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Contact Manager

Contact Manager is a tool all staff can use to track comments/contacts with students and their
families. Contact lists are automatically created for teachers that have an association with the
students through homeroom or as independent study supervising teachers. Quickly allows staff to
note time, focus, and outcomes of any meeting with any student. In addition, there is an option to
send notifications to specific individuals, regarding the specific contacts.

The Student Engagement feature integrated into Contact Manager allows a school to track any
instructional sessions for any student across time. Any staff member who deals with any student
can leave brief information regarding:

e Time spent with the student (minutes, hours). This can be documented in the past or
automatically in the present.

e Any type of educational activity can be tracked: phone, in-person, class time, small group
instruction, tutoring, email, etc.

e Time and subject matter information can be left for every student in a class or for an
individual student.

Depending on permissions set, some users will be able to view all contact lists while others will
be able to only view the homeroom teacher's/independent study teacher's contacts if they too
teach the student.

Access to Contact Manager

Contact Manager can be accessed from four vantage points:

1. Administration > Student Info > Contact Manager
If you enter Contact Manager via this route, you have the ability to select and view
contacts for any Staff if Security privileges allow

2. Teacher Pages > Contact Manager
If you enter Contact Manager via this route, you only have the ability to select and
view contacts for your rosters (Homeroom, PLS Classes, LC Classes, HQT Classes,
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Create Contacts for Certain Students

5. Click “Contact Now” to create contact for individual student. Or select a group students
and click the “Create Contacts for Selected Students” button.

$30cIated Studant Contacts -
Viswing comtact st Cheders, Cheres (Roster). which currently has 25 shudents In &
Click “Contact Now" to create

tact for individual student

4 { Last contact on 022872017 )

Cusrent Contact Now 5 ( Last contact on 027282017 )

Cuareont Contact Now 1 ¢ Last contact on 02482017

- ‘ Croats Contacts for Setecied Stdores | )

Put a check mark next to student(s) name /  R———

to create contact for a specific group

Qurrent

6. Enter all relevant information to the contact and “SAVE CONTACT”

Fortact Student
Student Name. Sadeos St

NOte: AGIING 20CRI0AN Ssens wil Credie 3 cofy of Inis CONBICT Der Sts0ent Seiacied. Fures changes v
ORI 10 D SOOE 35 SRCN COMT SEpIriney

Contactes By warm
Contactad Far Chadars, Chess (RiAM1)
It Verdor 3as5ien: Name of

AL) 3000 SDIQERTS.

- Choone - .

Wengdor (eptional)
Specialist Type  Adwiasiann v
AreaSutiest ot Focws Choxne .

Date Contacied: QLB 017 [a]
Beginning Tame; 313 N PR
AN i ]

£nd Tune!
NOLE: If 2l DENE WO Creatng  HEw CONMKT 16 MFSh Sme 1 XA0MAtcaly Set Whin Saving ite contact

Tt v TOLN! Ui In MRNULES.
Cantact Methad? - Chone .
Sacceasiully Made Contact? rae No
Folow up Requind?  ves
: Notes:

C D)
Sana Noafication Flag: - SELECT - A

NOTE: Information relevant to the student is available by expanding the blue arrow
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Contact Student S

Student Name: Bladeck Scoft \ ' Student Information
m v Household information

Add additional students:

Bladeck, Pearl (Mother)

Note: Adding adaitional students will Créate a copy of this contact per studen! selecled, Further changes will 1234 Bend Ave Blairsden, CA 56103

need 10 be done fo each conact separately Home Pnone
Contacted By: teann - ) Work Phone
Contacted F‘or‘.i-’f.mkx’:rs' Cheree (Roster) E::L‘:""”"
i Vendor Session: Name of |~ o v bmadcck@mmnator.com
Vendor (optional) — > -
Specialist !me‘ Administrator ¥ ' Class information

After your contact is saved, you can return to your roster to view all contacts. Click the “Show
Contacts” box to expand and view/read any contacts made for any student. Contacts may be
printed for individual student or a group of selected students.

Schoel Yeer Rarge
jldsosineed Subenx Comaess Show contact
wamng contt kel Chigers. Cheree (Reater) anch OaTeety Aus 35 sasderts » £

e Coved, Sl o wa ssasson O @

K , s e et

\._ Edit contact Print contacts
information per student

GREEN: successful contact

RED: unsuccessful contact
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Administrative Contact Report

e This report is used to view contacts for a specific date range, Teacher, Student, and Vendor
Staff, and more. Various filters are available to pull a report of contacts that have been

logged within Contact Manager.

e To access, click the gray Contact Report tab > Select dates & filters > Show Report

Contac Report

v Restrictions
Leaming Center
0 Selocwmd (dataulty o &3
School Year Range
2016 -2097 - Manualty Specied -
s —
062072016 thry | 02/28/2017 :
w Other Options
Expont Student
csv At
Show Zero Duration
Show contacts weh 2ero duration and/or contacts failed to be made Vendor Staft
1 Seiected
Display Type
Al Students Subject or Area of Focus
— A~ -
Teacher Student Met With
Al Contact Method
A
Assigned Teacher
All - Note Search
(Sntent Meme ConmmtOme  Gootat Tmw N Tew | Corass Memos Wt e Tame ot o
RARRE ! | | ] e - € sOwd menl, LT
. - e D s e o - i 13 Pagea Mo aTean SRR ) P Sy SR A weh AT &
e metant
22N e .‘Jht\nl -~ el s § 02 Cogun o AFteTuER --:-.n.-n‘un
P T TS p———,
WITS0N 032w A " e R 312 Saghen N warwraos e
e
wnan ."WI-GIM Aaow e Ungla Oveas .h*\u-ﬁ‘ ‘H:MM- -m ‘ml-n!mrwmm-—
e o > ‘ 5 rosrs S Lo oo s
A tome » 3 - Prs— | ey 1wt 1912 cogaem tunm " we——
o~ 11000 - - 713 Pnghen Tuswe erp——
P— e 5 E— | Sy Laten > 12 Enghe Tumw e
S Y 2 Powr I e o cocwy _wans et o vate v
G Assen 1 I I ‘--lu-'(um-n-«
RS0 Y Bk SR Y B . Bt 912 Ohghe T ama MYy 0
‘- o0 ey " oy Aves 512 Eoghen T oty g 43
37 o Ee- Yesrg Ants 5 42 Saghr Tusx wrremas
520 g T 3 g Aves P T S
e — [, wng Anta »12 Eoghe Ty U
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How do | Send
Contact Manager Notifications?

e When creating a contact in Contact Manager, you may send a notification to selected staff
members and/or parents of the student, regarding the nature of the contact that is being
created.

Recent Pages

e Staff members will have notification flags appear next to the profile picture at the top of right
of the SIS

o Color of the flag indicates level of importance or priority of notification
(Emergency, Attention Needed, Academic Failure, General Information)

e Sending a notification
1. Create contact as described in steps above and enter all relevant information

2. Prior to saving contact, select type of “Notification Flag” from the drop-down box. Once

the flag is selected the color of flag will be displayed (Example: “Attention Needed
ASAP” is highlighted red)

— TSm0

Send myselt a notification as welk:|| —~ SELECT -
T, Emergency

Notify Staff: att
Altention Needed ASAP

Academic Fallure

Atendance Issues Y
General Information/Counselor

General Information/Office

| General Information/Aamin
e e oy :

3. Select staff members to notify. Multiple staff may be selected by holding CTRL + Click
to select multiple Staff and/or chose to send Parents an Email notification.
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Select Parents to receive

ER r— |

“ﬂﬂ myseit 3 notification

Yes
% well!

Notity Staft: | Not' 'CTRL + CHick to select mllmpli star

ogel Lindsey (Administrator)

Stantery, St (Administralon)

Afkies. Thomas (Noo-centilficaiod Adesinisinater)

Foder. Norman (Non-Conificated Admisistalon Pupd secvices)
Smith, Loca (Nen-certificated Administrator. Other Classified Staff)
Johnson, Joknn (Office'Clerical)

Pope. Rebecca (Offica'Clarical)

Zengee. Ageil (Office/Clerical)

Zenger. John (OfficeClerical)

Alphin, Katharing (Othee Classitied Szaft)

Deitee. Jobn (Other Classified Staff)

Kekon. Biake (Other Classified Staff)

Send Notification to
Parents:

\

A Send E-mail 1o Parents:

Yos

—
Select staff members to
receive the notification
—

Email notification
4, SAVE Contact
5.

This area will eventually
send notification to Portal.
Not currently available.

.

Once the contact is saved and you “Show Contacts” for a specific student “Notification

Flag Information” the flag notification sent will be noted. You can also clicking on “Edit”

of contact saved

Met VWith

Reeves Leann (eann)

Reeves. LeAnn {

@rPhone

(IPhone

leann)

Reeves, LeAnn (leann)

Reeves, LeAnn (leann) Phone

Contact Method 7

ot attend monihy méeing. Please cal

eacher t

e

giish Ao toddy MSSING sev

Details of notifications sent

Flag | Descri
are included within the .". peIpam
Aftention Needed ASAP | S1aff . Ashion, Taryn
specific contact for which it ! i,
was attached M | Attention Needed -'\SA.D.Suq Boyd, Danice

o

’ Parent Information

' Class information

’ Notification Flag information

Aftention Needed ASAP

| Attention Needed ASAP

Notification Recipient

S1af: Brenneman, Kamieen | Mon Jul 13,2015 -

Staff : Chiiders, Cheree

‘:Dﬂem

Mon Jul 13, 2015 - 2.02 pm
"-‘OﬂJUI".‘\ 2015-2.02 pm
202 pm

Mon Jut 13, 2015 - 2:02 pm

Where will staff see the notifications they have received?
Staff members will have flags next to the notifications envelope count in the blue

header of the SIS to show nature of notification

Color of the flag will indicate level of the importance or priority of notification
Hover over the flag for a brief description

Recent Pages

\ =
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6. Click directly on the flag to read notification

[Shomw staiwad messages? e
Shcw POBECItoRE 1T Rewer Lok

Contact Manager Notifications

orstices sot ot i Lxtacs el De wown Soow

(Seot By Sudject

7. To mark the notification as Read, click the box to the left of the notification, typing
CONFIRM, and clicking “Mark All Checked Contact Notifications as Read”. The Date

and time read will be noted.

CONFIRM

Mark All Checked Contact Notifications as Read
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Administration: Set-Up Notification Flags

1. To set-up notification flags go to Administration > Settings > Trigger Emails
2. Click on the “Notification Flags” tab

| Email Notifications | | Notification Flags || Event Triggers |

lcon | Description Color | Edit
- Emergency Pink Edit <:|
- Attention Needed ASAP Red Edit
. Academic Failure Orange | Edit
I | Attendance Issues Yellow | Edit

General Information/Counselor | White | Edit

General Information/Office Blue Edit

A
B | General Information/Admin Lime |Edit

<[AddNewF®

e

3. You may “Edit” the default flags that are available or.....

4. Click “New Flag”, enter flag description, select color, and “Save Flag Settings”
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Administration:
Contact Manager School Policies

1. Schools have the ability to customize the options in the drop downs for “Area/Subject of
Focus” and “Contact Method”

Student Name: | Biadeck, Scott

Add Student

Note: Adding additional students will create a cop’
need 10 be done o each contact separately

Contacted By:|leann
Contacted For: | Childers, Cheree (Roster)
If Vendor Session: Name of

Add additional students:

Vendor (optional)| -~ CN%%%¢ - *]
Specialist Type  Administrator ¥ |
Area/Subject of Focus: || - Choose - gl ——
Date Contacted: (0301207 |0
Beginning Time:{[101 | L AM @ PM
End Time:|._____| OAM O PM
Note: If left biank when creating a new contact, thy
A ]
e Total time in minutes.
Contact Method?| - Choose - v
2. Access School Policies via Admin > Settings > Policies > Contact Manager — click to
show policies
3. See policies #8 and #9. Enter custom list with no commas or spaces. Then “Set
Preferences”

B Wh1 0p0cas a6 be sereceed faf Conloct Nethaa? {ontacme tho 0ot ans]

I Feae o SOUCY OPOONS % 8 S8 o0 CINARCT Mncel 2 T SeIT eaT Trey I 4 COrUELY eimand Prosee. ot by Passon 21 5

Pheane sef T CHOOT cart e 304 B AR o Focus 1 M Morf fest Tiwy man! S¢ coovma e ed Vicertdy ) ot Vaarts, Moy
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