%\ STUDENT INFORMATION SYSTEMS
u_la SAN DIEGO CITY SCHOOLS

Entering Information about a Parent or Student
Conversation

The Student Communications application can be used to document conversations held with parents
and students. Information recorded in this application can be assigned to a specific category, such as
parent conference. You can print information that is recorded in this application.

Follow the steps below to enter information about a parent or student conversation.

e Launch Zangle. Click on Communication Tracking. Select Student Communications.
e Complete Steps A-F. Step A is shown below. Steps B-F are shown on the following pages.

- — . Upon opening this application the
(2T e e Tt BT R first student in the database is
selected by default.
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A Click Find or List to find the
desired student.
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IMPORTANT! Make sure that
you have found the correct
student before you proceed.

This student has three prior
communication records.
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Click Add. The Add
B Communication screen will
appear.

Common Data Additional Data

EL Reclass Parent Motification
EL Transfer Request

Federal Survey Card

Group Counseling

Home Wisit

Individual Counseling

Internet Usane Agreement

C Select the appropriate
communication type.
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Enter the Entry Date. The Entry Date is usually the date of
the communication. By default today’s date is selected.
If desired, enter the Outcome Date and Outcome.

Zommon Data

[indivisual cpunseing ]
Enter notes about the
I_ communication in the

Comments field.
¥

Jazminwas observed intimidating a student teacher. Student was very aggressive physically
and verbally. Student is remarseful for her acti0n5.|
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rc Student Communications Editor - Serra High
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Click the Add button. G
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Select the Default Role for the cipants
designated participant.

Adame, Jazmin [10 tE3 Counselar
ParentiGuardian
Site Administrato
Student

Note:

Steps H, | and J can be
repeated multiple times to
include all Participants that are
involved in this communication
process.

Select the appropriate
participant who was present.

Click Add after each participant has been given

: a Default Role.
g

Once all participants have been added, click
Done.

E Student Communications Editor - Serra High

Mame Ype Rolel

Click Save. You will return to the
main screen. Your entry will appear.
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ﬁ"_r Student Communications Editor - Sema High

Entry Date YRe Cutcrm Date |Qutcame

The Participants you had
entered to include their roles

are displayed here.

The comments you had entered
for the communication type
will displayed here.
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Click Quit. |
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Printing Your Notes

You can print the notes you recorded about a student in Student Communications. You can select a
specific communication type and a date range for your report.

Follow the steps below to print your notes from Student Communications.

e Launch Zangle. Click on Communications Tracking. Click on Reports. Select Student
Communication Report.
e Complete Steps A-F. Steps A-C are shown below. Steps D-F are on the following page.

Click the Select tab to
select which students (or
communication types) you

¢ Communications - Sema High want to print.

Options -
Student Communications Report A Click Quit.
03i12/2007 | 9042007 | 4
|

|

Click Quit.

C Click Quit.
Read the cover page. Then click the X to
close it. The report is “underneath” it.
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SAN

Eﬁludenl Communications Report

Frint P

Use the arrow to go to
the next paae.
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Printed 03/14/2007 0759 Student Communications Report
Serra High
Report Parameters Cover Sheet
Report Application Information:
App ID: nComwO010
Namwe: Comwunications
Version: Version Z006.2.2
App Date: April 23, 2007

Preview the report. Then click the X to close
the report. A print dialog box will appear.

Student Communications Report
Serra High

Grd
Crufeore Diate

Gndr Sts

Correunication Cute oree

Pagel

School

COMMENTS: Cooper concerned abaut attn - Kuras has been allowing himto be with him. Kuras states he won't do

12

M M 0357A

COMMENTS: honored by Kuras far impravement in attn and academics

Printed 0%/14/2007 02:00
Stud ent Birthd ate
Entry Date Coraraunication Type
ACOSTA, James [0405858299] 0405/1988
0472112006 Coord. of Services Teams
this again.
042872006 Student Recognition
Aguirre, Brittany Dolly [120489160] 1204/1989
0572472006 EL Follow-up Review
0& 2472006 EL Follow-up Review
052472006 EL Follow-up Review
06122006 EL Reclass Parent Motification 061 22006

12

F M

Completed

0357A

Eﬁelect Report Deztination

v Printer
[ File
mail Merge

Read the cover page. Then click the X to
close it. The report is “underneath” it.

Continue..
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cancel

If you print the
report, you may want
to uncheck the Cover
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