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Assistant Site Coordinator  415-555-1122  asitecoordinator@leadagency.org
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Description

The SFUSD ExCEL demo site provides services to local youth ages & to 10 in the
areas of academic tutoring, academic enrichment programs, and structured
physical education workshops that supports every student participants ability to
be successful academically, included in daily programs and projects, and to strive
to be healthy and physically fit, Services are provided at San Francisco School,
a local community school which resides in the SF Meighborhood distirict. In the
current fiscal vear, the program will serve 80-100 youth of diverse demographic
backgrounds. Of this number, all youth will receive academic services, which will
be provided by 4 program lead staff. activities at the schoaol site range from
structured academic classes to outdoor activities and sports throughout the
week,
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————
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Service Site
Program Contacts

San Francisco Unified School District

Select EDIT to update
SERVICE SITE the contact information

SFUSD - Demo

Participants & Staff A for your site and agency.

Phone Email

Home

Group Activities Agency Director 415-555-2345 director@leadagency.org

Wait List Program Manager Phone Email
Program Manager 415-555-8475 programmanager@leadagency.org

Snack Site Coordinator Name Phone Email

Quality Action Plan Site Coordinator 415-555-9999 scoordinator@leadagency.org

Assistant Site Coordinator Name Phone Email

Assistant Site Coordinator 415-555-1122 asitecoordinator@leadagency.org

Funding School Year CBO

Academic ison

‘ETIhTEE Site Phone 1 Site Phone 2 Site Fax

Inventory 415-555-1234 415-555-5678
Description
The SFUSD ExCEL demo site provides services to local youth ages 5 to 10 in the
Reports areas of academic tutoring, academic enrichment programs, and structured
physical education workshops that supports every student participants ability to
APR Reports be successful academically, included in daily programs and projects, and to
strive to be healthy and physically fit. Services are provided at San Francisco
BO Reports School, a local community school which resides in the SF Meighborhood distirict.
In the current fiscal year, the program will serve 80-100 youth of diverse
demographic backgrounds. Of this number, all youth will receive academic
Help Center services, which will be provided by 4 program lead staff. Activities at the school
site range from structured academic classes to outdoor activities and sports
User Accounts throughout the week.

Funding

Utilities

San Francisco Unified School District

5 EDIT AGENCY ET3 2T
ome

. REQUIRED 21ST CCLC FIELDS
Participants & Staff

Agency Name SFUSD
Group Activities Program MName Demo

it List
Agency Contact Information

Phone 1 [415-555-1234

Phone 2
S e Fax |415-555-5678

Snack

Quality Action Plan

Funding Email
Agency Director
Contracts .
First Name |Agency
Inventory Last Name |Director
Funding Phone |415-555-2345
FrO— Email |director@leadagency.org
Program Manager

APR Rt rt: -
i First Name |Program

BO Reports Last Name |Manager
Utilities Phone |415-555-8475

Help Center Email |programmanager@leadagency.org

Site Coordinator
TEm LEE e First Name |Site
Last Name |Coordinator
Phone |415-555-9999

Email |scoordinator@leadagency.org

First Name |Assistant
Last Name |Site Coordinator
Phone |415-555-1122

Email |asitecoordinator@leadagency.org
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Adding a New User
User Accounts - Add or Delete

USER ACCOUNTS

Under the tabs select "User Accounts.” To add
SFUSD - Demo

T — | "oV users select Add User”

Name Email
Hong, Lucy hong|1@sfusd.edu To Delete a User, select the user and click Delete.
Name Email f
Admin, Temp
Cheung. Joyce Cheungl1@sfusd.edu EDIT USER
Coordinator, Site sitec@cho.org * Indicates Required Field
Doe, John demo@aol.com Personal Information
Tran, Raphael * Username | howdybunz
aef, aef (deactivated) aefae@aefa * Email |howdybunz@cityspan.com
* First Name. howdy
Name Email * Last Name |bunz
bunz, howdy howdybunz@cityspan.com Title
Name Email
Zeller, Jennifer jennifer@cityspan.com
Name Email
bunz, howdy howdybunz@cityspan.com
ADD USER
* Indicates Required Field
Personal Information
¥ Username
* Password
. * Re-enter Password
When creating a user ,
* Email
decide what access you * First Name
want to give to the user. * Last Name
Title
. . Phone
For Site Coordinators and
Fax
Program Managers please Service Management System
select Power User. h" Power User Full Access to System, User Accounts
Regular User Full Access to System
Attendance User Access to Services and Help Center only
Mo Access
MOTE:

Users that need access to multiple school sites, please contact the ExCEL Office.
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Group Activities

Setting Up Activities for School Year

1. Add Activity

Cancwl Sarvw & Farbursy

Service Mame
\
=

* Group | Shining Stars
* Time Start | 10:00 AM
* Timve End | 11,00 am
* Activity Name

[
[ T
| w
* Days of the Week [
[
O =a
Ll su
* Yaar
Type
® virtual In-Person
Activity Type

Drop-In Activity |
Does this activity contribute toward College and Career Readiness?
Yes <2 Mo

Activity Category

lAcademic Enrichment Learning Programs
| Activities Promaoting Family Literacy

|l Activities Promating Parental Invalvemeant
| Activities to Promote Youth Leadership

T

| Community Service/Service Learning
|Counseling or Character Education
| Credit Recovery
IEJ-.I‘JBI"IIJE'H Library Service Hours
|Hemework Help
| Mentaring
| Other Service Category
| Recreational Activities
| Referrals/Connections to Services
1 Skill Building/Enrichment
|Substance Abuse B Drug Prevention
| Supplemental Education Sérvices
|Support Distance Learning
I Tutoring
Iviolence Prevention
I'Weallnezs Chacks

Specify Other Categorie(s) |

From the Group Activities
Section Select the Add
Activity tab

Insert the name of the activity
using the Service Name wizard.
For more information on how to
input in the proper format refer
to page 4,

| Career/Job Training for Youth \\
1 Child and Youth Care

Mark one category that best
describes the activity. Most
activities will fit within the
first FIVE options.

Here
Student Population{s) Targeted
L)Students not performing at grade level, are falling, or otherwise are
parforming below averags
Ll Llimited English proficient studants
LStudents who have béan truant, suspended, or expelled
LISrudents with spacial neads or dizabilities
Ll other
Specify Other Student
Population{s) Here |
Subject Area(s)
I Reading/Literacy
LIFathamatics
[l Sclance
lArts and Music
|Entreprenaurial Education
| Tachnology,/Telecommunications
I Cultural Activities/Social Studies
| Health/ Nutrition- Related Activities
| Other Subject Area

Specily Other Subject Areals) |
Here

ey

Only fill this out if the
individual activity
intentionally targets a
given student population.
Mark all that apply.

Mark all subject areas
that apply.
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Group Activities

service Name

€ Group [4th - Sth
* Time Start [4:30 PM =1
# Time End |[&:00 PM -
¥ Activity Name |.d.|:ademn:5
= m
™ Tu
]
¥ Days of the Week [ Th
~ F
[ =a
™ su
* Yaar |[Fr12-13 |

Fig 4.1

Naming Activities

Group - A group can be defined by a student created Name (Happy Chickens), a staff person
(Bill), grade level (1st, 2nd/3rd)

Activity Time - Identify the start and end time of the activity. (This will have them populate
chronologically. See Fig 4.1)

Activity Name - Define the virtual activity by type (Skill Building/Enrichment, Child and
Youth Care, Referrals/Connections to Services, Wellness Checks, Support Distance Learning)

See Fig 4.2

Days of Week - Indicate which days of the week the activity meets so that “at a glance” it is
obvious that the full schedule is entered into EMS.

Year (for example:“23 - 24" for school year; “"Summer 2023” for summer)

Here is an example of
how activities will be
listed from the “"Group
Activities” tab within
EMS,

Activities  will be listed
alphabetically by group
and numerically by the
time.

This allows your schedule
to be visible "at a
glance”,

Name

15t - 3rd 1:45PM-3: 00PM Snack/Academics M-F 12-13

1st - 3rd 3:.000M-4: 30PM Recreation M-Th 12-13

1st = 3rd 4: 30PM-6: 00PM Ennchment M-F 12-13

4th - Sth 1:45PM-3: 00PM Snack/Recreation M-F 12-1

4th - Sth 3:00PM-4: 30PM Enrichment M-F 12-13

#th - Sth 4: 30PM-6: 00PM Academics M-F 12-13

Sth Grade 3: 30PM-4:30PM Happy BRec M-Th 12-13

Sth Grade 4:300M-5: 30PM Happy Academics M-Th 12-13
Sth Grade 5:300M-6:30PM Awesome Ennchment M-Th 12-13
Foggy Bottoms 1:45PM-3: 00PM Snack/awnd Academics M-Tk
12-13

Eoggy Bottoms 1:45PM-5: 30PM Snack/Fnday Might Lights F
12-13

Foggy Bottoms 3:00-4:00 Raucous Recreation M-Th 12-13

EFoggy Bottoms
Foggy Bottoms

3:00PM-4:00P

D0-5

30 Enth

(X ] mnastirs

GYMNAstics

-
1S1astic enr

Th 1°
Al

Chimie:

13

nt M-Th 12-13

Eoggy Bottoms

End
[ = ':_ 9
£/31/13
5/31/1
5/31/13
5/31/13
E"'n. 23
12/20/12
/3071
5/2371
5/24/13
£/23/13
Q/20/12
£/23/
&/24/13

Fig 4.2
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Group Activities

3. General Info Page

San Francisco Unified School District

[
Huwmis 1
-

Shining Stars 10:00AM- 11 :F0AM Gresk Mythology Tu,Th Z0-21

Parficipan s & Siaf

VWail |isi
Type

Wirtual
Activity Type

Dirop-In Sckirvity

Sdumient Mirien

AREfENC S

i o AR e

Comiracis

Haoadlness
nem|oay res
A Tiwilly § alegery

E npanded Library Service Mours

| i

HijEits SWapdend Popsilatee o] Targeted

AW Heguwia

Belove & age

Hapbrjeat Areain]

| Hilgios Raading/ Literacy
W eyl

Pl Ropssis

Halp € enier
Date Ranga

Liser focanis Dlays of Week
Time

Status

saafl

Lasd Staft
Suppodt Staff
Card Scanmar

Bchonl | ind

i Card B
Aty 1D
Activity ID

Adding Staff:

Shidants nol parformang M grade el sra Failing

It is expected that ALL STAFF people are
entered into the EMS including teachers
and volunteers.

Staff must be added prior to

assigning them to an activity. To do
so under the Participants & Staff
section click on the "Add Person” tab
in the top right corner.

Assign a staff type. Most CBO

Program Leaders are "Youth
Development Staff”,

Employment Type. Identify if the
staff person is paid or a volunteer.

Shining Stars 10:004M-11:30AH Graak Mythology Tu, Th 20-21

Does this activity contribute toward College and Carser

8/18/2020 - &/ 1S3

1000 &M - 11:30 &M

?qndm;

Samwise Gamges -

Tem Allan

IBE9151

Hiimt

Farhicipants & Slafl
Group Actsatees
Sk Fpaart

Reporis

APH ey

\RilRies
Help Center

User Aceounts

School Lt

o oth@nwies ara parfanming

Ensure that you input under all
editable fields.

For activity type please choose
Wirtual or In Person.

Edii
2. Population(s) Targeted: Only fill
- this out if the individual activity
Edit intentionally targets a given
student population. Mark all that
apply.
4]
3. Mark all activities that apply.
L Define the activity by type (Skill
Building/Enrichment, Child and
e Youth Care, Referrals/
Py Connections to Services,
021 Wellness Checks, Support

Distance Learning)

4. Schedule: Every activity must
have a schedule,

For guidance on how to edit the
schedule please refer to page .

5. Staff: Assign at least one Lead
Staff parson. Assign a minimum
of one staff for every 20 youth,

ke P«H‘HHTH* MITA-H Peidam

CREATE NEW PERSON

The foliowing fields are required for Program Btaff:
* Parson Type ™ Program Staff
® First Mame |Caunt

¥ Last Name [van Count

¥ SLET Tyipe ['l'uul] dirvieksprnien? verkari

Lo = ]

' Employmant Type [F'lul
¥ Funded directly by 2167 T v Fn © unspecified
Al P

Figha

Once you have added staff refer to page 9 for inputting staff information like TB test
and Criminal Background Check dates.
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Group
4. Edit Schedule

Activities

ADD DATE(S) TO SCHEDLILE

ExCEL - 8F School - Aerobics/Gymnastics J3:00-4:30

o add Multiple Dates to the schedule, chck here

oS00 :Sinﬂ'EDd!H to the schaduls. chick here

Select to add either Multiple dates
or a Single Date. (Fig 7.1)

Fig 7.1

ADD DATE TO BCHEDLULE

ExCEL
To Add & Single Date to e Shedule

SF School - Asroblcs /Gymaastics 3:00-4:-50

Btap 1 Eriter Data | memiddlyy

Hhep T: Enter Bogn Tre

Btep 3: Enfer End Tire Erd Time FETL

Shep 4: Chch

Fig 7.2

San Francisco Unified School District

ADD DATE(E)
Hama

L - &F Schienl - Snacky/ Art Enrchmant 1:50-3:00

WLE
P mis & Sialf — A —
Wi—— Ta Add Dakms ko the

G pup Relhelies

B/20,/2012 - |
18210 5 |

Stap 12| Entar Bagr

Data {mnyadty)

Step &1 |Enter Bnd Date (rmsdddyvy) o Dt

Btep 3:|Seect the Begn ard End Timas for ach class day
Cay Bagin Time
Morday (=TT |
Tuesday [1a5Fn =]
nndm-:dayl -|
100 PM &
PRI |y g e =
1:5 N

PR— Bagin Data

Hapails
PR HEpiits

Likiss
End Tims

[z:aoem =]
[Taoem =]
=
=
 —
=
[ =l

Help Cantm

U Accosnts

St L

Friday

Aol Madtgsks Daen

4;00 P
4:19 P
A1 P

For “Single Date” Refer to figure 7.2

1. Set the date (Step 1).

2. Enter the Begin time (Step 2) and End
time (Step 3) the activity. Activity times
can be set on the quarter hour. Activities
should be set to maximize the actual
instruction time and leave no gaps.

When you have finished, click the yellow
“Add Single Date" tab (Step 4).

Weekends and Intersession:

For “"Multiple Dates” Refer to figure 7.3

1. Set the begin date (Step 1) and an end
date (Step 2) of the activity. Activities
can be year long, semester based, tied
to the grade period or just a few weeks.

Select the Begin and End times for each
day that the activity meets (Step 3).
Activity times can be set on the quarter
hour. Activities should be set to
maximize the actual instruction time and
leave no gaps. In the example above the
program begins at 1:50pm, so all

If you have a 21st Century Supplemental or
ASSETS grant do not assign activities to the
weekend [(Saturday/Sunday) or intersession
(Spring Break) without first getting approwval
from the ExCEL Office. Activities that are not
approved will be deleted.

activities should start at 1:45pm.

When you have finished, click the yellow
“Add Multiple Dates” tab (Step 4).
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Setting Up Activities
Utilities - Setting the Service Term

San Francisce Unified School Distract 15

Hame

SFLED  lamas Dereraan el | B seosn | sa817
i i Ta et Saruice Tarms Sitm LD,
Tt g Acinains L. Erter & Qecor Date | AL kb rrertd ey
Sasck Report .
‘el lmim
Rezerin
APH Hapeils wrunt Sarves
frem—— Brgpn Gl Bond Diakie
e — r 1 1 = o e al amm
n s#rs a =8 = range are archesd
-
Fig 8.1

SFLUSD - Demin

View by Imitisl
e Begin  Ead
E e AlE - i ad e Bl - §

Fig 8.2

To see activities that are not in the current
service term use the drop down box in the
upper right hand corner in “View
Activities” and “View By Date”.

Click on “"ALL" This will allow you to see all
previous activities (Fig 8.3) under “View
Activities” or see all past dates of service
(Fig 8.5) under “View By Date”.

Wi A | e DB | Vs By Dabe | ik A0

DATES OF ATTEMDANCE

Setting the

service term will define the

activities you see under Group Activities in both
the “View Activities” (Fig 8.2) and “View By
Date” (Fig 8.4) tabs. All other activities are
archived.

1.

kA wN

To set the Service Term click on the
Utilities Tab on the left hand side.

Click on “Set Service Term”.

Enter the Begin Date (Step 1)

Enter the End Date (Step 2)

Click the yellow tab “"Set Term” (Step 3)

_ e I-—...-..l-p._....-.-.li.—u-.-.

L

Fig 8.3

e — T TN T

Fig 8.5
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Setting up Activity
Summer Program

In order for EMS to capture attendance for a six hour program, sites MUST create an activity that
is six hours long and enroll all students in the program in that activity.

SERVICE DETAILS Cancel

Save & Return

Service Name
*¥ Group |Demo
*¥ Time Start |8:00 AM
* Time End | 2:00 PM
* Activity Name |Summer program
Lap|
I Tu
7w
* Days of the Week ¥/ Th
) F

GENERAL TNFO | Deete: |

Demi B:00AM-2:00PM Summer program M-S0 SUMMER 2016
Haie
Demo 8:00AM-2:00PM Summer program M-5u SUMMER 2016

Activity Type
Drop-In Activity Ko

Does this activity contribute loward College and Career
Readiness?

Actrvity Category
Stadent Pogailation| i) Targeted

Suabpeit Arvals)

Schedule: Every activity
must have a schedule.

ADD DATE(S) TD SCHEDWLE

Dreaway B OOAM FOOFM Sunsiser | B [ BT [ T AN
To atd Multipde Dates S0 the schadula, click here
I -'—Foillg“l Dt to the schediile, click hsirs

Edin

Edi

Esiil

Edn

Ensure your activity is & hours long,
the activity can be longer than six
hours but not shorter than six hours.

ADD DATE(S) TO SCHEDULE

Demo 8:00AM-2:00PM Summer program M-5Su SUMMER 2016
To Add Multiple Dates to the Schedule

Enter Begin Date (mm/dd/yy): Begin Date: |6/1/2018 |
Enter End Date (mm/dd/yy): End Date: 7/8/2016 G|
Select the Begin and End Times for each class day.

Day Begin Time End Time
Monday 8:00 AM ¥ 2:00PM ¥
Tuesday 8:00 AM ¥ 2:00PM ¥
Wednesday | 8:00 AM ¥ 2:00PM ¥
Thursday |s:004M ¥ 2:00PM ¥
Friday 5:00 AM ¥ 2:00PM ¥
Saturday v v
Sunday v v

Click "Add Multiple Dates". Add Multiple Dates

Set the begin date and an end date of the activity.
Activities can be yearlong, semester based, tied to
the grading period or just a few weeks,

Select the Begin and End times for each day that
the activity meets. Activity times MUST be & hours
long for summer activities.

When you have finished click the yellow "Add
Multiple Dates” tab.
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https://drive.google.com/file/d/1ra0P-MXBanapx2PQSoSIht30lSC13TOT/view?usp=drive_link

Participants & Staff
Staff Information

All staff must be entered into the EMS system.
There are several required fields that must be
input into their file.

The first fields are covered on page 6 under
“Adding Staff” (see figure 6.2). For the other
required fields see figure 9.1.

1.

All staff must be fingerprinted and receive a
negative result on a tuberculosis test. (Sites
are not responsible for inputting this
information for Youth volunteers and District
staff)

When your staff have cleared fill in the
check box for “Yes” next to “Finger Print
Clearance” and “TB Clearance”.

Then input the date of the clearance for
both Fingerprinting and TB Testing.

All staff must have a Start and End date.
Staff should not start prior to TB and FP
clearance. The End Date should be the end
of the current service term.

To enter dates, either type in the date O
click on the calendar graphic next to th
field and click on the appropriate date.

Finger Print Clasrance ™ yas © Mo

i
-
o
k1
-

3

4

Finger Print Claarance Date

T Test Clearance ™ vas Mo
TB Clearance Date [B/22/2012 =
TB Expiration | o |
3 pr— -
Employ. Start Date RN August 2016 'y =
-

Employ. End Date

e — Bu Mo Tu We Th Fr Sa -
Status ! :
Streat Address
City

State 1=

Expiration Dates:

TB test results are valid for 4 years.
Criminal Background Checks have no expiration.

REQUIRED FIELDS

First Mame

Middle Initial

Last Mame

* Staff Type

* CBO

* Employment Type

* Funded directly by 21C?
Finger Print Clearance

Finger Print Clearance
Diate

TE Test Clearance
TE Clearance Date
TB Expiration
Emfploy. Start Date

mploy. End Date

Finger Print Clearance
Finges Print Clearance Date
TB Test Clearance

TR Claarance Date |t

Count

“Won Count

Youth devalapmnt warkers

Paild

Oy @n
-B Yes
7/18/2012
-D Yes
B8/22/2012
8/22/2018
8/23/2012

On

':'Unspeciﬁed

O no

=

B8 88

Fig 9.1

TR Expiration |8,/22/2016

Employ. Stat Date |8/22/2012

Employ. End Date

Page 12 of 62
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Participants & Staff
Staff Information - con’t

“_Q-__I-'-_-ﬂ---_
6. Check off the box for Food Handler . Food Handler Cartifisd

Certified. Date of Expiration [Threa
Years After Certification m
7. Enter the expiration date of the Data)
certification. {Certification is valid for Compltance Requiremmaits

* Compliant with ) i
Instrucoonal Aide |- 'Yes ‘U Ne '_ N/A, dees not directly

Requiremants JUPErvise students
g ﬂl'l'll'lg:
A4 degree or higher

three years from the certification date.

8. MNote that for all certified food handlers
a copy of their certification must be

kept on file on-site.
9, Then input whether or not your staff is
Compliant with Instructional Aide

Oficial transcripts reflecting 48 college units and a high school
diploma/equivalent

of
Completion of CBEST and a high scheol diploma/equivalent

Requirements and how they are Completion of LA Exam/CODESP and a high school diploma/equivalent

compliant, An AA Degres or Higher

. Date of Degree i}

10. Click Save; once completed. De5 -
Institution, if applicable
11. Update your staff information as new Copy of Diploma or oficial
hires on added, staff pass the IA exam Gt;;nsvlznpu on file
Clal ranscnpts
and staff that leave the program. rollocting 48 ol -

and a high school
dimploma/equivalent
Copy of official transcripts
on file

Paszing scores an CEBEST
and a high school
diploma/squivalent

Date of CBEST Tast

Copy of high school
diploma/equivalent or
official transcripts on file
Copy of CBEST scores on
file

Passing score on [& —
Exam/CODESP
Date of [A Exam/CODESP
Test
Copy of 1A
BExam/CODESP
scores/certificate on file

k4

|4

Taking the IA Exam:
If your staff needs to take the |A Exam,
please contact the SFUSD HR department
h /i m/ ment/d/1dY
88bNxjsh516bFa8iFu-vK790knCssm4AFYrv
w7qg_Q/edit for next available testing dates.
Also available through SFUSD HR are
practice test questions and materials.
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Participants & Staff
Assign Student (Summer Program ONLY)

To accommodate SB 429, the law which allows Summer Supplemental programs to operate 6 hours
AND allow K-8 youth from the entire district to participate in any K-8 ELO-P, ASES or 21st Century

program. Cityspan has created the “Assign Student” tab.

Info needed to Assign Student:
Recommended:

In order to find an SFUSD student that does not attend the host
school site the following information would be helpful in searching for
the student:

The youth's Date of Birth (DOB) OR HO# (Student ID)
« The youth's legal First Name {(nicknames will not work)

« The youth's Last Name

It is recommended that initials are
used when searching for a student
to assign. This widens the search.

Using the example below, when
searching for Paul Scott, use "p”
in the first name section and/or
"£" in the last name section.

View Persons

Person Type:

[ Youth Participants
[HD# / Student ID
DOB
|1/2/2003
First Name
[paul

Last Name
|scott

Find Person

Home School

DOB
1/2/2003 GLEN PARK ELM

First Name
Paul

ASSIGN PERSON TO SITE

Assign Student | Add Person

Fig 10.1

Grade {(2011-12) Action
4th grade Assign

Click on the “Find Person” tab. All youth that fit the description shou

Home School, Grade and list an Action.

ppear below with a

To Assign the youth click on the BLUE underlined ASSIGN button. This youth will now be

available to enroll into the youth EXCEL Summer Program.
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Enroliment

HarTe apaandl . & Slai® L
o g B S,

Srvae gt N

Hrpporia

R e Tw

Pl | vl

(U s e Y

Craves ol Wi | [ow clivcin | Rmendancs | Begeans | Aot Lt

= T T ]

5F Saotupand B asrwk Brwinryneg

Sk EEfEONE Are Curmentby enrolled b this serehce

= T, T 430 e

Fig 11.1

When enrolling youth,

1.
2.

Start by clicking on an activity.

From there click on the Enroliment
yellow tab. If you have not enrolled any
youth into this activity the screen will
look like figure 11.1.

Click on “click here to enroll new
participants”. You will be directed to

step 1: Find Participants (Figure 11.2).

From Figure 11.2 there are several options
for searching for the student:

a.

You can type in the first or last name of
a student.

OR you can click on the letter of their
last name.

OR you can input a single letter or part
of their first or last name (for instance,
you can input “'r” in last name and if
an "r” appears anywhere within a
youth’s last name, they will appear
on your list.)

If you would like to see a list of ALL
SFUSD students who attend your school,
click on ALL and you will see an
alphabetical list of all students with a
check box next to their name.

When viewing multiple students at once,
check all names that you would like to
enroll in and click on the yellow tab
“Next Step”.

ENROLL PARTICIPANT [ petun |

ECEL - 5F Bchool - Funkinomics T,Th 4:30-6:00

STEP 1: FIND PARTICIPANTS

View by Last Mame Initial Find by Hame
i B C D E F First Name

H I J EL M H |

i F o R 5 T

Last Nama
YV W K ¥ Z ALL |

Harson 1ype

| B

Fiaril Py s

HIER 2; BELECT PARTICIPANTH

Choose participants o eorall then click “Mext Step™, Select Al / Sone

Enrall  Participant kame Date of Birth
| Barker, Ban
T Balden, Jim
¥ Blalr, Bonnie
[ Clarement, nca L9/200)
[ Collado, Bkye
W [ips lani
[ Cubourt, /1571900
I Dumesst. Jagss 4/18,/1989
¥ Dwight, firyar
" Bshlamen, Jim
Flares, Luis
¥ Ford, John
[" Garcla, Brenda .
F cost kel Fig 11.2

Continue to the next page...
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Enrolilment - con’t

ExCEL - SF School - Funkinomics T,Th 4:30-6:00

STEP 3: BELECT ENROLL DATE(S) 1. You will be asked to identify

Participant(s) will be enrolled according to the dates indicated. You may the start date within this

snter tamats cates, set all cates 1o Iodavs date or set o dates to the activity for each youth. It will

— — automatically assign the first

slair, Bonnie [er1s/z012 = day of the activity (in this

Doe, Jane [er19/2012 B3 example, Tuesday, June 19th).

Dwight, Bryan 6/19/2012 =

Ford, John om0z = 2. If you need to adjust the start

Haverhill, Brett [6/19/2012 3 date, enter it into the box next

Jeter, Derek 6/19/2012 3 to the youth’s name in OR click

Lane, Candy 6/19/2012 3 on the calendar icon.

Monu, Alice m 3

Rusz, Carman g/19/2012 3 3. Once you have completed

f.-..u._ Rayriond _' 012 —: entering start dates (if

Suseents, Spengsbon ,“.mm':x 2__8 different from the first day of
m program) click on the yellow
Su Mo Tu We Th Fr Sa “Next Step" tab

FIE o 19 2] ExCEL - 5F School - Funkinomics T,Th 4:30-6:00
Bedow i a kst of participants where scheduling conflicts vwere found. Click on
the checkho articipant's name if you wish to disregard the conflct
In Step 4 (Figure 122) and contiwe with their enroliment.
1. You will be asked to rectify any © Biair, Bonnie p—
SChedU|e Conf“CtS. GxCiL = $F School - Momework Bower Hour B:Th 4:00-9:00
I Doe, lane 6192012
ExCEL - 5F Sdhoel - Homawerk Pawar Heur 8-Th 4:00-5: 00
2. If you would like to disregard ™ Dweight, Bryan 6/19/2012
H ExCEL - §F Soheond - Homawork Poweds Howr B-Th 4,00-%00
the conflict check the box next & Ford, John o ’ P
I ExlEL 4F Schoo riomavork Powver Mowr M-Th 4:00-%:00
tO a yOUth S name. I~ Haverhill, Brett &/19,/2012
ExCEL - 5F Safeool - Homawork Powas Hour 8-Th 4100-%:00
3.  Otherwise, the system will 0 Lana, Candy ) R 6/19/2012
NOT allow youth to be enrolled F Monu, Alice 8/19/2012
. . wyg E=CEL 4F Sdhoo riormawork Powver Mowr M-Th 4.:00-9:00
in two or more activities at the I Ruiz, Carman 8/19/2013
Sametlme. -|.|_ BF foh iomawirk Powas o B=Th & 00-31 08 -
I© Smith, Rayrmeond &/19/2012
Uil - BF Sdhosl - Homeweds Bawer Hewar B-Th 400508
4. When you are finished, click on Al / hone Fig 12.2
the yellow “Next Step” tab and e Step
your activity will have
enrollment.
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Enrollment
By Single Student

FARTICIFANTSE Lk STAFF

WIS - Deeyien
Wi by T

EMS allows you to enroll an
SFUSD student into one or more

B programs at once. This can be
v e — : very useful when you have a new
o1 2 K L oW student enroll in your program or
v W X ¥ an L when you need to change an
a individual student’s schedule.
el Porasan Fig 1:3.1

1. From the “Participants & Staff”
tab, this will bring you to the
view in figure 13.1.
T — 2. Enter the name of the new
student OR
3. Select “View SFUSD Students”
for all the students you wish to
enroll into one or more
programs. (Fig 13.2)
4. You will be directed to the
Student’s file when you select
LSt e M Po T the student’s name. (Fig
Mickname | 13-3)-
Midde orsr
Last Name Claramont 5. Click on the yellow
L‘h:.f-l:-‘w:: LR codes and Attendance Motes will display on the ExCEL Dasly “Enrollment” tab.
Parabal Program T
Family Emengancy I 6. You will be directed to Figure
Parmonal Famlly Cecumstanca 1 13.4. If the student is already
madical Appontmant
Transpartation [ enrolled in activities a list will
Community Safet r I
s ——— appear below the Activities
othar Conditions T bar.
7. To enroll the student in new
FrEneEs e _ activities click on the yellow
Fa 13 “Add Activity” button. (Fig

13.4)

PARTICIPANT EMROLLMENT

Peter Farker

LD 57 JUrl=2004

ACT T -
c — Continue to the next page...
ELD Swwmmar 2024 b
o« Flatchar Price §:45AM-9:454M Garrmaine Norman

M. Th SUMMER 2014

ELO 57 4-2035

Qromip Aotivibes

Wail Liat
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Enrollment
By Single Student - con’t

8.
ENROLL INDITYVIDLUIAL Patis iy
Balow 15 a it of sernicas that Enca Claremont 1 it enrolled . Salact tha
fervices you wish to enroll this participant in and click "Enrol®,
SErvic e Mame Beiin Enil
Foggy Bottoms 1:45-3:00 Snack/Avid Academics M=Th " .
r l,z'_‘. ! ' 8/20/2012 §/23/2013 K
Foggy Bottoms 1:45-5:30 Snack/Friday Night Lights F
N 1_" ¥ g 9 B/24/2012 E/24/2013
12-13 10.
Foggy Bottoms 3:00-4:00 Raucous Recreation M-Th
r i ,:I B/20/2012 E/23/2013
—— . 11
Foggy Bottoms 4:00-5:30 Enthusiastic Ennchmant .
[ 94 A A B/20/2012 £/23/2013
M-Th 12-13
I Foggy Bottoms 5:30-6:00 Community Time M-F 12-13  B/20/2012 5/24/2013
Jumpang Jacks 1:45-3:00 Snack/Ennchment M-Th
C 1‘?_!'._ v B/20/2012 5/23/2013 12.
P Jumping Jacks 1:45-6:00 Freestyls Friday F 12-13 B/24/2012 5/24/2013
I Jumpng Jacks 3:00-4:00 Acadamics M-Th 12-13 Bf20/2012 52372013
[ Jump ] Jacks 4:00-5:00 Recreation M=Th 12-13 B/20/2012 5/23/2013
C illlnrllf-;qu Jacks & 0-5-( Homemork: Reiew M-Th B/20/2012 5/23/2013 13.
[T Test Activity
Ev oll ﬁsiil-.l

SET

START DATES

Erica Claremont will be anrolled in the following services according to the

dates indicated,

You may enter alternate dates, 8t all dates to today's date or set all dates to
this begnnneng OF The SerCe
Service Name Enroll Date
Jumping Jacks 1:45-6:00 Freestyle Friday F 12-13 |8.-’2'I-.-’ZEILC
Enrall 'F-‘iglq..'..'

SFUSDH Data | DCYF Data

Hotican

Evw ollvennd Fapoats

PARTICIPANT ENROLLMENT

Erica Claremont

Actiwities
(&) Foggy Bottoms 3

00-+:00 Gymnastics Th 12-13

| Current Term - |

ACTIVITIES Add Activity [l Bulk Drop |

Emnd

Status

/20012 /20012 Enrollec

b Jumping Jacks 1:45-6:00 Freestyle Frnday F 12-13 8/24/12 5/24/13 Enrolled

Fig 14.3

Select the name of the activity
or activities that you wish to
enroll the student into by
checking the box next to the
activity name. (Fig 14.1)

Click the yellow “Enroll” button.
(Fig 14.1)

You will be prompted to set the
start date. (Fig 14.2)

Once you have determined the
start date click on the yellow
“Enroll” button. (Fig 14.2)

You will be brought back to the
Participant Enrollment Screen
where the activity or activities
you added should be visible.

To repeat this process for
another student please refer
back to the previous page and
repeat steps 1-13.
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Enroliment
Edit Enrolilment By Activity

To edit a student’s enroliment in an individual activity

1. Start by going to that activity under the

Hed Group Activities tab.
FHHOLLMENT LIST ( 4 Frrelle) ) T

Pariiaipanis & sl Tast 3i00PM-5100PM Tast M, Tu, ThF 8Y 13-34

2. Click on Enrollment and select the Edit
Hamin Aps Status Start Dats Drap Daln ] button near the student who needs a

ELD BY 2 4

adaima, test L. Bl 1271723 fifa Change.
Barksr, Hen v il ] 1471744 Fifd
Baldan, Jim Ev il ] 12/1/33 /A Exlit .
3. You will be brought to Enroliment

Blair, Bonnig Enadied 1271723 Afa Ealie
Wimii Lisi

History (figure 15.2) for the student.
Read the directions to understand how
ENROLLMENT HISTORY best to proceed.

ExGEL - SF School - Funkinomics T,Th 4:30-6:00 - Bonnie Blair i " e .
a. If you click on “Edit” you will be

Start Dabe Drop Date Action
6/19/12 n/a brought to figure 15.3. Detailed
Somes fer 5t nlurt dule Reasen for drop Edit / Un-enroll directions on this page will guide you

on how to proceed. Editing allows you
* To drop this participant from this activity, select the "Edit” link and gnter to DROP A YOUTH FROM ONE OR

a drop date. This action will remove attendance recor
participant for this activity that are dated after the MORE ACTIVITIES WITHOUT LOSING
Edit" link and enteq an DATA.

records that belong
date.

+ To change the enrollment start date, s=lect th
alternate date. This action will remove attendanc

this participant for this activity pror to the star .
b. To see how to re-enter a student into

an activity go to page 18.

e "Edit" ink and remove the
woliment period.

* To undo the drop of this participant, select
drop date. Thes will only work on the latest

= To completely remove a participant frgm this activity and delete all
attendance records associated with this participant, select the "Un-efroll
link. Note: You should only un-enroll pafticipants if the participant was
mistakenly enrolled in this activity. When an participant is rightfully enrofed
and only attends a portion of thes agtnaty, 1t 1s strongly recommended t
you usa the "Drop® function to mapitan ther attendance data.

Fig 15.2 1

c. If you click on “Un-enroll” you will be
brought to Fig 15.4, Delete Enroliment
History. This will inform you of any
potential data loss prior to the deletion
of enrollment. Un-enrolling will DELETE
A YOUTH'S RECORDS.

Un-enroll

FSHEOLLMENT HIHTORY

DELETE ENROLLMENT PERIDI

PHCEL - BF fcheol - Punkinoesics 7,7 400600 - Basnka Blalr
start Date eap Date actisn | | You are attempling to delete one of this participant”s enroliment periods.
82112 i | [ i | Below is a summary of Present and Absent attendance records that will be
Mwasam for ol slarl dats Nuasan fur drss deleted. Only the dates highlighted in yellow are unlocked and can be
'}'::‘:I:L':::J-”':!;-:':'H' urilil removed. {Waming! Data will not be recoverable.)

To permanently destroy these records, please select "CONFIRM DELETE".

To canced this transaction, please select "Cance!®.

= To drap this participant from this activity, selact the “Edit® link and enter 2
crop date. This action wil remowe attendance records that belong to this . . - . ’ ’
particpant for this actwity that are dated after the drop date SE!I'H"H'.‘E hame: ExCEL - SF School - Funkinomics T,Th 4:30-6:00

Particapant Name: Blair, Bonrme

= To change the enrcllment start date, select the “Edit” ink and enter an
altemate date. Thiz action wil remowe attendance records that belong to

this participant for this actiity prior to the start dats Start Date: 6/21/2012
» To undo the drop of this participant, select the *Edit® ik and remowe the Drop Date: /A
drop date. Thiz will only work on the latest errolment percd
» To completely remaove a participant from this sctuity and delete all Date of Service Attendande Status
attendance records sssocisted with the participant, select the “Un-snroll® will be dedetad
brk. Hote: ¥ou dhould only un-errall partcipants o the paticipant was o8 peleted
metakanly ervollad in this acthvty. When & participant 13 rghtfully ervolied
arel orly attends & portion of This activity, it is stronghy recammendad that
Wi @ tha "Dinog® Aunction 1o maintam ther attandance data Canel COMFEA MELETE Fig 15.4
Fig 15.3
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Enrollment
Edit Enrolilment By Student

If you need to adjust the enrollment of a single
student follow the steps below,

1. Under "Participants and Staff” and click
“Wiew SFUSD Students”.

2. Find the student whose enrollment you
wish to adjust. (Fig 16.1)

3. From the individual student’s click on the
Fig 16.1 yellow "Enrollment” tab. (Fig 16.2)

4. You will see a list of all the activities that
student is enrolled in. (Fig 16.3)

5. Click on the yellow "Bulk Drop” button.
(Fig 16.3)

S-FI.I:':I'I'M.-TD!:'I'FD-.T I#i Evi el Py

o o T ] Dropping and Data Loss:

First Hame Ernca

Mickname |

Middle Kame When a student is dropped from an activity,
Last fame Clarsment data may or may not be lost depending on

The fallowing ER codes and Attendance Motes will display an the EXCEL Daily
Sign-In Sheet the scenario,
#arallel Program

Farrsly Emergancy

Parsonal Family Circumstance
Madical ﬁ.pD".ll"lll'rEl"l'l
Transportation

Community Safety

Chid accigent

For example, Erica Claremaont is enrolled in
"Foggy Bottoms 3:00-4:00 Gymnastics Th
23-24", but she never attended the activity.
Dropping her from “Foggy Bottoms 3:00-
Fig 16.2 4:00 Gymnastics Th 23-24" will take her out
of that activity and no data will be lost.

L=l i i o i e

In another example, if Erica is enrolled in
"Jumping Jacks 1:45-6:00 Freestyle Friday
F 23-24" and participated until October, she
can be dropped after her last day attended
and no data will be lost.

PARTICIPANT ERNEOLLMENT

Erica Claremont Current Term =

ACTIVITIES

A liwities
(&) Jumping Jacks 1:45-6:00 Fraestyle Fnday F 12-13 B/24/12 5/24/13 Enrclled

. Mracla workers 1:45-3:00 Snack/Recreation
= M-Th 12-13

Data WILL be LOST if Erica Claremont is
enrolled in "Miracle Workers 1:45-3:00

B/20712 52313 Enrgllad

Mracle workers 1:45-6:00 Snack/Freestyla Friday

&)k 12-13 B/24/12 5/24/13 Enrolled Snack/ Recreation M-Th 23-24" and she
e e O e VT VLT R S e attended from 8/20/23 through 5/24/24,

L) M-Th 12-13 B/0/12 SEX13 Bnroieo attendance was entered for her on those

a) Yliracle Workers 5:30-6:00 Commursty Time M-Th  gj20/12 5/23/13 Enrolled days AND she is dropped on from 1/8/23. All

data from 1/8/23 on will be LOST,

&) Foggy Battams 3:00=4:00 Gymnastics Th 12=13 /20,12 9/20/12 Dropped

Fig 16.3
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Enroliment
Edit Enroliment By Student - con’t

Erica Claremont 171) indicate the first day in which
STEP 1: ENTER DROP DATE the student will no longer be
counted, and therefore dropped,

Specify a drop date. This participant will be dropped from services as of the

given date. WARNING : Entering a drop date that precedes dates with walid from one or more activities.
attendance data will resull in the deletion al that data_

Enter deap duis 7.  Click the yellow “Next Step”
frop Date e Fig 17.1 button. (Fig 17.1)
8. A list of all the activities will be
listed. Only Current Term activities

BULK DROP will be available to drop. This is to
prevent you from dropping a youth
from a previous semester or
summer activity. (Fig 17.2)

Erica Claremont

STEP 2: SELECT SERVICES

Choose services to drop, then click "Drop Selected”. Services listed in grey
cannot be dropped because the given drop date falls outside of the service’s date 9 Check off all activities that you
range. . )
coric wish to drop the student from. (Fig
ervice
Select Service Name End Dats 17.2)
C
) _ 10. Click the yellow “Drop Selected”
I L Jump ng Jacks 1:45-6:00 Freestyle Frday F 12-13 5/24/2013 i
R . - button. (Fig 17.2)
™ § Miracle Workers 1:45-3:00 Snack/Recreation M=Th 12-13 5/23,/2013
[ Miracle Workers 1:45-6;00 Snack/Freestyle Frday F 12-13 5/24/2013 11. You will then be prompted to
I | Miracla Workers 3:00-4; 30 Drama M-Th 12-13 5/23/2013 confirm the dI"Op in figure 17.3. A
" | miracle Workers 4:30-5:30 Academic Allstars M-Th 12-13 §/23/2013 highlighted section will show you of
T Miracle Workers 5:30-6:00 Community Time M-Th 12-13 5/23/2013 any potential data loss
r
| 12. Click the yew “Confirm Drop”

Fig 17.2 button. (Fig 17.3)

Erica Claremont be faded and no changes may be
made to them.

ATEP 3: CONFIRM DROP

You have chosan to drop the participant from the services listed below.

Listed next to each service is the number of postdated attendance records Activities are listed in yellow highlight
that will be permanently destoyed. {Warning! Data will not be with any potential data records listed.
recoverable.) In this case 0" If you attempt to
Services marked in red signify that the participant cannot be dropped due delete locked data they will appear in
to conflicts with enrollment periods. Please edit their enrollment period(s} gray and you will not be allowed to
manually. make changes.

Grayed out participants cannot be dropped because they have locked

attendance data. Only the participants highlighted in yellow can be If you need to change, edit or delete

locked data contact wvour District

dropped.
Participant Postdated AMtendance Records Coordinator to unlock the necessary
Jumgping Jacks 1:45-6:00 Freestyle month’s data.
:-..-IE‘. E 1 i Y o il
CONFIRM BROP CANCEL Fig 17.3
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Enroliment

Edit Enroliment Re-Enroll By Activity

) Eneodlesd )

Rimplng Jacks 1:45-6:00 Fraastyle Frday F 12-13

Lt Agw Slatm Wbart Dats Birap Dale Folat

Baisr, Rar Enrolsn B2 a {0k 1
S B Mg !

Belder, N Enrolied ({7 ] Echi
Haperts Bl Borre Enrolked i Eciy
A" Mgt QAR ML Enrolied i Eciy

Giwagh, Bepar Earollad na (=1
Hidbas

Fard, Jobe Enrolkd ' Eikt
sy [ arden Zoal. Epls Enralled ] Echi
P — - oy 2 Enroliad A Ecit

iy, S Enrolled L] Edii
el | . Lane ancdy 20 Enroliad [ TF] Echt

Momy, Alce Enrplad na Eit

Farky James Enrolied n'a Echt

ronald, Fpers Enroliad n'a Ecit

Sarpsan, balvador Enrolled ' Ecit

Sandors, Barbara Enroliad nda Ecit

Smeith, lane Enrpliad na Ecit

Smith, Lawrence Enroliad nfa Ecit

mith, Fapmopnd Enrpliad n'a

smith, sth Enrolied e

Stevengan, Catherng 53 Enroliad . nya s

Claremont, Enca i Drappad 2412 10712712

Fig 18.1

a.

'||.|I|||I|rI:| lacks 1245600 F Fllll\fl.lll'!ll’lllql.ll 17=13 E rlica Clarsivsont
Start Date Drop Date A tinn
Br2dS 18 10512712

Reasan for alt. start date Reason for drop Bkt / Un-gnro

& To re-enroll the participant, enter a new start date m the space below. The
date must be at least one date later than the deop date above
R -mnroll Date A tinn
CE = re-enfoll

« To drop this particlpant from this actmity, select the “BEdit” link and enter
a drop date. This acton will remove attendan ords that belong to this
participant for this actnaty that are dated after the drop date

* To change the enrollment start date, select the "Edit” nk and enter an
alternate date. This acton will remove attendance reconds that belong to
this participant for this activity prior ate

to the st

t" bnk and remove the
t peeniod

= To undo the drop of this participant
drop date. This will onby work on the

twity and delete all

nt, select the "Un-enml®
s if the participant was

t s nghtfully enrolled

= To completely remove a participant from th
attendance records associated with this par
link. Mote: You should only un-enroll partc
mistakenly enmolled in this acthvity. When an
and only attends a portion of this SCtity %
you use the “Drop® function to maintan thesr attendance data

EMROLLMEMNT HISTORY

Jumiping Jacks 1:45-6:00 Fraestyle Friday F 12-132 - Erica Claremont

bR b Drop Date Action
1,/8,/13 n/a
Reason for alt. start date Reason for drop Edit / Un-gnrall
B/24/12 10/12/12
Reason for alt, start date Reason for drop Edit / Un-enrdl

If you find that you need to
re-enroll a youth into a particular
activity, then follow these steps to
add them back to an activity.

(For Example, you dropped them
during track season and now they
are ready to come back.)

This can only be done by activity.

From the Group Activities
tab, click on an activity and
then click on the yellow
“Enrollment” activity (Fig
18.1)

A list of all youth will be
visible. Dropped youth will
appear at the bottom in gray.
Click the blue “edit” but-ton
next to the name of the
youth you wish to re-enroll.
(Fig 18.1)

You will be brought to the
Enroliment History of that
activity for the selected
student. In the “Re-enroll
Date” box enter the date you
wish the youth to restart the
activity. (Fig 18.2)

Click the blue “Re-enroll”
button. (Fig 18.2)

The “Enrollment History” will
be updated to reflect the new
"start date" (Fig 18.3)

Fig 18.3
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Enroliment

Query Tool: General Search

"0 peErsoms el fm e womar cril=ria

ADY. SEARCH Clear I Find Person I Return l

SFUSD - Demo
Parameters
Person Type
Active Status
Min Age

Max age

Grade

Gender

Ethnicity

Special Education
Special Meeds

IEP

Limited English
Free/Reduced Lunch
School Attending

Zip Code

Service Parameters
Staff

Service Formats

Partner

Service Category
Activity Mame
Attendance Date Range {(Begin)
attendance Date Range (End)
Min Days of Attendance
Max Days of attendance
Other Parameters
Walk Home alone

Ride 21C bus

Permission to use Photos
Behavior Plan

allergies

Medicine

If you wish to narrow your search, you can
specify which fields you wish to use in your
search by grade level, gender, age, or any

number of fields.

1. Click on the yellow “Use Query” button.

e PR 2.  Select your criteria and click on the
EI yellow “Find Person” tab. A list of youth
g 331 will show up with a total number in the
top right corner (Figure 19.3).
Selected Persans:0 3, Hit the yellow “Return” tab.
£ i~ I
| = .
I BFUSEF - Dsrmimn F'.u.-.n‘l
I DoR
Cinfant 7 7th grade .
I Pre-k I 5th grade " :' ..::I.I.
r " ath grade 16/ 108D
Kindergarten [~ 10tk grade
I 1st grade 7 11th grade
I 2nd grade 7 12th grade
I 3rd grade 7 Special
™ 4th grade Education
7 5th grade Students 18 to 22 15/ 12/ 1680
M 6th grade ¥8ars old
Ungraded 12/1/1091
™ value Missing
I =l
Click to edit field
I ;I LAz 2003
[ =l _ Fig 19.3
I ;I (P10 )
I j You will be brought back to the main page of the guery
: ;I tool, but the blue in the top right cormer will now say
| "Selected Persons:” and the number from your original
search,
I =l i . - .
| 3 4. If vou are happy with the selection click "Return
| ) again. If not, revise your search repeating

Click to edit field
Click to edit field

[N C EN B C8 E

steps 1 & 2.

AV _ SF ARCH

SFLISD - Derm

Fig 19.4

Once the gquery tool is set to a group of youth, it
will not change until you reset it or until you log
out.

The guery search can be used both in enrallment
and in many reports.
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Enroliment
Query Tool: Activity Name

Sarvice Parameaters
Seaff

SErvice Farmats
Partner

SEryice O ategoar

1L
ACtiwity Marma

dffamdance Date Panga {Ba gir )

Afttarndincd Datdé Peandgs [(Ercd’
M Days of Attandance
Max Days of Attendance

| =
| =]
r =

[cac ]

r

[

r _

aActiwty Hame

You can also use the Query Tool to copy
the enrollment of one or more activities.
To do this:

I art v/ Brian
Dar wi trin 2 1. Click on the “Click to edit field”
rg.ﬁ'.il.?.. Test Activity (Fig 20.1) button next to
I ExCEL - Franklin - Snack/dwesome Architects MW 3:25-5:00 ACt|V|ty Name-
I ExCEL = SF Schoal = Aerobics/Gymnastics 3:00-4:30
™ ExCEL - SF Schoal - Funkinaerscs T,Th 4: 30-6:00 2. Check off the box next to the
T ExCEL - SF Schoal = Homawork Powar Hour M=Th 4:00-5: 00 T
CEucEl - S echool - snackiac Enccbman: 3oep-200 activity whose enrollment data
FlExCEL - SF Schoal - Snacksart Ennchment M, W F 1:50 ::I Fi ,— you W|Sh tO dupllcate (F'g 20.2)-
T ERCEL - BF Sehinl - Snack/Recreation 1. 10 1 o0 3: 00 15 20.2
3. Click the yellow “Return” tab

(Fig 20.2).
This will take you back to the main query screen.
(Fig 19.2 on page 23)
4.  Click the yellow “Find Person” tab. S
5. A list of youth will appear on your et /1572001
screen with the number of youth Pt purt, i 21871980
selected (Fig 20.3). — | n
6. Click the yellow “Return” tab (Fig e
20.3). idi, Rob
il Beat
7. You will return to the main Query
Tool page (magnified in Fig 20.4). .
8. If you are happy with your selection, — N
click the yellow tab “Return” (Fig riald. myx
20.4). M. Sadtans
9. If you are unhappy with your P
selection, revise your search by it el
repeating steps 1 through 7. B S Fig 20.3

Ay

HELRLD - Dy

Person Typa

M Age

MaK Age

Paramatars

Active Status

(18}

Fig 20.4 |
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Linking Activities
Groups

Many programs organize the programs so that all 1st graders stick together all day while they meet
the 3 EXCEL required areas of Academics, Enrichment and Recreation. EMS allows you to create the
individual activities and then link them so that you can:

1. Enroll youth ONCE into a group. All linked activities will automatically be enrolled with these youth.

2. Take attendance ONCE daily by group.

To utilize this feature follow the steps below.

VW .u-uu-]' [P— Tuunlun.- T.uru:.nuu-
e To create a new Group in order to link
DR SFUSD - Demo [Currest Tarm 2] . S
P——— T multiple activities:
Snars Hepirr| £ [ H 1 E W N F QO F 1 " ALl
— T | 1. Inthe group activities section click on
Pr—— m—— the yellow “View Groups” tab.
....'.T:.... Py ki Fig 21.1 2. Click on the yellow “Add Group” tab.

You will be brought to the “Create
Group” window.

CHREATE GROMWIP

1. Name the group
2. Provide a description of the group

3. Click the yellow “Create” button Fig 2.2

From here, you can add youth OR activities to

Farliipantn | Aithilies | Afanbaie

the group. Once youth are enrolled in the group
_ they will be enrolled in any activity that is added
EpongeAvwesoma Bquarekids to the group.
Summary . W . . . "
Linkad Particisants 0 B=i Hagm b ik Barticinanke 1. Click on “Click Here to Link Participants.
— L Sl SRS ) 5 7o Link Activities first go to fig 23.
Diei mapbian
rd/4th grade spit group I'\'H""":!l
Return
You will be brought to the “Link Participants” S ——TS
screen. You may enroll youth in several ways: Search By Last Hame Inlia —
1. Input one youth at a time by using the First A 8 C 0 E F G FirstNamm
Name or Last Name search. L L
50T U Last Name
2. Click on the letter of the last name of the youth. ? e
3. Click on “ALL" to view all youth in your school Fievl P g Fig 21.4

site.
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Linking Activities
Groups - con’t

In this example a search was made by an
individual’s last name (Barker). All youth with
the name “Barker” will appear below. Select the
individual(s) by checking the box next to their
name and click “Link Selected Participants”.

In this example a search was made by searching
by the Last Name Initial "R". Clicking on the “R”
will show all youth with an R last name below.
Select individual(s) using the check box next to
their name and click “Link Selected Participants”.

LINE PARTICIFANTS

SpongeAwesome Squarek ds

Search By Last Name Initial —
4 B C D E F = First Hame
H 1 13 kL m N |
oo QR 5 T Last Hame:
" - AL baries
TPl Pt oy

Check the participants you velsh to link veith this group and click “Link Selected
Participants™ to continee.

LINE PARTICIPANTS

Spongeawesome Sguarekids

Search By Last Name Initial Fa—
& B C D E F 3 Frst Name
H ] i L i |
LA E] s T Last hezmme
i " ¥ Z ALl |_
el Pev o

Check the participsnts you wish to sk vwith this group sed cick "Link Selected
Participants™ o Confinue,

Geledt Last Mame
Lk Sebeated Faticipans B Pankin P
Select Last Mame r Ripeits Bangd
¥ Barker Eer T ronakd e S
Ul SrhatedFuipee Fig 22.1 B .
T Livd Srbeaned Fatsigans Fig 2.2
You will be
brought to the
Confirm Link
screen below.
BpongeAvwesome Squarskids
Wave participants you are linking to this group will sutomatically be enrolled
Inte the linkid activities actording Lo the dated indicated below. You may enter
altermate dates, set all dates to (pday's date or et all dates to the bealnning of
each activity.
Servioe Mame Emrall Date
. Lk B Pamtes puaets 'Fi o0,
Note: 5223

You can link participants

first OR activities first, It is
up vou. To see how to link
activities, skip to page 23,
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Linking Activities
Groups - con’t

From within your new group,
click on the “Activities” tab
and click the yellow “Add”
button.

LINKED ACTIVITIES

SpongeAwesome Squarekids

1. You will see a list of all the
activities that you have

LINK ACTIVITIES

SpongeAwesome Squarekids

Ir r
2. At this point if you have Check the activities you wish to link with this group and click “Link Selected
not yet created activities, Activities™ to continue.
go back to the main “Group Link Selectsd Activities
Activities” tab on the left of Select Activity Name
the screen. Follow the " Franklin - 12-13 - Snack/Awesome Architects M, W 3:25-5:00
directions on pages 3 W | SF School = 12-13 = Funkinomics T,Th 4:30-6:00
through 7 of this User W | 5F School = 12-13 = Snack/Art Enrichment M,W,F 1:50-3:00
Guide. | sF School - 12-13 - Snack/Recreation T, Th 1:50-3:00
3. If you have already created rC SF School - 12-13 Commurnity Time M-F 5:30-6:00
all of your activities, check r SF School - 12-13 Enthusiastic Ennchment M-Th 4:00-5:30
off the names of the r SF School = 12-13 Raucous Recreation M=Th 3:00=4:00
activities that you wish to I SF School = 12-13 Snack Friday Night Lights 1:45-5:30
link to your group and click I SF School - 12-13 Snack/Avid Academics M-Th 1:45-3:00
“Link Selected Activities”. Link Selected Activities Fig23.2
CONFIRM LINEK Peturm

The final step to link activities in
your new group is to confirm the

o i ) ) ) ) start date for each activity. You
Participants currently linked to this group will automatically be enrolled into will have three choices:

these activities according to the dates indicated below. You may enter alternate
ﬁﬂ all dates tdtoday's date pr set all dates to l:halheqmninq of ca;hl 1. Choose “today’s date”
tivi
2. Set the dates to the first

SpongeAwesome Squarekids

Service Mame Enroll Date date of each activity
SF School - 12-132 - Funkinomics T,Th 4:30-6:00 £/19/20 (beginning of each activity)
SF School = 12-13 - Snack/art Ennchment MW, F 1:50-3:00 |n;.,~1-,f;_'u]_;_- .
3. Manually enter a date in
SF School = 12-13 - Snack/Recraation T, Th 1:50-3;:00 Ir,l,.-r,l,.r-‘:-m-p the box to the right of
the activity
Linsk Mhew Activities Fig 23.3
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Linking Activities
Changing Groups

Drop From Outgoing Group

Often, youth move from one group to the next. This is achievable within EMS, but to prevent confusion
and ensure accuracy, it is important to DROP the youth from the OUTGOING group and then ENROLL
the youth into the INCOMING group. To do this, follow the steps on the next 4 pages.

San Francisco Unified School District

Home
Paricapants & Sl
a b Aot
i |l

Snack

From the "WView Group” tab
under Group Activities.

1. select the youth's

B ]

OUTGEOING Group.

[T Rrr = j
Hegarfy
M Hgperin
iiEdiea
e T armlm

Umai Lossuils

Schgol Ll

In this example, the
QUTGEOING group is 2 and
the INCOMING group is 3.

GROUP INFO

K

SUMmary
Linked Participants 6
Linked Actvities 4

Description

3. Find the youth you are
maving and click on the
blue "DROP” button next

2. Click on "Participants”

to the youth's name.

Fig 24.2
_ Glnlllihl Partizipants | Activities | Artenlang e |l.‘|u|-LH
LINEED PARTICIPANTS
# Enrolled
Last Mame First Mame Activities
in Group
Doe Jane 4
Dubourt Aley 4
[&] ImMIgas l@ss)a E3
Crwight Bryan 4
Eshlaman limi 4
Flores LLIiS Ll F|g 2413
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Linking Activities

Changing Groups

DROP FROM OUTGOING GROUP - con't

BULK DROP | cCancel |

Jane Do {2}

STEP 1: ENTER DROP DATE

Specify a drop date. This participant will be dropped from services as of the
given date, WARNING: Entering a drop date that precedes dates sweith valld
attendance data will result in the deletion of that data.

Enter drop date
Drop Date Jo/28/13 _l (men/dd/yyyy Fig 25.1
lane Doe {2) I‘Ij: 52

STEP 2: SELECT SERVICES

Service
End Date

s M-F SUMMER 2013 8/18/2013

D0EM Lunch and Acader

DOPM-5- 00PM Enne ] Snack M-F SUMMER 2013 8/16/2013

LL 2

The system will then ask you what date is the
DROP DATE. The drop date is the yvouth's last
day in that group. They will still have
attendance within that group on the drop date,

4. Enter the youth's last day in the OUTGOING
group.

5. Click "NEXT STEP"

IMPORTANT NOTE:

DO NOT ENTER THE SAME DROP
AND ENROLL DATES. THIS WILL
HAVE THE YOUTH ENROLLED IN
BOTH GROUPS,

6. Check off all the activities that
the youth is linked to.

LL 9:00AM-11:004M Rac M-F SUMMER 2013 8/16/2013

1 9 17

LL '9:00AM-5: 00PM Sign In and Out M-F SUMMER 2013 8/16/5

RLILE DROP

Jovvm Do {2

BTEP 3 COMFIRM DROP

You have chosan to dreap the participant from The servioes listed helow
Listerd newt to sach service s the sumbser of postdated st endancs reconds
Elat walll s parmaanant ly deastoyad, {(WWarning? Data veill et be

rinogarakiles, )

fGraynd oul partlclipants o t b drogg i bocause they have xcked

attanconce data. Gnky the particligaent s eghdiagivad b yallow Con e

alrupygriscl,

Service

ALL 11:00aR=-2 00 Lunch and

ACH@EmICE M-F SLNWMMER 2011

ALL 2:00PM=5: 0PI Enrchmant ard

Snack M=F SUMMER 2013

ALL F100&M =11 00AM BEC MM=F SLIMMER

2013

AL F00AM=5 DOPM Sign In and Ot =

P=F SUMMER ]
oA HE A e

= i s i B o
L

CAICEL Fig 25.3

Y < o | 7=t o | Ao | Amendance | Grou List

LINEED PARTICIPANTE

Fig 25.4

7. Click "Drop Selected”

You will be directed to *Confirm Drop” from all
the selected activities, Any present records will
appear adjacent to the activity name.

B. Click "Confirm Drop”

If there are any present records, this data will be
deleted when you click "Confirm Drop”,

If you do not wish to delete attendance records,
click "CANCEL".

9. Jane Doe has been successfully dropped
from Group 2.

To add Jane Doe to a new Group, continue
onto the next page.
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Linking Activities
Changing Groups

Add to Incoming Group

Now that you have DROPPED the youth from the OUTGOING group it is time to ADD them to the
INCOMING group.

Y - <o [ v o o e T s ey

GROUPS
SFUSD - Demo Current Term |

Yiew by Initial
4 B CDEFG HIJELMHNOEOQRSSTIUY W X 7T L AL From the View Groups tab under

Group Activities:

1. Select the youth's INCOMING
Group.

e &l il

2. Click on "Participants”

ary
Linked Participants 4
Linked Activitios 4

Description

Fig 26.2

General Info | Participants | Activities | Attendance | Group List

"aADD" button.

# Enrolled

Last Mame First Mame Activities
in Group

Fard lahin
Garcia Brenda

Goat Kels

Grimaldi Mickaala - Fig 26.3
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Linking Activities
Changing Groups

Add to Incoming Group - con’t

LINE PARTICIPANTS

3

Search By Last Search
A E = E F = First Hame
H I ) L A N [

Last Fame:
[du
a1 s

Check the participants you weioh to lnk veith his groap and cick "Link Selected
Farthi bpanti” Ta  adallaaee,

o b N ot st e

You will need to find the yvouth just like you
would when originally enrolling them.

4. Enter the first and/or last name OR click
on the first initial of their last name.

5. Check the box next to the youth's name

(o o
Doe -

Fig 27.1

COMNF IRM LINK

P participants you are lnking te this group will automatically be enrolled

into the linked activithes acoording to the dabes indicated below, You may enter
alternate dates, 1ot all dates to loday's date or set all dates to the bealnning of
pach activity.

Service Name
ALL 11:004M-2;00PM Lunch and ACademals M-F SUMMER 2013
7/1/2013

7/1L/2013

ALL 2:00PM-5:00FM Ennchment and Snack M-F SUMMER 2013

11:004M Rac M-F SUMMER 2013

ALL 9:004M

/12013

and Out M-F SUMMER 2013

ALL 9:D0AM-5: D0PM Sign In

and click “Link Selected Participants”.

6. Enter the Enroll date for the INCOMING
activity. Click “Link New Participants”.

IMPORTANT NOTE:

DO NOT ENTER THE SAME DROP AND
ENROLL DATES. THIS WILL HAVE THE
YOUTH ENROLLED IN BOTH GROUPS.

LINEED PARTICIPANTS

Jane Doe has now been successfully r—
DROPPED from the OUTGOING Last Name First Name Activities
Group 2 and ENROLLED into the
INCOMING Group 3.
arcl 5l |_rl_IJ_I

Garcia Brenda 4 Drop

Goat Kels 4 Crop

Grimald Mickaela 4 g Fig27.3
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Attendance Reports
Attendance Collection Tool

Elementary and K-8 Sites:
e EXCEL Weekly Sign-In Sheet (Fig 28.1)

Middle School:
e SFUSD EXCEL Middle School Sign-In Sheet OR
e BLANK SFUSD EXCEL Middle School Sign-In Sheet

High School:
e SFUSD EXCEL High School Sign-In Sheet (Fig 28.2) OR
e BLANK SFUSD EXCEL High School Sign-In Sheet (Fig 28.3)

Elementary & K-8 High School

ST R T IO T T
B W P R . Faba of ZATHE - 23BAS "
. . —- - N Fig 28.2
— — = - ——— Frograr Seme Sne SFLED - Demo
- Group hoinmy ke Livrery 3 00PR-EPM Library MF 1815
- w W - e W - - - o w - = Seagsion Tiese Eiariend| 300 P < DD PM
Srh T = - B S 1 ) -
e by pabatl = e e e
ln L
n O O
[ | L
| | |
T R Ty —— Ty Ty — L
S— T -
P s —— By iy, | e s B P Sy A S o S P S ——
o s S ——— Wl

Fig 28.1

Middle School Fig 28.3

EsCEL DALY BN W BIEET e R SCEL CHOLY 63N 4 BT
i e e B P " g 1 T - -
2 - - W 1 N [ — -
Py aewlin Wil [ § gy A
e 1 T L ] IR, - L -
e el =
— — ——— ey e
- - | - —_—— e A T [ ]
g _ L T R -
| anh i) L ) = - | - a u||.|. n s | i = i |
i b
i
|
L
e
i oy
t
.......
T |
b !
 — o e e v
[E— a
b |
b, B
'
ey
e '
e e
¥ | | | | |
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Attendance Reports: Attendance Collection
ExCEL Weekly Sign In Sheet

Please select “"Reports” and click on "EXCEL Weekly Sign In Sheet” to start.

Horme _

SFUSD - Demo
Participants & Staff Choose & Report

Lroup Actilies

Wail | isi

For each grant type, shows progress towards grant sward hmits. Also breaks down pchaad

Snack parformanice data by month.

Funding Progress by Grant Type (Calendar Year)

Thae report shows progress toward grant awmard ks per calendar year. These Agures may
Liead Teacher be used by CDE when deterrurung grant reductions. The grant info used will be the hrit

fiscal year (e.9. i for calendar year 2012, the grant info for Fr 2011-12 will be used
Reparis 215t COLC/ASES i

For slementary and middle schools

ASSETs Statewide Evaluation Data
Liibtie For high schools.

AFH |teports

Help Ce ded

User Acc wnis

schoal List This shisst is required daily for sign-in snd sign-out of students in ASES and ASSETS
Brograms

From this portal:
s
1. Define the Begin and End dates
SFUSD - Demo (one week at a time)
Enter Report Parameters 2. Select how to sort the pages
Bagin Data (mmydcd/ry) |Bf19f13 it ] a. Alphabetical—creates a master
End Date (mm/dd/yy) l5/23/13 fie| list of the entire program A- Z.
Sort Pages By " alphabetical b. .ﬂllctwft?—creates a separgtf:
O Activity sign in sheet for each activity.
C current Grade €. Current Grade—creates a
@ Group separate sign in sheet for each
Add blank lines to sheet for 5 grade level, .
non-enrolled students. (Enter 0-20) d. Group—creates a separate sign
in sheet for each group.
Fig 29.2 Eancel Sanaiste 3. Blanks will appear on each separate
sign in sheet,
4, Click on the "Generate” button.
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Attendance Reports: Attendance Collection
SFUSD - ExCEL Weekly Sign In Sheet

(Elementary School)

Pewn O
Progam hame i
(oo Rty Narme

Setson Tme [Sarting)

ExCEL DAILY SIGN IN SHEET
Monday, Agei 20, 2015 - Fraay, Apel 24, 2015
$Usl - Do

Marie | a!

[EAALY RELEARE | LATE ARRIVAL CODES:

1 - Parsim| Progrem
1 Femily Brmgesy
3 Perwnn Famdy Cinumslows
- Wy A e

i Treeapertsios

I Carmwnily Ralwiy

T« Chhild A cinford

¥ - Ot Conafigne

WAy

Tewyumdiy

T
o

T | Tem

n o

B Se

L]
o

Py, o™

B Borve

.

Cmrerm horwas

Farl, Jaiw

Garca Beraa

g by
“an haaa

Pamtagess Vas
e Rartars

R |y

Fwvews LaTwrw

Fig 0.1

In the EXCEL Weekly Sign In Sheet above, please note the following:

1. The date range, school site and Group/Activity Name will appear in the upper left hand

corner.

2. An Early Release/Late Arrival Legend will appear in the upper right hand corner.

3. Staff signature line with Date is to be signed off at the end of a week.

4. Daily totals should be input in the bottom right hand area: M Total for Monday, Tu Total for
Tuesday and so on.

Signing In and Out

Staff need to check or X the students who are present then enter the time in and time out.

Early Release

Early Release Codes should be entered on the Early Release column for students who leave

early.
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Hama

Faricipants & Soaff

Grip Artiviries

Wi st
Ak

Chusliy kot Pan

Rapiis

PN Reperts

B Raports

ExCEL DAILY SIGN IN SHEET

Manday, Ageil 20, 2015 - Friday, Apel 74, 2015
SFUSD - Demo
Mt Lot

Wioea 0O
Frogram Name'Sits
oty Name

Sessen Tima (SeamEnd):

Attendance Reports: Attendance Collection
SFUSD - ExCEL Weekly Sign In Sheet
(Middle School)

SFUSD - Dema

Ehowen o Begn-t
Caidfornia Raports

Progress by Gramt Tyee
Fipe g™ el Tpim . #oareh Srisprmn il e ] I A el e led
et e el By Pl

R0 COLE/ ASES Statewide Evaluabon Data (1013 14)

For pameriey and walle whass

ASSETe Blatewide Evahuaton Dota (1013-14)

LESLS L e

Honihly Maal Count (M)

gk Repert

Snack Order Report

Srach Drdareyg Regert

I Afterdance Coliectior Toom

SFUSD Middie School Segn In Sheet
SPUSD M3 Attendance Sheet [Blank)

This ~woort wiows saary to ot 8 S EESeedemor whort scaeneg S dav

Ths regort Skt ST 10 EAST BESEGEACE ERNESE RGP 50 T SEpe for sach perwicn that
masta weitin The somcfed e perod

Legay
SPUSD - Deme
Entar Rapoei Parwvatan

oy Sle | R

et Pagem By

[uciale Terw in

gan Francisco Unified School District

4720/ 115
A/ 1018

i Kprabetical
Aty
Ewrram Drade

Gowp

# Englah
i
fganah
Eschiadi Tirvss 18

g B i 19 S M e q
svoiad wuderts. [Frer 0110

EARLY RELEASE | LATE ARRIVAL CODES:
1 - Paraiel Program 8-Tn
2 - Farnity Emegueniy - Cansany

3 - Pursenil Family Clicusalasce 7 Child Acekdant
& - Wede s Aol

ity Bafuly

§+ Othir CondiBons

MOHZY Tuamiding Thumeasy

Important Note:

Socden M

[t

Tims | Temm ER Torm | Timw L] Temn | Toma ER Tima | Tera
n Qut | Codn | 4GRS | in Oun | Code Code |&QNIE| W

ER | Tma | Timw
Cods | 4048 | in G

[Z]
Ceae

Bk, By

| ol | 5] | o

Bsicagn, Ju=

Bewr, Boree

[T —

e

Ford, Joba

Garza, Hrenda

Middle schools can also print out

BLAMK sign in sheets,

From the Attendance Collection

Tools click on BLANK SFUSD
ExCEL M5 Sign In Sheet,

Hong. Lucy'

Haka. Malasha

I o N

Pamiancn, Mas

Randery, Rartar

i, wmith {emidey)

Barvenacn, Salfenver

In the example above, clicking on "SFUSD ExCEL Middle School Sign-In Sheet” will bring you to

1 D
I B B 5

Ot e s

where you can customize the sign in sheet.
1. Input the day and then choose how to sort the pages.

2. In this example by choosing “Alphabetical” the weekly Sign-In sheet will display all youth

enrolled in any activity that week in alphabeti-cal order.

3. In “Add Blank” it says “5”, so at the last page of the sign-in sheet tre are 5 blank slots for new

students to write in their name.

To have youth sign in by an individual activity Sign In sheet:

1. Be sure to choose Activity under Sort Pages By.

2. This will list all daily activities arranged alphabetically AND by the time of the activity sessions.

Sites can also choose to have youth sign in/out by grade level. To do this, check the Grade box in
the Sort Pages By section.
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Attendance Reports: Attendance Collection
SFUSD - ExCEL Weekly Sign In Sheet
(High School)

Attendance Collection Tools

R TRt ey
SFUSD Middle School Sign In Sheet [ R —
SEUSD HS Attendance Sheet Bege Cuate [mmydvy] : |

Thes repoit: alows wsers to pnnt attendance sheets sparnmng up to 5 days for each senace Mumber of Dy
that meets within the speafied tme penad.

Trms réspoat abows wiers 1o pnnt 3 blank attendance shest sparneng 5 davi
EXCEL Weekly Sign In Sheet .
ExCEL 5B 439 6-Hour Weekly Sign In Sheet Enchude Time Out
Blank ExCEL Weekly Sign In Sheet

R N

Enclhuide Teme [n

Enclude Tema Dt

Extra Amend & R (Erter 1201

Imt - Jred 1:A45PM- 30008
Snsck/Acedernics M-F 13-13

Ve Orade §: 30AM- i 1: J0AM Sermmer Arts
M-F SLUMMER 2015

Fig 51.2

EsCEL DY OGN N SEET

r PRI =

S e L BFLIED - Dmeo

P — Lieaey [ 0P S0P ey F 1
e 300 P - 000 P —
]|y |

i

7 v, P T (e
in o | phi o fal T

B e B e s ¢ e o ——

Fig 31.3 Fig 31.4

This process is almost identical to that on page 30 (ADD TO INCOMING GROUP).

In the example above, clicking on SFUSD ExCEL High School Sign-In Sheet (Fig 31.1) will
bring you to Figure 31.2 wHere you can customize the sign in sheet.

1. Input the day and then choose the number of days.

2. If Times are not desired, check off the “"Hide Time In & Time Out Columns”.

3. In “Add Blank” it says “10”, so at the last page of IMPORTANT NOTE

the Master list (Fig 31.4) there are 10 blank slots

o ) High schools can also print out
for new students to write in their name.

BLANEK sign in sheets,
4. Choose the activity/ activities you want to print the From the Attendance Collection
attendance sheets for. Tools, click on BLANK SFUSD
ExCEL HS Sign In Sheet
This can be printed with or without
"Time In ™ and "Time COut”,

Page 36 of 62



Attendance Reports: Attendance Collection
BO Report
Complete Participant Attendance Sheet (Duplicated)

San Francisco Unified School District

San Francisco Unified School District

Compiata Padxipant Allendance Shaet | Duplicated | COMPLETY PASTICTFANT &TTIMCANTY SHINT [CUPLICATED) =3

[ drncrpisen |
N ]

Program Summary
1o el |

Frogriem Summary Arsendeent
[ b g s |

LR ] T & [ L] | i;l
Cargphiln Farbcipas Rercance $haet Dagicsied i 4 y
ewr | B TARAT] d d L
o e — " L] 1
W FatT =g d i | i
- - 4 4 {
om0 e s i e o o ,
4 + {
(—— . - . Y A T i b 17
T A - L] L] ¥ 1 4+ 4 +4
—_— ] oy ey FTLN a i d
e s | 4 ’ |
= — - L TR [ 0 1
L [T 1 i i i - L Tl L] L] s
4 o |
L] " Targ W T [} 3 18
! 4 {
. oy - 1 —_— e EOARAT 4 i "
+ -+ 1
—— " o . - p— e . 4 »
e o ]
Ty e BETLIRG Ll 4 £
e 1 [] L 1
i E Foge] i bt ) d [l b
o ] . D Fouase 4 i |
r—— e | 4 ] ¥ ' Forry A o bbr ] 4 i L |
' L] 1
S e D . Puirgy CPuri I 4 'l T
[ i) . Barg, Lonae O : 4 2|
S Tl mew | 4 ] U '
D Frarair D0 A0 4 4 Fo
T ey | | 4 v
e e, I [ W i Sy, By —— 2 8 i
—— 7 [r— HisasaT . 4 |
= 2 fas el 4 T D A ) ] 4. TT8

In the example above, clicking on BO Reports will bring you to figure where you can generate
the Complete Participant Attendance Sheet (Duplicated). This report will allow sites to
track which students attended multiple activities in a day.

1. Input the dates and then choose your site.
2. Click last to see how many times students participated in the program on any given day.
This report allows sites to input attendance as is without having to manually sort out the
attendance themselves.

3. The “total per day” should match the hard count on the sign-in sheets.
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Attendance Reports
Generating the Complete Participant Attendance Sheet

Attendance Reports

Inventory

Funding Average daily attendance listed by service. Combined average daily attendance also
ligtad.

Reports I I i I !

APR Reports Excel file of all attendance for all participants within the report period, with subtotals

by participant and by date. All dates marked as Supplemental on the Academic

BO Reports

Calendar are highlighted in gray.

Utilities

How to generate the report:
SFUSD - Alvarado Elementary
Enter Report Parameters 1 . ::liCR an repo rts
Begin Date {mm/dd/yyyy) 8/18/2014 ] 2. Select Complete Participant
End Date (mm/dd/yvyyy) 10/31/2014 :E Attendance sheet
Query Taal (Optienal) [ Filter using results from Query Tool 3. Enter Begin date and end
date for report
S EEUET S 4, Click Generate
Attendance Detail By Date This report shows sites their
From 8/18/2014 to 10/31/2014 attendance information broken
Date of Report: 8/26/ 2015 down by student and by day.
1 = presant
0 = absent or not applicable
fia = agttendance not complete Important note:
Participant Name client ID |8/18/2014 |8/19/2014| 8/20/2014 |8/21/2014| 8,/22/ 2004 | Total This report is best for
All Services Elementary sites that do not
name D 1 1 1 1 1 b have a before school grant (see
nama D 2 next page for sites that have a
name: D 1 1 1 1 1 52 before school grant']_
name ID 1 | 1 1 1 | 1 50
name D 1 1 1 1 1 52
nama D 0 1 1 1 o 47
ol = - ’ l l 1 B How to read the report:
name ID 1 1 1 1 1 52
names ID 1 1 i 1 i 52 . .
* + As a site coordinator compare the
name iD 0 1 i i i 43 P i
e - ) 1 1 . o 5 total number for each day with the
name ID 1 1 1] 1 1 M hard copy count. The numbers
name D - 1 L - L 43 should match.
name D 0 1 0 0 0 0
name D 0 0 1 0 1 £l ]
nama ID 0 0 1] 0 1] 0
name ID 0 1 1 1 1 L]
m 23] 264 83 m| 263 18496
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Inputting Attendance
Weekly Attendance

Sites can now submit attendance in a weekly format.

San Francisco Unified School District

Homee:

Parwpants & Sisll

Wall List

[

Uuadily Acliom Man
ALEEETN | i
| virwliig

Cortracis
Wremnlisy

F uiwlireg

Hemris

AP fbepnrin

B0 Aapmts

Litities

Help | sninr

Used Accounts

5an Francisco Unified School District

Hioamie

Parbcipans & San
ik s

Wil Lisl

Srac k

Chsality Action Plan

Acadbemic |inmon

Fumdimg

Contracts

Inrermbory

Furdirg

Repors

APR Reports

Group | 1:00F-6-00PM Circle Canves M-F 16-17
Clich on Wesk 1o Fntsr Arbsnsians
Wi k

LU

oawplata

{ ompdetie

T e

Liospoit

Group 1 J:00PM-G:00PM Circle Games M-F 16-17
< Savg & Prior ' Weak Mar 5 17 - Mar 11, 17

All Present Clear

Chel on "l Fregent 1o i sle Bal ol paric panis weis preasnt hisughoul B wesh [T § apec B parc pant

save & Next Wesk »

sl Sl on e of more ol B day s g ik I the box nexlio Be or bt Rame o removs e check =
Hogois wwstild b @ be do aliesssncs o eaa han & wesl of I onk; 8 s paiie garis do sl qesc 4 Fresest
Inatead, simpl cick B the appophals Booss o mark e paric pani &9 presesd

L] T W Th E
Participant Nama (3) —-
(L ] 14 T ve ve LT3 ]
Doe, Jana
Hong, Lucy

smith, smith

Select the week that you want
to enter attendance.

Status:
Complete - when you
complete all of the attendance.

Incomplete - weeks that you
still need to enter attendance.

All Present - will mark all
students present.

Clear - Pressing this will clear all
attendance for that week, (Be
careful when selecting this
function.
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Inputting Attendance
Group Activities

Attendance is due AND the system will lock Best Practice:

on the 5th of every month, unless
otherwise noted by the ExCEL office.

It is recommended
that sites input

There are two

ways to take attendance within
attendance for the EMS daily. This will

entire program so _
that Wi I:||'||'g' input Homs ACTIVITIES hE"p catch |:'l355l|.‘.||e

San Francisco Unified School District

once for each e —— BFUED - Demo errars and ensure

child. R View by Initial that the site is
Grmc e ot . S L &K - _ 2L L = maintaining the

Both reguire yvou to Finporia proper Average

be in the Group Pr—— Erankir
Activities tab. e SF_Schog

SF Schoo 12-13 - Snach

Fulg Carie SFE Schoc

Daily Attendance.

irt Enfchment BW.E 1: 50-3:00 o oL

Inputting Daily will
also help prevent

W spending hours in-
' putting attendance
gt the last minute.

yEacreation T. Th 1. 50-3

1. Click on "View
Groups”

P — sF Schpol apfmurety Time M=F &: 30-6:00 b

acho

=1 ol = 12-13 efihusiastic Ennchment &-TH 4.00-5:30 bl

%ol § il SF_Schoc o- 18 Baiicoiis PRCreation M
Lights

Avid ACSdamics

Th 00-4: 00 1

13 Snack Frigay hsghs 1:45-5

M-Th 1l .45-3.00 !

Ad Shalk;

2. Click on "Wiew by
Date”
/L0012
lefellle

BFUSD - Disrvan Iurmrl‘l Tarm = ] 850 L }
Viaw by Indtisl jg fmm e ||-'1'.-"'|| " T A
- - _ - _ - . - _ _ TR & 182018 f/ 1 7
Bels T 1h Lrelell l'...'“l..
il Relliglle Lediell
e f/a/a012 SELE0IE AR
Firach - § Al 1201 B/ ] =Tl
i A | r—— Fig 32,2 Saargllg
—— - . 1R 01E [RELT g A0

2 11a/an1z
2012
(F1HE0 18
1192012
f/an/E01s HuEnE e

] 11048018 I ETFID Fig 3.4

| s pem—m p—— gy crr R
T T T ET o For "Groups
for which you wish to take

rogey Botkoms attendance (Fig 32.2).

Date Attendance Sheet 2. Click on the day for which you
Tuesday, June 12, 2012 Pont wish to take attendance (Fig
wednesday, June 13, 2012 Pront 32.3).

Thursday, June 14, 2012 Ennt

Eriday, June 15, 2012 Ennt 3. Continue on page 33.

Monday, June 18, 2012 Print

Tuesday, June 19, 2012 Print

Wwadnesday, June 20, 2013 Print For "Wiew By Date”

Thursday, June 21, 2012 Erint 1. Click on the date for which you
Eriday, June 22, 2012 Print wish to take attendance (Fig
Tuesday, June 26, 2012 Print 32.4).

wadnesday, June _ 2012 Print

[hursday, June 28, 2012 Ennt 2. Continue on page 34.

| ||'-"J:| Juna 29 2012 Print Fﬁﬁ 3.3

Page 40 of 62



Inputting Attendance

By Group
I - - st s st
Foggy Bottoms
Tue, Jun 12, 12
ciick o mark all prasert for tha servics Clizk o mark all sbsart for tha servics
Dlick E’m miark sl pragard for tha partcl pant Click . b ek @il sbaend for e oo pant
o schoot - 12 S My azas
Community Enthusiastic Raucous  Snack/Avid
Participa Tire M-E Enrichment Recreation Academics
= ) M-Th M-Th
4:00-5:30 J:00-4:00 1:45-3:00
-] L L] n 8 B e L
Barker, Ben { [ (i i3 [ e - [ |
Belden, Jim B | . o ' & . & T |
Dumigas, Jess Be |~ C o - 5 r = c
Dwight, Bryan [ N o -:"‘ 3 - [ - = .
Eshlamen, Jim B | r “ - & - & e
Grimaldi, Robert R |F C " - = - 5 r
Horowitz, John B |+ r o - 5 C = r
Jonas, Susie [ N o - = ' = r G
Malibu, Kevin B |+ r & r r & r
Mull, Des B |~ r 0 r o - C
Rankin, James Bw |~ T o r~ " r~ "
Ruiz, Carmen L1 . o r = r " - = '
Sampson, Salvador [ N © = " [ - 5 '
Smeith, Jane [ 4 N © o - &= - = C
Smith, Lawrence B |~ C = r [ r‘ &= C
Squarepants, Spongebob\ @ | & C o - " - = '
Wilburr, Wilbur B r = r & - & -
S
Fig 33.1

When taking attendance
under Group activities you
will have four options for
marking students present:

1. The yellow “All Present
Tab”.

2. The downward facing,
green “Mark all present
for the service” arrow.

3. The right facing, green
“Mark all present for the
participant” arrow.

4. Check the box in the left
column for the activity
that a youth is present.

You will have three options for
marking youth absent:

1. The downward facing, red
“Mark all absent for
service” arrow.

2. The right facing, red
“Mark all absent for the
participant” arrow.

3. Check the box in the right
column for the activity
that a youth is absent.

When you have completed
taking attendance for an
individual group click on the
yellow “"SAVE” button.

Click 61-: mark all present for the service

click ® to mark all present for the participant

Click u‘tu mark all absent for the service

Click »tu mark all absent for the participant

Fig 33.2
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Inputting Attendance
View By Date

When a youth is marked present or absent from this View By Date screen,
they will be present or absent for the whole day.

Be sure to SAVE when

To aide in attendance taking, staff can use the yellow “All Present” button you are done.

and then only mark those youth that were absent OR conversely staff can
use the yellow “All Absent” buttons and then only mark those youth that /
were present.

ATTENDANCE

‘¢ Prev Date Wednesday, June 13, 2012

(Page 1 of 2)

Sort By: Participant Name / Activity / Grade
Present  Ab
in All Mined ot Name (36)
Attend.
Activities
You can choose ~ pu rker. Ben
to sort by afker, Be
- Belden, Jim

Participant Name,
Activity Name or
Grade Level.

- Claremont, Enca

Collado, Skye

In all three sort Doe, Jane

options students Dubourt, Alex

will be listed Dumigas, Jessie
alphabetically by Dwight, Bryan
last name, Eshlemen, Jim
For Activity Name Flores, Luis

and Grade level Ford, John
sorting, there will Goat, Kels

be no visible

o Gnmaldi, Robert
separation in the

Haverhill, Brett

list. Rather,
breaks will be Hill, Pat
denoted by Horowitz, John
changes in Jeter, Derek
allphabetuzatlnn Jones, John
(ie, suddenly

i Jones, Susie
Watson is
followed by Lane, Candy
Abad.) This is not Malibu, Kevin
always obvious Mull, Dee

as sometimes the
first youth in an
activity or grade
has a last name
with a B or C. {Page 1 of 2)

4

Rankin, James
ronald, myers

:}?‘JHﬁﬁ:’::‘}:}ﬁﬁﬁﬁhhﬁﬁ:ﬁﬁﬁhh:}hﬁ:ﬁg

w 1w e Hie e fie f0e $is b e §ie be e e Bie He e Hie s Be e
N N T e N R B B N B DN B B N TN OB B N O N W N

Ruiz, Carmen

Save B Next 25 >
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Funding
Matching Funds

All programs are expected to provide a match of 33% of the agencies’ total contract amount. Use
this module to account for these funds.

San Francisco Unified School District Logout

SERVICE SITE

Home

SFUSD - Demo

Participants & StafT
Site Coordinator Mame Phone Email

Group Activities Site Coordinator 415-555-9999 scoordinatori@leadagency.org
Site Assistant Hame Phone Email
Assistant Site Coordinator 415-555-1122 asitecoordinator@leadagency.org
Snack Street Address City 5t. 21p
1234 Mamea Street San Francisco CA 941%%
Site Phone 1 Site Phone 2 Site Fax
Lead Teacher 415-555-1234 415-555-58678

Reporis Description
The SFUSD ExCEL demo site provides services to local youth ages 5 to 10 in tha

APR Reports areas of academic tutoring, academic enrichment programs, and structured
physical education workshops that supports every student participants ability to
be successful academically, included in dally programs and projects, and to stnve
to be healthy and physically fit. Services are provided at San Francisco Schoaol,
a local community school which resides in the SF Neighborhood distinct. In the
User Accounts current fiscal year, the program will serve 80-100 youth of diverse demographic
backgrounds. Of this number, all youth will receive academic services, which will
be provided by 4 program lead staff. Activities at the school site range from

ructured academic classes to outdoor activities and sports throughout the

Wait List

Funding

Utilities

Help Center

School List

From the main screen:

1. Click on the Funding tab. (Fig 35.1)

‘ This will take you to the screen below.
SFUSD - Demo
Matching Funds

Matching Funds FY 2013-2014

ExCEL Program Fees 4—— ¥ Click on "Matching Funds FY soooe-xooo”

ExCEL Program Fees FY 2013-2014

Fig 5.2
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Funding

Matching Funds - con’t

MATCHING REQUIREMEMNTE

HEFUSLD - Dazrmin

Contract Amount
CCYF amount
Cash Armount

In-Eind Value

In-Eind Souwrce

usad in program

Z1st Contury Supplemental

Matchng reguiremant is mat via

In-Eind Valus

In-Kind Source

ugad in program

ASFS Rase
Contract amount
Matching requiremesnt i mat via

DCYF amount

used in pragram

15000

[Gos
ET

alksdflkajs; lkdif 1;)

Brnef description of how funds are

From the "Matching Funds” page vou
will see a list of every grant type:

- 21st Century Base

. 215t Century Supplemental

L] ASES Base

L] ASES Supplemental

M ocvr T cash F in-kind

[
C

Brnef description of how funds are

Enter the Contract Amount for each grant
type for which your agency has a
contract.

Check the box for every applicable
match source.

GE625

M ocyr [ cash T imexing

e

Ernef description af how funds are

A new box will appear to add the
value of the match, per funding
source.

Enter a brief description
explaining how the match funds

MATCHING REQUIREMENTS

SFUSD - Damo
Z1st Contury Base

Contract Amount

Matching regurement i met via
DCYF Amount

Cash Amount

In-Knd Yalue

|15"_'II3E|

F ocre F cash F In-kind

are used at the site.

Once completad click the

IlEI':IE
IEEI':IL
IEEIEIE

Fig 36.2

SAVE button,
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Funding
ExCEL Program Fees

Some programs charge fees to families in the course of business. Please use this
section to document which fees, if any, are charged to ExXCEL families.

San Francisco Unified School District

Home
Participants & Staff
Group Activilies
Wait List

Snack

Funding

Lead Teacher
Reports

APR Reports
Litilities

Help Center

User Accounts

Schoal List

SERVICE SITE | Fan |

SFUSD - Damo

Site Coordinator Name Phone Email

Site Coordinatar 415-555-9999 scoordinatori@leadagency.org
Site Assistant Mame Phone Email

Assistant Site Coordinator  415-555-1122  asitecoordinaton@leadagency.org
Street Address City 5t. 2Ip

1234 Namea Street San Francisco ChA 9418%

Site Phone 1 Site Phone 2 Site Fax

415-E85-12324 415-555-5678

Description

The SFUSD EXCEL demo site provides services to local youth ages 5 to 10 in the
areas of academic tutoring, academic enrichment programs, and structured
physical education workshops that supports every student participants ability to
be successful academically, included in daily programs and projects, and to strive
to be healthy and physically fit. Services are provided at San Francisco School,
a local commurity schoal which resides in the SF Neighborhood distinct. In thea
current fiscal year, the program will serve 80-100 youth of diverse demographic
backgrounds. Of this number, all youth will receive academic services, which will
be provided by 4 program lead staff, Activities at the school site range from
structured academic classes to outdoor activities and sports throughout the
waek,

\

From the main screen:
1. Click on the Funding tab. (Fig 37.1)
This will take you to the screen below.

SFUSD - DemobD
Matching Funds

FUNDING

Matching Funds FY 2013-2014

EXCEL Program Fees FY 2013-2014

] 2. Click on "ExCEL Program Fees FY sxxx-xxxx"

Fig 37.2

Page 45 of 62



Funding
ExCEL Program Fees - con’t

EXCEL PROGRAM FEES | swe | Retun |

SFUSD - Demo

After School Pragram Feas indude any fees charged to families. This ndudes, but is
nat limted to: tuition, enrolimert fees, application fees, snack fee, supplies fees etc.

The SFUSD - Demo EXCEL After School Program
Section 1: The EXCEL after school program:

® Does NOT charge any fees to families
rmﬂ;hjﬂ:i:ﬂ_}gﬁﬂiliu {if program charges fees proceed to sections 2 & 3)

From the "ExCEL Program Fees"”
page you will be asked to
specify whether your program
DOES or DOES NOT charge feas
to families.

If other, please specify

Fig 381

ExCEL PROGCRAM FEES

SFUSD - Demmo

Check the appropriate box.

Once completed

After School Program Fees ndude any fees charged to famibes. This indudes, but is
not emeted to: tusbion, enroliment fees, apphcabon fees, snack fee, supphes fees etc.

The SFUSD - Demo ERlEL After Schoal Program
Section 1: The ExCEL after schaoal program:

agd M Bigor il 4 o 5

" Does charge fesd to famdwes (f program charjed fess proceed to sechons 2 & 3)

Il program matenals related to outresch and enrollment dearly state that no child will be
d serndes due To nabeldty T par

click the yellow
“Save” button.

Check all CDE

oot OT TEET afwd scholarships i provided for those who cannot sfford to pay
Il Income collected from fees 5 used to fund program acbrwities specifed in the contract.
5 generated from fees are subject to sudtt and program MenRorng $0 Programs Mmust

mamtain documentation for a persod of fve (5) years

Section 3: Program fees charged: (check all that apply)

whain

egstrabon/Enrpllment fee

ppheation fas

requirements that are
meet by the program.

Use this space to identify
any fees that are charged
that do not fit into the

=
I
=
[
[

If other, please specify l Fig 38.2

IMPORTANT NOTE:

If ywou have completed Sections 2 & 3,
rechecking "Does NOT charge any fees to
families” will wipe all information input Into
sections 2 & 3.

options already
presented.
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Inventory

Items purchased through ExCEL After School Programs funds (ASES, 21t CCLC and ASSETS
including Base and Supplemental) which value $100 or over (per item) must be inventoried on
the EMS inventory feature upon receipt. All items must be tagged using the EMS generated tags.

San Francisco Unified School District

SEEVICH SITE [ fan ]

T
e gl o e Emvad
sk o [ 5% 5 ] e pa st o e aclsgenc . oy
R PTE N TR Y s
;  paberpordaalonfde sdagency. org
e £1F
LI
il Fas
415-555-5470
HarvicEs o lecal pouth &Jad 5 82 10 - tha
Wi hrsend Iy e, o

g as abdiby Ix

San Francisco Unified School District

(4] [esktop Computers

0 Laptop Computers

U ality Action e

O Ttablets
| madd lmacher
owiracts n Solttware
, & Printers
fudng

-~

INVENTORY ITEM

Category

D scnption
Maodel

Senal Number

SFUSD Tag Mumber

Complete for each item,
and then click “Save &
Return”

For the cost, please only enter the

ost I

numeric value -- commas and $ will

Fursdang Sourci
STATuUS

Acguusibon Date

Cordition

LoCation

——
: cause a validation message and not
allow the form to be saved.
m
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Inventory Barcode Label Report

Sites can print their labels from EMS for their equipment.

San Francisco Unified School District

E U D

scoordmatorigdeasdagency.ong
il

srmteCoordm s tor Gie.sds gency
L AP

1

Stroot Addrowe
LI BS M Siressl C
‘Gl Pliuint 1 Sae Fas

#15-555- 1234 215-555-567H

B Sl v el a

oo, arsd GLr wid
Py sl s steon moricshoges. Bhal supports eweny shudent partopents shety to
be SsCoesshul MChdemecaly, molsted m Aaly DFOQrEmS and progects, and b

e Bo B Beaaiiey ahd gltysac ally Sarvaed aie provded af San Franceoe

& e o wernnarwty sl sfuch ressdies o B 55 Nesghbortaood destescit

Prints labels with barcode for each active participant.
Inventory Barcode Label Report

| Click on "Inwventory

Prints labels with barcode for each inventory item. Barcode Labal
1 Report™

INVENTORY BARCODE LABEL REM™ORT

SFUSDy D

Your report has been generated (at 1 2:09:08 M)
Chck here if the report ded not open n a new window

Enter Report Parameters

Mote: Use Avery 5160 File Folder Labels. Click on “"Generate”

If the printed text is not aligned with the label stickers. make swre that the "Page .—-"'""'_"
Scaling” print option in Adobe Acrobat Reader s set to “Mone. ™

Cancel = rate
1
Sampabyeir PG| | el =513 Wl PO P —_—T L
U L ALLLLE e
' T - EMS is able to generate
HPP Prirserd HIP- | 20 WPl i T2 e W labels for equiprment
A LRV (RN R L 1 AR LI RN LA O B entered into EMS.

EnCEL- 13 84-000-1 B, 10-4 000 7 EmCEL 1304000 3

P FIR T mmn
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Attendance Reports
Process by Grant Type

Generating the Process by Grant Type Report

Inventory California Reports
Funding [Proaress by Grant Type ]
or asch grant type, shows progrets towards grant avard limits. Also breaks down

actual parformance data by month

Proqress by Grant Type (Calendar Year)

APR Reports This report shows progress toward grant award limits per calendar year. These

Reports

figuras may ba used by CDE whan determining grant reductions. Tha grant info used
B0 Reports will ba tha first fiscal year (@.g. if for calendar year 2012, the grant info for FY
2011-12 will be used).

Utilities

How to generate the report:

Enter Report Parameters 1. Click on reports
Begin Date (mm/dd/yyyy) 7/1/2014 __."‘l 2. Select Pragress by Grant Type

End Date (mm/dd/yyyy) 12/31/2014 3

Enter Begin date and end date
far report (Begin date:
recammend starting from  the
Cancel Generale beginning of the school year to

get an accurate repart, far High

Elementary After School Base . Summary school, start July 1. End date:

ASED ne recammend the last day with
Sarvice Prassnt Servae Present complete attendance}
* Days! | Rwcords? | ADAS Deys! | Becords? | ADAY
Grant Award Gaoal 8 Tkl T | e | T T 4, Click Generatbe
|ﬁt1ual Periormance B3 TN ¥R 2l " LI xar
Remaining Goal Ll i mes | & | em an This report shows sites their
Crverd|Under) Grand Avward ADA progress per grant.
Goal' = = BN = = 1.3
Parcenage of Goal Altained #8.1% A BN I [ LAk ] ] N 5% B 4%

How to read the report:

This report breaks down how a site is doing based on attendance in different sections; the first section
is base, then before school and supplemental grants.

The top row names the grant type: ASES, 21% CCLC or ASSETS

Grant award goal (target): These are the goals for each grant broken down by Services day: 180
days unless otherwise noted, Present records: number of student days needed for the grant and
ADA: Average Daily Attendance.

Actual Performance (current): This is what your site has achieved as given the dates you
entered.

Remaining Goal: These numbers will tell you what you need to achieve to meet your goal(target)
Over/Under Grant Award ADA Goal: Tell you how many students you are over or under your
goal.

Percentage of Goal Attained: will show you the progress for each grant. The number sites
should focus on is under the ADA column per grant.
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Attendance Reports
Progress By Grant Type (Calendar Year)

The progress by grant type (calendar year) report takes into consideration the attendance achieved
across two fiscal years. Since the California Department of Education calculates attendance

numbers based on calendar year, this report gives sites a clear picture of your attendance percent
achieved for the calendar year.

Progress by Grant Type

For each grant type, shows progress towards grant award limits. Also breaks down actual
performance data by month.

m:.ﬂmdm year. These figures may

be used by CDE when determiming grant reductions. The grant info used will be the first
fizcal year (e.g. if for calendar year 2012, the grant info for FY 2011-12 will be used).

PROGRESS BY GRANT TYPE (CALENDAR YEAR)

Begin Date - the first of the year

SFUSD - Deno
Entér Report Parameters End Date - The last day of the
Begin Date (mm/dd/yyyy = Month that attendance has been
completed to fully capture all the
End Date (men/dd/yyyy 3 attendance
c — Click Generate
Progress by Grant Type (Calendar Year)
Creation Date: 2/16/2017, 1:25:39 PM (PT)
District: SFUSD

School:
Report Period:

Demo
1/1/2016 to 12/31/2016

Elementary After School Base - Summary

21C
Service Days? | Present Records® ADA?
Grant Award Goal 180 7200 40.00
Actual Performance 178 19 011
Remaining Goal 1 7181 7.181.00
Overl/{Under) Grant Award ADA Goal! - (7180.89)
Percentage of Goal Attained 99 44% 0.26% 0.27%

Grant year used for 21CCLC goals: 2015-168

How to read the report:

This report breaks down how a site is doing based on attendance in different sections; the first section is base,
then before school and supplemental grants.

The top row names the grant type: ASES, 21st CCLC or ASSETS

- Grant award goal (target): These are the goals for each grant broken down by Services day: 180 days
unless otherwise noted, Present records: number of student days needed for the grant and ADA: Average
Daily Attendance.

= Actual Performance (current): This is what your site has achieved as given the dates you entered.

- Remaining Goal: These numbers will tell you what yvou need to achieve to meet your goal {target).

= Over/Under Grant Award ADA Goal: Tell yvou how many students you are over or under yvour goal.

Percentage of Goal Attained: will show you the progress for each grant. The number sites should focus
on is under the ADA column per grant.
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Attendance Reports
Complete Participant Attendance Sheet

Average Daily Attendance

listed.

Attendance Reports

dverage daily attendance lmted by sennoe. Combined average daily atbendance also

iC Participant Attendance Sheet

MAPFE Regsoris wCarl Filag OF @il GhCEaerig

L R ot
——— Calendar are highhghted in gray

Utulities

COMPLETE PARTICIPANT ATTENDANCE SHEET

SFUSD - Alvarado Elementary
Enter Report Parameters

Bagin Date (mm/dd/yyyy) 8/18/2014 :E
10/31/2014 =

[ Filter using results from Query Tool

End Date (mm/dd/vyyy)

Query Tool (Optional)

Cancel Generate

anis Tor all parmicipants
by partcepant and by date. &All dates marksd as Supplemeantal on tha Academec

him the report pariod, with subtotals

How to generate the report:

Click on reports

2. Select Complete
Participant Attendance
sheet

3. Enter Begin Date and End
Date for report
4, Click Generate

This report shows sites their
attendance information broken
down by student and by day.

Attendance Detail By Dats
From 8/18/2014 to 10/31/2014
Date of Report: 8/26/2015

1 =present
0 = absent or not applicabie
na = gttendance not complet

PartiCipant MName Client 1D |8/18/2004 |&/19/ 2004 | 8/20/ 20124 | 8/21/ 2014 | 8/22/ 2014 | Total

All Services

name D 1 1 1 1 1 52
namse | 1D | | | | o
name D 1 1 1 1 1 52
namee D 1 1 1 1 0
AT i 1 1 1 1 52
Maime i i 1 1 1 o 47
name | L | 1 | 1 | 1 | 1 | 1 52
name D 1 1 1 1 1 52
name iD 1 1 1 1 52
N i} i 1 1 1 1 25
Mame i 1 1 1 1 o . |
naime D 1 1 LI, 1 1 =
name | D | 1 1 1 | 1 | 1 43
name 0] ] 0 L 0 1 ']
LA 0 ] 0 1 0 1 i
b i 0 1] D 0 1] 1]
LETE i 0 | 1 1 1 45

= | s e ma|  am  26af1eass)

Important note:

This report is best for sites that
do not have a before school
grant and want to see how
many students are attending
program (see next page for
sites that have a before school
grant).

How to read the report:

As a site coordinator compare
the total number for each day
with the hard copy count. The
numbers should match.
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Attendance Reports
Complete Participant Attendance Sheet

Inventory Generating the Complete Participant attendance sheet (before school)

Funding

very Tool
Reports

rties.
APR Reports privpe e
BD Reports

result.
Utilitie s

Custom Report Builder

Build your own list of persons based on a set of criteria defined by 2 query tool

ADV, SEARCH

SFUSD - Cleveland Elementary = =000 Ssleged

Parameters
Parsan T'pT.iP | Yowtn Farbcpents
Active Status hitras
My Age
Max Age
Grade 15-16 ™
Infant B
PE £
E 10
1 11
3 12
3 Sth YR Sensor
4 L
5 Value Misang
[}
Grade 14-15 T
Infant a
PE ]
7 K 10
1 11
¥ 2 12
¥ 3 S YR Seredr
¥ 4 Linlcrusa
“iL VU S
[}
Grada 13-14 Ind ant 7
Service Parameters
Staf
Service Formats
Partner

Service Category Chick to edit fickd
Activity Mamae Chck to adt hald
Eitendance Date Rangs (Begin)

artendance Date Range (End)

Query Tool and Report Builder

Adwvanced search tool that selects a group of persons by filtering on custom inputs of

How to generate the report:

1. Click on Reports

2. Select Query Tool

3. Select Youth participants and the grade level
in the year you want to generate the
information from

4. Scroll down and click on Activity mame

5. Select the activity you would like to generate
attendance for {this can be more than one.)

&, Click return

7. Fuollow the steps on page 56 for generating the
complete participant attendance sheet;
however select the filter tool before

AL a'ti ‘la'r-

Academsc Blod: | EPGY

Al Students B-004M-2.00PM Ceveland/Longfelow Summer Program M-F
SUMMER. 2014

Al Uneeersity of Cleveland Students 4:000M-3:00PM Homework

Assistancey Literacy Support M 14-15

All University of Cleveland Students 5:000M-6:00PM University Enfichment
M-F 14-15

Al University of Oeveland Students §:009M-6: 30PM Recrestion/Closing

Circle M-Th 14-15

All Unecersity of Clevelznd Students SnadgHomework, Reoreation/Closng
:r-ﬂe'::‘a:i'-'—* 30PM SnacHomework Reoresbion/Cosing Cirde MHF 14-15
(il Homework Halp/Adtvety Tme M-F

Enter Heport Daramelors
bagin Date [mm/dd! yyyy) 711/2015 ','_,
tmd Dabs (mmddd vy 12-_:|'|.l,¢'|:|]:‘l ..']

Jusry Tool (Optional) ¥| Filter using results from Query Tool

Camcel hi i e
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Wait List Tab

The waitlist tab can help you keep track of students that still need a space in your after school
program.

Add to Wait List

1. chavez, monica Remove (added 8/14/2014)
2. Dubourt, Alex Remove | (added 8/14/2014)
3. Bender, Alan Remove | (added 8/14/2014)
4, Belden, Jim Remove {added 9/11/2014)
5. Campos, Ana Remove | (added 11/10/2015)
6. Collado, Skye Remove (added 12/1/2015)
7. Blair, Bonnie Remove (added 4/21/2018)
8. Bourne, Jason Remove (added 4/29/2015)
g, Eshlemen, Jim Remove (added 8/5/2018a)
10, Flares, Luis Remove | (added 8/5/2016)
11, Goat, Kels Remove (added 8/5/2018)
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Contracts
Program Summary

CONTRACTS

Lucy Hong Current Term ¥
PROGHAM SUMMARY

Fiscal Year Grant Type Date

2015 - 2016 Afterschool Base Program 21512013
2014 - 2015 Afterschool Base Program 4/30/2014
2014 - 2015 Department of Youth hildren. & Families [DCYF 11/4/2013
2014 - 2015 Afterschool Base Progran 10/30/2013
2015 - 2016 Afterschool Base Progran

AMENDMENT | Add Amendment
Fiscal Year Community Agency Date

2014 - 2015 YMCA 1271072013

Fiscal Year v

ExCEL Program Summary
for

SECTION 1: School Site Information

Date i
School Site Demo
School Site Principal Name

Name of Contractor
(Community Agency
Contractor (Community

ExCEL Coordinator Name

EDIT PROGRAM SUMMARY

Fiscal Year 2014 - 2015 ¥

ExXCEL Program Summary
for:

Under the Contracts Tab:

Select Add Program Summary to
create a new program summary for
yvour contract.

Only select Add Program Summary
for a new contract.

If you are working on a contract
amendment click the Add
Amendment button.

Agency) Director Name —

Fiscal Year: Select the "Fiscal Year"

"EXCEL Program Summary for:"
base contract, supplemental
contract. DCYF and before school
will come up.

Enter the rest of the
information for the program
summary then press save.

Once you press save, you can
actually print the document
out for signatures.
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Contracts
Program Summary - Amendment

Lucy Hnr'u] Current Term ¥

PROGRAM SUMMARY

Fiscal Year  Granl Type Daste:
2015 - 2016 Afterschool Base Program 2/5/2015

2014 - 2015 Afterschool Base Program 4/30/2014
2014 2015 Department of Youth, Children., & Families (DCYF 4/2013
2014 - 2015 Afterschool Base Program 10/30/2013
2015 - 2016 Afterschool Base Progranm
Select Add
e,
AMENDMENT [Ads Amenament P | - Amendment for
S Base, Supplemental,
Fiscal Year Commmainity Agenoy Date !
2014 - 2015 MCA 12/10/2013 school contract
amendments.

ADD AMENDMENT Save & Return I Save |

School Site Information

School Site Demo

Date i3
Fiscal Year =
Mame of Community Agency

After School Coordinator

Mama
In addition to the services to be provided by the Community Agency
("Contractor”) at the designated SFUSD school site pursuant to
Attachment 1 ("School Site Program Summary” ), the following services

will also be provided pursuant to this Agreement:
mmary amendment an

summary amendment and —
press save,
After pressing save print Activity
the amendment out for
signatures.

Description

Staffing/Provider Partners

Click here to add "Services’
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ELO-P

How do I use the data in EMS to ensure ELO-P priority enrollment and outreach occurs?

Step 1: EMS BO Reports

San Francisco Unified School District

District Information
Upload

School List

BO Reports

Admin Reports

Academic Calendars

Step 2: “"ELO Report”

Business Objects Reports

New Folder
Note: Business objects report data refreshes nightly.
General (38)

Active students by site
Lists all active students in the selected sites as of the date the report is generated.

Ll Run 2 Edit (¢ Rename + Move 1l Delete @ Schedule

Count of Student Enrollment by Site and Grade

Lists number of students that are enrolled in an activity at selected sites during specified date range.
Ll Run & Edit [# Rename ++ Move Tl Delete @ Schedule

ELO Report

sl Run &f Edit [# Rename b Move W Delete Schedule

ELOP Report

lstil Run & Edit [# Rename + Move W Delete @ Schedule

Step 3: Download in excel file or PDF

New Document
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ELO opt-out status: After ELO-P has been offered to all families,
report the family response on the ELO-P tab
School List —

Attendance —>
ELO SY 25-26 -

e List either “opted out”, “"No parent response” or “*On priority waitlist”

e Once the student is enrolled in an activity, the next morning their green bar will show

us as “enrolled” on the ELO-P tab

Home

Participants & Staff
ELO SY 2023-2024
Group Activities
Wait List

Attendance
Compliance

Contracts
Inventory
Funding
Reports

APR Reports
BO Reports

Utilities

Site Settings

Help Center

User Accounts

School List

San Francisco Unified School District

SFUSD STUDENTS (206)

SFUSD - Bryant Elementary

View by Initial

Logout

< Prev

Student
names

T E R
:2‘1

mantha

rahi

-
|
o

3
®

2

ELO Status
[opted out ~|
. Enrolled
. Enolled
. Enrolled
L Enrolled
. Enrolled
[Opted out M
I Enrolled
. Enrolled
[ Opted out |
I Enrolled
. Enrolled
| Opted out |
. Enrolled
. Enrolled
. Enclled
[ No parent response ]
INo parent response "]
[Opted out ~]
[opted out ~]
. Enmrolled
. Enrolled
' Enrolled
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San Francisco Unified School District

SFUSD - Demo

Participants & Staff
View by Initial

ELO SY 2023-2024 ABCDEFGHIJKLMNOPQRSIUVWXYZAL

Name ELO Status

ELO Summer 2024

ELO SY 2024-2025

Bourne, Jason INo parent response

Group Activities Doe, Jane I On Priority Waitlist

Wait List Dubourt, Alex l

San Francisco Unified School District

Business Objects Reports
Home

Participants & Staff
ELO SY 2023-2024

ELO Summer 2024

Note: Business objects report data refreshes nightly.
General (4)

Complete Participant Attendance Sheet (Duplicated)

ELO SY 2024-2025

Croueiict Lists all studgifts with ELO-P priority status, outreach and enroliment for SY 23-24 / Summer 24 / SY 24-25

Wait List

Attendance Program Summary

Compliance
Program Summary Amendment

Contracts (no description)

Inventory

Funding
Reports
APP Panarts
BO Reports
Vunucs

Site Settings
Help Center

User Accounts

School List
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San Francisco Unified School District

Home

Participants & Staff
ELO SY 2023-2024
ELO Summer 2024
ELO SY 2024-2025
Group Activities
Wait List

Attendance

Compliance
Contracts
Inventory
Funding
Reports
APR Reports
BO Reports
Utilities

Site Settings
Help Center

User Accounts

School List

ELO Report
1. Select Year

Enter value(s) for Site Name (Optional)

1 selected
Select All / None

Output Format O (APDF
@® [ Excel 2007+

O

‘ Generate ’

Drop down will provide the following options

21st CCLC Annual Performance Reporting

Only required for sites with 21st CCLC funding including ASSETs, 21st CCLC Base and 21st CCLC

supplemental.

Click on Group Activities, select one activity to update

Home

Participants & Staff

ELO 5Y 2023-2024

ELO Summer 2024

ELO SY 2024-2025

Group Activities

Walt List

Attendance
Compliance

SFUSD - Demao 7/1/2023to 6/30/2024
View by Initial

MName Begin

Fletcher Price 6:45AM-9:45AM Germaine Morman M, Th
SUMMER 2014

Test 2:00PM-5:00PM Test M,Tu,Th,F SY 23-24 12/1/23 1/31/24

7/3/23 6/24/24

Activities copied from CMS denoted with *

ACTIVITIES Current Term V ‘
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Click on Activity Category and Edit
Activity Category Edit

Select the Activity Categories for the Activity (The number of activity categories will be divided
equally by the number of hours of the activity)

SERVICE DETAILS

Fletcher Price 6:45AM-9:45AM Germaine Norman M, Th SUMMER 2014

Activity Type
Drop-In Activity [

ACTIVITY CATEGORIES

Activity Category

[l Academic Enrichment

[l Activities for English Learners

[ Assistance to Students who have been Truant, Suspended, or Expelled
[ICareer Competencies and Career Readiness
[ICultural Programs

[[IDrug and Violence Prevention and Counseling
[[|Expanded Library Service Hours

[[IHealthy and Active Lifestyle

[ Literacy Education

[l Parenting Skills and Family Literacy

[science, Technology, Engineering, and Mathematics
[ services for Individuals with Disabilities

[ Telecommunications and Technology Education
[IWell-rounded Education Activities
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Under the APR Reports Tab, we can run reports on Activities and Participation

REPORTS

SFUSD - Demo
Choose a Report

21st Century CLC APR
Activities

activity was offered.

Participation

attended.

APR Checklist

Exclusion Report

The activities report

21st Century CLC APR - Data Completion Reports

Total number of participants attending each activity along with how many total hours each

Total number of participants by grade level who attended based on the number of hours they

Lists students, staff, and activities and key 21C data. This report will help you examine what
data is being included in your APR.

Identifies reasons that services, participants, and staff are excluded from APR reports

How many participants attended this How many total hours of this activity
Actlvity Category activity category during the term category did you offer during the
{school year or summer)? term (school year or summer)?
Academic Enrichment a
Activities for English Learners 0
Assistance to Students who have been
Truant, Suspended, or Expelled 0 0
Career Competencies and Career
Readiness a
Cultural Programs Q
Drug and Violence Prevention and
Counseling Q 0
Expanded Library Service Hours Q 0
Healthy and Active Lifestyle Q 0
Literacy Education 0 0
Mo Category 224 5799
Parenting Skills and Family Literacy 0 a
Science, Technology, Engineering, and
Mathematics 0
Services for Individuals with Disabilities 0
Telecommunications and Technology
Education Q
Well-rounded Education Activities 0
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The participation report

270
oo lgahn leM S8 A M0 iy
more
TK a 0 1 2 1 7 "
Infant 0 0 0 ] 0 0 0
PK 0 0 0 0 0 0 0
K Q 0 1 5] 0 21 28
1 1 0 1 2 2 24 a0
2 Q0 0 0 0 2 a8 40
3 0 0 0 2 2 ar 41
4 a 0 0 2 4 a0 36
5 a 0 2 1 3 az 38
-] Q0 0 0 0 0 0 0
T Q 0 0 0 0 0 0
8 a 0 0 0 0 0 0
8 0 0 0 ] 0 0 0
10 Q0 0 0 0 0 0 0
11 Q 0 0 0 0 0 0
12 a 0 0 0 0 0 0
5th YR Senior 0 0 0 0 0 0 0
Unknown 0 0 0 0 0 0 0
Total 1 0 5 15 14 189 224
Demo Site

The SFUSD demo site is available for all sites
to practice any function of the EMS. To access
the demo site go to:
https://www.youthservices.net/sfusd/index.asp

Username: sfusd
Password: demosite
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