Enrolling and Managing
Students

Using
Scholastic Achievement
Manager

For use with SAM v1.10.0

Copyright © 2010 by Scholastic Inc. All rights reserved. Published by Scholastic Inc.
PDF0118 (PDF)

SCHOLASTIC, SYSTEM 44, SCHOLASTIC PHONICS INVENTORY, SCHOLASTIC ACHIEVEMENT
MANAGER, SCHOLASTIC READING COUNTS!, SCHOLASTIC READING INVENTORY, READ 180,
READABOUT, FASTTMATH, and associated logos are trademarks and/or registered trademarks
of Scholastic Inc. LEXILE and LEXILE FRAMEWORK are registered trademarks of MetaMetrics.
Other company names, brand names, and product names are the property and/or
trademarks of their respective owners.



Table of Contents

What’s New in Scholastic Achievement Manager (SAM)

R T 01 4
L0 1= 5
ADOUL SAM. ...ttt e e e e e ne e 5
AboUt ThiS ManUa .........coooiiiii e e 5
A Note About Installation ..o 6
A Note About Adobe® REAAEI™ ............coorvveeueeerrereeoeeeeeseeeeeeeeees s 6
Editing, Viewing, and Adding Accounts.............cccccummmmmnnnnnnns 7
Editing Your OwWn Profile ... 7
Editing a District Profile.........ccooo i 7
Viewing or Editing a School Profile ... 9
Setting Up Schools in the DistriCt..........coceiiiiiiiii e 10
Clearing @ SChool ROSTEN........couiiiiiieeiee e 11
Adding Custom School Demographics..........cccooeviiiiiiiieiienc e 12
Adding and Enrolling Students............cccccmmmmmmmmmmnnnnnnnnnnnnnnnes 13
AddING STUAENTS ... 13
ENrolling StUAENTS ......oc.eiiiiiieeeee s 14
Advanced SettiNgs .......coiiiiiiii 15
Importing Student Data.........coceoiiiiiiii e 16
Exporting Student Data..........cocviiiiiiiiiie e 17
Saving Exported Data.........cocoiiiiiiiie e 18
VieW OUIPUL FIlES ... 19
Managing Inactive ACCOUNTS ........c.ccooviiiiii i 20
Using SAM in the ClassSroom ...........cccccccmmmmmmmmnnnnnnnnnnnnnnnnnnns 26
Using the SmartBar to Work With Classes ..........coccvcereinieninicneee 26
About the My Classes Profile SCreen ... 27
Editing the Teacher Profile ... 28
Viewing Program Usage for All ClassSes.........ccoovviiiiiiiiiiiinieenec e 29
Program Settings .......oouiiiiiiiiie s 30
Grading TOOIS .....cccueiiieiie e 31
CertifiCateS ..o e 32
Working With Individual Classes.........cccccccmmmmmmmmmmmnnnnnnnnnnnnns 33
Using the SmartBar to Work With Individual Classes .........cccccccceenieennee.. 33
About the Class Profile SCreen ... 33
Editing @ Class Profile..........cooiiiiieeeee 34
Deactivate a Class Profile ... 35
Deactivate @ TeaACNEI .........cuii i 35
Changing Program Settings for a Class ..........cccoeeeieinienieniene e 35
Enrolling and Managing Students in SAM v1.10.0 Updated 07.01.10 Table of Contents ¢ 2

TM & © Scholastic Inc. All rights reserved. PDF0118 (PDF)



Working With Groups..........ccccccuuemmmmmmmmmmmmmnmnnnnnnnnnnnnnnnnsnnnnnnnnnes 36

Using the SmartBar to Work With Groups .........cccocvvieeieeneenincneeeen 36
Editing @ Group Profile.........ccooiiiiiieeee e 37
Deleting @ Group Profile ..o 38
Changing Program Settings for Groups ..........cccocveeieenienieniene e 38
Working With Individual Students .............ceummmmmmmeiminnnnnnnnnnes 39
Using the SmartBar to Work With Students............cccocoveiiiiiininininn, 39
About the Student Profile.........coooiiiiii e 39
Viewing a Student’'s Program Usage ...........coceviirieiiieninec e 40
Editing a Student Profile ... 40
Searching for STUAENTS .......coeiiiii e 41
Deactivating a Student Profile.............cooiiiiiinee, 42
Changing Program Settings for Individual Students..........c.ccccooeiiniinnee. 42
Evaluating Student Performance With Grading TooIs...........cccccceieenenne 42
Customer SUPPOI ... 43
Enrolling and Managing Students in SAM v1.10.0 Updated 07.01.10 Table of Contents ¢ 3

TM & © Scholastic Inc. All rights reserved. PDF0118 (PDF)



What’s New in Scholastic Achievement Manager
(SAM) v1.10.0?

Scholastic customers already using Scholastic Achievement Manager (SAM) will
notice many new features in version 1.10.0.

Browser-based Client Software

¢ ltis no longer necessary to install SAM Client software on every teacher
workstation. SAM now opens in an Internet browser, and uses a secure
Internet connection to connect to the district servers.

New Password Requirements

® SAM has new password requirements in version 1.10.0. Passwords now
require six or more characters, of which one must be a numeral.

New Features in Data Export

¢ The Data Export file now shows which classes are associated with
particular EE programs, as selected in the Manage Application function in
the Class Profile.
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Overview

About SAM

The Scholastic Achievement Manager® (SAM) is the management system for all
Scholastic Enterprise Edition programs, including READ 180°, System 44°,
Scholastic Phonics Inventory™, Scholastic Reading Inventory™, Scholastic
Reading Counts!®, ReadAbout®, and FASTT Math®.

Teachers and administrators may use the Scholastic Achievement Manager (SAM)
to customize students’ learning experiences, keep track of their grades, and
monitor student performance in the software. Teachers may also view and print
reports.

With the tools in SAM, teachers may:
e Change global settings for their students or classes;
e Enable or disable Topic CDs to guide students to topics of their choosing;
e Enroll and unenroll students in Scholastic programs;
e Assign grades;

e Print reports.

About This Manual

This manual covers adding students to SAM, setting up accounts at the student
level, and enrolling students in Scholastic programs through SAM. For other
reference issues, see the guide below. All manuals are available at the Scholastic
Education Product Support website.

For information on: See:
Specific settings and reports for SAM Settings and Reports manual for
Scholastic EE programs the specific Scholastic program

Getting started in SAM and setting up Getting Started With
accounts at the district and school level Scholastic Achievement Manager

SAM Resources Using Resources in
Scholastic Achievement Manager
The Book Expert Using the Book Expert in
Scholastic Achievement Manager
Using SAM Connect SAM Connect Users’ Guide
Setting up an aggregate server, SAM Data Management Manual

importing or exporting records, or other
administrative tasks
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SAM manages teacher and student rosters and collects and organizes
performance data that students generate while using Scholastic programs. SAM
helps teachers and administrators implement data-driven instruction by providing
easy-to-use tools for:

e Managing student rosters;

e  Generating reports that capture student performance data at the student,
classroom, school, and district levels;

e Locating helpful resources for classroom instruction;

e  Customizing settings for each student, group, and class.

SAM also supports teachers and administrators by:

¢ Including demographic information and enhanced data aggregation
capabilities to generate reports;

e  Aligning instruction to other educational standards;

e Communicating student progress to parents, teachers, and
administrators;

e  Facilitating the import and export of data from a student information
system (SIS) or a data warehouse.

A Note About Installation

The school or district Technical Administrator installs and sets up SAM and the
Scholastic programs purchased by the school. For information about the
installation process, see the Installation Guide on the Scholastic Education
Product Support website for the specific program.

A Note About Adobe® Reader®

SAM requires Adobe Reader to work correctly. Adobe Reader is included in the
installation package; however, the installation process does not automatically
install it.

Scholastic recommends that classroom computers with Adobe Reader already
installed use their paid version of the program rather than the version included in
the installation package. Teachers and administrators who need to install Adobe
Reader should use the Adobe installer enclosed in the support directory on the
program installation CDs.
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Editing, Viewing, and Adding Accounts

Editing Your Own Profile

To edit your own profile in SAM:

1. Click the My Profile link in the Quick Links section in the upper right corner
of any screen in SAM. This opens the Edit Profile Screen that displays the
information for your account.

2. To edit any field, highlight the text and type the new information.
3. Click Save to save all edits. Click Cancel to close the window without saving
any changes.

Editing a District Profile

District administrators may edit the district’s profile. To see this information:

1. Double-click My District at the top of the SmartBar.

2. Click the Edit District Profile link under Manage Roster. This opens the Edit
District Profile Screen. The Screen contains three tabs: Profile, Contact, and
Demographics.
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Enrolling and Managing Students Using SAM

3. On the Profile tab, enter the district name and choose the state name from
the pull-down menu (required). Enter the aggregation server IP address if
appropriate. This is used when utilizing and conducting automatic
aggregation events.

4. On the Contact tab, enter information about the district administrator, district
address, and phone number.

Enrolling and Managing Students in SAM v1.10.0 Updated 07.01.10 Editing, Viewing, and Adding Accounts * 8
TM & © Scholastic Inc. All rights reserved. PDF0118 (PDF)



5. On the Demographics tab, enter demographic information about the district
that may be useful for district reporting purposes. Use the Add A New
Demographic button to create custom demographic groups for the district's
reporting. See the Adding School Demographics section for more
information.

6. Click Save when finished editing the district profile, or click Cancel to close

the window without saving changes.

Viewing or Editing a School Profile

To view or edit a school’s profile, click Schools on the SmartBar, then double-click
the school’'s name to access the school’s Profile Screen. Follow the same steps as
when editing the district profile.
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Setting Up Schools in the District

Each school with students using Scholastic programs needs a SAM profile. To set
up a school:

1. Login to SAM and click My District on top of the SmartBar to open the
District Profile Screen.

2. Click the Add a School link under Manage Roster to open the Add a School
Screen. There are three tabs: Profile, Contact, and Demographics.

3. On the Profile tab, enter the requested basic information about the school,
including:

¢ School name;

¢ School number;

¢ Grades (use the check boxes to indicate which grades exist at this school);
® School type (use check boxes to indicate the type of school being set up);
® Title 1 Status (use the pull-down menu to identify school’s Title 1 status);

¢ School calendar (use the pull-down menu to select school year start and
end dates, as well as the number and duration of any grading periods).
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4. On the Contact tab, enter information such as title, address, and phone
number for the school’s contact. The address and phone number are
required.

5. Use the Demographics tab to choose adequate yearly progress (AYP)
information for reporting purposes. This allows anyone enrolling new
students to provide demographic and program information about them that
can be used for reports or data export needs.

Clearing a School Roster

To deactivate all teachers, classes, and students associated with a school and
move these records to Inactive Accounts (page 20), click the Clear School Roster
link Manage Roster in the upper right corner of the Class Profile Screen.

NOTE: Clearing a school roster cannot be undone. Scholastic strongly
recommends backing up your SAM database before clearing a school roster.
See the SAM Data Management Manaul for more information on backing up
your database.

Clicking Clear School Roster opens a confirmation window. Click Yes to confirm
that you want to clear the school roster, or click No to return to the District Profile
Screen.
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Adding Custom School Demographics

Use the Demographics tab to add custom demographic groups associated with the
school. To create custom demographic groups:

1. Click the Add A New Demographic button on the Demographics tab to open
the Add A New Demographic Screen.

2. Enter the custom demographic name in the field. Click Save to add the
information to SAM. Click Cancel to return to the Demographics tab without
adding the new demographic category.

Additions appear in the Custom menu on the Demographics tab. Use the Edit and

Delete links next to the custom demographic categories to change or remove them
from SAM.

NOTE: Demographic subgroups can also be created and managed for multiple
schools in a district through the district profile.

Enrolling and Managing Students in SAM v1.10.0 Updated 07.01.10 Editing, Viewing, and Adding Accounts * 12
TM & © Scholastic Inc. All rights reserved. PDF0118 (PDF)



Adding and Enrolling Students

Adding Students

Students using
Scholastic
programs need
roster information
entered into SAM.
If the district
imported this
information, use
the Edit Student
Profile link under
Manage Roster on
the student’s
Profile Screen to
edit the student’s
profile. Otherwise,
to add a student:

1. Double-click a grade, teacher, class, or group in the SmartBar.

2. Click Add a Student under Manage Roster on the Profile Screen to open the
Add a Student Screen.

3. Click the Profile tab on the Add A Student Screen to enter the student’s
information. Use the check boxes to assign the student to classes. Enter a
password in the Password field. Retype it in the Confirm Password field.

4. Select demographic groups for the student on the Demographics tab and
information about the student’s parent or guardian on the Guardian tab.

5. Click Save to save the student data and close the window, or click Cancel to
return to the Profile Screen without saving the new student.

NOTE: SAM v1.10.0 passwords must be between 6 and 16 characters with at least
one numeral. If upgrading from an earlier version of SAM version, password
requirements will default to version 1.9’s more stringent requirements (8 to 16
characters, no part of the user’s first or last name, one numeral and one special
character). Your district administrator may change these requirements through the
SAM Server Utility. Previously set passwords and password requirements are
unaffected.
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Enrolling Students

Students must be enrolled in Scholastic programs before they may use them. To
enroll a student in a program, first make sure there are activated licenses for that
program. Once this is done, enroll students by following these steps:

1.
2,

Double-click the student, class, or school tab in the SmartBar.

Click the Manage Enrollment link in the Manage Roster menu at the upper
right corner of any Profile Screen.

Use the check boxes to enroll students in Scholastic programs. Use the
check box in the header row to enroll all students in a specific program.

Click Save & Return to save changes and close the window or Cancel to
nullify changes.

Teacher Tip

To enroll a student in a Scholastic program, there must be available licenses.
Check on license usage on the Profile screen in the Usage Summary. There
must be a license for every student enrolled in a Scholastic program.
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Advanced Settings

Most features in Advanced Settings are available only for those users with

administrative permissions. These options include:
e  Managing Licenses
e  Migrating Data
e |mporting Student Data
e Importing Teachers
e  Exporting Student Data
e  Managing Inactive Accounts
e  Managing Student Promotions
e  Viewing Output Files
e  Backing Up
e  Maintenance Log (PDF)

e  Managing Administrative Accounts

The following option is available for administrators only if they have indicated that
their server is an aggregation server during the installation process:

e  Aggregation Scheduler

For more information on these options, see the SAM Data Management Manual.

Additionally, administrators may give teachers permission to access Manage
Inactive Accounts. See Getting Started in Scholastic Achievement Manager for

more information on how to change teachers’ permissions.
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Importing Student Data

When students transfer into or out of a school it may be necessary to import or
export roster information and performance data from the database.

Student information may be stored in an existing database, such as an SIS system,
that is compatible with SAM. If the information is in comma separated value (*.csv)
format, it may be imported into SAM to quickly and easily create students’ profiles.

To import student data into SAM:
1. Back up the SAM database before importing any files.
2. Click the Roster tab to access the Profile Screen at the district level.

3. Click the Import link from the Advanced Settings menu to open the Import
Wizard in a browser window.

4. Click Browse (or Choose File on a Mac®) on the Select File Screen to
search the computer’s hard drive for the file to import into SAM.

5. Select a file and click Next. Based on the type of file, the system will identify
the type of import operation. It may choose from the following possible import
data types:

e Aggregate data: Copy roster and student performance data to
include in school- or district-wide aggregated reports.

e Transfer student data into SAM: Move students’ roster and
performance data from another SAM server into the current SAM
database.

e Import CSV roster data: Import student roster information from a
different software application into the current SAM server.

e Import SRI Lexile® data: Copy selected students’ SRI Lexile scores
from another SAM database into the current SAM database.

6. Click Import on the Confirmation Screen to import the file.
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Exporting Student Data

To use data stored in the SAM database with other applications (such as an SIS
system), various data may be exported to re-purpose it for specific needs.

To export data from SAM:
1. Click the Roster tab to access the Profile Screen.

2. Click the Export link in Advanced Settings to open the Export Wizard in a
browser window.

3. Select the purpose of the export from the opening screen, and then click
Next.

Choose from the following file export types:

e Aggregate Data: Copy and export roster and student performance data
to include it in school- or district-wide aggregated reports. This will create
a *.zip file that may be imported onto an aggregation server.

e Transfer Data: Move students’ roster and performance data from the
current SAM database onto another SAM database. This will create a
*.zip file that may be imported into another SAM server.

e Export CSV Roster Data: Export student roster information from the
current SAM database for use in another application. This will create a
*.csv file that may be opened in Excel.

e Export SRI Lexile® Data: Export students’ SRI Lexile scores from the
current SAM database for use in another SAM installation. This will create
a *.zip file that may be imported into another SAM server.

e Export SRI Data Analysis File: This option should only be used at the
direction of Scholastic technical staff.

Depending on the purpose, the Export Wizard shows one of the following screens:

For aggregation: A program selection screen. Select the program(s) that will be
used to run aggregate reports. Click Next to export aggregated data.

For roster and performance data: Choose the students for which to export data.
When students are selected, a time period selection screen appears. Select a date
range over which to export data and information, then click Next. A program
selection screen appears. Select the program(s) that the student has used which
need to be exported, then click Export.

For SRI Lexile Data: Select a school, class, or student(s) for which to export
scores, then click Next. An export confirmation screen appears.
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A notification in the Message Center on the SAM Home Page alerts users that the
export is complete. Exported data files should be stored in the SAM database or

saved to a different location on the computer.

Saving Exported Data

If performing multiple exports over time, or using the exported data for purposes
other than what are included in the SAM capabilities, the data may be saved to a

location on the computer’s hard drive.

To save files to a location other than SAM:

1. Click the Show me . .. link next to the file to save in the Message Center.
This will open the import/export jobs window in a new browser.

2. Click the link under the View File column for the file to save. To save *.csv
files, right-click the link and select Save Target As. When the save dialogue
box appears, change the file name extension to *.csv and choose All Files in

the Save As Type pull-down menu.

3. Select a file location in the directory window, then click Save.

Enrolling and Managing Students in SAM v1.10.0 Updated 07.01.10
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View Output Files

View a list of every file created for this SAM installation to review the files in the
database. To view the files:

1. Click View Output Files in the Advanced Settings menu on the Roster
Screen. This will open the View Output Files window in a new browser.

2. To access a file, click the link for the file name to download the file. To save
*.csv files, right-click the link and select Save Target As. When the save
dialogue box appears, change the file name extension to *.csv and choose
All Files in the Save As Type pull-down menu.
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Managing Inactive Accounts

Inactive accounts are schools, classes, teachers, groups, or students that exist in
the database but are not accessible (or visible on the SmartBar) to the current
user. An account may be designated inactive if, for example, a student moves out
of the school or district.

Technical Administrators may be responsible for deleting accounts. Any teacher or
student who has a profile in SAM but is not using a Scholastic program may be
designated as an inactive account.

The table below shows what defines each account type as Active or Inactive:

Account Type Active Inactive

Student Associated with at Not associated with
least one class any classes

Teacher Associated with at Not associated with
least one class any classes

Class Associated with at Not associated with
least one school any schools

School Associated with at Not associated with
least one district any districts

Imported accounts that do not specify the school and class name will be found in
Inactive Accounts. All student accounts that have been imported must be activated
before students may use Scholastic programs. Student accounts may be activated
individually or in batches.

NOTE: School and district administrative accounts do not appear in Manage
Inactive Accounts; access them by clicking Manage Admin Accounts under the
Advanced Settings menu on an administrator’s Profile Screen.

Enrolling and Managing Students in SAM v1.10.0 Updated 07.01.10
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To manage inactive accounts:

1.

Click the Manage Inactive Accounts link in the Advanced Settings menu on
the Profile Screen. This will open the Manage Inactive Accounts Screen. The
screen displays inactive student accounts. Use the pull-down menu to
display inactive accounts for teachers, classes, or schools. This screen
includes a Status column indicating whether or not the student appears in the
SmartBar and an Enrollment column. The table is sorted alphabetically by
Name; however, clicking any column heading re-sorts the information in the
table.

Use the check boxes to select accounts to activate, unenroll, or delete. Click
the box in the header row to select all.

Use the Select an Option pull-down menu to choose which action to perform
for the selected accounts, then click Go. The choices are:

e Assign to Class: Assigns individual or several students to a class;
e Unenroll: Unenrolls students from programs;

¢ Deletion from SAM: Permanently deletes records from SAM.
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4. To assign several students to a class:

e Use the pull-down menu to select a school, then click the check boxes
to select the class or classes to which the accounts should be
assigned.

e C(Click Save to save the assignments and continue or Cancel to return
to the Manage Inactive Accounts Screen.

e Use the Manage Enrollment function on the Profile Screen to enroll
these students in the appropriate programs.
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5. To assign an individual student to a class:

e Click the student name link on the Manage Inactive Accounts Screen
to open a window for that specific student.

e Use the pull-down menu to select a school, then click the check boxes
to select the class or classes to which to assign the student.

e C(Click Save to save the assignments and continue or Cancel to return
to the Manage Inactive Accounts Screen.

e Use the Manage Enrollment function on the Profile Screen to enroll
this student in the appropriate programs.
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6. Unenroll student(s) from all programs:

e Selecting the Unenroll option requires confirmation of the change.
Click Yes to proceed and unenroll the selected student(s) from all
programs, or No to return to the Manage Inactive Accounts Screen.

e A window confirming the changes will appear. Students who are
Active in other classes may not be unenrolled from this screen.
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Enrolling and Managing Students Using SAM

7. Delete accounts from SAM:

e Selecting the Deletion option requires confirmation of the change.
Click Yes to permanently delete the selected students, or No to return
to the Manage Inactive Accounts Screen.

e A window confirming the changes will appear. Students who are
Active in other classes may not be deleted from this screen.
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Using SAM in the Classroom

Once classes, groups, and students have been set up and enrolled in SAM,
teachers may begin using the My Classes Screen, which displays enroliment
numbers for each class and provides access to many tools in SAM.

Using the SmartBar to Work With Classes

Teachers may use the SmartBar to quickly navigate to any Profile Screen for
selected classes, groups, or students.

To view information for classes:

1. Click My Classes at the top of the SmartBar, click the Roster button on the
Home Page, or click the Roster tab that appears at the top of any SAM
screen. This opens the My Classes Profile Screen, which displays all of a
teacher’s classes. This list of classes also appears under the Classes tab on
the SmartBar.

2. Double-click any class name on the SmartBar to display the Profile Screen
for that particular class.

3. Click the Reports tab to access reports for the SmartBar selection.
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About the My Classes Profile Screen

The My Classes Profile Screen provides an overview of the teacher’s classes
assigned in SAM. On this page, teachers may:

e  Access links that help monitor and manage students, including grading
tools and program settings;

e  See a snapshot of all classes using Scholastic programs;
e Manage and edit their Profile as well as the Class Profile;
e  Monitor students’ program usage;

e  Set program settings for each student in each Scholastic program.
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Editing the Teacher Profile

Basic Profile information is listed beneath the teacher's name in the upper left
corner of the My Classes Profile Screen. View the full profile and make changes by
clicking My Profile in the Quick Links at the upper right corner of any SAM screen.

The Edit Profile window has three tabs:
e  Profile
e Schools & Classes
e  Permissions
To change information on the Profile, delete the existing text and enter new

information. Click Save to keep changes or Cancel to exit the Edit Profile window
without saving changes.

Teacher Tip
Teacher Profiles in SAM may only be removed by users with administrative
permissions.
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Viewing Program Usage for All Classes

The My Classes Screen has a Usage Summary table that displays information
about each class that is using Scholastic programs. This includes the number of
students enrolled in each class or a summary of their performance in each
program.

e The information in Usage Summary is sorted alphabetically by class
name. However, clicking the column headings re-sorts the information.

e  The bottom border of the Usage Summary table shows the total number
of students enrolled in each Scholastic program.

The Usage Summary on Profile Screens does not display license availability.
Administrators or teachers with administrator permissions may verify license
availability by using the Manage Licenses link in the Advanced Settings menu.

Teacher Tip

Click the Print Version link in Usage Summary to create a printable PDF.
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Program Settings

Program settings help teachers customize Scholastic programs to meet students’

needs. These settings may be adjusted for individual students, groups, or classes.
Administrators may change settings for teachers, grades, schools, and the district
(though in many cases student settings are not accessible at the district level).

To access program settings from the Profile Screen:

1. On the Programs menu located at the bottom of the screen, click the
Settings link next to the program. This opens the Program Settings Screen
for that program.

2. Adjust the settings options for that program. Each program has a unique
group of settings. See the SAM Settings and Reports manuals for individual
programs to learn more about the available options in that program.

3. Click Save to save adjustments and return to the Profile Screen.

Student settings may be adjusted one at a time or all at once. Make a selection in
the SmartBar, then click the Settings link. Or if the Settings Screen is open,
double-click any listing in the SmartBar to activate a new selection for which the
settings will apply.
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Grading Tools

Many Scholastic programs have grading tools that teachers may use to enter
information on how students are performing. Access grading tools from the
Programs menu on students’ Profile Screens from the Roster tab.

Grading tools are only applicable to individual students. To access the grading
tools for a program:

1. Click the Grading Tools link next to the program name in the Programs
menu at the bottom of the Student Profile Screen.

2. Use the available options to grade students in different aspects of the
program. Each program has a unique set of grading tools. See the SAM
Settings and Reports manuals for individual programs to learn more about
available options.

3. Click Save to save changes or Save & Return to save changes and return to
the Student Profile Screen.
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Certificates

Use SAM to print certificates to celebrate students’ progress in Scholastic
programs. Certificates may be printed for any selection in the SmartBar except My
District, but are only available for the following programs:

e System 44°
Scholastic Reading Counts! ®
READ 180°
FASTT Math®

To access and print certificates:

1. Click the Certificates link next to a program in the Programs menu at the
bottom of the Student Profile Screen.

2. Select the program, enter the text to appear on the certificate, and select the
students to receive the certificate.

3. Click Print Preview (PDF). This will open the certificate in a separate
browser. Use the browser’s print functions to print the certificates.

NOTE: Be careful when using the SmartBar certificate selection. If an
administrator chooses to print a certificate for an entire school, this may print
certificates for every student in the school.
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Working With Individual Classes

Each class has a Profile Screen that makes it easy to view, edit, and add
information specific to that class.

Using the SmartBar to Work With Individual Classes

1. Click the Classes tab in the SmartBar to show a list of all classes.

2. Double-click the name of any class in the SmartBar. The SmartBar expands
to show the groups and students assigned to that class. On the right side of
the screen, the Profile Screen for the class is displayed.

3. Double-click a different class name to see the Profile Screen for that class.

About the Class Profile Screen

The Class Profile Screen provides a snapshot of the students in one class and the
Scholastic programs they are using. The Usage Summary displays which students
are enrolled in which Scholastic programs.
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Editing a Class Profile

To edit the Class Profile:

1. Click the Edit Class Profile link under Manage Roster on the Class Profile
Screen. This will open the Edit Class Profile Screen.

2. Enter new information or click the check boxes under Manage Applications to
show which Scholastic programs are used in the class. This information will
be part of the Data Export report and other SAM reports. Click the Student
Roster tab and check the boxes next to students’ names to assign students
to the class or remove them.

3. Click Save when finished to return to the Class Profile Screen.
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Deactivate a Class Profile

Deactivating classes that no longer use Scholastic programs removes the class
from the SmartBar and automatically deletes any groups associated with the
class. However, it does not delete any of the students enrolled in the class.
Deactivating a class removes students from the SmartBar and changes their
status to inactive if they are not associated with any other classes. Deactivated
students will remain in the SAM database. Administrator permissions are required
to deactivate a class profile. To deactivate a class:

1. Click the Deactivate Class link under Manage Roster in the upper right
corner of the Class Profile Screen. A confirmation window appears.

2. Click Yes to deactivate the class, or No to return to the Class Profile Screen.
By default, teachers do not have permission to deactivate a class.
Administrators may change this setting on their Edit Teacher Profile Screen.

Deactivate a Teacher

Deactivating teachers that no longer use Scholastic programs removes that
teacher from the SmartBar; however, it does not delete any students enrolled in
the teacher’s classes. Administrator permissions are required to deactivate a
teacher. To deactivate a teacher, click the Deactivate Teacher link under Manage
Roster in the upper right corner of the Class Profile Screen. A confirmation window
appears. Click Yes to deactivate the teacher, or No to cancel the deactivation.

Changing Program Settings for a Class

Program settings affect how students interact with Scholastic programs. Settings
may be adjusted for individual students, groups, or whole classes, depending on
the settings for that particular program. See the SAM Settings and Reports
manuals for individual programs for more information.

To access program settings for a class from the Profile Screen:

1. Choose the program from the Programs menu at the bottom of the screen on
the Roster tab. Click the Settings link next to the program.

2. Adjust the settings options for that program. See the SAM Settings and
Reports manuals for specific programs to learn more about available
options.

3. Click Save to save adjustments and return to the Class Profile Screen.
Change program settings for individual students from their Profile Screens. For

example, ELL settings may be selected for a student through that student’s
settings screen without affecting the other students in the class or group.
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Working With Groups

SAM makes it easy to organize students into groups within a class so teachers
may track and monitor their progress in Scholastic programs.

Many teachers organize their classes into groups, by reading level or other
classroom needs. SAM allows teachers to assign students to multiple groups,
which may be useful for reporting purposes.

Using the SmartBar to Work With Groups

If group profiles have been set up, these group names appear under Groups in the
SmartBar. To display a group:

1. Click the class name in the SmartBar. The Groups tab will expand to display
a list of groups in the highlighted class.

2. Double-click a group name in the SmartBar. The Student tab will expand to
display a list of students belonging to that group, while on the right side of the
screen the group’s Profile Screen appears on the Roster tab.

3. To work with a group from a different class, select the class name by clicking
the name of the class with which the group is associated.
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Editing a Group Profile

At the top of the Group Profile Screen is the basic information for that group. Click
the Edit Group Profile link to open the window where the profile information may
be edited. Select the check boxes to assign students to the group or deselect
check boxes to remove students from the group. Click Save when done.

Teacher Tip

Use the Edit Group Profile link to avoid accidentally deleting or changing the
name of the group.
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Deleting a Group Profile

Deleting a group does not delete any of that group’s associated student profiles
from the SAM database or from their classes. To delete a group:

1. Click the Deactivate Group link under Manage Roster in the upper right
corner of the Group Profile Screen. A confirmation window appears.

2. Click Yes to deactivate the group from the SAM database, or No to return to
the Group Profile Screen.

Changing Program Settings for Groups

Program settings affect different aspects of the student experience when using
Scholastic programs. Use these settings—such as language support and different
display options—to accommodate a group’s particular needs.

Changes made to program settings from the Group Profile Screen apply to all
students in that group. If necessary, teachers may change the program settings for
individual students with special needs from their Student Profile Screen.

Enrolling and Managing Students in SAM v1.10.0 Updated 07.01.10 Working With Groups * 38
TM & © Scholastic Inc. All rights reserved. PDF0118 (PDF)



Working With Individual Students

Using the SmartBar to Work With Students

Teachers may get information and adjust program settings for individual students
in SAM. Grading tools are also accessible from the Student Profile Screen.

To access a student’s Profile Screen, double-click any student’s name in the
SmartBar to bring up the student’s Profile Screen on the Roster tab. To open the
Profile for a student from a different class or group, use the SmartBar to select the
appropriate class name, then the group name (if necessary), then double-click a
student’s name to access his or her Student Profile Screen.

About the Student Profile

The Student Profile Screen displays performance data for each of the programs in
which the student is enrolled in the Usage Summary.

From the Student Profile Screen, teachers may view, edit, and delete student
information. All students in SAM have a Profile Screen, even if they are not
enrolled in a Scholastic program.
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Viewing a Student’s Program Usage

Usage Summary on the Student Profile Screen provides detailed status and
performance data for each of the programs in which a student is enrolled. Scroll
down Usage Summary to see data for more programs or click the program name
bars to collapse the data for that program.

Editing a Student Profile

To edit a student’s profile:

1. Click the Edit Student Profile link under Manage Roster on the Student
Profile Screen. This will open the Edit Student Profile Screen.

2. Click inside the fields to enter, change, or delete information. (See page 13
for password guidelines.) Click the Demographics tab to select demographic
information to add to the Profile. Click the Guardian tab to enter information
about the student’s parent or guardian. Click Save to close the window and
return to the Student Profile Screen. Switching tabs retains information.

Teacher Tip

The Usage Summary provides a performance snapshot to review before a
student, small group, or parental conference.
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Searching for Students

Teachers or administrators may search for students from any screen in SAM by
using the Search link in the Quick Links. To initiate a search:

1. Click the Search link in the upper right corner of any screen in SAM. This will
open the Search Screen in a browser window.

2. Enter information to define the search. Some search parameters are:

e Name: Searches by name. The system searches by the beginning
characters of a name, so enter only the first few characters from the
beginning of the first or last name. If a student has two words in his or
her last name, such as Van Tyne, search for “van,” not “tyne.”

e Student ID: Searches by student ID number.

e Teacher Name: Searches by teacher name. The same search
conditions for the student name apply.

e School: Searches by school based on the pull-down menu.

e Grade: Searches by grade based on the pull-down menu.

3. Click the Go button to begin the search.

The system will return search results in the same window. To print the search
results, click the Print Version button at the bottom of the screen.
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Deactivating a Student Profile

If a student leaves the class or school, or is no longer enrolled in a Scholastic
program, his or her profile should be deactivated. SAM will not include data for
deactivated students in reports, even though their data remains in the database.
Deactivating a student automatically unenrolls that student from all Scholastic
programs and removes that student’s connection with any teacher, class, or group
to which he or she was assigned. It also removes the student from the SmartBar.
To deactivate a student from SAM:

1. Click the Deactivate Student link under Manage Roster in the upper right
corner of the Student Profile Screen. A confirmation window appears.

2. Click Yes to proceed and remove the student from SAM, or No to return to
the Student Profile Screen.

When a student profile is deactivated, it is still accessible to administrators. The
profile must be permanently deleted to completely remove it from SAM. To
permanently delete a profile, contact the School or District Administrator.

Changing Program Settings for Individual Students

The Programs menu at the bottom of every Student Profile Screen provides quick
access to program settings. Changing program settings from a student’s Profile
Screen will affect only that student’s settings. Use the Settings links in the
Programs menu to change settings for a program. See the SAM Settings and
Reports manuals for the specific Scholastic programs to learn more about
available choices for that program.

Evaluating Student Performance With Grading Tools

Student grading tools may assist teachers in assessing students’ performances. To
access student grading tools:

1. Double-click a student’s name in the SmartBar. The student’s profile will
appear on the right side of the screen.

2. Click the Grading Tools link next to a Scholastic program name in the
Programs menu. This will open the Grading Tools Screen for that program.
(The Grading Tool screen is different for every program.)

Teacher Tip

Grading Tools are useful for adding assessment scores, Lexiles, or other
assignments that may be completed in class or away from the computer.
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Customer Support

For questions or other support needs, visit the Scholastic Education Product
Support website at: http://www.scholastic.com/sam/productsupport.

At the site, users will find program documentation, manuals, and guides, as well as
Frequently Asked Questions and live chat support.

For specific questions regarding the Scholastic program suite, contact customer
service to speak to a representative for each program powered by SAM at:

e  1-800-283-5974 (versions 1.7 through 1.10)

e 1-800-927-0189 (version 1.6 or earlier)

For specific questions about using SAM with your Scholastic programs, click Help
in the Quick Links along the top of any screen in SAM.
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