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Overview of Program Management

Program Management allows you to define specialized activities or courses that can enhance or
replace aregular academic program. After creating a program, you can:

. Enter program information, sessions and locations.
. Assign programs to schools and assign staff to the program.
. Set up eligibility rules and track program participation.

District administrators can set up and define district level programs. They can also edit, delete, or
copy programs and assign programs to schools.

School administrators can set up school-specific information for programs or edit programs
assigned to their school by adistrict administrator.

Log onto the System

1. TypeUser ID
2. TypePassword
3. Click ontheLog On button.

Chancery SMS

User ID: ||

Password

Change Password

T.0.0.5103
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Adding School Setup Information

After district administrators have completed the district program setup, school administrators can
begin to work on these programs. As a school administrator, you may enter school-specific
information about the programs assigned to your school.

For each program assigned to the school, complete these steps to set school-specific information
for the program:

e Step 1. Search for Program to edit School Setup Information

e Step 2: Set Up School Program Contact(s).

e Step 3. Assign Staff to the Program.

Step 1. Searching for Programs to edit School Setup Information

1. Inthe control bar, under ADMIN, click School Setup.
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2. On the School Setup page, under Program Management, click Program Setup.

3. Enter your search parameters, click Search.
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Step 2: Set Up School Program Contact(s)
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2. On the Setup School Info page, go to Actions, Add School Contact.
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3. Under School Program Contacts, enter the Name and Role. Phone number and Email
address is automatically populated from Staff Member’ s personal records.

4. Under Program Sessions, select a session and enter the Start date, End date, and
Instructional minutes/class, if applicable.

5. Click Apply or OK to save.

Step 3: Assign Staff to the Program
1. Searchfor aprogram, click the Program Name link.
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2. Select aprogram session, go to Actions > Assign Staff.
NOTE: Staff Assignment only stores contact information and is not related to access to
the program.

3. Search for staff and then select the staff member from the search results.

4. Click Add. (To remove staff from a program, select staff and click Remove).

POCE 2009 Fall

&czign Staff to the Program i
To azsign ousified staff members for thes progrem perform a ssarch, select the appropnate staff member{s) from the
saarch ramdalts grd, and theen click tha "Add” button

1= T Tetad:0

P adigned schooks Grafl B0 Crisclantial sxpiry ol &5 s pramen |
shabus

Trese &rm no necords in chis st

add | Farauves |
Staff Saarch s
=Tl (SRR
Baarch by
=chionl Stalf = mopuals - =
CrRdEntia] Ares | Boualks '-' -
Crodential Type = | gouals w -
Lt Hams = | mcpals -
etAet Cnaslifiad Staf W | gopials - -
[eaplay all Becords Sesch
Search Results W

Adding Students to a Program

Before a student is placed in a program, they must first be enrolled in the school where the
program is being offered. Complete the following steps to add studentsto a program:

e Step 1. Apply a Student to a Program.
e Step 2. Assign Applicantsto a Program.

Step 1. Apply a Student to a Program

A student is considered an applicant until they are assigned to the program or enrolled in the
school.

Apply to a Program
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1. Open astudent record.
NOTE: To apply several students to the same program, it is best to select students by
grade level. Select appropriate grade level from the Home page. Select students by
checking the checkbox next to student. Once all students are selected, go to Actions >
Apply to Program. Skip steps 2 and 3 below.

2. Inthe control bar, click Program Profile.

3. On the Program Profile page, go to Actions > Apply to Program.
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4. Onthe Apply to Program page, enter the following:

e Program Category — Program categories are the first level of program organization.
All program groups and programs are contained within a program category. Students
are not assigned directly in program categories; rather, they are assigned to programs
contained within program categories. Select the type of program the student is
applying for.

e Program — Programs are specialized activities or groups of courses that need to be
controlled and/or tracked by a school or district. Select the program.

e Program session — Refers to when program instruction is available, and for which
grade levels. The District defines program sessions and assign them to locations. One
program may have multiple sessionsin severa locations. Select the program session.

e Location — Refersto the physical location of the program sessions. The District
defines program locations, which may be schools or off-campus facilities. A single
program may be available in several locations. Select a location.

e Queue— Used to track program applications. Each program has a default General
gueue, automatically created by the system. The General queue is used for general or
open enrollment, and has no capacity limits or constraints. Select the “ General”
queue.

5. Under Forms Received, indicate any form received from the student for the program
application, if applicable.
6. Click Continue. General Program Information will now appear.

Step 2. Assign Applicants to a Program

After you determine what applicants are eligible for the selected program, assign those applicants
to the program. A student who is currently assigned to a program is called a participant. Students
can be participants in multiple programs.

1. Inthe control bar, under SCHOOL, click Manage Programs.
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1. Enter your search parameters, click Search.
2. Select program. Go to Actions > Manage Queues & Applicants.
3. Click on the number link under the # Applications column.
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To View Applicants

1. Inthe control bar, under SCHOOL, click Manage Programs.

2. Enter your search parameters, click Search.

3. Select program. Go to Actions > Manage Queues & Applicants.
4. Click on the number link under the # Applications column.
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To View Participants

1. Inthe control bar, under SCHOOL, click Manage Programs.
2. Enter your search parameters, click Search.
3. Select program. Go to Actions > Manage

Participants.
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