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1. This Document 
 

1.1. Purpose 

The purpose of this user guide is to instruct users in EdisonLearning 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. Conventions 

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. 
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3. 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 admissions 
home page appears: 

 

The screen contains several elements, as explained below. 
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4. Icon Bar 

Several icons appear at the top of every screen: 

   

Home 
Click Home on any screen to return to your home page. You may have 
other system roles assigned to you; the home icon lists the role you are 
currently logged in as. If you have other system roles, click the 
dropdown to select one. 

Announcements 
Click to open the Announcements screen. 

Control Panel 
Click to view a list of additional features available to you. 

Sign Out 
Click to end your Advisor session. 

4.1. 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. 
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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: 

 

Click Back to return to the Announcements screen. 

4.2. Control Panel 

 

The Control Panel contains links to the various administrative and maintenance features 
available to your role. 

4.2.1. Application Templates 

EdisonLearning eSchoolware allows you to create and modify the templates used to 
create admission applications. The system stores older versions for reference. 

From the Control Panel, select Application Templates. The following screen appears: 
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Select your school from the dropdown list and click Go. A list of applications for that 
school appears: 

 

Institution 
Select your school from the dropdown list and click the Go button to 
filter by that organization. 

Create 
Click to create a new application. 

Name 
Titles of applications in the system for the selected institution 

Active 
Indicates if the application active or not. You can only have one 
application at a time marked active. 

Copy Template 
Copies template for editing 

Edit 
Click icon to edit the application name and active status 

Edit Sections 
Click icon to edit application questions information 

4.2.1.1. Create a New Application 

To create a new application, follow the instructions below. 

1. Click the Create button. A new line appears under the existing applications: 
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2. Enter a name for the application in the Name field. 
3. Mark the checkbox to make the application the active one. 
4. Click Create to create the new application. Your application appears: 

 

4.2.1.1.1. Manage Questions 

1. Click the Edit Sections icon to edit the questions and tabs that appear in the 
application. The following screen appears: 

 

Application Template Info 
Basic template information from the previous screen 

Section Info 
Information specific to the current tab. 

• Section Name - name that appears on the section’s tab below 
• Index – left to right order in which section tab appears below 
• View By Parent – Denotes whether this tab is viewable by 

parents during application process 

Edit 
Click to edit section tab information 

Delete 
Click to remove the section tab from the application 

Back 
Click to return to previous screen 
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Green Left and Right Arrows 
Click to navigate through tabs if there are more than what fits on the 
screen 

Yellow Plus Sign 
Click to add a new tab 

Section Tabs 
Contain enrollment application questions 

Index 
Select from the dropdown to change the order in which questions 
appear on the application. 

Question 
List of questions in that section 

Line Break 
Mark the box to place a line under the question to act as a sub-section 
separator 

Require 
Mark the checkbox to require an answer for a question. 

Move To Section 
Click the dropdown and make a selection to move the question to a 
different section tab. 

Remove 
Click the trashcan to remove a question from the section tab. If a 
question has a trashcan with a “no” symbol on it, that question is 
required and cannot be removed. 

Select question to add 
Click the dropdown to select another question to add to the list. Once 
selected, click the Add button. This field is located at the bottom of the 
question list. 

Back 
Click to return to the previous screen. 

4.2.1.2. Edit an Application 

You can edit either the name and active status of an application or the questions 
themselves. 

4.2.1.2.1. Modify Name or Active Status 

1. Click the Edit icon for the application. The fields open for editing: 
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2. When you are finished changing the application name or active status, click the Save 
button. 

4.2.1.2.2. Modify Section Questions 

Click the Edit Sections icon for the application. The following screen appears: 

 

Application Template Info 
Lists basic information about the template 

Section Info 
Lists information about the currently selected application tab. Use this 
section to edit section order and visibility or to delete section tabs. 

Section tabs 
Tabs containing categories of questions. In the example above, they are 
labeled Student Info, School Info, and Family Info. 

Left/right arrows 
Click to scroll through multiple section tabs 

Yellow plus sign 
Click to add a new section tab 

Index 
Select a number from the dropdown to determine the order in which the 
question appears in the section tab. 
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Question 
Text of the question 

Line Break 
Mark the box to place a line under the question to act as a sub-section 
separator 

Require 
Mark the box to make the question a required field. Some questions are 
required by the system; these have a grayed-out check box in this field. 

Move To Section 
Select another section tab from the dropdown field to move the question 
to that field. 

Remove 
Click the trash can icon to remove the question from the section tab. 
Some questions are required by the system and cannot be removed; 
their trash cans are marked with a red circle and slash. 

Select a question to add 
Click the dropdown to select another question to add to the section tab. 
Click the Add button to add the question to the list. 

4.2.1.3. Edit the Section Info Fields 

Click the Edit button. The fields open for editing: 

 

Section Name 
Enter the name of the selected section tab. 

Index 
From the dropdown, select a value to position the section tab in left-to-
right order in the online application. Selecting “1” places the tab at the 
far left; higher numbers move the tab to the right. 

View By Parent 
Mark the checkbox to enable parents to view the section tab when 
completing the application 

Save 
Click to save your changes 

Cancel 
Click to cancel your changes 
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Delete 
Click to delete the section tab from the application 

4.2.2. Applications – Student 

More...  See the Manage Applications section below. 

4.2.3. Custom Reports 

Click the link to create and view custom reports. The following screen appears: 

 

1. Select your school from the Institution dropdown and 
click Go. Your reports appear: 

 

 

 

 

 

NOTE: You may not have any custom reports assigned to you. If this is 
the case, the report list will be empty. 

2. Click a report in the list. The report’s generation screen appears: 
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NOTE: Each report has a different generation screen depending on the 
parameters it needs to generate. 

3. Select Download and click the Excel, Text, or PDF button to generate your report. 
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5. Schools 

 

Each school for which you have student applications is listed by itself. The listing includes 
the number of assigned and incomplete applications for the school, as well as a pie chart 
displaying what is missing on incomplete applications. 

Applications Assigned 
Number of applications assigned to you 

Applications Incomplete 
Number of assigned applications that are missing information 

5.1. Assigned Applications 

Click the blue Applications Assigned box to view and work with applications assigned to 
you. The following screen appears: 

 

Search bar 
Use the dropdown fields to search for an application 

Create 
Click to create a new application 

App ID 
Unique identification number of the application 

Last Name 
Student last name 

First Name 
Student first name 

Created By 
Person who created the application 
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Created Time 
Date and time application was created 

Assigned To 
Admission staff member assigned to the application 

Student ID 
Unique identification number of student. This number will not appear 
until application has been approved 

Duplicates 
The number of duplicate applications for this student 

Admission 
Pending - application is missing admission data 
Complete -  no missing admission data 
Approved – application has been approved by admin 
Opt Out – student has opted out of school 

Health Status 
Pending if the application is missing health data, Complete if it is not 

Mark as Duplicate 
Click the icon to mark the application as a duplicate for that student 

Assign App 
Click the icon to assign the application to another admission staff 
member. A search field appears: 

 

Select search by username, first name, or last name; enter search text; 
and click Go. Your search results appear: 

 

Click the Select icon for a staff member. The application is now 
assigned to that person. 

5.2. Incomplete Applications 

Click the blue Applications Incomplete box to view and work with applications that are 
missing information. The screen appears the same as above. 
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6. Manage Applications 

Use the Manage Applications box to find 
an application. 

 

 

 

 

 

Schools 
Select a school 

Search By 
Select application ID, student first name, student last name, or parent 
last name 

Value 
Enter the text for which to search. You can enter partial names and the 
system will return all results containing that text. 

Click Go to conduct your search. The Manage Application screen appears: 

 

Search bar 
Use the dropdown fields to select a school and application ID or student 
name to find an application 

Create 
Click to create a new application 

App ID 
Unique identification number of the application 

Last Name 
Student last name 
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First Name 
Student first name 

Created By 
Person who created the application 

Created Time 
Date and time application was created 

Assigned To 
Admission staff member assigned to the application 

Student ID 
Unique identification number of student. This number will not appear 
until application has been approved 

Duplicates 
The number of duplicate applications for this student 

Admission 
Pending - application is missing admission data 
Complete -  no missing admission data 
Approved – application has been approved by admin 
Opt Out – student has opted out of school 

Health Status 
Pending if the application is missing health data, Complete if it is not 

Mark as Duplicate 
Click the icon to mark the application as a duplicate for that student 

Assign App 
Click the icon to assign the application to another admission staff 
member. A search field appears: 

 

Select search by username, first name, or last name; enter search text; 
and click Go. Your search results appear: 

 

Click the Select icon for a staff member. The application is now 
assigned to that person. 
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6.1. View an Application 

Click a student application ID, last name, or first name to view that application. The 
following screen appears: 

 

6.2. Approve an Application 

1. Verify that the application is complete. 
2. If you see a Health Status tab, click it and mark immunization status accordingly. 

• Mark health status either as “Complete”: 

 

• or “Incomplete”: 

 

• Note the special cases under Status dropdown choices: 

• Exempt - student has proof of religious or medical exemption from 
immunization 

• Provisional - student has transferred from another school and needs 30 
days to send document to school 
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3. Review enrollment documents and mark all that have been received under the 
Approval > Documents Received subtab: 

 

4. Click Edit Application Tracking in the lower right corner to make changes. 
5. If all documents have been received, mark all documents received in document 

tracking. 
6. In the Approval > Official Dates subtab, verify the dates are correct: 

 

If the dates are incorrect, click Edit Application Tracking and use the calendar 
controls to modify them: 
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7. In the Approval >Approval subtab, mark the correct approval status: 

 

• New Student – for all new students 
• Reenroll Student – for previous students who reenroll 
• Opt-Out – for students who have chosen not to attend 

8. Approve or save the application. 

 

• If the application is not complete, click Save. 
• Click Approve if the applicant is ready to become a new student. 

6.3. Add a Sibling 

If you find you are working with a student who has a sibling also attending the school, 
verify that they are marked as a sibling: 

1. Click Application > Siblings: 

 

2. If missing, click Add. A search box appears. 
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3. Select whether to search in applications or enrolled students, and to search by 
application ID, last name, or first name. Enter the search text, then click Go. Your 
search results appear: 

 

Click the Select icon to add a student as a sibling. 
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