details, including its status.

By default, only district administrators can view content subscription details; however, the availability of

this option depends on the capabilities you've been granted.

Follow these steps:

1.

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.

On your Home page, click “Product Administration” under Renaissance Place. Note: You may need to click “Show
Details” by Renaissance Place to show the available tasks.

On the Product Administration page, click “Manage Content Subscription Codes” under Registrations and
Subscriptions.

At the Active Content Subscriptions page, click either "View All Codes” at the top of the page or the district name.

The View All Codes page appears and
shows all the content subscription codes
that have been registered and the status of

' I . . StandardsMaster Content Codes at District
eaCh When VOU re flnlShed VIerng the District ar Schoal Type  Subscription Code Start Date  End Date Capacity Status

H 1 DEFAULT DISTRICT 20889 0000-0000-0000-0000-00 9f172004 8f3172005 5,000 Acti
details, click the [Done] button. /17 13/ L ctive
20890 0000-0000-0000-0000-00 9f1/2004 8/3172005 5,000 Active
20891 0000-0000-0000-0000-00 9f1/2004 8/3172005 5,000 Active

View all Codes

Enter Subscription Code

Done

Removing Product Registration

By default, district administrators can remove product registration for any school or the district; however,
the availability of this option depends on the capabilities you've been granted.

Follow these steps:

1.

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.

On your Home page, click “Product Administration” under Renaissance Place. Note: You may need to click “Show
Details” by Renaissance Place to show the available tasks.

On the Product Administration page, click “Remove Product Registration” under Registrations and Subscriptions.
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4. The Remove Product Registration page shows a list of the Renaissance Place programs installed on this server. For
each program, it shows the district and schools that are registered, the start and end date for each subscription, the
current student capacity limit for each district and school, and the registration number (for the district) or serial number
(for each school).

Remove Product Registration
Remoue registration to make a product no longer usable at a particular schoaol

Registered
District Registration Code /

Installed District / School Start Date  End Date  Student Limit. School Serial Humber Action

DEFAULT DISTRICT &fLj2004  FrI0/2005 200 0000-0000-0000-0000-00  Remove®

Maple Acaderny 8/1/2004  7/30/2005 -~ 0000-0000-0000-0000-00  Remove
Accelerated Math 3.1

Martin Middle School | 8/1/2004  7/30/2005 -- 0000-0000-0000-0000-00

Westfield Elementary  &/1/2004  7/30/2005 -- 0000-0000-0000-0000-00  Remove

DEFAULT DISTRICT ] 4 M D000-0000-0000-0000-00  Remove®
Fluent Reader 2.0

Westfield Elementary  N/A MFA N/& 0000-0000-0000-0000-00  Remove
MathFacts in a Flash 2.0 <0 yot Registered
StandardsMaster 2.0 DEFALLT DISTRICT 9/1/2004  B/31/2005 5,000 Q000-0008-0000-0000-00  Remous

} DEFAULT DISTRICT 8/22/2004 B/21/2005 1,000 | Q000-0000-0000-0000-00  Remove™®

STAR Early Literacy 3.0 3

Hillside Elementary g/22/2004  &/2172005 -- 0000-0000-0000-0000-00  Remove

* A product's district registration cannot be removed if school registrations exist,

Done

Click “"Remove” in the row for the program and school (or district) for which you need to remove the registration.
Note: You must remove a product’s registration for every school in the district that had it registered before you can
remove the product registration from the district.

5. You will see a message explaining the results of removing the registration. Click the [0K] button.
6. Repeat steps 4 and 5 for every registration you need to remove.

1. When you're finished, click the [Done] button.

Setup and Maintenance

The sections on the following pages cover the setup and maintenance tasks you can access by clicking
“Product Administration” on your Home page.

Download Client Application Installers

Even though the Renaissance Place programs are installed on your server, some of them require client
software or other software to be installed on each of the computers you want to use with those programs.
For details on what's required, see the software manual for each program. You can also check what’s needed
on a particular computer without logging in to Renaissance Place, see “System Hardware and Software

Requirements” on page 3 for details.

By default, district administrators, school administrators, and teachers can install client and other software;
however, the availability of this option depends on the capabilities you've been granted.
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Follow these steps to install the client software:

1.

Set the Data Editing Restrictions Preference

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at

the top of any page.

On your Home page, click “Product Administration” under Renaissance Place. Note: You may need to click “Show

Details” by Renaissance Place to show the available tasks.

On the Product Administration page, click “Download Client Application Installers” under Setup and Maintenance.

The Client Install page shows you the server you're logged in to
and lists all the software you can install for the programs on this
server. Normally, only the software for the operating system of the
computer you're at (Windows or Macintosh) will be listed. To see
the list of software for both operating systems, click the [Show All]
button at the bottom of the page (you may need to scroll down the
page to see the button). To view only the list for the operating
system at this computer, click the [Show Less] button.

To download a software installer, click “Install” by it. As you
download each installer, your browser may let you choose what to
do with it. Do not open or launch the installer yet; instead, save the
file to your computer. If you want, you can even save it to a location
that all of your workstations (with the same operating system) can
access so you only have to download each installer once. On
Macintosh computers, if the browser asks you whether to unstuff
the file, choose to unstuff it.

Locate the installer you downloaded and double-click it. Follow the
instructions in the Wizard or Assistant to install the software.

Repeat this procedure at every computer your teachers and students
will use.

Client Install
Select & dient application to instsll

Installation Instructions
After installation, vour application may ask for the Server Mame or IP Address.
vour application will need this information befaore it can access any data.

* Your Server Name or IP Address is 000.00.000.00

Client applications available for installation

Accelerated Math
Install Client Application

Install Adobe Acrobat Reader for Macintosh 05 8.6, 9.0
Install Adobe Acrobat Reader for Macintosh 05 9.1
Install Adobe Acrobat Reader for windows

Install Renlearn Print Plug-in for Macintosh

Install Renlearn Print Plug-in far Windows

AccelScan

Install Client Application
Install AccelScan for Windows 95
Install AccelScan for Macintosh

Install | AccelScan for Windows 98, 2000, XP

Fluent Reader

Install Client Application
Install MET Installer for Windows

Install Aadobe Acrobat Reader for Macintosh 0S 8.6, 9.0
Install Adobe Acrobat Reader for Macintosh 05 9.1
Install adobe Acrobat Reader for Windows

Install CarbonLib Installer for Macintosh

Install Fluent Reader Student for Macintosh

Install Fluent Reader Student for Windows

Install QuickTime for Macintosh OS 8.6, 9.0

Install QuickTime far Windows

< Back Show Less |

The district administrator (or the administrative user) can restrict data editing in Renaissance Place or warn
users who are attempting to edit data. The data can be for the district, schools, school years, personnel,
students, parents, courses, or classes.

This feature is useful if you're using SIF (Schools Interoperability Framework), certain software from
Skyward, RDI (Renaissance Data Integrator), or some other method that synchronizes information in your
Renaissance Place database with the information in another database.

Follow these steps to restrict or warn users who are attempting to edit data:

1.

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at

the top of any page.
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On your Home page, click “Product Administration” under Renaissance Place. Note: You may need to click “Show

Details” by Renaissance Place to show the available tasks.

On the Product Administration page, click “Set Data Editing Restrictions Preference” under Setup and Maintenance.

For each of the items on the Set Data Editing
Restrictions Preference page, you have three choices.

OK: Click this option by any item to allow editing
without warning the person doing the editing that
their changes may be overwritten by the primary
server or may result in duplicate data. Choose this
option if your Renaissance Place database is not
being synchronized with or automatically updated
using any other database or data source. Choosing
this option is not recommended if your Renaissance
Place database is your secondary database.

Caution: Click this option by any item to allow your
personnel to edit the data. When your personnel are
working in the program, they will see a yellow
caution icon ( 4 ) by each task affected by the
restrictions you've set. This should remind them that
the changes they are making may be overwritten by
the primary server or may result in duplicate data.

No Edits: Click this option by any item to prevent
changes to it. When your personnel are working in
the program, they will not be able to click on any
tasks that you've restricted by using this preference
and they will see an icon ( @) by each task affected
to show them that it's a restricted task.

5. When you're finished, click the [Save] button. If you
decide not to change the restrictions, click the [Cancel]
button instead.

Set Data Editing Restrictions Preference
Define the editability of data that is provided by an external system
OK= Mo limitations or warnings
% = Editing allowed but cautioned (changes may be overwritten by an external systern)
@ = No editing allowed (recommended if Renalssance Place (s pour secondary database)
Cancel EI
General Data ok caution & no Edits @
schaol Years i« e [l
Marking Perinds i ol ol
Calendar Events & 8 o
District [ s [
Schoals el i« [l
Courses & 8 o
Classes [ s [
Personnel Data Cok | O cadtion & No Edits @
Personal Information [ « [
User Mames o i« [
Passwords w 8
Assign to Schools [l [C [
Assign to Classes (o i [
Student Data C ok O Caution & No Edits @
Personal Infarmation el * [
User Mames w 8 [
Passwords « s
Grades i« " [
Characteristics el * [
Zchool Enroliment & o [
Class Enrallment [ « [
Parent Crata ok C caution & C o Edits @
Personal Information i« " [
User Names o i« [
Passwords [ 8
Cancel EI

Access and Security

The sections on the following pages cover the other access and security tasks you can access by clicking

“Product Administration” on your Home page. Note: Working with capabilities is covered in its own

section that begins on page 30.
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Set Account Login Preferences

To help keep sensitive data secure and prevent unauthorized use of the program, Renaissance Place will lock

a personnel or student account if the wrong password was used too many times while trying to log in (the

default is three times). You can use the Account Login Preferences to set the number of missed login

attempts allowed before an account is locked. Note: See page 58 for information on manually unlocking

personnel accounts and page 86 for manually unlocking student accounts. All accounts are automatically
unlocked each day at midnight.

Follow these steps to change the settings for the Account Login Preferences:

1.

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.

On your Home page, click “Product Administration” under Renaissance Place. Note: You may need to click “Show
Details” by Renaissance Place to show the available tasks.

On the Product Administration page, click “Set Login Account Preferences” under Access and Security.

On the Set Account Login Preferences page, you choose
the number of invalid login attempts to allow your personnel

. . Set the number of consecutive login attempts allowed before the user account locks
and students before locking their account. and aceess is denied.

Unlocking Accounts:

Set Account Login Preferences

all accounts are autornatically unlocked at midnight each day

To change the setting, click the appropriate drop-down list .
and choose the setting you want. You can choose any Dot it tors con urIock oy weet aeout o S0 Parerts page

School administrators can unlock accounts for users at their school
nUmber from 3_'] O YOU can alSO ChOOSE not to |OCk accounts Teachers can unlock accounts for students enrolled in their classes
by selecting “Off.”

Preference Setting

When you're finished, click the [Save] button. If you decide | Fereenne! Loan Attemets Allowed
not to save your changes, click the [Cancel] button instead, | T o Aot e

Cancel | Save

[Em=|
[Em=|

Set Up Student and Parent Access Security

Renaissance Place has two settings that deal with the access your students and parents have to the program:

The first one allows you to identify specific computers your students can use when accessing the
Renaissance Place programs. If you don’t specify the IP addresses of the computers you want to allow
your students to use, they will be able to access the program from any computer that has an Internet
connection—even from home.

The second preference allows you to compose a security question to add to the online form parents use
when requesting access to the program. The purpose of the security question is to help you ascertain
that it’s actually the student’s parent or guardian who's requesting access. You can use the information
you have on file for the parents to determine an appropriate question to ask. Notes: See page 5 for
information on how parents request access to the program. See page 183 for information on
processing those requests. A parent is automatically granted access to the program when you add the
parent and assign at least one child to him or her. See page 87 for information on adding parents to the
program and assigning them children.

181 Renaissan
A



Access and Security

By default district administrators can set up student access to Renaissance Place and set the security
question to be used for parents who are requesting access However, the availability of these options depend

on the capabilities you've been granted.

Follow these steps:

1.

After you log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.

On your Home page, click “Product Administration” under Renaissance Place. Note: You may need to click “Show
Details” by Renaissance Place to show the available tasks.

On the Product Administration page, click “Set Up Student and Parent Access Security” under Access and Security.

The Set Up Student and Parent Access Security page appears. Use this page to specify the IP addresses for your
student’s computers and to add a security question to the parent access request form.

To specify the IP addresses for the computers your students are allowed to use when accessing the program, click in the
field and type the information. Follow the examples provided to make sure that the addresses are entered properly.
Note: If you don't enter addresses, students will be able to access the program from any computer that has Internet

access—even from home.

Set Up Student and Parent Access Security

Access requests rade online by parentsfguardians are displayed here

Access Security Options

Enter IP addresses to only allow student access at these specific computers:
{Leave blank for unrestricted access.)

Restrict Student Workstations :I

Specify the computers that allow student access.
{Recommended if your server is accessible via the internet.)

+ Enter one IP address or range per line
+ Use an asterisk to denote a wildcard

+ Use a dash between an IP address range

EXAMPLES:
Single IP Address: 192.168.1.5
1P Address range: 192.168.1,50-192.168.1.200
Entire subnet range: 192,168.1.*
Multiple subnet range: 192,168.1,%-192,168.2.%
-
¢ Do not show a parent/guardian security question
Parent Access Security Question @ Show the following security question:

Define a security question to be shown on the Parent Access Request Form ta
help you verify parent/guardian identity before providing access to student Thi= is where you type the security guestion ;I
reports. ¥OU Want Your parents to answer. =l

MNote: Response to security question will be limited to 50 characters.

Cancel | Save |

5. Toadd a security question to the parental access request form, click the “Show the following security question” option.

Then, click in the field and type the question you want to use. The purpose of the security question is to help you make
sure it's actually the parent who's requesting access to the program. All parents and guardians requesting access to the
program are asked the same question. You can use the type of information you normally keep on file for parents to help
you decide what question to ask. Nete: See page 5 for information on how parents request access to the program. See
the next section for details on processing those requests.

6. When you're finished, click the [Save] button. If you decide not to save your changes, click the [Cancel] button instead.
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Access and Security

Process Access Requests from Parents

Parents and guardians are automatically granted access to the program when you add them to the program
and assign them children. If you have a parent who isn't in the database and who wants to have access to the
parental information and reports, he or she can request access; see page 5. The district receives these access
requests and must process them.

By default, district administrators can process access requests from parents; however, the availability of these
options depend on the capabilities you've been granted.

Follow these steps to process access requests from parents:

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.

2. Onyour Home page, click “Product Administration” under Renaissance Place. Note: You may need to click “Show
Details” by Renaissance Place to show the available tasks.

3. On the Product Administration page, click “View Parent Access Requests” under Access and Security.

4. Youcan use the View Parent Access Requests page that opens to view and manage the requests you receive from
your students’ parents and guardians. The steps you need to follow are listed at the top of the page.

First, click the [Print All] button to open your computer's Print dialog box. Print a copy of the requests. You can use the
printed information as you add the parents to the program. You can also keep the printed copy for your files.

View Parent Access Requests
#ccess requests made online by parents/guardians are dizplaved hare

Print All | Clear All | Done |

Suggested Access Procedure:

. Click Print all.

Werify the Security Field information, if required.

Use the Add Parent feature to enter parent information.

ance the parent is added and selected, use the Edit Children feature to select each child.
Ernail the username and password to the parent.

Click Clear to remove the request,

[T I R

Parent/Guardian Access Regquest Action

Parent/Guardian: Robert R. Johnsaon
Ermail: Robertlohnson@myemail.com

o Clear
Security Field: 23-7568

Child {Parent/Guardian Relationship): Rachel I. Johnson (Father);Margaret M, Johnson (Father);Larry O. Johnsan (Father)

Parent/Guardian: Mrs, Anna M. Ivanovich
Email: annaivanovitch@anyemail.com

o Clear
Security Field: 23-78526

Child {Parent/Guardian Relationship): Peter M. Ivanovitch {Mother);Maria ¥, Ivanovitch (Mother)

Print All | Clear All | Done |

5. If there's a security question on the form, use the school or district records to verify the answer each parent gave.
6. Add the parents to the program (see page 87 for details).

1. Each parent requesting access to the program must list which students’ records he or she need access to. Use the
records at your district or school to verify that the parent is allowed to have access to information for those students.
Then, use the program to assign the children to the parents (see the procedure beginning on page 90 for details).

8. Send each parent his or her user name and password. They will need that information to log into the program. You can
use the email address they provided.
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Renaissance Update

9. Return to the View Parent Access Requests page (see steps 1-4 above). Click the “Clear” link in the Actions column
for each parent that you've added to the program and assigned children to. If you want to clear all the requests at once,
click the [Clear All] button. Note: When you clear an access request, it's permanently deleted.

10. Click the [Done] button to exit this page.

Renaissance Update

Downloading Software Updates

By default, district administrators can find and download updates for your Renaissance Place software;
however, the availability of this option depends on the capabilities you've been granted.

1. Afteryou log in, you will see your Home page. If you're already using the program, go to this page by clicking “Home" at
the top of any page.

2. Onyour Home page, click "Product Administration” under Renaissance Place. Note: You may need to click “Show
Details” by Renaissance Place to show the available tasks.

3. On the Product Administration page, click “Download Software Updates” under Renaissance Update.

4. Onthe Manage Software Updates page, click PR S s UEeies
Check for software updates,
“Check for Updates.”
5. Anew page will appear with a list of the updates Software

Check For Updates

available for your Renaissance Place software. This o . -
eck For Updates will launch a new window and connect to Check For Updates
||S_t Wl” ShOW a” the aVallable Updates even ones yOU Renaisance Learning Downloads web site. Mast updates available from

Renaisance Learning Downloads are updates that must be run at your
Renaissance Server,

may have already downloaded; be sure to keep records
of your updates.

Done

a. Click "Download Update” in the Action column for the first update you need.
b. Save the file to a location that you can access from the server.

C. Repeat steps a and b for each update you need.

d. When you're finished downloading the updates, click “Close Window."

6. Go to the location where you saved the updates and extract the files from within the update’s .zip file. If a Read Me file
is included, be sure to read the instructions before running the update at the server.

1. Click the [Done] button to exit the Manage Software Updates page.
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About Renaissance Place, 1
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Accelerated Math Diagnostic Report, 13
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Access and security, 180
Access levels, 31
Access requests, processing, 183
Access security for students and parents, 181
Adding
Calendar events for multiple schools, 22
Calendar events for one school, 23
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Courses, 95
District information, 12
District personnel, 41
Marking periods for multiple schools, 17
Marking periods for one school, 18
Parents, 87
School personnel, 41
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Student characteristics, 75
Students, 59
Adding reporting periods, 118
Administrators, district, 31
Administrators, school, 31
Adobe Reader, 164
Allocating student capacity, 169
Allocating student capacity to schools, 174
Allocating student capacity to the district, 175
Applying the current school year, 15
Assessment Proficiency Report, 123, 132
Assigning personnel to schools, 51
Assigning personnel to the district, 54

Associating a class with a Renaissance Place program,
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Calendar events
Adding for multiple schools, 22
Adding for one school, 23
Defining, 13
Deleting for multiple schools, 23
Deleting for one school, 24

Editing for multiple schools, 22, 23
Editing for one school, 23, 25

Capabilities

Changing for existing district users, 39
Changing for existing school users, 39
Default sets, 30, 37, 38, 39, 47, 49
Editing for one individual, 49

Existing, 30

Managing, 30

Sets for user groups, 30, 37, 38, 39, 47, 49

Viewing for one individual, 47

Capability sets, 30, 37, 38, 39, 47, 49

Changing for district, 38
Changing for school, 38
Default, 30
Viewing, 37

Capacity

Adding, 172

Allocating to the district, 175
District allocation mode, 170
District mode, 174

Entering new codes, 172

Limits for student capacity, 169, 170
Managing, 173

School allocation mode, 170

School mode, 174

Changing

Class information, 106

Course information, 98

Default capability sets for district, 38
Default capability sets for school, 38
Existing capabilities for district users, 39
Existing capabilities for school users, 39
Individual capabilities, 49

Multiple student records, 77
Passwords, 5,7, 8, 9

Personnel capabilities, 49

Personnel information, 45

Roles, 5,7, 9

School information, 28

School year you’re working in, 25
School years, 16

Student characteristics, 73, 75

Student information, 70

User types, 5,7, 9

Characteristics, 73, 75, 76

In reports, 121

Children, assigning to parents, 90
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Classes
Adding, 101
Assigning teachers, 108
Associating with a Renaissance Place program,
111
Changing information, 106
Copying from previous school years, 104
Deleting, 113
Editing information, 106
Enrolling multiple students, 111
Importing, 104
Managing, 101
Teachers, 108
Viewing, 102
Classic export, 83
Client software, installing, 178
Closing Renaissance Place, 12
Comparing duplicate student records, 65
Consolidating data on demand, 115
Consolidating data on schedule, 115
Consolidation schedule, data, 115
Consolidation, log, 116
Content expansion codes, see Content subscription
codes
Content subscription codes, 176, 177
Copying classes from previous school years, 104
Courses
Adding, 95
Changing information, 98
Deleting, 99
Editing information, 98
Importing, 98, 104
Managing, 95
Viewing, 97
Current school year, 15
Current school year, who it applies to, 15
Custom student characteristics, 75, 76
Customizable Progress Report, 124
Customizable Ranking Report, 125, 140
Customizable Status Report, 144
Customizing
Assessment Proficiency report, 132
Math-Implementation Progress report, 148
Math-Implementation Status report, 153
Progress report, 136
Ranking Report, 140
Read Now-Status report, 158
Reading-Implementation Progress report, 151
Reading-Implementation Status report, 155
STAR Summary report, 165
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Preventing automatic consolidation from
repeating, 116
Schedule, 115
Data Editing Restrictions preference, 179
Data, consolidating on demand, 115
Database, 44
Default capability sets, 30, 37, 38, 39, 47, 49
Default school year, 15
Defining calendar events, 13
Defining marking periods, 13
Deleting
Calendar events for multiple schools, 23
Calendar events for one school, 24
Classes, 113
Courses, 99
Marking periods for multiple schools, 18
Marking periods for one school, 19
Parents, 93
Personnel, 55
Reporting periods, 119
Schools, 29
Student characteristics, 76
Students, 84
Desktop export, 83
Desktop software, 45, 62, 64, 83, 84, 104
District
Administrators, 31
Allocating student capacity, 175
Assigning personnel to, 54
Capabilities, changing for existing users, 39
Capability sets, changing, 38
Capability sets, viewing, 37
Information, managing, 12
Personnel, 41, 43, 45
Staff, 31
Student capacity limit, 169
Unassigning personnel from, 54
User groups, 30, 31, 37
District administrators, logging in, 4
District capacity allocation mode, 170
District staff, logging in, 4
District student capacity allocation mode, 174
Downloading client software installers from server,
178
Downloading manuals and resources, 2
Downloading software manuals, 11
Downloading software updates, 184
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Editing Home page, 5,7
Calendar events for multiple schools, 22, 23 How to set up Renaissance Place, 10
Calendar events for one school, 23, 25 How to use this manual, 1

Children assigned to parents, 90
Class information, 106 I
Course information, 98

Import utility program, 44, 62, 63, 98, 104
Importing

Classes, 104

Courses, 98, 104

Data, 11

External sources, 129

Personnel, 44

Personnel information, 45 Students, 62

Read Now students, 159 T€a§h€rs, 44
Reporting periods, 118 Inactivating personnel, 55

School information, 28

District information, 12

Individual capabilities, 49

Marking periods for multiple schools, 18
Marking periods for one school, 20
Multiple student records, 77

Parent information, 90

Personnel capabilities, 49

Inactive parents, reactivating, 94
Inactive personnel, reactivating, 57
Inactive students, 86

Installing client software, 178

Email your questions, 2 Installing software, 3
English in a Flash, 1 Internet Explorer, 3, 4, 5, 7

School years, 16
Student characteristics, 73, 75
Student information, 70

Enrolling a student in schools, 67, 69
Enrolling multiple students in one class, 111

Enrolling one student in multiple classes, 80 Lead teacher for a class. 110

Limit for student capacity, 169, 170
List of registered products, viewing, 169

Entering content subscription codes, 176
Ethnicity in reports, 121

Existing capabilities, 30 Locking accounts, 181
Expansion codes, see Content subscription codes Log, 116

Expiration date for product subscriptions, 169 Logging in to Renaissance Place, 4, 5, 7

Exporting data from Renaissance Place, 83 Logging out of Renaissance Place, 12

Exporting students, 82 Login attempts before lockout, 181
External source
Importing, 129 M

Viewing, 129

Managing
Capabilities, 30

Capacity, 173

Finding manuals and resources, 2 Classes, 101
Firefox, 3, 4, 5,7 Courses, 95
Flat files, 129
Fluent Reader, 1 Parents, 87

Foundation export, 83 Personnel, 41
Foundation software, 62, 64, 83, 84 Reports, 117

District information, 12

School information, 12, 26
School years, 13

Going back to a previous page, 11 Students, 59
Manual, how to use, 1
Manuals, accessing, 11

Manuals, finding, 2
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Marking periods

Adding for multiple schools, 17
Adding for one school, 18
Defining, 13

Deleting for multiple schools, 18
Deleting for one school, 19
Editing for multiple schools, 18
Editing for one school, 20
Viewing, 20

Math-Implementation Progress Report, 126, 148
Math-Implementation Status Report, 127, 153
Merging duplicate student records, 65

Microsoft Internet Explorer, 3, 4, 5, 7

Modes of student capacity allocation, 169

Netscape, 3, 4, 5,7

Parent Report, 164

Parent’s School-to Home Report, 163
Parental access requests, processing, 183
Parents, 31

Adding, 87

Assigning children, 90
Deleting, 93

Editing information, 90
Logging in, 5

Managing, 87

Processing access requests, 183
Reactivating, 94

Requesting access to the program, 5
Setting up access security, 181
Viewing, 89

Passwords, 5, 6, 8, 43, 47, 61, 73, 89, 93

Changing, 5,6, 7, 8,9

Percent of full pace, 13

Personnel

Adding, 41

Assigning to district, 54
Assigning to schools, 51
Capabilities, editing, 49
Capabilities, viewing, 47
Deleting, 55

Editing information, 45
Importing, 44

Inactivating, 55

Locked accounts, 58, 181
Managing, 41

Reactivating, 57
Unassigning from schools, 51
Unassigning from the district, 54

Renaissance
b Place

188

Unlocking, 58

Viewing, 43
Position, 32
Preferences

Account Login, 181

Data Editing Restrictions, 179
Preventing automatic consolidation, 116
Previous page, going back to, 11
Primary position, 32
Principals, 31
Printing reports, 130
Processing parental access requests, 183
Product subscription code, 169
Product subscription codes, registering, 172
Product subscription expiration date, 169
Programs, registering, 170
Programs, removing registration, 177
Progress Report, 136
Promoting students, 81

Questions, email, 2
Quitting Renaissance Place, 12

Ranking Report, 140
RDI, 179
Reactivating parents, 94
Reactivating personnel, 57
Read Now-Status Report, 127, 158
Reading-Implementation Progress Report, 127, 151
Reading-Implementation Status Report, 127, 155
Registered products, viewing a list of, 169
Registering

Content subscription codes, 176

Product subscription codes, 172

Serial numbers for schools, 171

Software, 3, 170
Registration code, 169
Registration information, viewing, 169
Registrations and Subscriptions, 169
Removing one student from multiple classes, 80
Removing software registration, 177
Renaissance Data Integrator, 179
Renaissance Data Translator, 11, 44, 62, 63, 98, 104
Renaissance Place, 1

Access levels, 31

Closing, 12

Exporting data, 83

Logging out, 12

Product Registration Information sheet, 170

Programs, 1
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Setting it up, 10
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Signing out, 12
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Reporting database, 122, 136
Reporting parameter groups, 121
Reporting periods
Adding, 118
Deleting, 119
Editing, 118
Reports
Assessment Proficiency, 123, 132
by Characteristic, 121
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by Gender, 121
by Grade, 121
by Language, 121
Customizable Progress, 124
Customizable Ranking, 125, 140
Customizable Status, 144
Data consolidation, 115
Error messages, 168
Managing, 117
Math-Implementation Progress, 126, 148
Math-Implementation Status, 127, 153
Printing, 130
Problems, 168
Progress, 136
Ranking, 140
Read Now-Status, 127, 158
Reading-Implementation Progress, 127, 151
Reading-Implementation Status, 127, 155
Reporting parameter groups, 121
School-to-Home, 128
STAR Summary, 165
Status, 126
Summary, 128
Requesting parental access, 5
Resources, finding, 2
Restoring
Inactive parents, 94
Inactive personnel, 57
Inactive students, 86
Restrictions, data editing, 179
Roles in Renaissance Place, 31
Roles, switching, 5,7, 9

Safari, 3,4, 5,7
Sample reports, 131
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School
Administrators, 31
Administrators, logging in, 4
Capabilities, changing for existing users, 39
Capability sets, changing, 38
Capability sets, viewing, 37
Capacity allocation mode, 170
Information, managing, 12, 26
Personnel, 41, 43, 45
Staff, 31
Staff, logging in, 4
Student capacity allocation mode, 174
User groups, 30, 31, 37

School years
Adding, 14
Calendar events, 22, 23
Changing, 16
Changing the one you’re working in, 25
Copying classes from, 104
Current, 15
Editing, 16
Managing, 13
Marking periods, 17, 18, 20

Viewing, 14
Schools
Adding, 26

Allocating student capacity, 174
Assigning personnel to, 51
Calendar events, 22, 23
Changing information, 28
Deleting, 29
Editing information, 28
Enrolling one student in, 67, 69
Marking periods, 17, 18, 20
Registering serial numbers, 171
Serial number, 170
Student capacity limit, 170
Unassigning personnel from, 51
Unenrolling a student from, 67, 69
Viewing, 27
Viewing registration information, 169
Schools Interoperability Framework, 179
School-to-Home Report, 128, 161
School-to-Home Report for parents, 163
Security and access, 180
Select Read Now students, 120, 159
Select Report problems, 168
Serial number, 170
Serial numbers, registering, 171
Sets of capabilities, 30, 37, 38, 39, 47, 49
Setting Account Login preferences, 181
Setting the current school year, 15
Setting up Renaissance Place, 10
Setup and Maintenance, 178
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SIF, 179
Signing in to Renaissance Place, 4, 5, 7
Signing out of Renaissance Place, 12
Skyward, 179
Software Manual, how to use, 1
Software manuals, viewing or downloading, 11
Software updates, downloading, 184
Software, registering, 170
Software, removing registration, 177
Staff, district, 31
Staff, school, 31
StandardsMaster, 1, 176, 177
STAR Literacy, 1
STAR Math, 1
STAR Reading, 1
STAR Summary Report, 165
Starting Renaissance Place, 4, 5, 7
Status Report, 126, 144
Student capacity allocation mode, 169
Student capacity limit, 169, 170
Student capacity, allocating to the district, 175
Student capacity, school allocation mode, 174
Student characteristics, 73, 75, 76
Students, 31
Adding, 59
Adding characteristics, 75
Allocating capacity to schools, 174
Allocating capacity to the district, 175
Changing characteristics, 73
Changing information, 70
Comparing duplicate records, 65
Deleting, 84
Deleting characteristics, 76
District capacity allocation, 175
Editing characteristics, 73, 75
Editing information, 70
Editing multiple records, 77
Enrolling in multiple classes, 80
Enrolling multiple in a class, 111
Enrolling one in a school, 67, 69
Expanding student capacity, 172
Exporting, 82
Grades, 81
Importing, 62
Inactive, 86
Locked accounts, 86, 181
Managing, 59
Merging duplicate records, 65
Promoting, 81
Read Now Report, 120

Registering product subscription codes, 172

Removing from multiple classes, 80
Restoring inactive, 86
School capacity allocation, 174
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Setting up access security, 181
Student capacity limits, 169, 170
Unenrolling from multiple classes, 80
Unenrolling one from a school, 67, 69
Unlocking, 86
Viewing, 61

Subscription code, 169

Subscription expiration date, 169

Summary Report, 128

Switching Roles, 5, 7, 9

Switching user types, 5, 7, 9

Teachers, 31
Assigning to classes, 108
Assigning to schools, 51
Importing, 44
Lead for a class, 110
Logging in, 4
Unassigning from schools, 51
Tier 3 data, 129
Types of student capacity allocation, 169

Unassigning personnel from schools, 51
Unassigning personnel from the district, 54
Unenrolling a student from schools, 67, 69
Unenrolling one student from multiple classes, 80
Unlocking personnel, 58
Unlocking students, 86
Updates to the software, downloading, 184
User groups

District, 30, 31, 37

School, 30, 31, 37
User name, 5, 6, 8, 43, 47, 61, 73, 89, 93
User types, switching, 5,7, 9

Viewing
Classes, 102
Content subscription codes, 177
Courses, 97
Data consolidation log, 116
Default capability sets, 37
District personnel, 43
External source data, 129
Individual capabilities, 47
Marking periods, 20
Parents, 89
Personnel, 43
Personnel capabilities, 47
Registration information, 169
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