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Switching from Active to Planning Calendar

Chancery has a Planning Calendar and an Active Calendar. The Active Calendar isthe
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.

" Chancery SM5

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 7" grader in the Active
Calendar will be promoted automatically to the Planning Calendar as an 8" 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 avalid 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 adirect effect on how the student is promoted. For example, if your intention is
to enroll a 7" %rader for next year, enroll the student with an enrollment date of 07/01
because if a 7" grader is enrolled with an enrollment date before the start of the district’s
Planning Calendar, the student will be enrolled as a 7" grade in the Active Calendar and

promoted as an 8" 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 Demogr aphics.
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2. On the Demographics page, use the scroll bars to scroll down to the Counselor panel.
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3. Inthe 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 Demogr aphics.
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3. On the Extended Demographics page, use the scroll bar to scroll down to the
| dentification panel.

4. Enter necessary information. (Select the Residency Requirement Met check box if
residency is met and select Joint Requirements M et 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 Demogr aphics.
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2. Select thetab you would like to edit in the Student’s Demographics. The six tabs
below arein red squares.
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3. If you select the Personal Info tab just click on it.
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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 Demogr aphics.
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2. Click on Service Hourslink on the Control Bar.
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4. Click Apply.
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6. Enter the Service Hour s Dates, Service Hour s Recor ded and the School Name
Recording HRS.
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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 astudent’ 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.
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& Trusted sites

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

default display isAll 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.
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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.
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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 rénge dropdowﬁ, select desired dates. (The" Chancery default. view is2
week's back/next, which displays 1 week before and 1 week after the current date.)
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NOTE: If you selected multiple studentsin step 1, you will have adropdown 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 Demogr aphics.

ST L S Cuick Search = Student Search Results
LrIit * Reports = Help = Home | Log Off

Quick Lirks . P<:—‘ A
Fit ar
Saarch |

Reqistar/Ennoll Studeant.,

Dalate Student Enrollment

etalled
Family Search

Open Student Demographics

. Attendance
CLASS A o 1-30cf625 |w | Hest

i} GF{A) HR Gender Birthdate

Homerooms AgsIgn * | Student Behavior

Classes Awards

Mass Attendance... Seheduls 357741 10 [NFA M Jun 1B, 1993
Cradits 669021 10 |NAA M Dec 15 1992
_“:r:ITI'I"'-hl.*r_';'*-lh-"'tfi':'r Transfer Homeroom... BE0GEE 10 Wik F fug 5, 1993
Manage Programs 360706 10 |NAA F Dec 15 1992
Apply To Program B56634 10 |NfA F Oct 16, 1993
ADMIN
Add Behavior Incidert aRaaTd 10 WA F L
. BEIB24 10 [NFA F Aug 16, 1993
ading
T Save to List, .. 663938 10 |NfA M May 14, 1993
rict Set Print 356664 0 WA F o Jan6, 1993
e "[¥] AGBEDE. SHINAOLA N 660667 10 NA Ml 28, 1993
s samag T D R .
[0 AGLILAR, ANDRES B 354015 10 NS | Feb 17, 1993
[ | AGUILAR, ANDREW J BEASEE 10 (NfA M Dec 11, 1903
[0 AGLILAR, EMMANUEL P BE0TRT 10 NS A | May 20, 1993
[ AGUILAR, JASMIN A B 364 10 W/ F Jul3, 1993
[0 AGLILAR, JESSICA B bG53922 10 NS A F Qct 10, 1993
[] AGUILAR, MARTIN & BE3BED 10 (NS4 M Jun 4, 1002
[ AGLILAR, PICHAEL & 663730 10 NS A | Sep 4, 1992
[] AGUILAR, YANESSA ¢ BEITLA 10 [NfA F Feb 11, 1993
[ AGLILAR ROBLES, ARMANDO F 361279 10 N/ A | Mar 12, 1992
[] AGUIRRE, JAVIER & BE1335 10 [NfA M Jul6, 1993
[J AHNM, HYE JIM Jcyaz2 10 NS A | Mar 7, 1992
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2.
the page.

If the student has alegal aert, you will seeit in red in the upper right hand corner of

Chanoery SWiS

arzh SbE) - oludd

ToEanh Bgduky - FdE dbedest Demographicd

I{I ey i o i P e ] W T ot TS DA ey paps’ 00, e |

3.
expand it by clicking on the down arrow.
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In order to view or change the Legal Alert, scroll down to Legal Information and
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4.

5.
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Frvale adiiress

Sre1 Due

Inthe Legal Alert text box, typein the legal aert message you want to appear on the

demographics screen.
Click Apply and OK.

After entering the Legal Alert, refresh your window and you will seethe Legal Alert icon

in the student’ s demographics page.
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Entering Medical Alerts and Viewing Student Health
To enter/edit Medical aerts, 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 Demogr aphics.

ST L S Cuick Search = Student Search Results

LrIit * Reports = Help = Home | Log Off

Quick Lirks - #
STUDENT Gk
g Saarch |

Reqistar/Ennoll Studeant.,

Dalate Student Enrollment

Family Search - e b E
a@En Studer Demographics

e Attendance
CLASS A o 1-30cf625 |w | Hest

Homerooms AgsIgn * | Student Behavior

Classes pwards o Gris) HE Gender Birthdate
I Mass Attendance... Seheduls 357741 10 [NFA M Jun 1B, 1993
Cradits 669021 10 |NAA M Dec 15 1992
:.T"II:I'I"'-hl.*r_';'*-lh-"'tfi':'r Transfer Homeroom... BEOSEE 10 | NAA F Aug 5, 1993
Manage Programs 360706 10 |NAA F Dec 15 1992
Apply To Program B56634 10 |NfA F Oct 16, 1993
ADMIN
. Add Behavior Incidert aRaaTd 10 WA F L
BEIB24 10 [NFA F Aug 16, 1993
Save to List, .. 663938 10 |NfA M May 14, 1993
Print 356H68 10 [NFA F lan®, 1953
{[7] AGBEDE, SHINAGLA Iy E60667 10 N/A M Jul 28, 1993
s samag T D R .
[0 AGLILAR, ANDRES B 354015 10 NS | Feb 17, 1993
[ | AGUILAR, ANDREW J BEASEE 10 (NfA M Dec 11, 1003
[0 AGLILAR, EMMANUEL P BE0TRT 10 NS A | May 20, 1993
[ |AGUILAR, JASMIN A B 364 10 [NfA F Jul3, 1993
[0 AGLILAR, JESSICA B bG53922 10 NS A F Qct 10, 1993
[] AGUILAR, MARTIN & BE3BED 10 (NS4 M Jun 4, 1002
[ AGLILAR, PICHAEL & 663730 10 NS A | Sep 4, 1992
[] AGUILAR, YANESSA ¢ BEITLA 10 [NfA F Feb 11, 1993
[ AGLILAR ROBLES, ARMANDO F 361279 10 N/ A | Mar 12, 1992
[] AGUIRRE, JAVIER & BE1335 10 [NfA M Jul 6, 1003
[J AHNM, HYE JIM Jcyaz2 10 NS A | Mar 7, 1992

2. Next, in the control bar, click on Student Health
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3. Next, in the control bar, click on Student
Headlth
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4. Next, choose what you would like to view:

Profile—Overview of the student’ s health
Conditions—Any medical condition the student might have
M edi cation—Any medication student is taking

Health Office—Any Health Office visits
Immunizations—List of the immunization record
Examinations—Any examinations given
Pregnancy—~Pregnancy tracking

@ *roooop

Entering/Editing Medical Alert

1. Click on Conditions under Student Health in the control bar.
2. If thereisamedical condition, you will seeit listed.

Chancel}' SMS™ Quick Search » Student Search Aesults = Edit Student Health Conditions
Actions = Edit = Help = Home | Log Of

Demographics MERCADCD, ELIAMNA | Prev | Mext
Contacts

nntanen General Information ey

Grades

Is Student ID: 45804

Schedule
Btudent Behavior

Grade lavel: 14

Date of birth: 10/30/1992 my'd/ypyy

Gender: F
Health Conditions ~
Health Condition
Selected: j Total 1

[] Condition Monitored Receiving treatment  Last visit  Taking medication Medical alert
|_| PJ'III;TBII'IE'E Mo Mo Mo Yas

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.
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5. Update the information and click Apply and OK.
6. To Add anew 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 Demogr aphics.

= Student Search Resulvs

[Fetions — [En e ——

Quick Limnks

- Home | Log off

Fat ar praferred namme:

Register/Enroll Student., Search
Delete Student Enrollment

Attendance

Student Behawior S [2 - 30 afe2s o | Mewxr

Awmeards ji=] SGris) HE Gender Birthdate
Mass attendance... Schedule IETTAL 10 0 A Jun 18, 1993
Cradits 659021 10 LY Lo | Dec 16, 1992
Transfar Homerocom... BE 0856 10 b F Aug 5, 1993
ISOTOE 10 L F Dec 16, 1992
“pRly To Program BSEaZ4 10 bl F Cict 1, 1093
- e Behmvior Treidee 653879 10 A F Mar 12, 1993
BEIGTS 10 M F Aug 16, 1993
Sawve to List... 653938 1o Y e Fay 14, 193
Print IEA6ED 10 e = Jan &, 1993
] AGREDE. SHINACL = M 650667 10 A2 L] Jul 22, 1993
O ASULAR, SAMANMTHA & |&s&8¥24 | 10 |MfA | F May 13, 1993
[0 AGUILAR, AMDRES & 3AS4015 10 M e Feb 17, 1993
= b BELOE 10 i A Crac 11, 1993
O AGUILAR, EMMANUEL P 6E0THT 10 A ] ray 20, 1993
[ AsUlLs ) ATEY 5 BG40 10 bl = Jul 3, 1993
[0 AGUILAR, JESSICA B 663922 10 ' F cact 10, 1993
i =T T z BE IGO0 10 S A Jun 4, 1992
[0 AGUILAR, PICHAEL A& 663730 10 M 1 Sep 4+, 1992
[ aculap, WwabESSE O 653T13 10 b = Feb 11, 1993
O AGUILAR ROBLES. ARMAMNDO F Is1279 10 A ] Mar 12, 1992
O | AGUIE Lot BE133S5 10 bl A Jul 6, 1993
[ | Asam, W E 318 asyazz 10 Y ] Mar 7. 1992

2. Inthe Control Bar, Click COMMENTS.
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3. From Actions, select Add Student Contact Comments...

Atiendance
el L Ealar Fard

4. Enter the necessary information.

[ l!_l'lﬂl'll'llf'r L L Cegs laasd ¢ Sazastiisasy Saedn s fxd Eeecd loajes Donrmsa ¢ e Sdenk Spmriect Camemris fabels "
o Ak BRAATE, wATARY GICRASA
Caresct Crremang Dacsdy Hn
Cretresal Gl e :_ 5
Sy M Sian Y ey Hgh Soaa L
“Enbanid By [Mang E
COrEmSIT O Oy -'-T N E -
Camrrant Type Faydu el Dmagraphcs Chasgs =
CoNuTanb: (poce—i Bemuepind S5 =tgmee addsssd
NOTE: Therequired fields are marked by an asterisk (*).
5. Click Apply and OK.
‘RBEACE W ATARY SICMEAE -
Travdan | ConewsanT DaCate s,
“Commsdnt Dote zazppe :J n
Sl WTE . | T Ve High Brnss -

"Enbared ey Ay T

""" Cerrmani Cafsgary o Tl L L] o
Comrrent Tyee: | muem Cemayaprs g =
“Coraran b ps e L ——— S P

AccuY oo
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