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District Administrator Quick Reference Card

Adding Schools
1. Click on “Schools.”

Home
welcome Rachel Meyers

Reports

Reporting Periods
Consalidation Schedule
Active Schoal Year
District Infarmation

Courses

H Renaissance Place

Adding School Years
1. Click on “School Years.”

Home
Welcome Rachel Meyers

i renaissance place

Reports

Reporting Periods
Consolidation Schedule
Active Schaol Year
District Infarmation
Sehools

Courses

Studsnts

Personnel

Farents

‘ School Years ’

2. Click on “Add School.”

Fanage Schools
Select 2 school name to view or Add Scho

Add School

Schoal District Number
Bach Elernentary
Hillside Elermentary

Maple Elermentary

2. Click on “Add School Year.”

Manage School Years
Add or Edit & School Tear

Add School vear

School Year

08/28/98 - 08/28/99 school Year
08/29/99 - 08/29/00 School Tear
08/30/00 - 08/30/01 School Year
08/31/01 - 08/31/02 School Year
2002-2003

Setting Marking Periods for Schools

1. Click on “School Years.”

Home
Welcome Rachel Meyers

i renaissance place

Reports

Reporting Periods
Consolidation Schedule
Active Schaol Year
District Infarmation
Sehools

Courses

Studsnts

Personnel

Farents

‘ School Years ,

Adding Personnel

1. Click on “Personnel.”

Home
welcome Rachel Mayers

Reports

Reporting Periods
Consolidation Schedule
Active School Year
District Infarmation
Schools

Courses

Students

Fersonnel

Parents

H Renaissance Place

2. Click on the school year.

Manage School Years
Add or Edit a School Year

Add School Year

School Year

08/28/98 - 08/28/99 School Tear
08/29/99 - 08/29/00 School Year
08/30/00 - 08/30/01 School Year
08/31/01 - 08/31/02 School Year

2002-2003

or “Add School Personnel.”

Manage Personnel
Selact a personnel task

add District Personnel
add School Personnel

Wiew Personnel

District Administrator Quick Reference Card

3. Enter the
information | s

Address 2

and click
[Save].

Cancal

Add School
Entar the zchoal
Details (*Required Field)

Short Name

hone umber | [~ [~ [

Faxtumber ([ [
schoolEmal [

School URL ,—'

District Number ,7

State Number ,7

GradeRenge* [ Ew[ &

informatian

—

Save and Add_|

3. Enter the
information
and click
[Save].

Deseri

Add School Year
Add the selected schoal year

School Year Details (*Required Fisid)

Start Date® 9/1/2003
End Date*
Humber of Days in School Year

Cancal | Save and Add |

Uony 20022003

3. Click on
“Edit Marking
Periods by
School.”

4. Click on the
school name.

5. Enter each
marking period
and click [Add].

Edit Marking Periods
4k or dalate marking periods for tha selacted school year

School Year: 2002-2003
Dates; 9/1/2002-8/31/2003
school Maple Elementary
Narne ‘Summer Session
Start Date [6/16/2003
End Date  [B/31/2003

Type

Name Type Start Date End Date  Action
Fall Semester  Semester 9/1/2002  12/31/2002 Edit | Delete
Spring Semester Semester 1/1/2003  6/15/2003  Edit | Delete

Cancel Save

Click [Save] to save the marking periods.

3. Enter the
information
and click
[Save].

Add Personnel

2. Click on “Add District Personnel”

User Name* (Wil be autogenerated i not entered)

Canfirm Password*

I user

Cancel Save and Add_|

 personnel record information

(three or more characters including at least one number)

(Will be autogenerated if not entered)

must change password at next login

300218




Adding Students

1. Click on “Students.”

Home
Welcarne Rachel Meyers

Reports

Reporting Periods
Consolidation Schedule
Active School vear
District Information
Schoals

Courses

Students

Renaissance Place

Adding Courses

1. Click on “Courses.”

Home
Welcarne Rachel Meyers

Reports

Reporting Periods
Consolidation Schedule
Active School Year
District Information
Schools

Courses

Students

Renaissance Place

2. Click on “Add Student.”

KManage Students
Seled a student task

View Students

Student Characteristics
Export Student Information
Import Student Information

Merge Students

2. Click on the drop-down list,
choose the school, and click
Then, click on “Add Course.”

Add/Edit Course

Select 3 course name to view or Add Course to create

Add Course
(Schnnl: Maple Elamartary L= )

Course Subject Grade
Grade 1 Math Math 1
Grade 1 Reading Reading 1
Grade 2 Math Hath z
Grade 2 Reading Reading 2
Grade 3 Language Arts | Languags Arts 3
Grade 3 Math Math 3

Grade 3 Reading Reading 3

OLM Historical Data Data Conversion Mone

Add Student

Enter the student informatian

3. Enter the
. . Footorod rrsitame| ]
information | .pn. ———
and click iy
User Name™* {Wwill be autogenerated if not entered)
[Save]. T —

Personal Information (*Reguired Fieid)

Confirm Password*

School* [Banach Elementary =]

e (Will be sutogenerated if not entersd)
Gender [unassigned =1

Grade Level [Mene =1

Date Of Birth —

ssn |

Ethnicity [nere Specfied =1

Language [none specified =]

Cancel Save and Add

3. Enter the information

[Set].

and click [Save].

Add Course

Enter the course infarmation

Course Details [*Required fFeid)

Course Name*

Cancel

Schoal* [Maple Elementary =]

Subject [~Hot Selected- =]

Intended Grade [--Hot Selected—- =]

Description ;I
|

Adding Classes

1. Click on “Courses.”

Home
Welcarne Rachel Mevers

Renaissance Place
Reports

Reporting Periods
Consolidation Schedule
Active School Year
District Inforrmation
Schoaols

Courses

Students

2. Click on the drop-down list,
choose the school, and click
Then, click on the course.

Add/Edit Course

Select 3 course name to view or Add Courss to create

Add Course

((sencot: [Famre Emararr =1 )

Course Subject Grade
Grade 1 Math Math 1
Grade 1 Reading Reading 1
Grade 2 Math Math 2
Grade 2 Reading Reading H
Grade 3 Language Arts | Language Arts 3

Grade 3 Reading
OLM Historical Data

Reading 3

Data Conversion Mone

3. On the View Course page, click

[Set]. on “Add Class.”

4. Enter the information and click

[Save].

Add Class
Enter class infarmation

Class Details
Course Name  Grade 3 Math
School Name  Maple Elementary
Subject MATH

Intended Grade Grade 3
Marking Periad  [2002-2003 [

Glass Name*

Comment

Cancel | Save

Printing Reports
1. Click on “Reports.”

Consolidation Schedule
Active School vear
District Infarmation
Schools

Courses

Students

Fersannel

Parents

Capabilities

School Years

Client Application Installers

Product Administration

* STAR Math
Reports
Reqistration
Preferences
Student Settings

2. Click on the drop-down list, choose a school, and click [Set].

3. Click on a report name, or click on “Customize,” 4.

choose custom options, and click [Next].

Select Report

Click on a report name to view the report with default settings

(Schnn\: Waple Elzmentary = )

Frequently Used Reports

Report Description

Diagnostic Diagnostic infarmation about individual student's math skills,
Growth an analysis of the degree of progress for a group of students over time. Customize
Surnrary A surnmary of student test results for a specific date range. Customnize
Test Record The individual results for tests taken within a specific date range. Customize
Other Reports

Report Description

Gﬁfyﬁte‘j Math A list of the recommended Accelsrated Math library placement for sach student Custornize

Renaissance Learning
P 0. Box 8036, Wisconsin Rapids, WI 54495-8036 e (866) 492-6284 e Fax: (715) 424-4242 e Email: answers@renlearn.com e \Web: www.renlearn.com

To print the
report, click the
Acrobat Print
button that is
just above the
report itself.




