


Managing Student
ACTIVILY (Part #1)

Student Records, Pathway Enrollment,
Assessment & Initial Payments

CODELEVEL SERVICES LLC




Agenda

In this session users will learn how to enter student records, track required
documents and assessment scores, enter notes and register and enroll students
into Pathways.

» Entering New Students

» Entering Student Assessment Scores

» Regqistering and Enrolling Students in Pathways
» Taking Initial Payments

» Running a Deposit
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Student Module

Working with Student Information... Quick access to your
stfudents information...

Sessions
> Information easily accessing those

students currently enrolled.

o Documents
o Enrollments
o Attendance
o Grades
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Student Module

Information: Student Contact and Demographic data. This is “static”
dom”ﬂzjo’r is not related to any Pathways for which the student may be
enrolied. Students @

. Information

Documents: The Student File. This session provides a listing of
documentation provided by, or for, the student such as Required Entry
Forms, Activity History and General Notes.

|:_ Documents

& Enroliments

[0 Pathways
Enroliments: General term used for associating a student with the o Closses
following: o Tndesty

[ Attendance

o Pathways: Full-time Program

[ Grades

[ Financials

Attendance: Student Attendance Records (Not covered in this training session)

Grades: Student Grade and Performance Information (Not covered in this

training session)

Financials: The Student Account (Charges, Payments, Financial
Assistance)
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Adding a New
Student

BASICS

1. Navigate to the Student
Module - The default session
is “Information”, though be
sure this is the selected
session before moving to
Step 2.

In the Ribbon, select *Add
Student”

The Detail Panel will become
ready to receive new datq,
thus it is here where you can
begin to enter the student’s
information

Once you have entered all
applicable dataq, click on
“Save” at the bottom of the
screen
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il ™
P CTEC Career & Technology Education Centers @M

nsive  Short Term Application

® Minimize

Summary Panel Detail Panel

C”Ck TO Odd Name 1D # Status | b | |0 Last Mame |
STUdeﬁT R e 18837 Standby Middle Name | | Maiden Name
& Enral - Llospes Mame Suffix | | Prefered Name
L Pathways S |Prospect v| ctodent I
oo Date of Birth [+]  calcuiated ag ’ ReQUIred Data
L Industry

o (record cannot be
saved unless data
has been entered

here)

Is Senior -

L Attendance

[0 Grades 4
.1 Financials Clle TO Odd

phone and
email contacts

| Type:|
Address: Active

wrall Auto Tag Mumber | |

4 | Primary

C|IC|( to Mailing

add an . P | H:H | Publish
_address . o] ropuatons | -]
4 My Page Gender | - | Marital Status |[Not Selected) - |
w Ethnicity |Not Selected) = Race |Not Selected) -
[i] pathways Language |[Not Selected) - | Home Language |[Not Selected) - |
L,; P Is Resident I~ Residency Status |[Not Selected) - |
‘a’:‘,;‘ Industy Education Level |[Not Selected) - | Graduation Date | |
* Funds Advisor | - | Parking Permit | |

{/ services

Save your
datal




Student Information e

y,
Key Information Multiple Select Drop Down List
1. First and Last Name (required) > Populations 7 s
7. Phone and Email to close it once your
3 Address selections are made
‘ Helpful Assistant S
Auto Filled Data (can be overridden) - Default area code is set to 740"
1. Preferred Name - Phone numbers will auto format, only
2 Student ID enfer the “numbers”, no hyphens or
o _ parenthesis
3. Status (The system maintains control over this , .
data and will change it as different events occur > SSN will auto format, do not put in the
during normal operations. Do not attempt to hyphens

change this field manually unless you are making
the student Inactive. Note that if an immediate
update does not occur after enrollment, etc., it will
be auto corrected before the next day.)
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Duplicate Student Check

oﬂchademix Training Guide

When a new student record is saved for the first
fime the system will evaluate the new entry
against all existing student records in an attempt
to locate any possible matches that are already
in the database.

The more initial data that can be provided as a
new student is entered, the better the matching
results.

First name will also review against the name in
the Preferred Name field.

Last name will also review against the Maiden
Name field.

If no matches are found, the new student record
is saved and you will not see this dialog.

=

4. Possible Duplicate Record Found l —

e
Motice

There is a chance that the person you are attempting to enter is already in the system. Please review
the possible matches below and select the existing record if appropriate.
Please do your best to help us keep our database free of duplicate records.

in the tollowing categories

MName TheStaff  Modificatio I

SSM

Last Name
First Name
Middle Name
Id Code/+
Date of Birth
Phone #
Email

Other Contact

% i
{

Amanda Bushell Maodified by

More than likely a
Maiden Name match

Update this selected student
with data you just entered as
this is the same person

| don't care | just want to
add them as a new
student in the system!
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Contacts and Addresses

Contacts: Unlimited Addresses: Unlimited

DO NOT DELETE old (once valid) contact DO NOT DELETE old addresses, simply
information. Just uncheck the “Active” box uncheck the *Active” box and add your
and add your new contact information. new address.

Select contact to Edit!

Do not put anything in the Title field unless it
needs to be something different than the
student’s name (i.e. Parents Name,

Type: |I".-10b||e Phone -||[5au]399.1051

L)
RelatioryMame: | self, -| -~ | Employer’'s Name, efc.).
Active !Pr mary vl  Emergency D\w | NDtIf'_.I'W Publish [+
Select Relation Enter name of person or place if
to the student not the students Contact
Title: | Type: | Home -

[ s(d) Al e Address: | 1113 South Belmont lwl Active
Mobale Phone: (580) 330-5737 Home-Amanda’s cell Active/Pnmary/MNotify/Publish [l Primary
Mobile Phone: (580) 548-1637 Mike Bushell-Dad Active/Emergency/Notify
Mobile Phone: (580) 54531726 Lynda Bushell-Mom Active/Emergency/Motify [] Mailing
Phone (Land Ling): (580) 210-7345 Linda Bushell wk Active/Emergency/Notify . - _
Phone (Land Line): (580) 245-2860 Donnieta Ray Active/Emergency City/State/Zip: | Ada | o |[ 72220 [ Publish
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Contacts and Addresses continued)
Options

0 Active - If checked, this contact is current and may be used as a valid contact method. If
unchecked it is no longer valid and should only be used for reference.

0 Primary — If checked, this contact will receive first consideration when the system is locating
contact information to place on reports or in summary screens.

0 Emergency — If checked, this contact number will appear on the student summary panel in bold
red print for quick access.

0 Parent - If checked, this contact is considered a parent contact only.

0 Notify — If checked, this contact can be used as a method to send information to the student by
the means indicated.

0 Publish — If checked, this contact information may be presented on a public form (i.e. web site)
0 Textable — If checked, this indicates that this mobile phone can receive text messages.

0 Mailing - If checked, this address will get first consideration when printing mail to addresses.
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Student Assessments

- CodelLevel Career Cente

STEP 1: Open the Assessment
Add Student Enter Student Name andfor 1D O Show Print O Show Required Documents  Follow-u Mgngger from Students >
MOoVE 5 ® Hide xls ® Hide A er Information

® Minimize ® Minimize C itial Manager
Toolbar Student Locate List Panel Summary Panel Detail Panel

Main

. ‘ — — Ea ™
Record and review test Editingthe selected st -
scores for pre entrance or — S rite: [Worekeys -
. miiGClcKENE ST TTS AL T L —
exit exams. WorkKeys Locating Informatio  4.00 Section: | Applied Mathmatics -]
WorkKeys Reading for Inform  5.00 version: | |

Example:
+ WorkKeys

Score:

STEP 3: Complete
the form as

MNote:

STEP 2: Choose the “Record applicable and
New Assessment” button at

choose Save to
record the

the bottom of the Assessment student’s outcome

Manager form

Record New Assessment
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Pathway Enrollment

Full Time Programs

When registering a student for a
Pathway it is important to set @
Planned Exit Date and a Schedule.

.y Information
|,__ Documents
|;.5 Enrollments
|:_ Pathways
|,__ Classes
[ Industry
|,__ Attendance
|,__ Grades

|,__ Financials
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Planned Exit
Date helps track
progress for
Adult Students
on Financial Aid

The Schedule
Manager helps to

manage schedule
changes.
chedule Manager
Schedule Start Date
u
B CUL-FT 09/02/2014
B ocuL-am 11/04/2014

Registration Date | 08/07/2014 =|  Enroliment Status | Withdrawn -|
Enrallment -
Entry Date |'|}B.."'I}B.."2'I}14 - | e |Career MajorCompleter (= |
Exit Date | 11/18/2014 - | Exit Reason | Attendance Issues - |
Planned Exit Date _|11/18/2014 =|  GraduationDate | -|
|[Not Selected) =|  Last Date Attended |11/04/2014 -|
|r-.|3i| - | Pathway Schedule |CUL-AI".-1 - |
(Grade Summary .~ Attendance Summary
Letter Grade: GPA 36T Total Possible: ]
Mumeric Grade: 8517 Total Present: /
wlThe schedule
Total Absent: .
D defines the
Total Tardy: H
Hours 272.50 ¥ dates/times
Total Excused: “ that the student
Total Makeug: is supposed to
L attend class.
~ Mate — - -
Changed from FT to PT on 11/4/14.
Auto Calculate LDA [V
First fime post-
secondary

First Enrollment

On Wait List

-
-

[IPEDS]

Finalized & Locked |
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Pathway Registrations can be entered from the Student Module or the

Registe ri ng Pathway Module.
a Student in
a Pathway

> Enrollment from the Student Module requires the user to select the
Pathway when adding a new enroliment.

> Enrollment from the Pathway Module requires the user to select the
Student when adding a new enrollment.

BASICS Registration Date | 05/22/2015 =|  Enroliment Status | Pending -
p Enrollment -l

Select the Student Module ) 7| crtvoste [ososeis @ roose | o
Exit Date | =|  Exit Reason | Mot Selected) v
ChOOSG The EHFO”meﬂT > -d Main Reports Options Settings Planned Exit Date | - |Q Graduation Date | - |
POThWOy S ession 4 Add Mew Enrollment Enter Student Name and/or ID 4 advisor |[Not Selected) - | Last Date Attended | - |

Remove Enroliment p

~ Grade Summary ~ Attendance Summary
=

Locate and select the desired
Student in the List Panel

Toolbar Student Locate Days Time
BT | letter Grage: || Total Possible: [ | [o |
On the ribbon, select *Add [0 Information &, Name ID #| | Mumeric Grade: IE' s | [o |
New Enrollment” B Documents ; Richard Candelaria T140000] | Credits: E :o:::bs:nt: 0 0
_ - Jacob Dean 11 . : L J g
In the pop up dialog, search I 2 — ﬁ H Toaece: [N N
for the Pathway in which to - iPathways: i s roil e (I |

~Note

reqister the student @8 Classes

Locate Career Major:  [a(l]R

Double-click on the desired
Pathway to select

[0 attendance

[ Grades Auto Calculate LDA W

|,__ Financials

In the Detail Panel, complete
the required fields, among
other applicable data

Click “Save”

9

First Enrollment Finalized & Locked [

1

On Wait List

Jatannagrim
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[ Information & Name ID# Status Level . |
a W a y 2 Documents —l  Jacob Dean T140000234  Active 11

& Enroliments |C' Enraliments Entry Date Exit Date Status |
[ Career Majors [ wowr1173 08/08/2014 Active

E Nro | | me nt (continued) Sl [ et o e

. Indust
fe Anelustry CULL183- Entreprensurship & Employability Skills

[0 Feeder School [] wcuL1203 08/08/2014 Active =
Th i n S 1. o kn ow [0 Attendance CUL1203- Hospitality & Service Technigues
g e 1 Grades [ wcuLizzz 08/08/2014 Active

CULI223- Intermediate Culinary Skill Developrent |
[ wcuL1103 08/08/2014 10/06/2014 Completed
CULII03- Introduction bo Culingry Arts
Student #1 Enroliment v

Course #1 [ wcuL1123 08/08/2014 Active | &
Course #1 CULI123- Foundations in Culingry Arts |
“Virtual” Class [ wCuL1133 08/08/2014 Active

Student #2 Enrollment CUL1133- Foundations in Culinary Arts I
Course #1 [ wcuL1143 08/08/2014 Active
CULI143- Culingry Business and Management Principles

“Virtual” Class 45 My page | [] weuL11s3 08/08/2014 Active
Student #1 Enrollment CULL153- Foundations in Baking |

Course #2 [ veunizss 08/08/2014 Active
Course #2 : - H Mo CULI233- Intermediate Culinary Skill Development ii
Virtual” Class vCUL1253 08/08/2014 i

Student #2 Enrollment
Course #2

“Virtual” Class By registering & enrolling a student into

Student #1 Enrollment

Course #3 a Pathway, the system will automatically

Course #3 y

“Virtual” Class create the student’s Class enrollment
Student #2 Enrollment

Course #3 records for each of the Pathway's
associated Courses.

[ Financials

“Virtual™ Class
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Student Enrollment Statuses

Enrollment statuses define the R—
OSSOCiGﬁOﬂ a STUdenT hGS WlTh Registration Date |06125.'2ﬂ14 v| Enroliment Status | Active E| -
a program or course. e | 072z Y e oo ¥
Buit Date Bl Enroliment Status Propped
These statuses can be broken Planned Exit Date Options... ate  |Withdraun 4
down into categories as follows: Advisor |Inot selectea) v|  LastDate Attended Competes
¢ Pre-registraﬁon Grade Group |l-.|3i|' - | Pathway Schedule Completed ) =
« Interest  Grade Summary - endance Summary - =
¢ Pending Letter Grade: GPA: 383 Total Possible: | 159 | | 111300 |
¢ Pending (T) Mumeric Grads: Total Present 155 | |108100 |
° Regisiraﬁon Credits: IIl Total Absent: |3 | |21:DD |
*  Approved Haurs: 4100 foral Tarey E | [1200 |
o Canceled Total Excused: |0 | |D |
. Dropped ‘ Total Makeup: | 0 | | 0 |
*  Enrollment Note
«  Active
+ Completed
« Completed (T) Auto Calculate LDA [V
* Incomplete R

- Withdrawn s
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Student Enrollment Statuses
Pre-registration

Interest — This option associates the student with a pathway/class as one
of an inquiry only. At this stage, no fees are charged, no documents are
required, etc. This option is mostly used for marketing purposes and will
likely be populated using the Online Registration system, especially for
those programs where students must apply to enter.

O
o
—
o
=
(8]
(]
c
O
S
[
—
o
4

Pending - This option is set when the student applies (thus decides to
move forward). At this time, documents may be required, fees may be
charged as applicable, etc. Likely, when entered by staff, this is the
default for pathway enrollments. For classes, which usually require
payment up front, a better default would be Approved.

Pending (T) - This opftion specifies that the course was completed at
another institution, though has yet to be approved —i.e. set to
Completed (T). When this option is used, the Transfer School should also
be included.

Not Transcripted
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Student Enrollment Statuses
Registration

Approved - This option is set when the student has met all
requirements necessary to enter the pathway/class. Their account is
usually charged at this fime and they are considered pre-rostered.

O
o
—
o
=
(8]
(]
=
O
S
(=
h—
(o]
Z

Canceled - A cancellation will likely occur on a ‘registration’, thus is
usually the chosen option for those registrations that were terminated
before the start of class. Note that this option may still be selected
once the student has gone Active as well. A Canceled status is much
like a “deletion” in that it will only be available for marketing purposes
and not used for any state or federal reporting.

Not Transcripted
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Student Enrollment Statuses

Enrollment

Active - This option is synonymous for “Enrolled”, as this is when
the registration is officially classified as an enrollment and thus
the student is responsible for the associated work. At this stage,
the student either has to Complete (transcribed), Withdraw
(transcribed), or Drop (not franscribed — time set by policy).

O
o
—
o
=
(8]
(]
c
O
S
[
—
o
4

Dropped - Just as a cancellation can only occur on a
registration, a drop can only occur on an enrollment. This option
is set when the student leaves the class/pathway early enough
that the enrollment may not be transcripted. This status is
another that is not reported on state or federal reports, as it is in
effect a cancellation, though after the registration was
considered an enrollment. However, due to policy, the student
left the class/pathway early enough in the schedule that they
may get a partial refund and avoid franscription.

Not Transcripted
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Student Enrollment Statuses

Enrollment (contfinueq)

Withdrawn - This option is used when the student leaves the
class/pathway before finishing the curriculum and thus did not
receive a final grade. When franscripted, which it will be, it will
show the student’s grade as a “W" and no hours or
atftempted/earned credits will be assigned.

©
()
—
o
=
(8]
(7]
=
O
S
-

Incomplete - This option is set when the student has met all the
schedule requirements, however some academic requirements
are still outstanding and no final grade has been issued. An
Incomplete should never be considered a “final” status, as they
should be resolved with a grade within a certain amount of fime.
By default, Achademix allows 6 months to resolve the enrollment
before notifications begin.

Transcripted
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Student Enrollment Statuses
Enrollment (contfinueq)

Completed - This is set when the student has finished all the
academic and schedule requirements of the pathway/class. This
doesn't mean that they have paid in full, returned all post-
enrollment documents, etc. It simply states they completed the
curriculum and a final grade has been awarded.

©
()
—
o
=
(8]
(7]
=
O
S
-

Completed (T) - This opftion specifies that the course was
completed at another institution and should be transcribed with
different properties than a Complete. When this option is used, the
Transfer School should also be included. When transcripted, these
courses may calculate in the GPA, or not as set by policy.

Transcripted
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Y
Pathway Roster
15101 =\l Heating, Ventilation, Air Conditioning & Refrigeration
1L ile il Donald Rode, Marty Clark, Samual Brookover, Scott Gibson
---WT-- Students Shown: 19
‘ a t ‘ I W a y | < O St e rS hedule Student Name Status Planned Exit Date
Schedule: 15F-D2
Charles Atkins Active 9/21/2016
Once The STUdenfS are enrO”ed, The Pathway Roster Report Charles Preston Active 9/21/2016
POThWCly Roster can be generOTed fo Include Students with the following enrollment statuses. Christopher Lowers Active 9/21/2016
. . All X 2
display student’s by their schedule — = David Garrett Acive  9/21/2016
ENo1n;
1516F, 15168, etfc. 0O Approfed Denny Gossett Active 9/21/2016
[] Canceled John Blair Active 9/21/2016
. M Active ; 5
To run the Pathway Roster, navigate to | oipropped ol WiEmah RENE,  SLELEND
[ Withdrawn Kory Cottrill Active 9/21/2016
Pathways > Enrollment > Reports > D Complete o i) L o
Pathway Enrollment Roster. [ Incomplete _ : :
Sclect an additional information ifem to include. Michael Whited Active 9/21/2016
. . ] Phillip Thompson Active 9/22/2016
) Contact Information
Note that from this Enrollment session, et o R A, S
you can view all the enrollments right ® Geade Infoummation Staphen Tawisand Acive  9/21/2016
on the screen. Remember, clicking oN | o Eaoliment Note Thomas Lipscomb Active  9/21/2016
the headers, such as the Schedule © Schedule Dakota Welker Withdrawn 9/21/2016
header, will sort by that column. O Primary Addre Tim Curry Withdrawn  9/21/2016
O Planned Exit Date
HVAC Heating, Ventilation, Air Conditioning & Refrige  Open O Feeder School Schedule: 16F-E
3 Student D# Enroll Status ¥ Schedule V' [[Seioct the student order. Make the Brandon Gibbs Approved  9/20/2017
. [] Charles Atkins AE1000196 Active 15F-D2 o i Jarrod Ford Approved  9/20/2017
. . Student First Name proper
[] John Blair AE1000201 Active 15F-D2 ® Terry Schultz Approved  9/20/2017
, ® Student Last Name | 1.
] Robert Channell AE1000213 Active 15F.D2 Seleciions
- A oos = e O Enrollment Status _ Student Totals: 3 Approved, 14 Active, 2 Withdrawn
= oot 2= e R © Enrollment Schedule
= \_, MlcT\aeI Deem AE1000262 Actfve 15F-D2 © Ensoliment Entry Date
%j David Garrett AE1000305 Actfve 15F-D2 © Planned Exit Date
. [[] Denny Gossett AE1000313 Active 15F-D2 ) Feeder School
. [ Thomas Lipscomb AE1000353 Active 15F-D2
N isto Run Report
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Direct Payments

What is a Direct Payment?

Achademix refers to a direct payment
as any form of collecting “real” money,
such as:

o Cash

o Check

> Credit Card

o EFT (Electronic funds transfer)

In other words, a direct payment will result
in money that will appear on that day’s
deposit report.
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Entering an

Account Payment
BASIC

1. Locate the account where to
post the payment (choose the
Module and perform a
Search)

2. Select the Financials Session

3. Clickon “Take Payment” in the
Ribbon

4. Enfer the payment amount

5. Use the “Pay” buttons or the
payment fields to allocate the
payment to charges with
unpaid balances

6. Select the payment type and
complete the applicable
information (if any).

7. Click on the “Save Payment
Info.” button to record the
payment

Notice: You cannot post (save) the
payment until it is completely
allocated.

./qchademix Training Guide

Enter amount
& Show S Show Take Payment Of dlreCT
® Hide ® Hide Create Charge pOymen‘I‘

® Minimize ® Minimize Allacation Manager

List Panel Summary Panel Detail Pag

¥
.ﬂ‘ Account Transactio

Allocate the
payment
(use “Pay” button
to allocate the full
amount due.)

Locate Mew Charges Apply Selected Char- _s Accept Payment

Enter Payment Amount 270 Unallocated Amount: $50.00

Payment Type:

Reference Info:

Select
Payment

Account Balance: $270.0(

Tax Type  Pymt. Plan
000 Service
000 Service
000 Service
Service

Post the payment
to the account
once it's been
fully allocated.




Direct Payment onnues Ard sl

/ Payment Recorded

Now that we have taken a
direct payment we can see
that payment on both the
“Account by Payment” tab
and the “Account by
Charges” tab (when
viewing the detail under the
paid charge.)

Noftice: A Payment cannot
be voided if it has been
refunded. Also, a Payment
can not be voided after the
day it is entered (as it has
been deposited).

en l !ﬂ

Type Allocate Card Check# Batch #
Cash vl o Paid by Cash

+] § PostDate © Description

ice ¥ Adj.Pricce ¥ Qty., Amttotal ¥ Balance X AmtDue X Tax Type PymiPlan Invoice#

=[] @ 04/09/2014  Achademix T-Shirt 15.00 1500 1.00 15.00 0.00 000 000 Senvice

| Payment

Date Payment Info. Payment Amt. = Receipt # Activity Information.
04/10/2014  Paid by Cash 1500 1 Added by: LarryS on 4/10/2014 (1)
<] § PostDate © Description Std. Price X Adj.Price X Qty. Amttotal £ Balance X AmtDue % Tax Type PymtPlan Invoice#

- [] @ 04/09/2014  Location Use Fee 425,00 42500 1.00 42500 425.00 42500 000 Service
B[] @ 04/09/2014  Access Fee 300,00 30000 1.00 30000 300.00 30000 000 Service
+- [ @ 04/09/2014  Ax Meal Vioucher 120.00 12000 1.00 12000 120.00 12000 000 Service
|| © 04/09/2014  Achademix Certification Training 6,000.00 6,00000 1.00 6,000.00 6,000.00 500000 000 senvice

= il J
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Review Account Payments

Account by Payment Account by Charges Financial Assistance

2 Date Description

[1]1_7‘,— [ 04/28/2016 Paid by Check
[+ [ ] 04/03/2017 Billed to WCJVSD - 16-17 Scholarships Award Dis#4 (4/3/2017) Batch #17SP-SC 25000 Transfer Batch #17SP-SC
[ oh3/2017) Batch #17W.SC

Payments (9)

© Amount 3 Receipt#
65.00 AT2463

Columns

o

o

While in a Financials Session,

it is easy to review the

payments on the account
by selecting the *Account

by Payment” tab.

oA chademix Training Guide

Date — Date payment was received

Description — Information about the payments type or
source.

Amount - Amount of the payment

> Receipt # - The receipt number

Allocate — check indicates that the payment is allocated
Card / Check # - Credit card (last four) or check #

Reference — Additional reference information entered with
the payment
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Mortheast Technology Center
6195 W. Highway 20

Payment Recelpt | =5

The information on the receipt Receipt of Payment Receipt # A106A
explains to the student how much Received By 3
of their total payment was paid to ety puck

specific charges on their account.

Note that you can reprint a receipt Payment Method Received
at any time by locating the 5/19/2015  Paid by Check Check# 12011 $274.00

payment and right-clicking on it.

5/19/2015 Supply Fee - Sem 1 £75.00
5/19/2015 Welding On-Line Curriculum Access Fee £99.00
5/19/2015 Welding Textbooks £100.00

oﬂchademix Training Guide
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Daily Deposit Report by Income Account

This report is to be accompanied by the money received for the day. The
amount of money (cash, checks, credit card slips) should all match the totals

shown on this report before submission. The Deposit Report can be found under
My School > Reports

Daily Deposit Report

GO Tuesday, May 19, 2015
Users: [ Total Deposit $274.00

Charged Charge Description Account Paid Receipt # User Cash
Cost Center: 0001-002
5/19/2015  Welding On-Line Curriculum Access Fee Daffy Duck 5/15/2015 AL0RA BrianH $99.00
5/19/2015  Welding Textbooks Daffy Duck 5/19/2015 A10648, BrianH £100.00
0001-002 Cost Center Totals: $199.00 $0.00  $183.00  $0.00 $0.00
Cost Center: 0001-003
5/19/2015  Supply Fes - Sem 1 Daffy Duck 5/15/2015 A1064 BrianH £75.00
0001-003 Cost Center Totals: $75.00 $0.00  $75.00  $0.00 $0.00
Totals: $0.00  $274.00 $0.00 $0.00

Total Deposit: ($274.00
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Daily Deposit Report

SR o Tuesday, May 19, 2015 Receipt Who received
Users: [\l N Total Deposit $274.004 N 1a(=8 ele)aa(=1alf

Charged Charge Description Account Paid Receipt # User Cash Check Credit E Nethod of
Cost Center: 0001-002 f I ayment
5/19/2015  Welding On-Line Curriculum Access Fes Daffy Duck 5/15/2015 A1068 <€— BrianH $99.00 EENN———
5/19/2015  Welding Textbooks Daffy Duck 5/19/2015 AL06A BrianH L | $100.00 Receipt # A106A
0001-002 Cost Center Totals: $199.00 $0.00 | $195.00 $0:00 an Receved B3
Cost Center: 0001-003
5/19/2015  Supply Fes - Sem 1 Daffy Duck 5/19/2015 FAL BrianH £75.00
0001-003 Cost Center Totals: _ $75.00 $U-D7 §75.00  $0.00 $0.00
Revenue Totals: $0.00 $2?4.nn\ $0.00 $0.00
AXSOOISIal Y Total Deposit: |$274.00
i [r—<

All information provided on the receipt Payment Method Received
that is given to the student is also found on 5/19/2015  Paid by Check Check# 12011 5274.00
the deposit report. This relieves the school
of having to print their own copy of the
receipt, as:
1. the data is stored in the system and be
reprinfed at anytime, and Charge Allocation

5/19/2015 Supply Fee - Sem 1 £75.00
2. The IﬂfOFmOTIOﬂ |S SmeITTed on 5/19/2015 Welding On-Line Curriculum Access Fee $99.00
CompreheﬂSIve I’epOI’T |esseﬂlﬂg pGper 5/19/2015 Welding Textbooks $100.00
USAQgE (cost of paper/ink/printer maintenance/etc.).
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This concludes your training exercise.

Achademix: Student Management (Part 1) Reference Documents

OSB7 - Student Search Directives

OSB8 - Pathway & Class Search Directives
OSB13 - Student Required Document

In this session, we covered entering student
records, fracking required documents and
assessment scores, entering notes and

registering/enrolling students into classes. Tracking
9! Ing/ 9 OSB17 - Student Status vs. Enrollment Status
Make sure you understand how to work OSB21 - External Testing & Assessments

with students in Achademix and let us know
if you have any questions.

www. Achademix.net

Codel evel

All Processes shown and presented are subject to change .
without notice. P : o Ase rV | CeS
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