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1. This Document 

 

1.1. 18B18BPurpose 

The purpose of this user guide is to instruct users in eSchoolware. This user guide is 
designed as both a reference tool and in-depth companion to training. This user guide is 
designed to address how to complete tasks using EdisonLearning products. 

1.2. 19B19BConventions 

The following typographical conventions are used in this document. 

• Keys on the keyboard are pressed and denoted by uppercase font, such as  
ENTER, TAB, F9, T, and HOME. 

• Keys pressed at the same time are in sequence and joined by a plus sign, 
such as ALT+TAB, SHIFT+F3, and CTRL+SHIFT+A. 

• Objects on the screen are clicked and denoted by bold font, such as OK, 
Next, and Cancel. 

• Menu and sub-menu items are selected and denoted by the sequence of 
selections, such as, “From the menu bar, select Insert > Picture > From 
File, navigate to desired graphic, and click Insert or press ENTER.” 

• Screen, Window, Form, and Object names are denoted with title case. 

In addition to clicking with your mouse, commands on menus and screens may also have 
keyboard shortcuts that enable you to select them from your keyboard. In Windows 2000 
and Windows XP, it may be necessary to press the ALT key first to see the available 
keyboard shortcuts. 
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2. Product Overview 

EdisonLearning eSchoolware is the interface by which you can quickly and easily access 
all of your online tools in one location, including daily lessons, assignments and tests, 
grades and academic progress reports, upcoming deadlines, recent attendance, 
achievement intervention alerts and status, school and course announcements, and more. 
Students, parents, and instructors can also communicate with each other through the 
internal messaging system, and students and instructors can contribute to blogs and 
forums. 

2.1. About the Liaison Role 

The role of liaison encompasses the following primary responsibilities: 

• support and monitor students 

• view student information and data 

• communicate with teachers and students 

• approve grades 

In many respects, what a liaison sees on the screen is quite similar to the advisor role. 
The main point of difference is that the liaison cannot enroll students in courses, while the 
advisor can. 
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Logging Into Your Home 
Page 

To log in to the eSchoolware software, use a web browser to navigate to the server. Your 
support person can tell you the correct Internet address if you do not know it. 

 

Once there, enter your user name and password, then click Sign In. Your liaison home 

page appears: 

 

The screen contains several elements, as explained below. 
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3. Icons and Sign Out 

Several icons appear at the top of every screen: 

    

Home 

The home icon lists the role you are currently logged in as. From any other 
screen, click this icon to return to the liaison home page. Click the dropdown 
arrow to switch to any other roles you may have in the system. 

Announcements 

Click to access any system, school, or course announcements. A number in 
the bottom right corner indicates how many unread announcements you 
have. 

Messages 

Click the icon to open the Messaging screen. Messaging details are 
explained below. A number in the bottom right corner indicates how many 
unread messages you have. 

Control Panel 

Click the Control Panel icon to view a list of options available to you as a 
liaison. 

Sign Out 

Click to end your liaison session. 
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4. Control Panel 

The Control Panel contains links to all of the various administrative and maintenance 
features available to the liaison role. 

 

4.1. 21B21BAttendance – School 

Use this feature to view and manage student attendance at the school level. From the 
Control Panel, click Attendance - School. The School Attendance screen appears: 

 

Institution 

Select your school from the list 

School Year 

Select school year to view 

School Term 

Select term to view 

Use the search bar to select your institution, school year, and term. Click Go to view your 

search results: 
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4.1.1. 49B49BChange Attendance Status 

1. Click a day to change its status. The following window appears: 

 

2. Select the new status using the checkboxes and dropdowns. 
3. Click Save or Cancel. 
4. Click the red X to close the window. 

5. The student attendance record is updated. 

4.1.2. Daily 

 

Use this tab to view and modify student attendance at a daily level. 

Check All Present 

Mark all students present 

Uncheck All Present 

Unmark all students 
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4.1.3. 51B51BWeekly 

Use this tab to view and modify student attendance at a weekly level. 

Check All Present 

Mark all students present 

Uncheck All Present 

Mark all students present 

 

Attendance for each day is recorded and labeled according to the legend on the right. 

4.1.4. 52B52BTruancy 

Use this tab to view student truancy occurrences. 

 

Truancy Level 

School-configurable alert level of absences 
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Truancy History 

Click to view a list of truancies 

Consecutive Unexcused Absences 

Number of unexcused absences in a row 

Last Attended 

Last date of student attendance 

4.1.5. 53B53BTardy Truancy 

Use this tab to view student tardiness occurrences 

 

Truancy Level 

School-configurable alert level of absences 

Truancy History 

Click to view a list of truancies 

Consecutive Unexcused Tardies 

Number of unexcused absences in a row 

Last Attended 

Last date of student attendance 
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4.1.6. 54B54BActivity 

Use this tab to view how long students are spending logged in to the system and on 
various lessons. 

4.1.6.1. System 

The System tab displays login times for students on the system. 

 

Start Date 

Enter a beginning date for the activity report 

End Date 

Enter a finished date for the activity report 

User Type 

Select student or employee 

Report Type 

Select either Details or Summary. See examples below. 

Filter By 

Optionally, you may filter your results based on username, first name, or last 
name. 

Go 

Click to generate your report. A report appears displaying who accessed the 
system and when they accessed it. 
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Detail Report 

The System Detail report displays when students were on the system and 
how long they spent logged in over the given date range. 

 

The Detail report displays when students were on the system and how long 
they spent logged in over the given date range. 

Click the gray triangles to the left of the usernames to view details of the 

student’s activity for that session: 

 

Summary Report 

The System Summary report displays an abbreviated account of student 
logon activity. 

 

Click the gray triangles to the left of the usernames in the same manner as 

above to view details of the student’s activity for that session. 
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4.1.6.2. Course 

The Course tab provides information about when students log in to specific courses. 

 

Course 

Enter the course you wish to view. Click the hourglass icon to access a 

search screen: 

 

Enter part of the course name and click Go. You search results appear: 

 

Click Select for the correct course. 

Start Date 

Enter a beginning date for the activity report 

End Date 

Enter a finished date for the activity report 

User Type 

Select student or employee 

Report Type 

Select either Details or Summary. See examples below. 

Filter By 

Optionally, you may filter your results based on username, first name, or last 
name. 
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Go 

Click to generate your report. A report appears displaying who accessed that 
course and when they accessed it. 

Detail Report 

The Detail report displays when students were in the course and how long 
they spent logged in over the given date range. 

 

Click the gray triangles to the left of the usernames in the same manner as 

above to view details of the student’s activity for that session. 

Summary Report 

The Summary report displays an abbreviated account of student course 
activity. 

 

Click the gray triangles to the left of the usernames in the same manner as 

above to view details of the student’s activity for that session. 

4.2. 22B22BCustom Reports 

Click the link to create and view custom reports. The following screen appears: 
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1. Select your school from the Institution dropdown and click Go. Your reports appear: 

 

2. As an example, click the Students Without Advisors report at the bottom of the list. 

The following screen appears: 

 

3. Select Download and click the Excel button.  

Please note that each custom report will have a slightly different screen. 

4.3. 23B23BDiagnostics and School Assessments 

Use this feature to view, assign, and remove learning packages for students. 
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4.3.1. 55B55BSearch by Learning Package 

Use this search feature to assign students to learning packages. 

1. Select Learning Package. 
2. Enter part of the learning package name, and then click Go. Your results appear: 

 

3. Click the plus sign next to a learning package to view its details. Any students 

assigned to that learning package appear: 

 

4. Click the Remove icon to unassign the student. 
5. Click Add to assign a student to the learning package. A search bar appears: 

 



eSchoolware
®
 - Product User Guide for Liaisons  © 2013 EdisonLearning, Inc. All rights reserved. 

Section: Control Panel  Page 21 

6. Enter your search criteria and click Go. A list of matching students appears: 

 

7. To add a student, click the plus sign in the Add column for that student. 

4.3.2. 56B56BSearch by Users 

Use this feature to assign learning packages to students. 

1. Select Users. 
2. Select a school, enter part of the student name, and then click Go. Your results 

appear: 

 

3. Click the plus sign next to a student to view their details: 

 

Any learning packages assigned to that student appear. 

4. Click the Remove icon to unassign a learning package. 
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5. Click the Add button to assign a learning package student to the student. A search 

bar appears: 

 

6. Enter your search criteria and click Go. A list of matching learning packages appears: 

 

7. To add a student, click the plus sign in the Add column for that student. The student 

is now assigned to that learning package. 

4.4. 26B26BStudents 

Use this feature to find information about a particular student. Select school, active status, 
and text search type in the search bar, and then click Go. Your search results appear: 

 

Click a Student ID to view details: 
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4.5. User Preferences 

The Contact Settings and Event Subscriptions tabs are currently not used. Use the Avatar 
tab to upload a picture that displays when you post to forums, blogs, 

1. From the Control Panel, click User Preferences, then select the Avatar tab: 
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2. Click the Browse button. Use the Windows File Upload window to find and select an 

image: 

 

3. After selecting your image file, click the Upload File button in the Avatar tab: 

 

4. Your image is uploaded: 

 

Notice the status is “pending”. EdisonLearning must approve the picture before you can 
use it. After approval, you will be able to click the Select icon for the image to use it. 
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5. Summary 

The Summary box contains links to information about your students. 

 

Students 

Displays number of students assigned to you 

Intervention 

Displays number of interventions requiring tasks 

Grade Approval 

Displays number of pending grade requests 

Attendance 

Displays number of truancy issues 

Diagnostics 

Displays number of student diagnostics that need your attention 

5.1. 27B27BStudents 

The Students field displays the number of students assigned to you. Click the number to 
display a list of your students: 
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Back 

Click to return to the previous screen. 

Filter bar 

Use the dropdown fields to filter your student list by school, student name, or 
username. Click Go to view your filtered results. 

Username 

Login of student for the system. Click a username to view details for each 
student. 

Last Name 

Last name of each student 

First Name 

First name of each student 

Approval Count 

Number of pending grade approval requests for each student 

Intervention Count 

Number of pending interventions for each student 

Truancy Count 

Number of pending attendance issues for each student 

5.1.1. 62B62BViewing Student Grade Progress 

Click the student’s username > Academic Info tab > Schedule to view a student’s 

current course list and grades. The following screen appears: 

 

Enrollment ID 

Unique enrollment identifier. Click the gray arrow to the left of an ID to view 

additional course details. 

School Term 

When course occurs 

Course Name 

Name of student’s course. Click to view the Course Control Panel. 

Day 

Day(s) of week course occurs, if synchronous 
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Time 

Time of day course occurs, if synchronous 

Grade 

Current grade for course. Click to view the student’s Grade Breakdown for 
the course. 

Credits 

Credit value of course 

Progress 

Percentage of the course completed 

7 Day Progress 

Amount of course completed within the last seven days 

5.2. 28B28BIntervention 

The Intervention field displays pending interventions based on failed performance alerts of 
students assigned to you. 

Performance alerts associate specific proficiencies to specific assignment questions in a 
course. The alerts relate individual items embedded within curriculum assignments, 
quizzes or tests to specific standards and benchmarks. The data is then analyzed by the 
system to compare students’ performance to the school’s defined proficiency levels. If a 
student falls below the school-defined performance levels, the system alerts you and 
creates an immediate intervention for the student. 

Click the number to display a list of your students’ interventions: 

 

Back 

Click to return to the previous screen. 

Filter bar 

Use the dropdown fields to filter your student list by school, student name, or 
username. Click Go to view your filtered results. 

Username 

Login of student for the system 
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First Name 

First name of each student 

Last Name 

Last name of each student 

Intervention Count 

Number of pending interventions for each student 

Click a number in the student’s Intervention Count column to view that student’s 
interventions. The following screen appears: 

 

Back 

Click to return to the previous screen. 

Course Name 

Name of student’s course that has an intervention 

Course Code 

Section code of student’s course that has an intervention 

Intervention Count 

Number of interventions for that course 

Details 

Click the icon to view detailed information about a student’s course 
intervention(s) 
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5.2.1. 63B63BPerformance Summary 

Click the Details icon to view the Performance Summary for a student’s course 

interventions. The following screen appears. 

 

Back 

Click to return to the previous screen. 

Indicator 

Name of performance indicator 

Value 

Brief description of indicator 

Intervention Level 

Specifies if this is the first, second, or third alert related to this particular 
indicator 

Proficiency Level 

Level of student performance: 

• Advanced 

• Proficient 

• Basic 

• Below Basic 

Completed Date 

Date when student completed interventions tasks 

Details 

Click the icon to view detailed intervention information. 
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5.2.2. 64B64BPerformance Summary Details 

Interventions are additional remedial work given to a student when they fail a performance 
standard. Any time a student fails a performance standard, an intervention is created 
either by the teacher or automatically by the system. Interventions for each standard are 
labeled 1, 2, or 3, depending on the number of times the student has failed the standard. 

From the screen above, click the Details icon to view intervention details. The following 

screen appears. 

 

5.2.2.1. 104B104BIntervention Info Bar 

 

Number of Failed Questions 

How many questions the student failed 

Total Number of Questions 

Number of questions on the failed assessment 

Proficiency Level 

Level of student performance: 

• Advanced 

• Proficient 

• Basic 

• Below Basic 

Percentage 

Percentage value of the number of correct answers out of the number of 
total items 
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5.2.2.2. 105B105BAssessment 

The Assessment field displays scoring information on failed assessments. 

 

Assessment Name 

Name of the failed assessment 

Attempt Date 

Date assessment was completed by student 

Ratio 

Ratio of incorrect to total questions 

Attempt Score 

Number of correct points 

Click an assessment name to view more information about it: 

 

Question ID 

Unique identifier of question 

Possible Points 

Number of points possible for correctly answering that question 

Value 

Number of points actually earned by the student 

Pass/Fail 

Denotes whether the student passed the question based on grading criteria 
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5.2.2.3. 106B106BAdditional Assessment 

If a student fails several assessments tied to the same standard before a teacher or 
advisor has a chance to create an intervention for the first one, the additional related 
assessments are listed in the Additional Assessment box. When creating an intervention, 
you can see and take into account all of the related assessments at once. 

 

Assessment Name 

Name of the failed assessment 

Attempt Date 

Date assessment was completed by student 

Ratio 

Ratio of incorrect to total questions 

Score 

Number of correct points 

Percentage 

Displays what the total intervention score (score at top of screen in the info 
bar) would be if the assessment is moved and counted in the Assessment 
box 

Add 

Click to move the attempt from the Additional Assessment box to the 
Assessment box. Doing this can raise the student’s score, allows 
intervention tasks to be created for the additional failed assessments, and 
allows multiple assessments tied to the same indicators to be cleared. 
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5.2.2.4. 107B107BIntervention Task 

 

Create 

Click to create a new intervention for the student 

Type 

• E – External Link 

• R – Resource 

• L – Learning Package 

Created Time 

When intervention was created 

Completed Time 

When intervention was completed by student 

Remove 

Click icon to remove intervention task 

5.2.3. 65B65BCreate a New Intervention 

1. Click the Create button. The following screen appears: 

 

2. Select the intervention type: 

• Learning Package - a premade lesson 

• External Link - an Internet resource 

• Resource - other tools stored on the system 
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Learning Package

Select the 
Create. 

From any lesson, you can select any of 
toolbar: 

External Link

Click Create

Resource 

Click the 

Your student’s new intervention task appears in the list:
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Learning Package 

Select the appropriate item from the course’s learning package and click 
 

From any lesson, you can select any of the pages or items in the lesson’s 
 

 

External Link 

• Name Field – Enter a name for the link 

• Description – Enter a description for the link 

• External Link – Enter the URL for the link 

Create when finished. 

 

Click the Select icon to choose a resource from the list. 

Your student’s new intervention task appears in the list: 
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item from the course’s learning package and click 

the pages or items in the lesson’s 
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5.3. 29B29BGrade Approval 

The Grade Approval field displays the number of pending grade approvals of students 
assigned to you. Click the number to display a list of your students’ grade information: 

 

Back 

Click to return to the previous screen. 

Filter bar 

Use the dropdown fields to filter your student list by school, student name, or 
username. Click Go to view your filtered results. 

5.3.1. 66B66BPending Grades 

Click Pending in the blue window on the left of the screen to view pending 

grade approvals. The following screen appears: 

 

Course Code 

Section code of student’s course 

Course Name 

Name of student’s course 

Grading Period 

Grading period for which the grade has been submitted - if course is 
asynchronous, “Entire course” displays 

Last Name 

Last name of each student 

First Name 

First name of each student 
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Username 

Login of student for the system 

Requested 

Date grade was submitted for approval by teacher 

Percentage 

Score of gradable item 

Comment 

Any comments from grader 

Approve 

Click to approve the pending course grade 

Reject 

Click to reject the pending course grade 

5.3.1.1. 108B108BApprove Pending Grades 

1. To approve a pending grade, click the Approve icon. The system prompts you: 

 

2. Click Process Approval Only to just approve the grade. 

OR 

Click Process Approval and Schedule Next Course to approve the grade and 

schedule the next course part. The student's Academic Info/Enrollment page appears: 
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3. Use the search bar to find the next part in which to enroll the student: 

 

4. Select the section like you normally would through the Student Details interface. 
5. Click the X in the upper right corner of the window to close it and approve the grade. 

NOTE: If you click the X without processing an enrollment, the course 

grade will still be approved. You can look in your approved grades and 
delete this approval, if needed. 

5.3.1.2. 109B109BReject Pending Grades 

1. To reject a pending grade, click the Reject icon. . The system prompts you to 

continue. 
2. Click OK to reject the grade. 

5.3.1.3. 109B109BReject Pending Grades 

1. To reject a pending grade, click the Reject icon. . The system prompts you to 

continue. 
2. Click OK to reject the grade. 

5.3.2. 67B67BApproved 

Click Approved in the blue window on the left of the screen to view approved grades. The 

following screen appears: 

 

You can move an approved grade back to Pending status by clicking the Remove icon. 

Click the Approved Grade value to view the student’s Grade Breakdown screen. 
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5.3.3. 68B68BRejected 

Click Rejected in the blue window on the left of the screen to view rejected grades. The 

following screen appears: 

 

You can move a rejected grade back to Pending status by clicking the Remove icon. 

5.4. 30B30BAttendance 

This feature allows you to view school-defined truancy alerts. 

The Attendance field displays school-defined truancy alerts of students assigned to you. 
Click the number to display a list of absences: 

 

Consecutive Unexcused Absences 

Number of days in a row that student has not logged into system 

First Absent Date 

Date of first consecutive absence 

Last Absent Date 

Date of last consecutive absence 
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5.5. 31B31BDiagnostics 

This feature allows you to view student diagnostics that require your attention. The 
Diagnostics field displays the amount of actionable student diagnostics assigned to you. 

Click the number to display a list of diagnostics: 

 

Filter 

Select a filter to view diagnostics that are: 

• Not Actioned 

• Actioned 

• Completed (by student) 

• Not Completed (by student) 

Action 

Mark the check box to assign the diagnostic to the student 

Student ID 

Unique student identifier 

First 

Student first name 

Last 

Student last name 

Learning Package 

Associated learning package for the diagnostic 

Date Assigned 

Date diagnostic was assigned to student 

Due Date 

Date diagnostic is due, if applicable 
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Date Completed 

Date diagnostic was completed by student 

Score 

Number and percent correct 
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6. Student Search 

Use the Student Search box to find one or several students according to defined search 
criteria. 

 

Enter your search criteria and click Go. Your search results appear: 

 

Click a student username to view details about that student. 

More...  See the Managing Students section for more information about student details. 

Click a student grade to view that student’s course grades. 

More...  See the Grade Approval section for more information about student course grades. 
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7. Announcements 

Click the Announcements icon to view the Announcements screen: 

 

This screen allows you to read announcements posted in courses and system-wide. 

A green exclamation point beside an announcement title indicates that you have not yet 
read it. 

The bar across the top of the screen allows you to filter your messages by age and type. 

Today 

Displays announcements from today 

7 Days Ago 

Displays announcements from the last seven days 

30 Days Ago 

Displays announcements from the last 30 days 

All 

Displays all announcements 

Unread 

Displays only unread announcements 

View By 

Click the dropdown arrow to filter messages by system or course. 

Each announcement is listed with the date when it was posted, its course, the person who 
posted it, and a preview of the message. 

Click the More button to read the entire announcement. The message appears: 
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8. Managing Students 

With Provost eSchoolware, liaisons can view and manage a variety of student information. 
This chapter explains how to do the following tasks: 

• Find a student 

• Manage family information 

• Manage academic information 

• Manage administrative information 

• Manage demographic information 

• Add notes about a student 

• Enroll a student in organizations 

8.1. 39B39BFind a Student 

Use the Student Search box to find a student: 

 

1. Select your school. 
2. Search by student user ID, first name, or last name. 
3. Enter what it is you are looking for in the Value field. 
4. Click Go to search. 

Your search results display: 
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Click a Student ID to select a student. The Student Details screen appears: 

 

Click Back to close this screen. 

Click Message Student to send an 

internal email to the student. A 
message window appears: 

 

Complete the message and click 
Send at the bottom of the window. 

 

 

 

The upper part of the Student Details screen displays a variety of basic information about 
the selected student. The bottom half of the screen contains eight tabs that allow you to 
view and modify additional information. 

 

To edit basic student information, click the Edit button. Data entry boxes appear for 
editable fields. Make your changes and click Save. Click Cancel if you do not want to 

save your changes. 

To modify the selected student’s detailed information, follow the steps below for each tab. 
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8.2. Family Info 

 

The Family Info tab contains five subtabs: Contacts, Siblings, Addresses, Address History, 
and Student Phones. Use each tab to enter and modify additional information. 

8.2.1. Contacts 

 

8.2.1.1. View Contact Details 

Click the Details icon to view a contact's details. The Details view has three tabs: Details, 

Addresses, and Phone Numbers: 

 

8.2.1.2. Add a Contact 

Click the Add button to create contact information for the student. The following fields 

appear: 
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8.2.1.2.1. 110B110BSelect a Contact 

To assign an existing person as a contact for the student, mark the Select a Contact 
button and enter search criteria in the Search By field. Click Go to view your results: 

 

For the correct contact, select a relation and type, and then click the Select icon. Your 

new contact is added to the list. 

8.2.1.2.2. Create a Contact 

Click Create a Contact to create a new contact for the student. The following fields 

appear: 

 

First Name 

Enter the contact’s first name 

Last Name 

Enter the contact’s last name 
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Middle Name 

Enter the contact’s middle name 

Suffix 

Enter any suffix, such as Jr., Sr., II, etc. 

Relationship 

Select the relationship the contact has with the student. 

Create User 

Mark the box to create a system login for this contact. If you uncheck this 
box, the person you are creating will only be listed as a contact for the 
student and not have any system login ability. 

Username 

Enter a system username for the contact 

Role 

Select from the choices listed. Typically, you should select Parent. 

Timezone 

Select the timezone in which the contact lives 

Email 

Enter the contact’s email address 

Gender 

Select the contact’s gender 

Birthdate 

Enter the contact’s birthdate 

Nickname 

Enter the contact’s nickname, if applicable 

Type 

Select the type of contact, either primary or alternate 

Password 

Enter a password for the user if they have a login 

Click Create to create the contact. The new contact is added to the list. Click the Details 

icon for the contact to find the username and password created by the system for the 
user. 

8.2.1.2.3. Edit a Contact 

From the Contacts screen, click the Details icon for a contact. The contact opens to edit. 



eSchoolware
®
 - Product User Guide for Liaisons  © 2013 EdisonLearning, Inc. All rights reserved. 

Section: Managing Students  Page 48 

Click the Edit button on the Details tab to edit its information: 

 

NOTE: Do not change the username field. 

Click the Addresses tab to add or modify an address for the contact: 

 

Create 

Click to create an address from scratch: 

 

Complete the fields and click Save. 

Add from family addresses 

Click to select an address from a list of addresses already associated with 
the student’s family: 
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Click the Phone Numbers tab to add or modify a phone number for the contact: 

 

Create 

Click the Create button to add a new phone number to the contact. Data 

fields appear: 

 

Click Save when finished. 

To edit a phone number, click its Details icon: 

 

Detail fields appear: 
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Click Edit to open fields for editing: 

 

Click Save when finished. 

Click Close to close the fields without editing. 

8.2.2. 73B73BSiblings 

 

This subtab displays all other students linked to this student and allows you to add 
siblings. 

8.2.2.1. 112B112BAdd a Sibling 

1. Click Add. A search box appears: 

 

2. Select a school whether to search by application ID, last name, or first name. Enter 
the search text, then click Go. Your search results appear: 

 

3. Click the Select icon to add a student as a sibling. 
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8.2.3. 74Student Addresses 

 

This subtab displays all current addresses for the student. 

8.2.3.1. View/Edit Address Details 

1. Click the Details icon to view more address information: 

 

2. Click the Edit button to edit address information. The fields open for editing: 

 

3. If the address is shared by multiple people, you are prompted to apply changes to 
only this user, all users with this address, or to cancel: 

 

4. Click Save when finished. 
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8.2.3.2. 114B114BAdd a New Address from Scratch 

1. Click the Create button in the upper right corner. Additional address fields appear: 

 

2. Enter address information. 
3. Click Save. The new address appears in the list. 

8.2.3.3. Add a New Address from Existing Addresses 

1. Click the Add from family addresses button in the upper right corner. A list of 

addresses associated with the family appears: 

 

2. Select an address from the list. 
3. Click Save when finished. 

8.2.4. 75B75BAddress History 

 

This subtab displays all previous addresses for the student. 
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8.2.4.1. View/Edit Address Details 

1. Click the Details icon to view more address information: 

 

2. Click the Edit button to edit address information. The fields open for editing: 

 

3. Be sure to select a reason for editing. Click Save when finished. 

8.2.4.2. 116B116BAdd a New Address 

1. Click the Create button in the upper right corner. Additional address fields appear: 

 

2. Enter address information. 
3. Click Save. The new address appears in the list. 
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8.2.5. Student Phones 

This subtab displays all current phone numbers for the student. 

 

8.2.5.1. Create a New Student Phone Number 

1. Click the Create button. Fields appear to enter a new phone number: 

 

2. Enter information and click Save when finished. 

8.2.5.2. Edit or Delete an Existing Student Phone Number 

1. Click the Details icon for the phone number you wish to edit. Detail fields appear: 

 

2. Click Edit to open the fields: 

 

3. Make your changes and click the Save button. 

To delete a phone entry, click its Delete icon. 
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8.3. 41B41BAcademic Info 

 

The Academic Info tab contains ten subtabs: Schedule, Waiting List, Enrollment History, 
Tasks, Checklists, Transcript/Academic History, Diagnostics, Transfer Course, Block 
Forums, and Student Mastery Level. 

8.3.1. 76B76BSchedule 

 

The Schedule subtab displays the classes the student is enrolled in for any selected year. 
By default, the current year displays. Select a year from the School Year dropdown to 

view enrollment for that year. 

Enrollment ID 

Unique ID applied to each enrollment in the system 

School Term 

Term course was taken 

Course Name 

Name of course 

Section Code 

Unique identification of course section 

Teachers 

Teacher for the class 

Day 

Day(s) course occurs 

Time 

Time course occurs 

Grade 

Grade for the class 
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Credits 

Number of credits class is worth 

Click the triangle to the left of the Enrollment ID to view additional course information. 

There are four more subtabs for each course, as described below. 

8.3.1.1. General 

 

Enrollment ID 

Unique ID applied to each enrollment in the system 

Enrollment Date 

Date student was enrolled in class 

Enrolled By 

Name of user who enrolled the student 

Drop/Transfer 

Select from the dropdown if the student is dropping or transferring the 
course. Click Save to save your selection. 

8.3.1.2. Grade 

 

The Grade tab displays grade information for the selected course. 
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8.3.1.3. 119B119BMaterial 

 

The Material tab displays the status of any materials associated with the course. 

8.3.1.4. 120B120BTransfer 

 

The Transfer tab displays information regarding whether the student’s enrollment has 
been transferred. 

8.3.2. 78B78BWaiting List 

 

The Waiting List subtab displays any courses for which the student is waiting to enroll. 
Select the school year you wish to view, then click Go. 

School Term 

Term year of course 

Course Name 

Name of the course 

Section Code 

Unique ID for the section on which the student is waiting 
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Teachers 

Teacher for the course 

Day 

Day the course takes place if synchronous 

Time 

Time the course takes place if synchronous 

Drop 

Allows user to drop student course enrollment from the waiting list 

8.3.3. 79B79BEnrollment History 

 

The Enrollment History tab displays previous courses in which the student was enrolled. 

Clicking the gray triangle to the left of the Enrollment ID displays course information the 
same as in the Schedule section above. 

8.3.4. Tests 

Use the Tests subtab to view SAT and state assessment results. 

8.3.5. 81B81BChecklists 

Use the Checklists subtab to track credits earned verses credits still needed toward 
graduation. 

8.3.6. 82B82BTranscript/Academic History 

Use the Transcript/Academic History subtab to generate: 

• Transcript – Academic activity that is applicable to post-secondary 
admissions 

• Academic History – Complete list of student course history for all grades in 
system 
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Click a button to generate a transcript or academic history in Excel, plain text, or PDF 
format. 

8.3.7. 83B83BDiagnostics 

Use the Diagnostics subtab to assign and remove learning packages for students. 

 

1. Click the Add button. A search line appears: 

 

2. Enter search text and click Go. Your search results appear: 

 

3. If the student must complete the diagnostic by a certain date, use the calendar control 
to enter a due date. 

4. Click the yellow plus to assign the diagnostic to the student. 

5. The diagnostic now appears in the student’s list. 

To change a due date, click the Edit icon for the diagnostic. 

To remove a diagnostic from a student, click the Remove icon for the diagnostic. 
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8.3.8. Transfer Course 

Use this subtab to enter courses into the system that the student has completed at other 
schools. 

 

1. Click the Create button to add a course. The Create Student Transfer Course fields 

appear: 

 

2. Enter the following information: 

Transfer School 

Select a previously used school from the dropdown or use the Look up 

button to search for a school. 

Transfer Course 

If a user has previously entered a transfer course for this school into the 
eSchoolware system, you can select it from the dropdown list: 

 

You can also enter a new course: 

Click the Add Course button to add a transfer course. A new window 

appears where users can enter course information: 
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Click Save when finished. The value you enter in the Credits field is used in 

the Credits field of the Create Student Transfer Course screen. 

Grade 

Select the course’s grade value. 

Grade Type 

Select one type: 

• Final 

• Grade to Date 

• Grade to Date (WD) 

• Withdrawal 

Grade Level 

Select the grade level in which the course was taken. 

School Year 

Select the school year in which the course was taken. 

Credits 

Read-only field that displays the credit value of the transfer course 

3. Click Create to enter the course in the student’s transfer list. 

Click the Edit icon to edit any of the transfer course’s information. 

Click the Remove icon to delete the course from the student’s record. 

8.3.9. Block Forums 

Use this subtab to manage a student's access to forums of courses in which they are 
enrolled. 

 

Click the Change Access icon for a course to block or unblock it for the student. 
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8.3.10. Student Mastery Level 

Use this subtab to manage the number of failing attempts a student makes on 
assessments before the system notifies their teacher and to manage the passing 
percentage of the student's attempts. 

 

NOTE: Advisors can only change these settings for their students. 
Institution-wide changes are not enabled for this role. 

8.3.10.1. Threshold Settings 

Threshold settings force a student to obtain a certain score on MyDay (middle school) or 
Course Player daily assessments in order to progress the next lesson. If the threshold 
setting is enabled and has not been achieved, the student will be required to repeat the 
assessment. 

The default settings are derived from the institutional settings for these characteristics. By 
changing the settings for the student, you are in effect establishing different standards for 
that student than the rest of the student body of the institution. 

For Course Player, a student with a threshold value of 80% is required to get 4 out 5 
answers correct for the assessment. For MyDay, a student with a threshold value of 80% 
is required to get 8 out 10 answers correct for a game assessment. 

To change a setting, click the Override button. Place the cursor in the text box, remove 
the current setting and type in the new setting. Click Save when finished. 

 

The new values will be effective immediately, but past work will not be affected. 

The bottom field of this area allows you to choose whether or not mastery will be enforced. 
This is a simple yes or no value. To change this value, click Override and then check or 
uncheck the box. As above, click Save when finished. 
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8.3.10.2. Restriction Settings 

The other controls in this area are for restriction settings. Course Player and MyDay 
courses each have their own full set of controls. Unlike the threshold settings, the 
restriction settings for each application are all opened for change upon pushing the 
Override button. 

 

The Assessment Failure Threshold specifies a number (must be at least 1, usually more 
than that) of unsuccessful attempts a student can make before they are deemed to have 
failed the lesson. This is, in effect, the trigger value for the other two items in this area, the 
blocking and messaging features. To change this value, click in the text box, remove the 
current value and type the new value. 

The Enable Message feature causes a notification e-mail such as seen below to be sent 
to the student’s teacher and advisor when the student exceeds the failure threshold. This 
is a simple check box. 

 

The Enable Block feature allows for the student to be barred from entering the virtual 
environment when the student exceeds the failure threshold. This is also a check box 
control. 

Click the Save button when finished with your changes. 

8.4. 42B42BAdministration Info 

 

The Administration Info tab contains five subtabs: Entry/Withdrawal, School Districts, 
Credentials, Advisors, and Application. 
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8.4.1. 85B85BEntry/Withdrawal 

 

Use the Entry/Withdrawal subtab to view and modify entry and withdrawal information for 
the student. 

Action 

Type of action – Entry, Withdrawal 

Reporting Code 

State code used for reporting purposes 

Description 

Description of the entry/withdrawal action 

Comment 

Comments about action 

School Name 

Name of school the action applies to 

Date 

Official date the entry/withdrawal occurred 

Modified By 

Name of user who created the action 

Modified On 

Date of modification 

Edit 

Click the icon to edit the action 

Delete 

Click the icon to delete the action 
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Click the Create button to create a new administrative action. The following fields appear: 

 

Use this set of fields to enter or withdraw the student. 

1. Select the school’s state. The City and School fields will become active. 
2. Select the appropriate city and school. 
3. From the Entry/Withdrawal field, select Withdrawal, Opt-Out, or Entry. 
4. Select an Entry/Withdrawal reason. 
5. Select an Entry/Withdrawal date. 
6. Enter any comments. 

Notice that selecting Withdrawal or Opt-Out causes more information to display. Under the 
Entry/Withdrawal Date field, an Activate Student checkbox appears when you select the 
Entry action. A Deactivate Student checkbox appears when you select either Withdrawal 
or Opt-Out: 

  

Notice also that when you select Withdrawal or Opt-Out, you must also assign final grades 
the courses in which the student is enrolled: 

 

Select a Grade Type and Course Grade for each course. 

When finished, click the Save button to keep your changes or the Cancel button to close 

these fields. 
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8.4.2. 86B86BSchool Districts 

 

Use the School Districts subtab to assign a district of residence to a student and record 
previous districts the student attended. 

District 

Name of school district 

Location 

Where district is located 

Start Date 

Date student began attending district 

End Date 

Date student stopped attending district 

Edit 

Click the icon to edit the district’s information 

Delete 

Click the icon to delete the district from the list 

Click the Create button to create a new district listing. The following fields appear: 

 

1. Select a state from the dropdown list. The School District field becomes active. 
2. Select the district from the dropdown list. 
3. If this is the district the student is currently enrolled in, mark the Current School 

District box. If this district is not the current district, unchecking the box causes and 

End Date field to appear. 
4. Use the calendar control to select the date the student started in the district. 
5. Use the calendar control to select the date the student stopped attending the district. 
6. Click either Save or Cancel. 

Saving your new district closes those fields and adds the district to the list: 
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8.4.3. 87B87BCredentials 

 

Use the Credentials subtab to create new student logins and modify existing ones. 

Username 

Login of student 

Password 

Student’s password 

Credential Name 

Type of credential – email, AT&T Connect, etc. 

Edit 

Click the icon to edit the credential 

Delete 

Click the icon to delete the credential 

8.4.3.1. 124B124BCreate a New Credential 

1. Click the Create button to create a new student credential. The following fields 

appear: 

 

2. Enter a username and password for the student. 
3. From the Credential Name dropdown, select a credential type. 
4. Click Save to create the new login or Cancel to close these fields. 

8.4.3.2. 125B125BEdit a Credential 

1. Click the pencil icon to edit an existing credential: 

 

2. Modify the credential, then click Save. 
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8.4.3.3. 126B126BDelete a Credential 

To delete a user credential, click the trash can icon on the appropriate line. 

8.4.4. 88B88BAdvisors 

 

The Advisors subtab lists current and previous advisors for the student. 

8.4.5. 89B89BApplication 

The Application subtab contains the application the student used to enroll in the school. 

 

Click the Application ID number to view an application: 
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8.5. 43B43BDemographics 

 

The Demographics tab contains two subtabs: Demographics and School Year 
Demographic. 

8.5.1. 90B90BDemographics 

 

The Demographics subtab contains the General Info. subtab. 

Home Room 

Student home room information 

1. Click the Edit button to change demographic information. 
2. Make your changes, then click Save. Click Cancel if you decide to not make the 

change. 

8.5.2. 91B91BSchool Year Demographic 

 

The School Year Demographic displays information about the student’s placement in the 
school. The fields above are examples; your system administrator will configure tabs and 
fields specific to your school’s needs. 

Select the school year you would like to view and click Go. Information for that year 

appears. 

Click Edit to change information. 
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8.6. Notes 

 

The Notes tab contains two subtabs: Notes and Document Tracking. 

8.6.1. Notes 

 

Use the Notes subtab to create and store incidental information about your students. You 
have the option of sharing notes with teachers assigned to the student. 

8.6.1.1. 127B127BCreate a New Note 

1. Click the Create button at the right of the screen. The following fields appear: 

 

Private/Communal 

• Select Private to allow only you, the assigned teacher, to view, edit, and 

delete the note. 

• Select Communal to allow all teachers and advisors assigned to the student 

to view the note. These other users may not edit or delete it. 

NOTE: Advisor administrators and institutional administrators can view 
all notes, communal or private, in their respective institutions. 

NOTE: In the interest of student privacy, the system default setting for 
notes is Private. Consult your school’s policies for details about when to 
use Private or Communal. 
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Subject 

Enter subject of note 

Content 

Enter note information here. This field has a 3999 character maximum. 

Type 

Select a category in which the note fits. You can use this information to filter 
notes when viewing them. 

Created By 

User who created note. The system automatically fills this field. 

Created On 

Date note was created. The system automatically fills this field. 

2. Click the Create on the note’s line to publish the note; click Cancel to close these 

fields without saving or creating. 

The new note is now part of the list. 

Once you create a note, you can change it by clicking its Edit icon. You can delete it by 
clicking its Delete icon. If you are not the creator of a note, you cannot edit or delete it.B128B 

8.6.2. 93B93BDocument Tracking 

 

Document tracking allows you to enter dated notes regarding material you sent to or 
received from the student. 

Create 

Click to create a new note 

Date 

Date that is relevant to the content of the document or note 

Action 

How material was sent/received 

Document 

Type of document sent/received 

Comment 

Comment about document 

Entered By 

Name of person who entered the note 
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Entered On 

Date note was created 

Edit 

Click to edit note 

Delete 

Click to delete note 

8.6.2.1. 130B130BCreate a Note 

1. Click Create. A new line appears: 

 

2. Enter your note information and click Create. Your new note appears at the bottom of 

the list. 

8.7. 45B45BOrganizations 

 

The Organizations tab has two subtabs: Enrolled Organizations and Organization History. 

8.7.1. 94B94BEnrolled Organizations 

 

The Enrolled Organizations subtab lists the groups to which the student belongs. 

Organization Name 

Name of group 

Code 

Unique identifier for the organization 

Teachers 

Teacher in charge of the organization 

Drop 

Click the icon to remove the student from the organization 
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8.7.1.1. 131B131BAdd an Organization 

1. Click the Create icon to the right of the screen. The following search bar appears: 

 

2. Enter your search criteria and click Go. If you wish to not add an organization at this 
point, click Cancel. 

3. Your results appear under the search bar: 

 

4. From the search results, click the Enroll icon of the appropriate organization. 

8.7.1.2. 132B132BDrop an Organization 

To disassociate a student form an organization, click the Drop icon in the appropriate 

organization’s row. 

8.7.2. 95B95BOrganization History 

 

The Organization History subtab displays organizations that student has belonged to in 
the past. 

Organization Name 

Name of group 

Code 

Unique identifier for the organization 

Enrolled Date 

Date when student enrolled in the organization 
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Drop Date 

Date student dropped the organization 

Enrolled By 

Person who enrolled student 

Dropped By 

Person who dropped student 

Teachers 

Teacher in charge of organization 

8.8. 46B46BAttendance 

The Attendance tab displays information about the selected student’s attendance history. 
It contains four subtabs: School Term Attendance, Course Attendance, System Activity, 
and Course Activity. 

8.8.1. 96B96BSchool Term Attendance 

 

This tab displays basic attendance information for the school year. Days attended are 
marked in green, while unexcused absent days are marked in white. 

Select the school year and click Go. Click a day to toggle its status between present and 

absent. 
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8.8.2. 97B97BCourse Attendance 

 

The Course Attendance tab displays the student’s attendance at a weekly level broken 
down by course. 

Select the school year, term, and week, then click Go. The student’s attendance record for 

that time appears. Attendance for each day is recorded and labeled according to the 
legend on the right. 

8.8.2.1. 133B133BChange Attendance Status 

1. Click a day to change its status. The following 
window appears: 

2. Select the new status using the checkboxes 
and dropdowns. 

3. Click Save or Cancel. 
4. Click the red X to close the window. 

5. The student attendance record is updated. 
 
 
 
 
 

8.8.3. 98B98BSystem Activity 

 

The System Activity tab displays login times for students on the system. 

Enter start and end dates and select either the Detail or Summary report. Click Go. 
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8.8.3.1. 134B134BDetail Report 

 

The Detail report displays when students were on the system and how long they spent 
logged in over the given date range. 

Click the gray triangles to the left of the usernames to view details of the student’s 

activity for that session: 

 

8.8.3.2. 135B135BSummary Report 

 

The Summary report displays an abbreviated account of student logon activity. 

Click the gray triangles to the left of the usernames in the same manner as above to view 

details of the student’s activity for that session. 
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8.8.4. 99B99BCourse Activity 

 

The Course Activity tab provides information about when students log in to specific 
courses. 

To find course information: 

1. Click the Search button. A search window appears. 

2. Select the school year and enter part of the course name for which you are searching. 
3. Click Search. Your results appear beneath the search bar: 

 

4. Click Select for the course. The search window closes. 

5. Select start and end dates. 
6. Select Detail or Summary. 
7. Click Go. 

A report appears, displaying who accessed that course and when they accessed it. 

8.8.4.1. 136B136BDetail Report 

 

The Detail report displays when students were in the course and how long they spent 
logged in over the given date range. 

Click the gray triangles to the left of the usernames in the same manner as above to view 

details of the student’s activity for that session. 
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8.8.4.2. 137B137BSummary Report 

 

The Summary report displays an abbreviated account of student course activity. 

Click the gray triangles to the left of the usernames in the same manner as above to view 

details of the student’s activity for that session. 


