
Prepared by Application Support  1

 
 
 
 
 

Chancery SMS  
 

Registrar Training  
 
 

(Part 3)



Prepared by Application Support  2

Table of Contents 
 
Switching from Active to Planning Calendar ...................................................3 

Importance of the Enrollment Date and Home School when the Planning 
Calendar Exists...................................................................................................4 
Assigning a Counselor to a Student .................................................................6 
Verifying Student Residency .............................................................................8 
Editing Student Demographics .......................................................................10 
Entering Community Service Hours................................................................13 
Viewing a Student’s Schedule .........................................................................17 
Viewing a Student’s Attendance .....................................................................18 
Entering Legal Alerts........................................................................................20 
Entering Medical Alerts and Viewing Student Health ....................................23 

Entering/Editing Medical Alert..................................................................................... 25 
Adding Comments............................................................................................27 



Prepared by Application Support  3

Switching from Active to Planning Calendar 
 
Chancery has a Planning Calendar and an Active Calendar. The Active Calendar is the 
current year and the Planning Calendar is for the next school year. As the word 
“Planning” implies, use the Planning Calendar for next year preparation.   
 
To switch from the Active Calendar to the Planning Calendar: 
 
1. From the homepage, go to Actions. 
 
2. Select Switch Calendar. 
 

 
 
3. Select the radio button for Planning Calendar under the Work with column.  
 
4.   Click OK. 
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Importance of the Enrollment Date and Home School 
when the Planning Calendar Exists 
 
In Chancery, the Active Calendar is the current school year and the Planning Calendar is 
the next school year. Chancery has an automated process that promotes the student from 
the Active Calendar into the Planning Calendar. (Example: A 7th grader in the Active 
Calendar will be promoted automatically to the Planning Calendar as an 8th grader). 
 
There are two factors that affect the promotion of the student to the Planning Calendar: 
the Home School and the Enrollment Date.  
 
Home School in Chancery is the current primary school of enrollment. If a Home School 
exists, do not change it. SUHSD Support Copy is a valid home school for our district. If 
you change the Home School, you can jeopardize losing the enrollment for your student. 
Select your school as the Home School when enrolling a brand new student in the district. 
If the student belongs to a different zone and you would like them to promote to your 
school in the Planning Calendar, select your school in the Requested School dropdown of 
the Planning District Calendar panel instead of the default Use Zoned School. (See 
screenshot below) 
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Also whenever the Planning Calendar exists, use the date 07/01 when enrolling a student 
for the next school year. It’s very important to use the correct date; the enrollment date 
will have a direct effect on how the student is promoted. For example, if your intention is 
to enroll a 7th grader for next year, enroll the student with an enrollment date of 07/01 
because if a 7th grader is enrolled with an enrollment date before the start of the district’s 
Planning Calendar, the student will be enrolled as a 7th grade in the Active Calendar and 
promoted as an 8th grader to the Planning Calendar. (See screenshot for the Enrollment 
Date) 
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Assigning a Counselor to a Student 
 
After enrolling the student to the school, you can now assign the counselor code to the 
student. To assign the counselor code, complete the following steps: 
 
1. Select the student by clicking on the check box beside the student’s name. From 

Actions, select Open Student and select Demographics. 
 

 
 
2. On the Demographics page, use the scroll bars to scroll down to the Counselor panel.  
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3. In the Counselor dropdown, select the Counselor you would like to be assigned for 

this student. 
4. Click Apply. 
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Verifying Student Residency 
 
To verify student residency, complete the following steps: 
 
1. Select the student by clicking on the check box beside the student’s name. From 

Actions, select Open Student and select Demographics. 
 

 
 
2. From the Control Bar, click Extended Demographics. 
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3. On the Extended Demographics page, use the scroll bar to scroll down to the 

Identification panel. 
4. Enter necessary information. (Select the Residency Requirement Met check box if 

residency is met and select Joint Requirements Met check box if applicable) 
5. Click Apply 
6. Click OK. 
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Editing Student Demographics 
 
To edit student data, complete the following steps: 
 
1. Select the student by clicking on the check box beside the student’s name. From 

Actions, select Open Student and select Demographics. 
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2. Select the tab you would like to edit in the Student’s Demographics.  The six tabs 
below are in red squares. 
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3. If you select the Personal Info tab just click on it. 
 
 

 
 
4. After editing the information, click Apply and then click OK. 
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Entering Community Service Hours 
 
Community service hours are entered by the Social Science Teacher or the Registrar. To 
enter community service hours, complete the following steps: 
 
1. Select the student by clicking on the check box beside the student’s name. From 

Actions, select Open Student and select Demographics. 
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2. Click on Service Hours link on the Control Bar. 

 
 
 
3. Enter Required Hours (if needed.) 
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4. Click Apply. 
 

 
 
5. From Actions, select Add Service Hour Details. 
 

 
 
6. Enter the Service Hours Dates, Service Hours Recorded and the School Name 

Recording HRS. 
 

 
 
7. Click OK. 
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NOTE: If you need to add more hours, repeat steps 6 to 8. 
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Viewing a Student’s Schedule 
 
To view a student’s schedule, complete the following steps: 
 
1. Select the student by clicking on the check box beside the student’s name. 
 
NOTE: You can view multiple students in the Scheduling page by selecting multiple 
students before you open the student schedule. 
 
2. From Actions, select Open Student and then select Schedule. 
 

 
 
3. Under the View dropdown, select the term you would like to see. (The Chancery 

default display is All Terms) 
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NOTE: If you selected multiple students in step 1, you will have a dropdown list, 
previous and next links to navigate through the selected student records. 
 

 
 

Viewing a Student’s Attendance 
 
To view a student’s attendance, complete the following steps: 
 
1. Select the student by clicking on the check box beside the student’s name. 
 

 
 
NOTE: You can view multiple students in the Attendance page by selecting multiple 
students before you open the student attendance. 
 
2. From Actions, select Open Student and select Attendance. 
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3. Under Date range dropdown, select desired dates. (The Chancery default view is 2 

weeks back/next, which displays 1 week before and 1 week after the current date.) 
 

 
 
NOTE: If you selected multiple students in step 1, you will have a dropdown list, 
previous and next links to navigate through the selected student records. 
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Entering Legal Alerts 
 
To enter/edit legal alerts, complete the following steps: 
 
1. Select the student by clicking on the check box beside the student’s name. From 

Actions, select Open Student and select Demographics. 
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2. If the student has a legal alert, you will see it in red in the upper right hand corner of 
the page.   

 

 
 
3. In order to view or change the Legal Alert, scroll down to Legal Information and 

expand it by clicking on the down arrow. 
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4. In the Legal Alert text box, type in the legal alert message you want to appear on the 
demographics screen. 

5. Click Apply and OK. 
  
After entering the Legal Alert, refresh your window and you will see the Legal Alert icon 
in the student’s demographics page. 
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Entering Medical Alerts and Viewing Student Health 
To enter/edit Medical alerts, complete the following steps: 
 
1. Select the student by clicking on the check box beside the student’s name. From 

Actions, select Open Student and select Demographics. 
 
 

 
 
2. Next, in the control bar, click on Student Health 
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3. Next, in the control bar, click on Student 

Health
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4. Next, choose what you would like to view: 
a. Profile—Overview of the student’s health 
b. Conditions—Any medical condition the student might have 
c. Medication—Any medication student is taking 
d. Health Office—Any Health Office visits 
e. Immunizations—List of the immunization record 
f. Examinations—Any examinations given 
g. Pregnancy—Pregnancy tracking 

 

Entering/Editing Medical Alert 
1. Click on Conditions under Student Health in the control bar. 
2. If there is a medical condition, you will see it listed. 
 

 
 
3. To Add, Edit, or Delete a Condition, click on Actions and select the action you want 

to take 
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4. To Edit, check the box next to the existing condition and go to Actions, Edit Health 

Condition. 

 
 
5. Update the information and click Apply and OK. 
6. To Add a new condition, go to Actions!Add Health Condition and repeat Steps 4-5. 
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Adding Comments 
 
To add student comments, complete the following steps: 
 
1. Select the student by clicking on the check box beside the student’s name. From 

Actions, select Open Student and select Demographics. 
 

 
 
2. In the Control Bar, Click COMMENTS. 
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3. From Actions, select Add Student Contact Comments… 
 

 
 
4. Enter the necessary information. 
 

 
 
NOTE: The required fields are marked by an asterisk (*). 
 
5. Click Apply and OK. 
 

 


