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This instruction manual will guide you through the configuration process to set up a fully-
functional openSIS. This guide assumes that you have installed and configured the required

software components for openSIS:
* Apache HTTP Server Version 2.x or greater

« PHP Version 5.x or greater

» PostgreSQL Database — Version 8.2.x or prior (openSIS is not compatible with Version
8.3)

1. Thelogin screen:

Once you have installed openSIS, please login to the application using the administrative
username and password you provided during installation. If you have not installed openSIS
yet, please refer to the openSIS installation manual that came with the software.

T 3]
5 ) 3%
EN 4 i '\
III( OPENM M LA 0S4Ed

Studetit Information System

User Mame : | admin

Passward: |esess
Login

Thiz is & restricted network. Use of this netwoark, its equipment, and resources is monitored &t all times
and requires explict permizsion from the network administrator and Open Solutions for Educsation, If you
oo ot hawve this permission in writing, vou are violsting the regulations of this network and can and wil
be prozecuted to the fullest extent of lawe. By continuing into this systemn, vou are acknowledging that
wou are avware of and agree to these terms.

Copyright @ 2007-2008 Open Solutions for Education, Inc. (054640 Al Rights Reserved.

Copyright © 2007 — 2008, Open Solutions for Education, Inc. All Rights Reserved. Page 3



)
jﬁ(OPENSISW openSIS is a product of Open Solutions for Education, Inc.

2. The Dashboard:

The Dashboard is your default home page and provides access to important alerts whenever
a user logs in to the application. The openSIS dashboard shows all recent calendar event
information, portal notes and alerts for teachers that have missing attendance. When you
login for the first time it will be a blank screen. It will fill up as and when you add day-today
records in your instance of the application.

Admin Adminigtrator | Log Oul

Tuesday September 30, 2008

~ Defaut School | 2008-2009 v

Welcome to openS1S Student Information System

User: Admin Administrator | Last login: Sep/30:2008 at 14:55:12 | Role: Administrator

Copytight @ 2007:2008 Open Solutions fat Edusation, Ine, (O54Ed). All Rights Rasansed.
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3. School Setup

To access this page choose School Setup >> School Information from the tabs and sub
menus used to navigate within openSIS.

The automated installer creates a default school during installation. This is a security
feature by design and required for you to login to the system. Once logged in, you can
update the existing information with your School’s Information. To edit and change the
default school information, simply click on the existing text and it will become an editable
text input field. Enter the updated information and click “Update.”

You also have the option to delete the school. However you cannot delete a school if you
have existing students enrolled in that school.

Admin Administrator | Log Out

Thursday October 2, 2008

 Defautt School w | 2008-2009 (%

Home: [EECEEE SN stidents’ Dsers: Scheddiing’ Grades

| Sehaol Information | A

School Setup = School Information

School Hame: Default School
Address: 36 Orchard Park
City: Seattle
State: WA
Zip: 50612
Telephone: 234567890
Principal: ir. Principal
Base Grading Scale: 4.000
E-Mail: info@@osded com
CEEB: 2345
Website: woww osded.com

Update Delete

Topyright 20072008 Open Salutions for Education, ne. (O54E4) All Rinhts Resaned
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4. Marking Periods
To access this page choose School Setup >> Marking Periods

Marking Periods are where you setup your school's marking periods for a school year.
There are four default tiers of marking periods added during the installation: Year,
Semesters, Quarters, and Progress periods. openSIS installation scripts create 2
Semesters and 4 Quarters by default. However you can always have more or fewer as
required by your school. Similarly, there can be any number of progress periods in a given
quarter.

To add a marking period, click on the Add button (+) in the column corresponding to the
type of marking period you want to add. Then, complete the marking period's information
in the fields above the list of marking periods and click the "Save" button.

To edit a marking period, click on the marking period you want to change, and click on
whatever value you want to change. It will automatically become editable. Update the
value and click the "Save" button.

To delete a marking period, select it by clicking on its title on the list and click the "Delete"”
button at the top of the screen. You will be asked to confirm the deletion.

Note: You cannot delete a marking period if it has students assigned to periods in
that marking period.

Notice that neither two marking periods nor two posting periods in the same tier can
overlap dates.

Copyright © 2007 — 2008, Open Solutions for Education, Inc. All Rights Reserved. Page 6
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Admin Administrator | Log Out

Tuesday Septemnber 30, 2008

Detautt Schoal o~ | 2o08-2009 W

wolinformation | Add C ol | Marking Periods | Cz

School Setup ~> Marking Periocds Help.
| Full Year
1
Title Full ¥ear
Short Name FY
Sort Order 1
Graded El
Exam E
Comments E
Begins Aug/222008
Ends Jun/52008
Grade Posting Begins | s e [hire v [ v =l
Grade Posting Ends [ pya,

Delete: Save
@I ‘I Year was found. g 2 Semesters were found.
Full Yesr Semester 1
Semester 2
e o
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5. Calendars
To access this page choose School Setup >> Calendars
This page allows you to setup your school's calendar for the year. Click on the link that says

“Create a new Calendar.” To understand the default options and what they mean while setting
up the school calendar follow image below.

Admin Administrator | Log Out

Tuesday September 30, 2008

Default Schaol v | 2008-2008 »

School Setup »> Calenthars Help

|Septermber )} 2005 [ ListEvents Save
/ Create a New Calendar
;. V o Cresteanew calendar | X Delete this calendar
Copyrght @ 2007-2008 Open Solutions for’]‘Ed_L!catlun, rncr,_(DQﬁE;:I}; Al Rights Resenced, F'u-gredlqr 0S4Ed
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This is the page where you create a new School Calendar. The calendar displays the regular
school starting and ending date/month by default. The month and year displayed can be
changed by changing the month and year pull-down menus at the top of the screen and
clicking the "Update" button.

It is mandatory for you to setup one for day to day functioning of the application. Note:
The calendar is required for the application to function properly, so you must set up at
least one school calendar.

* Give it a name in the Title input.
« Select the starting and ending dates for the school year.

* Check the standard days where your school has schooldays. Unchecked days are
not regular school days and will not be used for taking attendance and calculating
attendance percentages.

* Once you are ready, click “OK” to create the calendar.

Admin Administrator | Log Out

PR e DR | Defaut School v | 20032009 (¥

Tuesday Septemnber 30, 2008

School Setup >> Calendars

Create a new calendar |

Title |Default Calendar Default Calendar for this Schoal

Tolwne ][5 |5 2000 vl

From [ August  §][2z (8] [2008 ¥ =

DSunday Monday Tuesday Wednesday Thursday Friday DSaturday

Copyright 20072008 Open Solutions for Education, Inc: (0S4Ed) Al Rights Resended.

Copyright © 2007 — 2008, Open Solutions for Education, Inc. All Rights Reserved. Page 9



jﬁ/OPENSISW openSIS is a product of Open Solutions for Education, Inc.

On full school days, the checkbox in the upper right-hand corner of the day's square should
be checked. For partial days, the checkbox should be unchecked and the number of minutes
the school will be open should be entered into the text box next to the checkbox. This is used
to correctly calculate attendance on partial school days.

For days on which there will be no school (holidays, teacher workdays, etc.), the checkbox
should be unchecked and the text field should be blank. To uncheck the checkbox or change
the number of minutes in the school day, you must first click on the value you want to change.
After making any changes to the calendar, click the "Update" button at the top of the screen.
This must be done for each month in the school calendar.

Copyright © 2007 — 2008, Open Solutions for Education, Inc. All Rights Reserved. Page 10
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School Setup > Calendars Help
ctober || 2005 » List Events Save
Default Calendar (% | < Create anew calendar | % Delete this calendar

L Sundey | Mondey |

+ e + o+
5 Dl:l £ 7 8 3 10 11 Dl:l
+* + o + G i + -
12 Dl:l 13 14 15 16 17 18 Dl:l
+* + + + G i + -
19 Dl:l 20 21 22 23 24 25 Dl:l
+* + o + G i + -
26 Dl:l 27 28 29 30 31
+ + + + e +

Save
Capyright @ 2007-2008 Open Solutions fof Education, Inc. (0545 &1 Rights Resenrad Fowered by: 0S4 Ed
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6. Periods
To access this page choose School Setup >> Periods

This page allows you to setup your school's individual class periods. The openSIS
installation script creates a group of default periods. Update these periods to match yours
and delete the extra periods created during installation if necessary.

Middle and high schools will likely have multiple periods in a school day, where elementary
schools may have only one period (called All Day) or perhaps three (All Day, Morning, and
Afternoon). If required, you can add new periods very easily. To add a period, fill in the
period's title, short name, sort order, and length in minutes in the empty fields at the
bottom of the periods list and click the "Save" button.

To modify a period, click on any of the period's information, change the value, and click the
"Save" button. To delete a period, click the delete icon (X) next to the period you want to
delete. You will be asked to confirm the deletion.

Copyright © 2007 — 2008, Open Solutions for Education, Inc. All Rights Reserved. Page 12
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Admin Administrator | Log Out

Tuesday September 30, 2008

Dietaut School w | 20082009 v

- School Setup

It | Periods

School Setup == Periods

@| 11 Periods were found. @

| Full Day FD

7

Half Diary b . A
. Half Dary PM . Phd
. Petiod 1 01
. Period 2 0z
. Period 3 . 03
: Period 4 . 04
: Petiod 5 . 05

| Period & 0&

Pariod 7 oy

Period & 05

VIV

% % x|x x/x x x x x x

‘Copyright 2007-2008 Open Salutlons for Edusation, Ino (DS4Ed). All Riahts Resenved.

Copyright © 2007 — 2008, Open Solutions for Education, Inc. All Rights Reserved. Page 13



jﬁ/OPENSISW openSIS is a product of Open Solutions for Education, Inc.

7. Grade Levels
To access this page choose School Setup >> Grade Levels

This page allows you to setup your school's grade levels. By default the openSIS installer
creates all the grades from Kindergarten to the 8" Grade. If your school has a different grade
level structure, simply delete the extra Grade Levels. Similarly if you have some grades that
have not been created, create them on this page.

To add a grade level, fill in the grade level's title, short name, sort order, and next grade in the
empty fields at the bottom of the grade levels list and click the "Save" button. The "Next
Grade" field indicates the grade students in the current grade will proceed to in the next
school year.

To modify a grade level, click on any of the grade level's information, change the value, and
click the "Save" button. To delete a grade level, click the delete icon (X) next to the grade
level you want to delete. You will be asked to confirm the deletion.

Copyright © 2007 — 2008, Open Solutions for Education, Inc. All Rights Reserved. Page 14
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Admin Administrator | Log Out

Tuesday September 30, 2008

.
\"\' Defautt School v | 20082008 W
"\‘ >

Users Scheduling  Grades  Attendance  Eligibility

| Grade Levels |

School Setup == Grade Levels

@| 9 Grade Levels were found, E]

Title Short Hame Sort Order Hext Grade
Kindergarten K& 1st
1at . o1 2nd
. 2nd . 02 . 3rd
| Grdd . 03 4th
ath 4 Sth
. ath . 05 Eth
. Gtk . g 7th

Tth a7 gth

(7o =« R R Y o SR 0 o R

fith 0

L 1 [ —]

X
x
[
X
x
x
x
x
x
i

:

Copyright @ 20072008 Open Salutions for Education, Inc {0S4Ed). All Rights Resened,

8. Attendance Codes
To access this page choose Attendance >> Setup >> Attendance Codes

This page allows you to setup your school's attendance codes. Attendance codes are used in
the teacher's "Take Attendance" program (as well as most of the Attendance reports) and
specify whether or not the student was present, absent or tardy during the period, and the
associated comment or reason if desired.

To add an attendance code, fill in the attendance code's title, short name, type, and state
code. Select whether or not the code should be a teacher's default from the empty fields at
the bottom of the attendance codes list and click the "Save" button. Generally, the attendance
code called "Present" will be marked as the teacher's default. If the attendance code is
marked as being type "Teacher,"” a teacher will be able to select that attendance code from

Copyright © 2007 — 2008, Open Solutions for Education, Inc. All Rights Reserved. Page 15
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their "Take Attendance" program. Administrators will be able to assign all codes to a student.

To modify an attendance code, click on any of the attendance code's information. Change
the value and click the "Save" button.

To delete an attendance code, click the delete icon (X) next to the attendance code you want
to delete. You will be asked to confirm the deletion.

Admin Administrator | Log Out

Thursday October 2, 2008

w> .
| "OPEN- !
| i Defautt Schoal | 2008-2009 (| Guarter 1 %]

Horiie Scbdéf‘.iil S tents A Seres Y e g ;ﬂ_._ Attendanc 2

Attendance >> Attendance Codes

| Attendance |: + |

i o oot
¥ Absent o [ ] Tescheraottics Mo Mhsert
x . Excuzed Ahsence . E . I:I . Office Only . Mo . Ahzent
b o :‘;:S thaniminuies 5 |:| Teacher & Office e} Present
b3 .Present .P l:l .Teacher & Office .‘r‘es .Presem
% sick s ' | 1 | otfice only o [ asert
® . Tardy . T . |:| . Teacher & Cffice . Mo . Present
% | vacation [y . [— 1 [ otficeonly o [ Shsent
|| T [ [ # | [ e

Copyright @ 2007-2008 Open Solutions for Education, ne (DS4Ed1 A1l Rights Resared,
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9. Setup Report Card Grades
To access this page choose Grades >> Setup >> Report Card Grades
This page allows you to set up grades and their respective break-off marks. You may have
multiple grade scales and weighting if desired. To add a new grade scale, simply click the

“+” sign next to the Main tab to create another grade scale.

To modify a Grading code click on any of the attendance code's information, change the
code and click the "Save" button.

To delete a grade code, click the delete icon (X) next to the attendance code you want to
delete. You will be asked to confirm the deletion.

Copyright © 2007 — 2008, Open Solutions for Education, Inc. All Rights Reserved. Page 17
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Admin Administrator | Log Dut

Thursday October 2, 2008

Defaut School v | 20052009 v

Grades

Gradles >> Repoit Card Grades Help

| Main Il + |

T  mreakor fn [MWeMEASRorge comment sl
A 197 1200 12.00 1 Conzistently superior | Main
& . 93 ;11 oo .11 oo :2 :Superior hain
b @ L0 [0 B .|:|:Main
B &7 a0 a0 [ |:| | i
B 3 :B.DEI .B.DD 5 :Above average ain
B- 80 1700 [7.00 6 . [ ] | Main
o (77 |00 £.00 (7 [ ] men
[ . T3 ;S.DD -S.DD 8 :Average | hdain
- 70 laa0 400 g ;l:hrlain
D |67 {300 .00 10 [ van
[ B3 200 - 2.00 :‘11 | Below average . hain
D- = 100 1.00 12 [ Jiwen
F a l0.a0 |00 113 | Feiling [ Wi
| a ;D.DD -D.DD -14 .Incomplete hdain
i, :I:|En.nn 00 1 .|:|:Main
| i || | || | | ||| |

e | o | oo | o | o (70| o | 1o | o || o o |
(%)

Copyright © 2007 — 2008, Open Solutions for Education, Inc. All Rights Reserved. Page 18
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10.Add Student
To access this page choose Students >> Add a Student

The first thing you need to do after the School setup is complete is add your students from
the “Add a Student” screen. The fields marked in red are mandatory fields. Note that a
student cannot have duplicate “Student ID” or “Username.” This will result in a conflict.

If you do not assign you own student ID, the system will automatically assign an ID
starting at the next available number and incrementing by one. ( 1,2,3,4.....) If you
choose to add ID’s and allow some to be automatically assigned, you may have conflicts.
Keep this in mind as you consider how to assign student ID’s.

Copyright © 2007 — 2008, Open Solutions for Education, Inc. All Rights Reserved. Page 19
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Admin Administrator | Log Out

Tuesday September 30, 2008

Detautt School | 2008-2009 %

udert Info- |

Students == Add a Student

Help
| General Info || Addrezses & Corfacts || hedical |
| I I [ & [
First hiddle Last Suffix Student 10 Grade
Uzamame Paszward Last Login
[va L. [
Gender BEthnicity Common Mame
[ Nea v e ™
Social Seeurty T Lnguage
s o [we e ) B
Estimated Grad. Date
Attendance Start Date this School Year Dropped  School
+ [ September w30 w2008 - s [ | Defauit Schaol
| Defallt Calencar 8 Next grade ot current sehool )
Calendar Ralling ¢ Retention Options
| |
| Save
Copyright © 2007-2008 Open Salutior Fowsred by: 0S4 Ed
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11.Add Teachers
To access this page choose Users >> Add a User

After you are finished adding students we need to add Teachers in our system. The screen
is pretty much self-explanatory. In case of users the application automatically assigns the
“User ID” so you don’t have to worry about it. Remember to select the Profile as Teacher
in the “User Profile” dropdown.

Make sure you select the checkbox beside the school name. Here again just like the
students section, no two users can have the same username.

Admin Administrator | Log Oui

Wednesday October 1, 2008

| Defautt Schoal v | 20082009 v

ifo. | Add a User

Users == Add a User

General Info |

| | I . i
Title First niddie Last Staff 1D Last Year Staff 1D
Hsemame Pas=zwird Last Login

| Bl Ll

Heerfrfle: Coetaut sehoal
Default % Sehools

Permissions

Email Addrazs Phianiz: Mumber

Capyiight @ 2007-2008 Open Solutions for Education, ine. (IS4Ed). Al Rights Resenied.
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12.Setup Courses
To access this page choose Scheduling >> Setup >> Courses

This page allows you to setup your school's courses. There are three tiers of courses:
Subjects, Courses and Course Periods. To add any of these three things, click on the Add
icon (+) in the column corresponding to what you want to add. Then, fill in the information
requested in the fields above the list of marking periods and click the "Save" button.

To change any of these four things, click on the item you want to change, and click on
whatever value you want to change in the grey area above the lists. Then, change the

value and click the "Save" button.

Finally, to delete something, select it by clicking on its title on the list and click the "Delete"

To add a Course click on the Add icon (+) in the column corresponding to the alert
message that says “No Subjects were found”

Admin Administrator | Log Out

Weinezday October 1, 2008

-
| Default School w | 2008-2009 (v

T

Scheduling > Courses

Courses Search

r'y Ho Subjects were found,

+

ﬁonyrlghté-i?ﬂﬂ?’.—?ﬂﬂa Open Solutions for Education, Ine. ﬁDé‘}Ed.). All Rights Resened.
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Here we are adding a new Subject by entering a Title for the Subject. Click “Save” to add the
Subject Name you entered.

Admiin Administrator | Log Out

Wednesday October 1, 2008

Detault Schoal v | 20082009 ¥

| Scheduling |

Scheduling »» Courses Help.
Hew Subject I Save |
|Science|

Title

s Ho Subjects were found.

¥

Copuright @ 20072008 Opan Solutions for Education, Ine (DS4Ed) Al Rights Ressniad: Powersd by: QS4Ed
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After you saved the Subject, you will be re-directed to the next section where you can view
the Subject you added. Here you can add a course under the Subject you added by clicking
on the (+) button below the alert message that says “No Courses were found.”

Admin Administrator | lLog Out
Wednesday October 1, 2008
* Defautt School v | 2008-2009 %
Scheduling == Courses Help
|
Science Delete Save
Science
Title
| @1 1 Subject was found. 4L, Mo Courses were found.
| s
| Subject
- +
Seience.
 d
Copyfight @2007-2008 0pen Salutions for Edusation, Ine. (S4Ed). Al Rights Resaved. Powered by OS4Ed

On the next screen add a new course. Give it a Title and Short Name. The short name is used
as a reference code while assigning the course to a student so it is helpful if you keep a short

Copyright © 2007 — 2008, Open Solutions for Education, Inc. All Rights Reserved. Page 24
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name that can be easily identified as to which course it depicts. Click on “Save” to save the
Course.

Admin Administrator | Log Out

Wednesday October 1, 2008

Defaut School A | 2008-2003 % | Guarter 1 ¥ |

Scheduling [T
Scheduling »> Courses Help
Science - Hew Course : Save I
Biology Science ‘
Title short Mame Subject
| |
| g 1 Subject was found. by, No Courses were found, |
Subject
Solence
s
Cepytight  2007-2008 Opan Solutians for Education Ine, (0S4Ed)L All Rights Resered, Powered by: 0S4Ed
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The screen below shows you the newly added course. Now we can create a Period. Click on
the (+) button bellow the alert that says “No Periods were found” and add a new Period to this
course.

Admin Administrator | Log Out

Wednesday October 1, 2008

| Detault School w | 20082009 % | Quarter 1 |

Scheduling == Courses

|
Biology | Delete || save
Biology Bio Science
Title Short Hame Subject
|
g 1 Subject was found. g 1 Course was found. aly Mo Periods were found,
‘Subject Course |
_ o i i
Sclence. Blology.
+ +

Co prgh_t?@gzﬁuzébgﬁ'é_.ﬂpnn Salitions for Educatian, Ino. (OS4E). Al "R_i.ghts_.'_f:?ﬁsme.ﬂ.
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Add a new Period on this screen. Give it a relevant “Short Name,” select a teacher in the
dropdown. Assign a room to this course. Select the period when you want to assign this
period. Select the days on which you have the periods. Select the Marking period. Check the
“Takes Attendance” checkbox or your teachers won’t be able to take attendance for the
period.

Also remember to add the Total Seats for this period or you won’t be able to schedule
students to this period. Choose any other relevant checkbox or drop down menu values such
as Grading Scale, School Calendar, etc.

Admin Administrator | Log Out

Wednesday October 1, 2008

| Default Schocl v | 2008-2008 ¥

Scheduling >> Courses Help
| |
Biology - Hew Period Sawe
Teacher, Teach T % |2 Period 1 v |:| |:| |:| |:| FY |
Short Hame Taacher Room Period i Mo T o H F g M‘ark‘i‘hg‘ Perind Seats
il O O Mome (M Mot Graced (¥ 0.000 Default Calendar » |
Takes Atendance Affects Honor Roll Affants Class Rank  Gender Restriction 'G_mi:l_iﬁg Scale ' Credits Calendar =
|:| |:| Choose
Half Day Alow Teacher Gradescale Parent Course Period
@| 1 Subject was found. @I 1 Course was found. 44, No Periods were found,
Subject Course.
N +
Science Blology
i +
Eopyright & 2007-2008 Opan Soluians far Education, Ine: (D54Ed) All Fights Ressrvad Powered by: 0S4Ed
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13.Assigning periods to Students
To access this page choose Scheduling >> Student Schedule

You will have a default search screen. Do a blank submit to get all students or use the
fields to obtain a specific list of students.

Admin Administrator | Log Out

Wednesday October 1, 2008

* Defautt School v | 2008-2008 v | Guarter 1+ |

Scheduling >> Studernt Schedule Hel

| Find a Student |

Last Mame |
First Mame |
Studert 1D |

Adress |

Grade Mot Specified v: |
Activty [ Not Specified ]

Course Choose

Reguest Choose
Gender | Wi i |
Ethiricity | PiS, - v

D Groug by Family
D Search &l Schools
D Include Inactive Students

Submit Reset |

‘Copyright &2007-2008 Open Salutions for Education, In. (DS4E). All Righs Resenved. Power=d by 0S4Ed

Copyright © 2007 — 2008, Open Solutions for Education, Inc. All Rights Reserved. Page 28



®
jﬁ(OPENSISW openSIS is a product of Open Solutions for Education, Inc.

The search result will present you a list of the students based on the search criterion. Select
one of the students to assign him to the period you created.

Admin Administrator | Log Ouf

Wednesday October 1, 2008

Default School v/ 20082009 v

Student Schedule |

Scheduling >> Student Schedule Help

D Expanded View

© 2 students were found. ] oo
Student, Bugg 1 4tk
Two, Student 2 1=t

gggj;‘ﬁ);_hfi’qﬁéﬁq?.gn@g: Open S lutions for _I':"é_[uu_atiu’n! Ire (DS4Ed) All Rights Rmm,a Pﬂeﬂd vy OS4Ed

Copyright © 2007 — 2008, Open Solutions for Education, Inc. All Rights Reserved. Page 29



)
jﬁ(OPENSISW openSIS is a product of Open Solutions for Education, Inc.

In this screen we will assign to the chosen student a class period. Click on the (+) button that
says “Add a Course.”

Admin Administrator | Log GOut

Wednesday October 1, 2008
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In the pop-up window select the period you want to assign to the student by clicking on the
period of your choice.

) openS5IS Student Information System - Mozilla Firefox
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Courses Search
@ 1 Subject was found. @ 1 Course was found. @ 1 Period was found.
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As you see below, the period you selected automatically gets assigned to your selected
student. Everything you need for the school session is configured. The respective teacher can
take attendance for this student and assign him/her grades etc.
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