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Service Site 
Program Contacts 
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Adding a New User 
User Accounts - Add or Delete 
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Group Activities 
Setting Up Activities for School Year 

 
1.​ Add Activity 
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Group Activities 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

2.​ 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) 
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Group Activities 
3. General Info Page 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

Adding Staff: 

 

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 Activities 

4. Edit Schedule 
 

 

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. 

 
3.​ 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. 

 
2.​ 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 
activities should start at 1:45pm. 

3.​ 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 

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

2.​ Click on “Set Service Term”. 
3.​ Enter the Begin Date (Step 1) 
4.​ Enter the End Date (Step 2) 
5.​ Click the yellow tab “Set Term” (Step 3) 

 
 
 

 
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”. 
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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. 
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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) 

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

 
3.​ Then input the date of the clearance for 

both Fingerprinting and TB Testing. 
 
4.​ 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. 

 
5.​ To enter dates, either type in the date OR 

click on the calendar graphic next to the 
field and click on the appropriate date. 
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Participants & Staff 
Staff Information - con’t 
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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: 

 

 

 

 

 
 

 
Click on the “Find Person” tab. All youth that fit the description should appear below with a 
Home School, Grade and list an Action. 

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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Enrollment 
 

 

 

 

 

 

 

 
 
When enrolling youth, 
1.​ Start by clicking on an activity. 
2.​ From there click on the Enrollment 

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

3.​ 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. 
b.​ OR you can click on the letter of their 

last name. 
c.​ 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.) 

d.​ 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. 

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

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

​ In Step 3 (Figure 12.1) 
 

1.​ You will be asked to identify 
the start date within this 
activity for each youth. It will 
automatically assign the first 
day of the activity (in this 
example, Tuesday, June 19th). 

2.​ If you need to adjust the start 
date, enter it into the box next 
to the youth’s name in OR click 
on the calendar icon. 

3.​ Once you have completed 
entering start dates (if 
different from the first day of 
program) click on the yellow 
“Next Step” tab. 

 

 

 

 

 

In Step 4 (Figure 12.2) 
 

1.​ You will be asked to rectify any 
schedule conflicts. 

2.​ If you would like to disregard 
the conflict check the box next 
to a youth’s name. 

3.​ Otherwise, the system will 
NOT allow youth to be enrolled 
in two or more activities at the 
same time. 

4.​ When you are finished, click on 
the yellow “Next Step” tab and 
your activity will have 
enrollment. 
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Enrollment 
By Single Student 

 
 

EMS allows you to enroll an 
SFUSD student into one or more 
programs at once. This can be 
very useful when you have a new 
student enroll in your program or 
when you need to change an 
individual student’s schedule. 

 

1.​ From the “Participants & Staff” 
tab, this will bring you to the 
view in figure 13.1. 

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 
the student’s name. (Fig 
13.3). 

5.​ Click on the yellow 
“Enrollment” tab. 

6.​ You will be directed to Figure 
13.4. If the student is already 
enrolled in activities a list will 
appear below the Activities 
bar.  

7.​ To enroll the student in new 
activities click on the yellow 
“Add Activity” button. (Fig 
13.4) 

 
 
 
 

Continue to the next page...
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Enrollment 
By Single Student - con’t 

 
8.​ 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) 

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

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

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

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

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

 
 To edit a student’s enrollment in an individual activity 

1.​ Start by going to that activity under the 
Group Activities tab. 

2.​ Click on Enrollment and select the Edit 
button near the student who needs a 
change. 

3.​ You will be brought to Enrollment 
History (figure 15.2) for the student. 
Read the directions to understand how 
best to proceed. 

a.​ If you click on “Edit” you will be 
brought to figure 15.3. Detailed 
directions on this page will guide you 
on how to proceed. Editing allows you 
to DROP A YOUTH FROM ONE OR 
MORE ACTIVITIES WITHOUT LOSING 
DATA. 

 
b.​ To see how to re-enter a student into 

an activity go to page 18. 

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

 
 

 
 
 

​  
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Enrollment 
Edit Enrollment By Student - con’t 

 
6.​ From the Bulk Drop menu (Fig 

17.1) indicate the first day in which 
the student will no longer be 
counted, and therefore dropped, 
from one or more activities. 

7.​ Click the yellow “Next Step” 
button. (Fig 17.1) 

8.​ A list of all the activities will be 
listed. Only Current Term activities 
will be available to drop. This is to 
prevent you from dropping a youth 
from a previous semester or 
summer activity. (Fig 17.2) 

9.​ Check off all activities that you 
wish to drop the student from. (Fig 
17.2) 

10.​ Click the yellow “Drop Selected” 
button. (Fig 17.2) 

11.​ You will then be prompted to 
confirm the drop in figure 17.3. A 
highlighted section will show you of 
any potential data loss.  

12.​ Click the yew “Confirm Drop” 
button. (Fig 17.3) 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

Page 21 of 62 



 

Enrollment 
 

Edit Enrollment Re-Enroll By Activity 
 

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. 
 

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

b.​ 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) 

c.​ You will be brought to the 
Enrollment 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) 

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

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

Query Tool: General Search 
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. 
 

2.​ Select your criteria and click on the 
yellow “Find Person” tab. A list of youth 
will show up with a total number in the 
top right corner (Figure 19.3). 

3.​ Hit the yellow “Return” tab. 
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Enrollment 
Query Tool: Activity Name 

 

 

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

1.​ Click on the “Click to edit field” 
(Fig 20.1) button next to 
Activity Name. 

2.​ Check off the box next to the 
activity whose enrollment data 
you wish to duplicate (Fig 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. 

5.​ A list of youth will appear on your 
screen with the number of youth 
selected (Fig 20.3). 

6.​ Click the yellow “Return” tab (Fig 
20.3). 

7.​ You will return to the main Query 
Tool page (magnified in Fig 20.4). 

8.​ If you are happy with your selection, 
click the yellow tab “Return” (Fig 
20.4). 

9.​ If you are unhappy with your 
selection, revise your search by 
repeating steps 1 through 7. 
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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. 
 

To create a new Group in order to link 
multiple activities: 

1.​ In the group activities section click on 
the yellow “View Groups” tab. 

2.​ Click on the yellow “Add Group” tab. 

 

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

1.​ Name the group 

2.​ Provide a description of the group 

3.​ Click the yellow “Create” button 

 

From here, you can add youth OR activities to 
the group. Once youth are enrolled in the group 
they will be enrolled in any activity that is added 
to the group. 

1.​ Click on “Click Here to Link Participants.” 

2.​ To Link Activities first go to fig 23. 

 

 

You will be brought to the “Link Participants” 
screen. You may enroll youth in several ways: 

1.​ Input one youth at a time by using the First 
Name or Last Name search. 

2.​ Click on the letter of the last name of the youth. 

3.​ Click on “ALL” to view all youth in your school 
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”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

You will be 
brought to the 
Confirm Link 
screen below. 
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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. 

 
 
 

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

2.​ At this point if you have 
not yet created activities, 
go back to the main “Group 
Activities” tab on the left of 
the screen. Follow the 
directions on pages 3 
through 7 of this User 
Guide. 

3.​ If you have already created 
all of your activities, check 
off the names of the 
activities that you wish to 
link to your group and click 
“Link Selected Activities”. 

 
 
 

The final step to link activities in 
your new group is to confirm the 
start date for each activity.  You 
will have three choices: 
1.​ Choose “today’s date” 
2.​ Set the dates to the first 

date of each activity 
(beginning of each activity) 

3.​ Manually enter a date in 
the box to the right of 
the activity 
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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. 
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Linking Activities 
Changing Groups 

 
DROP FROM OUTGOING GROUP - con’t 
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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. 
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Linking Activities 
Changing Groups  

 
Add to Incoming Group - con’t  
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Attendance Reports 
Attendance Collection Tool 

 
 

Elementary and K-8 Sites: 
●​ ExCEL Weekly Sign-In Sheet (Fig 28.1) 

 
Middle School: 

●​ SFUSD ExCEL Middle School Sign-In Sheet OR 
●​ BLANK SFUSD ExCEL Middle School Sign-In Sheet 

 
High School: 

●​ SFUSD ExCEL High School Sign-In Sheet (Fig 28.2) OR 
●​ BLANK SFUSD ExCEL High School Sign-In Sheet (Fig 28.3) 

 

Elementary & K-8​ High School 

 

 

 

 

 

 
 

Fig 28.1 
 

Middle School 
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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. 
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Attendance Reports: Attendance Collection 

SFUSD - ExCEL Weekly Sign In Sheet  
(Elementary School) 

 
 

 
 

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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Attendance Reports: Attendance Collection 
SFUSD - ExCEL Weekly Sign In Sheet  

(Middle School) 

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

 
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 
the Master list (Fig 31.4) there are 10 blank slots 
for new students to write in their name. 

4.​ Choose the activity/ activities you want to print the 
attendance sheets for. 
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Attendance Reports: Attendance Collection 
BO Report 

Complete Participant Attendance Sheet (Duplicated) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

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 
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Inputting Attendance 
Weekly Attendance 

 

Sites can now submit attendance in a weekly format. 
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Inputting Attendance 
Group Activities 
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Inputting Attendance 
By Group 

 
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. 
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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. 

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

Fig 34.1 

Page 42 of 62 



 

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. 
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Funding 
Matching Funds - con’t 
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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 ExCEL families. 
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Funding 
ExCEL Program Fees - con’t 
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Inventory 

 
Items purchased through ExCEL After School Programs funds (ASES, 21st 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. 
 

 
 
 
 

Page 47 of 62 



 

Inventory Barcode Label Report 

Sites can print their labels from EMS for their equipment. 
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Attendance Reports 
Process by Grant Type  

 
 

 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

56 
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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. 
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Attendance Reports 
Complete Participant Attendance Sheet 
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Attendance Reports 
Complete Participant Attendance Sheet 
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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. 
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Contracts 
Program Summary 
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Contracts 
Program Summary - Amendment 
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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 

 
 
 
 
Step 2: “ELO Report” 

 
Step 3: Download in excel file or PDF 
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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 -  

●​ List either “opted out”, “No parent response” or “On priority waitlist” 
●​ Once the student is enrolled in an activity, the next morning their green bar will show 

us as “enrolled” on the ELO-P tab 
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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 
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Click on Activity Category and 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) 
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Under the APR Reports Tab, we can run reports on Activities and Participation 
 

 
 
 
The activities report 
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The participation report

 

 
 
 

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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