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Address Validation and Next Year Preparation

The Active and Planning Calendars both have separate Geocode maps. When the NY P
process creates the next (Planning) year, Chancery copies the current (Active) year's
Geocode map to the Planning year.

Anything new added after the NY P process must be added in both the Planning and
Active calendars (if applicable).

Also any zoning changes made to the Geocode map need to occur in the correct year.
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Setting up Geocodes

Geocodes are geographical areas that determine a student’ s zoned school for each
calendar. They are applied to both the active and planning calendars to allow the
Geocode map to change from year to year.

1. Logon asadistrict admin user.

Chancery SMS
U=sr [O:
Passward:
[(tegon )

Change Password
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2. Inthe control bar, under Admin, click District Setup.
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3. Onthe District Setup page, under District, click Address Validation Setup.

Destrick
RiEtnel Calandar
Brofie...
Prederences
Grads LEvsds.,
Sptug Lists
Srdiin L=t Bairs

ADMIN SLaff
PR T s
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Address Ercpptons

4. Onthe Address Validation Setup page, under Step 2, click Geocodes.

Chancery 5M5™

Dt Setup > Addeses Validston Sivbeg

Huggested steps lor ailddress validation selup

Htep 1:  Assign school entry levels for each school
School Enkry Grage Leyels J:ﬁ

Btep 2: Define setup lists for address validation
— ]

Geocodes B

Giliend TranslTars

ADFIMN
Stap 3 Set up EROCOES MApping

Gencode Mag

Tinan A0 Dad sl wldeiee e S

5. Inthe Geocode — Setup List dialog, do the following, as required.
e Addageocode Click Add. Inthe Add List Item dialog, enter the required
information. Click OK.
e Edit ageocode Click the link for ageocode. Inthe Edit List Item dialog,
change the information as required. Click OK.
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e Delete ageocode Click Delete. Inthe Delete List Items dialog, select the
checkbox for the item to be deleted. Click OK

W b Aeniral v swee il e boods eng - Chaneery S8 . Miognef iier e Caplare

Geocods - Betug List

6. Repeat until all geocodes are set up.

Setup the Geocode Map

A Geocode map is amatrix that identifies the geocodes within each school. Y ou cannot
assign a single geocode to more than one school for the same grade. The geocode maps
are applied to both the active and planning calendars to alow it to change from year to
year.

1. Logonasadistrict admin user.
2. Inthe control bar, under Admin, click District Setup.
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4. Onthe Address Validation Setup page, click Geocode Map.
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Chancery 5M5™

Diptrie Setup ~ Addesasa Validstion Sebep

Suggested steps for address valldation setup

Step 1! Assign school antry levels for each school
Schpol Entry Grade Levels I8

gStap 2! Define setup lists for addrass validation
e s
Geocodes I

Gl TransTars

ADMIN

Btep 3 St up geocada plap
Ggocode Mag

Step 4! Set up address rangas
addross Ranges

5. Click aschool name.

ChancEﬁ' S"-"E Cigkrict Sabup * ddrsee Walidaticn Gsbup = Ceacods Hap
Actions = Edit = Help -

STLIDEMNT
Schoal Cateqory: | Al ¥
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[7] Schoal Wame Entry Total GeEpcodas
Grage Geocodes

¢ Rabairlor M Bomita Yigta DB g 115, 116, 121, 122, 123, 134, 1.
Sehool Tndi Hagh Schipol 282, 223, 224, X255, 226, 224,
School Transfers... 251, 252, 283, 254, 257

| Mty « o7 40 115, 116, 121, 122, 123, 124, 1

ADSATRM iddle 22, 2d=, 27e, FAk, 220, £29, X
District Setup Seheal 281, 252, 253, =54, 257, 259

: Castla Park 09 50 315, 316, 317, 318, 381, 305, 3

High Schipol 40, 408, 210, 416, 417, 4148, 4

430, 431, £35, 436, 437, 434, 4

0O Cast av iz 311, 316, 316, 217, 318, 319, ¥

PROGRAMS Middl 298, 399, 400, #4011, 402, +04, ¥

FMansge Hrograms Srhical 471, 432, 473, 424, 4754 4FCR,

44, 42]h, 44106, 424, 445, 446,

6. Inthe Available Geocodes list, select at least one geocode, and then move the
selected item(s) to the Selected Geocodes list, and then click OK.
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7. Repeat steps 5 and 6 for every entry school in your district.

Prepared by Applications Support
V.7.05 09/04/2009
\\lynx\Chancery Repository\Standardized Docs\AddressV alidation.doc



Entering Address Ranges

Address ranges are a group of house numbers on a particular street. They areused in
Address Validation to determine boundaries for a school. Y ou cannot have an address
range that fall within two geocodes.

1. Logon asadistrict admin user.
2. Inthe control bar, click District Setup.
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4. Onthe Address Validation Setup page, click Address Ranges.

Chancery 5M5™

Diptie Setup = Addesasa Velldsbon febesp

HTLIDNENT
Suggested stops for address validation setup

Stap 1! Assign school antry levels for sach schood
School Entry Grade Levals 00

Btap 2 Define setup lists for addrass validaton
Addrass Exzeption Faasens O

Geacodes O
rict Setup Stap 3! Sot up GEOCODE MaAPRng
ot inin Geocode Mag

Step 4! Set up address ranggs
T acdress Fanges

* Programs

5. Onthe Address Ranges page, to display existing address ranges, expand the
Address Range Search panel. Click Display All Records or specify the search
criteriaand click Search.

Crareery SAS
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6. Do thefollowing, asrequired:
e To Add an address range, From the Actions menu, click Add Address
Range.
e To Edit an address range, Click the address range.
e To Delete an address range, Select the address range to be deleted. Choose
Delete Address Range from the Actions menu.

Family Search

Streat MNama

BCHOOL
| Behawior Ciky

asplay A1 Reconds

AT - . .
Address Ranges Search Results

¥ Replication
Rppeort s
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Thera arg md maconds in this Bst

7. Onthe Add or Edit Address Range page, enter information about the address
range:
e Range No. - Set to automatically generate address range numbers, you
cannot modify thisfield
e (Geocode - Select a geocode from the dropdown for this address range.
e Address no. range from/ to - Enter the starting and ending house numbers
for this address range.
e Odd/Even - Select one of the following:
- Click All to include both sides of the street.
- Click Odd to include only odd house numbers.
- Click Even to include only even house numbers.
If you select odd or even, the values entered in the Address no. range
fields must also be odd or even numbers.
e Street Name - Enter the street name.
e Type- If appropriate, select the type of street from the dropdown, such as
Street or Road.
e Dir. - If the street has a direction after the street name, select the direction
from the dropdown.
e City - Select the city name from the dropdown.
e State- Select the state name from the dropdown.
e Zip Code - Enter the zip code.
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e Description Enter a description of up to 100 characters.
8. Click Save.
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I: > = Check student addresses against school zones

Turning On Address Validation

Address Validation should always be turned on. However, it does need to be disabled
when entering an address that is outside of the school district, and should be turned back
on immediately after completion.

1. Logonasauser district admin user.

2. Make sureyou arein the Active Calendar.

3. Inthe control bar, under Admin, click District Setup.

4. Onthe District Setup page, under District, click Preferences.

5. Inthe Address Validation section, select “ Check student addresses against school
Zones’.

6. Determine whether users must select an address range when entering an address.

7. Determine whether schools can enroll out-of-zone students. If you do not want
schools to be able to enroll students who are out of the school’ s zone, select
“Require district approval for address exceptions’. Otherwise, |eave the box
unmarked and enter an exception reason for each out-of-zone student enrolled.

8. Click Save, and then close the District Preferences dialog.

District Preferences Help W& I
Default Schoal Folder Path S WEETWATERAEC HOATAL o

vigar End Transfar Mathod!: Gencods Mao P

[0 wimit citias for student and contact addreszas
[0 pisabla Legacy Tast Camponarnt
Address Validation

[¥] uUse Address walidation

Method of generating address range numbars: Automeic

[#] Enter addrass by selkaction only

L] Peguine detrict approval for address excaptions
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Turning Off Address Validation

9. Logon asauser district admin user.

10. Make sure you are in the Active Calendar.

11. In the control bar, under Admin, click District Setup.

12. On the District Setup page, under District, click Preferences.

Chancery SM5" Diskrct Satp

Hidlp =

2sknce

TranEel T askan Proanam Seiincs

13. In the Address Validation section, uncheck “ Check student addresses against
school zones™.
14. Click Save, and then close the District Preferences dialog.

District Preferences Heilg
Dafault Schoal Faldar Path S L SWEETWATERAS CHOATA!
viear End Transfar Mathod: Geocods Maa 3
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Reason Codes
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Address Validation when Enrolling a Student

1. On any Student Search page, from the Actions menu, click Register/Enroll
Student.

Chancery 5M5™ Qg Seprch * Student S s Al
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2. On the Registration/Enrollment Search page, click New.
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3. Onthe Registration page, enter the necessary information. Click Continue.

= L
o | ¥
e B
ek L
e I E
a r o Haw
Peyi figem  Liiw
e
' s
[T L "
LT Wl e
gl d bl Do L
I wren FTer] Eirre The Bpgerad 35 LE e e T BERE T e pere FTEIRTINT PETET B WCRand
. -
-

4. On the Registration/Enrollment Steps page, under Step 1: Enter Student
Demographic Data, click Enter Address Information and Other Student Data.
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5. On the Personal page, follow your school’s policy on registering and enrolling
students, until you reach the Physical Address section. Click the Select
Addresslink.

| hilp:ffsistes], swesiwalerschopls, arg - Chamoery SM5 - Bicrosall Internel Exploser
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6. Inthe Address Ranges dialog, specify the following search criteria

e District Calendar - Select whether you want to view address ranges for
the active calendar or planning calendar.

e School - Select the school associated with the address ranges you want
toview. If you arelogged on using a school role, thisfield only
displays your school. If you are logged on using adistrict role, this
field displays all the schools in your district.

e Street Name - The default street name is the name entered on the
Student Personal page. If you wish, you can search by street name and
street number. Enter the full or partia name of a street. Entering part
of a street name will display all the streets beginning with what you
enter.

7. Click Search.

8. Enter the street number for the student address. Ensure that it isin the range of
street numbers specified for the address range.

9. Select an address range.
Note: If the street number is outside of the address range, the district may
need to add a new address range or change the existing address range.
Contact the district administrator.

10. Click OK. The Street Number is entered in the Number field on the Personal

page.

D hddress Henges -- Web Page DHalog E|E|

Saarch Filters

Distrch Calendan | Ackrea2005- 200 o
Schoal: All -
Stragt Mame: AOES
*Straat Mumber: |16
gtreet M. Rangsa Type Clty Ilp Code
 MOSsS STREET 15 - 24 Ewan Chula Yista 21911

* Bmquired |::> ar | [ Cencal |

Jrectpisstrainng . swest st erichook, ongfharceny SHATCpenDitic Etudentfaddresr: i Intemet

11. If applicable, enter the student’ s apartment number.
12. Complete the rest of the Personal page. Click Save and close the Personal

page.
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13. On the Registration/Enrollment Steps page, under Step 2, click Enroll Student
in a School.
14. On the Enrollment page, click Enroll.

| hilp:ffsistes], swesiwalerschopls, arg - Chamoery SM5 - Bicrosall Internel Exploser

Enrolimemt m
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Trorm School School Sa
School Area (Projected)
< 3
&) bore B Incerres
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15. On the Add Status Code page, enter the following information:

A Add Siaius Code -- Web Pape Dialog

Cammanl

Humb&r

Home School: | Sanvsidro High School i
*Date (mmidddyyye) 007 /27 72006
sStatus Code: Errn e o
u
“grade: 17

Zorad Schoal (active):  pyra @

sSehoal of Earollment: San Veidm High Sehool -
Excaption Raason: AL, w

Distanca fram Schoal:

Phiysical Address |  SelectAddrass

HOTE: Sibiing and cantact addrasses wil not be updated,

Ll 23 [ RN r.
"Ilrcllnluﬂ:-:nemalwm orgiCharcery 39 OpenDistrichodmest shyspages IODM St usCodelisbad. 5 | i Interrst
—

Home School — Select the school that the student is assigned to.

Date — Enter the date you want the enrollment to take effect.

Status Code — Select an enrollment Status Code.

Grade — Select the student’ s grade.

Zoned School — Thisisthe school in the student’ s geocode zone
School of Enrollment — Select the school the student is attending
Exception Reason — If the Zoned School is different from the School of
Enrollment, select an exception reason for the student.

Comment — Enter a comment if needed.

divuldd)

| Home addrass is n school's ares

Etressd Typs Caresation Apt

M Sl

16. For Zoned School, after you enter Date and Grade, click Update to display the
student’s Zoned School.
17. Click OK

Prepared by Applications Support

V.7.05 09/04/2009
\\lynx\Chancery Repository\Standardized Docs\AddressV alidation.doc

21



Google Mapsin Chancery
Setting up District Boundaries

Not Active

Activation the Address Validation
To activate the feature check the boxes below:

W Chancery 565 - Windows Interme! Cxplerer provided by SUHSD
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District Preferences
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[0 Peguire dstict approval for address akcaptions
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[#] U=e Google Maps for student address display ard validation
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L
E ¥
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Setting up School Boundaries

1. Select district Setup
[:I'Ii]_r'll;:f_'r?' "_;'."g‘.‘_-'. B Duick Search
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3. Select aschool
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4. Enter an address next to the map center button to move the map to aregion.
5. Start by zooming in a particular region.

6. Click on aspecific part of the region and then click on the Add Point button to set
the point as shown below.

7. Youcandeeteall or asingle point by using the “ Delete Selected Point” or
“Delete All Points”

8. Every timethe Add point is pressed, the points will get connected in the order the
points were created.

9. After thelast point is created click the OK button and this will close the gap | eft
from the first point with the last point.
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Validating Students Address
Select Address/Phone Tab
Click on the Validate Button
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Verify the address is within the school boundaries unlessit’s an Intra District Transf

Wek Pape Dialog

A Mudent Address Validatisn
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