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Log onto the System

1. TypeUser ID
2. TypePassword
3. Click onthe Log On button

Chancery SMS

Lser ID:

Passwaord:

Change Password

T.0.0.3103

PEARSON Sopytight@ 1992-2009 Pearson Education, Inc., or its affiliata(s). All rights reserved,
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Navigating Chancery SMS

¢+ To reach modules within Chancery SMS click on the links in the blue menu bar to
the left

+«+ Links can be found in the upper menu bar

¢+ To go back through windows click on the bread crumbs located above the upper
menu bar
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Creating a Student Behavior Incident

There are two ways to start creating a Student Behavior Incident. Y ou can use the
Student Search method or going directly to the Student Behavior module.

Adding an Incident with a Student

1. Typeinthe StudentsLast and First Name or Student ID
2. Click on the Sear ch button

*NOTE — You must use a school role to add any incidents.
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3. Click on the Student Name
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4. Click onthe Student Behavior in the menu bar to the |eft of the screen
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IS

You arerequired to enter the Incident Date and select the Incident Category.
Note: Fields denoted with asterisks (*) are required.

Highlight the appropriate Events/Concern and click Add

Highlight the appropriate Action and click Add

Type or select (using the calendar icon) the Action start date

10 Type or select (using the calendar icon) the Action end date
11. Click on Continue

© o N

2 Add Behavior Incident -- Web Page Dialog

Events selected here will, by default, be assigned to all pre-selected students.
Actions will only be created for students who are enrolled in the reporting school. I
Student assignment to events and actions as well as student involvement type
can be modified once the incident record is created.
*Incident Start: |EIQ,-’21H2EIEIQ K:Idfww
*Incident Category: |D|5|:|p||r'|e Event/Concern Category V|/
Cwverall Incident Severity: |N;’f-‘«
@ Show only event/concerns that relate to the selected cateqgory
O Shaw all
Available Euentstnncern‘ *Selected Total: 0
x-‘«lu:u:uhu:ul -
Arson
Assault/battery sch empl b
Available Adtions ( Selectad: Total: 0
N/A ~ e
Arrested =
Class Change
Counseling v ‘
- : I
Action start date: jo9/21/2009 mirmgld vy
Action end date: |EIQ,-’21H2EIEIQ |D Files FATATATEY
*Required Continue ] [ Cancel ]
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12. Select the person referring the incident in Referred by

13. Enter any additional information in I ncident Description

14. Edit the Action step by clicking the link in the Action Steps column (i.e.
Suspensions and expulsions need to have certain action steps for Student Services
department).
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15. Select an Action step from the Action steps dropdown box.
16. Enter the Action step’s start date and end date.
17. Click Savet+Add or OK to save.
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Adding an Incident without Student

Use this method if you do not know the students that are involved yet. You can
go back into the incident to add students that were involved, actions and other
new information.

1. Click onthe Student Behavior in the menu bar to the left of the screen

2 2009-2010: Bonita Vista High School - Windows Internet Explorer provided by SUHSD
File Edit “iew Favorites Tools  Help

QBack M > | \iLI IELI _:‘] f,._-\JSEarch ‘ilf:fFavurites {‘3 - .,J_;__ _] @? ﬁ

Address ‘@ http: i/ sistestrep, sweetwaterschools, orgfChancerySMS ) Student/QuickSearch, aspx freset=true

Go e w | =l Search v G2 T - Boaokmarks = Check = &
Google | 2 | 2 # W v L]

(O ET [T TSI CR Quick Search

Actions = Help =

S-;IEII.II:LE‘."I.:J'IISEEI'E"'I Lastname ar ID: First ar prefarred name:
| | Saarch |
Basic
Detailed ]
Inactive Past Years Quick Search o~
Family Search
¥ all Students 0101112 13
CLASS
E&r;l:;‘gums Predefined Searches oy
._ = Recently Enrolled Students
SCAI;I"(al?dI; = Wwithdrawn Students This Year
Student Behavior
SUELL LU Saved Lists Edit
Manage Programs =
ADMIM " Sth
School Setup * Students(L

Scheduling
Grading
Attendance
District Setup
Reports
Exports
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2. Click on Actions and select Add Behavior | ncident
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3. Youarerequired to enter the Incident Date and select the Incident Category
4. Highlight the appropriate Events/Concern and click Add
5. Click on Continue

2 Add Behavior Incident -- Web Page Dialog

Mo students have been pre-selected. The events selected here will be created
far the incident, and the adding of involved persons, actions, and the association

between involved persons and the event/concerns can be done once the
incident record has been created.

*Incident Start: |b9,-’21f2EIEIQ |E] mm/dd ey
*Incident Category: |Di5|:ip|ir'|e Event/Concern Category V|
Cwverall Incident Sewverity: |N;’f-‘« V|

® Show only event/concerns that relate to the selected cateqgory
O Show All

Available Events/Concerns *Salected

Add-=

Total: 0

Aided or abetted Physical Inj
Alcohaol

18] 2

Arson
Assaulty/battery sch empl hat

i

*Required Cuntinue] [ Cancel
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6. Select the person referring the incident in Referred by
7. Enter any additional information in Incident Description
8. Clickon OK to save
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Searching for a Student Behavior Incident

Search by Student

1. Typeinthe StudentsLast and First Name or Student ID
2. Click on the Sear ch button
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3. Click on the Student Name
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5. Click on the No. to view or edit the incident.
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Search by Incident Event/Concern

1. Click onthe Student Behavior inthe menu bar to the left of the screen

) 2009-2010: Bonita Vista High School - Windows Internet Explorer provided by SUHSD
File  Edit Miew Favorites Tools  Help

@Back - > ] \il-l |EL| _.l\l ,...-\JSearch ‘iﬁ:{Favurites {‘E - k,; _J @? ﬁ

Address ‘@ http: //sistestrep, sweebwaterschools . org/Chancery3Ma/Student/QuickSearch. aspxreset=true

Google w | = ol Search vy G0 T - Bookmarks + Check = &
Soogle | 3 ©- - % Check + 3

Chancery SMS™ REEELLLEY
Actions = Help =

STUDENT

Student Search Last name ar IC: First ar preferred name:
| | Search |
Basic
Detailed ]
Inactive Past Years Quick Search o
Family Search
g all Students 0101112 13
CLASS
Humerunms Predefined Searches PN
Classes
. * Recently Enrolled Students
Sitlfa)?dlg = \Withdrawn Students This Year
Student Behavior
SUELLL LU0 Saved Lists Edit
Manage Programs
ADMIMN - 2th
School Setup * Students(L

Scheduling
Grading
Attendance
District Setup
Reports
Exports

2. Sdect the search criteria and click on Sear ch
3. Click onthe No. to view or edit the incident.
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Chamcery Shis Cumck, SERinE @ Slggeed Seatdd Ncagha « Slide el Bokaeioe

IR, GrF Tamam 3, 1097

Stugent Behavior Searh .

Lang Carrarl

Fmarch by

LB, s | ST W
Eovw L DS SR Sl s W || wiual & Cripplas PranbCofeeh Cils
LTl LR =
Cradsimest smamrhess || priinie o -
Chndare o FpiTt; ==l [ arch
Twarh Fanuls "
Lek: | Evarfliconcerm calspary sousll  Dreashie Emanli T brcer Cale
Foom b oyt dh’rﬂa 1
(] kecadent Humb sk |eacimnt Frieveey Evarnk gr Concem Gtz
T ﬂlhll
Bl e Sep 2L, JO0E MO IOFRIEON, CHRISTER E Arimd or Abettsd Fhpaes 1 Counasing

Edit a Student Behavior Incident

1. Searchfor anincident you wish to edit. For help on how to search for an
incident, see page 14, Searching for a Student Behavior | ncident.

2. Inthelncident Details panel, edit any details about the incident. To add incident
details, click the Additional Incident Details link.

Chancery ahis Cupk Angih ¢ Shuked Sogid Beigly o Slgdend Schgese = B Brhauiar ingidoel
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Batprred by, schont: | Bonks Siets High Sohacd s
Mauitaiil bisi | iAS -

Rpfermedl by fother']
Lo Ll is 1] A -
T T S H
IrdEril DEdndlioh

Permonm Irwn ke o

3. Inthe PersonsInvolved panel, you can add and remove persons from the incident
at the school, district, and staff levels by selecting the appropriate button. Search
for the person and select their involvement. Click OK.
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Persons [nvolvied L

Selectad: Alnta i1
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First fiams w || gTats with w

Stindant raimbier W Emams with i

Sohool Student Sawad lisks = | eouals "-' "
T —

4. Inthe Eventsor Concernspanel, you can add or delete events or concerns from
the incident.

5. To edit an Event/Concern, click the Event/Concern link and go to Step 7.

6. To delete the Event/Concern, mark the Event/Concer n checkbox, click Delete.

7. Toadd an Event/Concern, click the Add button.

EverTts or Conoems Lt

Ta madiy an "Eventiconoesn salack tha evankiooncam hyperlink.

Scigrtad: Eytoeal
[ Categary Event/iConcarn Saverky Persons inobaed
0 Dizciplne Evernt/Concam Catagory Aided or dhetted Phwsics [ni - W& JOHMSON, CHRISTENM 5 (F)

8. Onthe Add/Edit Event/Concern page, enter or edit details about the
Event/Concern. Click SavetAdd or OK to save.
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Inckdent #23642 - Sap 21, 2009

Event ar Concam Deksls ’( e
*Eventioonoan catagory:  Deopling Event/iConcerm Catagory W "
*Evant/oonceen pub-catagory: | Crimes Agarst Pareans w
"Eeemticorcam:  Aldesd oF Abetted Physica Tr H (
Savaricy: RO
Evant/concern desonpghon H g raers 10000

charcnsn

Requires police notfcation: M

Requires specialzed servicas N/
rokFcataon

vinlates zero Dokarancs policy: Mk

Persores Irvoboed F
Add this avant of CoNCem o the following iInvolved pessonE:
Sglgchad A Tatal: 1
[7] Hame hlu} [nyolvement Parscn Type
] XIHHWSCH, CHRISTEN 5 1002450 Prifnary Skl Soudant
~Required saveiadd || ok || cancel |
frafive shadent Ghedpat recsluss snarlalired seruire = I =

9. Inthe Actions panel, you can add, delete, or edit the actions of anincident. To
modify a specific 'Action’ select the action hyperlink. To define dates and times
for 'Action steps select the action step(s) hyperlink.

10. To delete an action, mark the action checkbox and click Delete.
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ATons i

To mackly & dpealic "acdior” alad the adion yperlink, To dahine dates and tmed for Action steps’ saladt the
acnon stepls) hyparkng,

Salarted A otal:1
[[] #uckion Acnon steg(s) Target start date Targat end data

JOHNESON, CHRISTEN 5 /f"—

[ =aunseling Counsging a2 1/2m0% 09,21/20085

11. To add and an action, click the Add button.
12. On the Add Action page, enter any action information for the incident.
13. Click Save+Add or OK to save.

Inodent #2364 = Sep 21,200

¢

Sdd Artion s

Resgonshle parson, school: | Bonika Wista High School w

Resporsible parson: | M -
Fesponsibla person [ather):
Ackion cascrptan:

*Artion cabegory: | Discpline Adtion Cabegory o
"Action sub-cabsgory: | MG w
*ptaon: | WA -

Achan type:

ACtIn SEvarity:

Fanlluble Acmias Smeple) Sl ated Tecsl O

S puisTmeant Class -
FararEbad
Barichizd

Bz Privilege Suspended b

Parsns Irnvalvad "~
agdd this achon bo following invclved parsares. Adion can be assigned bo your school studanks only.
Selectad: Hreral:n
[£ Hama j[n] Involwemank
E JOHIES O, Primary
Related Events o CoNCams f .
*Requirad
- - & ¥ | [ |
[nachre siucend; Student receives specialized services |- Save fk Add J |_I3 |- e
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Creating a SARB Student Behavior Incident

**This section should be performed by the school site. Once the incident has been
entered and saved, the school site user must email the Student Services department with
the students' name, ID, and incident number .

1. Typeinthe StudentsLast and First Name or Student ID
2. Click on the Sear ch button

W 2009.200; Bonita Visia High School - Windoes Internet [xplarer provided by SUHSD
e Bl Wes Freder  Tooks  Heip

Que - ©- (¥ @ G Powe Frrome @ (35 BE 3
] b )bty Swtahbor st onpTharos y TS Tudent Ik kS eanch Sspe e e ebebeu b . Go
Coogle w M seerchom o g0 e € Bookarks e F Ohech v B Tewnslabe + | ol v

Chancery SM5™ uick Search

5 :I_.IIIEIII:"[ T Lartmarns or [0 Firrt or prafamed nane: hlams
liahesce] LngEw alerts
Quack Smarch “%  Srheiduled Events
E Works Ci 14

&l Soudents I DR R e

Fredefined Seandhes *

* ERcently Encollad Sty dents
» Wathgrawn Students This Yoear

Eawesd Lisks Edi
« Gh
+ SpadenTs (L]

i
Oesknect Setup
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3. Click on the Student Name

ﬂ- JOON-T000; Smails Viwis High Sekeed - Win desen Inierest Eeglars) provided by BIRED

Fls Gl Eee  Fewidsr Tk felp i
I‘}Ml‘ = el -_- E_. .: b Smarrhy F ey -f-- v ] i ]'_:_ '_1

] tom Uarast s el = B o DTy ey e P arch R . e e =Lam s T L ol el vare=i 00y - Ht-.- ™ @aegx & G
Conogghe s e e beolerkss T Ched ol Tiress ¢+ B Satodl v B S
Chancery Svis ™ Jich fogph = Shideek Srarck Revults

L i o I Fapn o piafia i §iEa
[ Saarch |
SaarTr: Paruir ol

Lk | 10 o5 O L3S M@l STFIE N "R soe” W

Saimrhedd jTr.r.l-ﬁ
[h i} DAy MK Cagler Qridxas
| 1 Mits ] SEp a4, 105
I 3 L1 F ka3, KBS
L i3 Yl ] kan 07, 1538
g Hid H Sen 23, 1994

77| RIHNSON, MEALA | i Wik Har 7, 1995
[0 Aoy, Pl el B 4 Mk H bl 3, 19905
] UM, SepepTHe 4 L] Hi& F bl 28, 19908

EHHION, LR RR | o Y& ¥ Har 7, 100

4. Click onthe Student Behavior in the menu bar to the left of the screen
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5 3009 3090: Banlla Tata High S heol - Wisdows |nlormil Explaper pravided by SUHSD
Fe &N Vew Fioslei Tooh Heoo

% 1 " 3
e - (w3 Qi e PR @) (355 o = )
] nitr:i ol eetrep. mernipaterhoo ong e v IS P riesy e thi paate s sl Sere D0 LW D ishrendsaree U "l'l * i e
o | amch v @ e Y ledoran s U Qe v ke Tewneets ¢ bR e g ) =
B ek Segech; = mupdent S geah Ragulty - et drnl Brmegraphice
SHHMEON, Gr5 Famale &

¥ EchonlSpechc *Overvew Berennal o Gcddreys@rone Madesl indn Feclaral (nin

Prwlarmied naims CHRISTEM

Cument sgeT 1y

HofT Sl (AXIvE]: | Dews Aanch High Saanl -
Currant groce kst o W
Lufraft homadnm.  yas -

Ervoiiment Status: Enrcled n Mufhple Sohools - Achve
U derd promolion [

Etaby o o
Gradupton plean: | Hane ¥
Pl M e clasks Lo oot
Distanpe from schoo ine

[ Home: addrass bs in o sdnool’s anes
_:'_ Upinsrt b parent porks
Lunch Informatan &

Wila High Schosl - Wisdews Isternet Explorer provided by SUHSD

. L - § 3
a Eh | | | s 7 Smarih Firaniia E v i ﬂ .‘_'i.
B Hitpe [winbmsirep. sematwasherachaaln. org W hsre sy = Shudentaas o Ticplralict. sape? Shuaniy et omSd =tran b s = &0 =

Google s S semch v g2 e O pockwests - TR Creck - e Trontete - | mporl - 4

Capck Lnks

lncidant HumDar lesidant lncidant Primary Evant or Cancam
et Khaky SEmECEy

Thafs ane il reoords i this list.
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6. Enter the Incident Date and select Attendance Event/Concern Category from
the Incident Category dropdown.

Note: Fields denoted with asterisks (*) are required.

Highlight Excessive Absences from Available Events/Concern box, click Add
Click on Continue

o N
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3 Add Behavior Incident -- Web Page Dialog

Events selected here will, by default, be assigned to all pre-selected students.
Actions will only be created for students who are enrolled in the reporting school.
Student assignment to events and actions as well as student involvement type
can be modified once the incident record is created.

* FddSyyyy

*Incident Start: |EIQ,-’21H2EIEIQ

*Incident Category: |D|5|:|p||r'|e Event/Concern Category V|{
Cwverall Incident Severity: |N;’f-‘«

@ Show only event/concerns that relate to the selected cateqgory

O Shaw all
Available Euentstnncerns‘ *Salacted Total: 0

Add-=
Arson -
Assault/battery sch empl ael|| [RERETEYE
Available Adtions r Selectad: Total: 0
M/ ~ '
Arrested =
Class Change
Counseling v “
Action start date: |EIQ,-’21H2EIEIQ |E mirmgld vy
Action end date: |EIQ,-’21H2EIEIQ |D Files FATATATEY
*Required [ Continue ] [ Cancel

9. Slect the person referring the incident in Referred by
10. Enter any additional information about the SARB in Incident Description
11. Click on OK to save
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*IncCatent Category! | Ansntancs EveraToncem Caegery
*bracident start: OL1SC006 =vatioer Tima: (12 % (0 = 4 = jyen

Ircidant and Dreiiionss Tima: [12 % 00 % Ak % piioren
Ewfarrad by, School: | Cawte Pak Maodds Schesl L
Faferred by: WA -

d by {ather)

Cwerall ncident pewenty; |k -
Incident Descnphon
Barsond Involve
SatecTud
[ Nams 1<} Irrntlyamend Parion Typs
[ JOMRIBON, ITSHLA § B4e4a0 Ermary Setusd Sluden

[ Salecr School Skudent ||_!.-|q.1mne:1slm||_'l.u¢1-sul'F|L.|Huu-“h-m |

Pwmnite o Corcmin

Tz mbdfy o Evirl/Concar el 1Fs svanbiooncim Prypickn

Salsctad

[ Cavegory Bvarn/Concen

[ Concam Category sCeiyye Abdsrce

| Attendance £

Actong

T
S Tew it Vel vt mtres spees sali md seeri on

Grhas

Cantle Park bisidles Schesl

Saanfity Bersong imvobyed

LY JOehERON, KESHIA § (F)

A vl

[oe] [[eancut]

L o]

Prepared by Application Support 09/28/2009

28



Creating a SARB Legal Alert and Action Step

This section should be completed by the Student Services Department.
This section should be completed after the Sudent’s SARB hearing.

Creating the L egal Alert

1. Typeinthe StudentsLast and First Name or Student 1D of the student to be
SARB'd.
2. Click on the Sear ch button

B 9. 100 Barila Vita Mgh Schoul - Wineses inierees Exglarer prowided sy S0 S0
fim [ NWew FProim Tk Hep

k}...._a w| |3 : | Baih [T =iz :-‘.1 %

1 bl et e g b T e e S Ty T B ety = ﬂ.‘-l " e D=

it e w O Smmrko o 5 - e OF Dmohvarbar N Chack i ekt - T R i - Sonile -

Chancory 585

Elpat

Brms aleris
Qunk Imarch # Sched el Eysnts "
sl Shugdania 3401832 13 T
Praadufimidl S rchen o
* Emmmnts Enmiled s hudants
* winhdrasn Shadsnty The Yesr
||||||
Hewmd Lists Egif +
+ §h
+ shudengs|L]

3. Click on the Student Name
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4. On the Demographic page, on the School Specific Section click on the L egal

Information.
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5. OntheLega Information section of the page, type SARB inthe Legal Alert text
box, click Save.

ik AEpspl e Elugeid Beae il HEaely o Bl Siedesl Demmogeag b

FIHHEIH, G Frmaka
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Creating the Action Step

6. Click on the Student Behavior link on the left menu bar.

sok Search - Shahed Search dsiufy = [diR Sludem Damagraphics
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PR AR Pgrmiasion bo sham lunch sligbility
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7. Click on the incident number you would like to add an action step to.
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8. Under the Actions section of the page, click Add.
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9. IntheAction Category dropdown, select Discipline Action Category.

10. In the Action sub-category dropdown, select Discipline Action Sub-Category.
11. In the Action dropdown, select Refer Student Services (SARB).

12. Enter any additional information about the action step.

13. Click Savet+Add or OK.

Note: Fields denoted with asterisks (*) are required.
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