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- Roster Verification Overview

This guide provides an overview of the roster verification
process for teachers by showing selected screen shots of
the online tool. It is not meant to be a full training but rather
a “snapshot” of some of the key features of the tool from

the teacher perspective.
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- The Goal of Roster Verification

Roster verification was developed to give teachers an
opportunity to correct the data in order to build trust and
transparency.

You become involved in a process to ensure the record of
Instruction Is official and right, not official and wrong.
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_earning Targets

Become familiar with the Link dashboard for teachers.

Learn how to verify your list of class rosters, including:

.l Reviewing the roster for accuracy
.l Reviewing the period of instruction for accuracy
L Indicating the percentage of instruction

Know how to resolve any outstanding alerts.
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Getting Started 5

Your Link Dashboard

0 The first thing we will look at is the Link Dashboard. It includes:
® alist of classes you teach
B important dates
W Support Team information

[0 Use the Link Dashboard to manage your overall classes and to
provide an overview of the system. This is what you will see when
you log in to the system.

O The following page is a screen shot of a sample dashboard.
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Getting Started 6

Your Link Dashboard

My BFK = Link

Link These are the classes thatare Important
assigned toyou. If this is notcorrect, Dates

‘ Link | ePortfolio | Support |

contact your school’s Support Team.

/"~ Your Support
Team. In some

Roster Verification

& Mcknight, Robert (30082-41A)

_ cases, this may Mar 4 - Mar 13
My Class Rosters Show: | Active Rosts| be only your Ends in 4 days
Class Name Status principal. Review and Approval
Bradshaw Elem (DD41A_101) Due by March 18
ﬂ Integrated English Language Arts 4-6 14 Mot Started Begins in 4 days
E¥] Mathematics 4-6 25 Not Started
_ rt Team
O sceess 2
B Foley, Stanley (principal)
B socisl Studies 4-6 2% Not Started
Issues needing } Resources
attention _
Teacher Alerts and Notifications - Last run on 2/27/2015 (O Teacher Tutorial
. €@ Principal Guide
Student Completion Alerts @T her Guid
eacher Guide
¥ Student claimed more than 100% (More) 0 Alerts oc tact S e
ontact Suppo
¥ Student claimed when not expected [More 0 Alerts
' Student claimed less than 100% [Maore 0 Alerts Support
Teacher Completion Alerts Resources
¥ Rosters with no students (More) 0 Alerts
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Getting Started

Your Link Dashboard (continued)

0 Your Support Team will help you to start the process.

My BFK = Link

Link

| Link | ePortfolio | Support ‘

4 Mcknight, Robert (30082-414)

My Class Rosters

Class Mame Students
Bradshaw Elem (DD41A_101)
E Integrated English Language Arts 4-6 14
m Mathematics 4-6 25
[ science46 26
B social Studies 4-6 26

Teacher Alerts and Motifications - Last run on 2/27/2015 6:05 AM

Student Completion Alerts

# Student claimed more than 100% [(More)
¥ Student claimed when not expected (More)
# Student claimed less than 100% (More)
Teacher Completion Alerts

# Rosters with no students (More)

Class rosters mustbe verified
and submitted for approvalin
the time period displayedin
this box. This is just an
example. Check the web site
for your actual deadlines.

Show: | Active Rosters ¥ | IR

Status

Click “Actions” to make
changes to aroster.
Mot started ACTIONS

ACTIONS

Mot Started ACTIONS

Pl Cpmpbmnl

Contact a designated Support
Team member with questions.

il

If you are missingclass rosters or
did not teach aclasslisted,
contact your Support Team.

0 Alerts

0 Alerts

0 Alerts

Roster Verification

Mar 4 - Mar 13
Emds in 4 days

Review and Approval

Due by March 15
Begins in 4 days

Support Team
B Foley, Stanley (principal)

Resources

OTeacher Tutorial

@ Principal Guide
@Teacher Guide

OContact Suppart

Refer to and utilizethe
supportresources as
needed. Contact
supportfor assistance.
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Getting Started 8
Review “Expected Classes”

My BFK > Link

Link Click “Expected

| Link | ePortfolio | Support | CI asses ” to refer ba C k

to this information.

4 Mcknight, Robert (30082-414) Roster Verification

My Class Rosers ) Shows sciv e | TR e
Class Name Students Status Review and Approval

Bradshaw Elem (DD41A_101) Due by March 18
ﬂ Integrated English Language Arts 4-6 14 Mot Started Begins in 4 days

m Mathematics 4-6 25 Mot Started mms
Support Team
B Science 4-6 26 Mot Started
B Foley, Stanley (principal)
Sacial Studies 4-6 26 Mot Started
Expected Classes - Intem et Eire s s S ———

,@ http://dev-portal battelleforkids.org/BFELinkCE/core/help/inlineHelpPopup.aspxfpageTitle= Link&helpTitle=Linkage Overview&orglD=597228 |

Teacher Alerts and Notifi

Student Completion Alerts
¥ Student claimed more that

' Student daimed when not
+ Student claimed less than
Teacher Completion Alerts | » Reading and Math (4th-Bth grade)

¥ Resters with no students = Science (5th and Bth grades only)

o This year, your school district will be completing roster verification for the following grades and subjects:

This screen will pop up when you firstlog
intothe system andaccess your
dashboard.

This is an example of what you will see.

Review your district’s specificinformation

to determine which classes need to be
verifiedinyour district.
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Starting the Roster Verification Process 9
Review the Listed Classes

My BFK = Link

Link

Review your classlist.Ifa
classismissingora classis

- listed that you didn’tteach,
‘ Mcknight, Robert (30 contact your Support Team Roster Verification

Link ePortfolio

My Class Rosters to add or delete classes. Click “Actions” and \E' h::;i;iﬂ::}f
select “Begin” to open a
Class Name classroster. Jx e
Bradshaw Elem (DD41A_101) Due by March 18
ﬂ Integrated English Language Arts 4-6 14 Mot Started Begins in 4 days
B8] Mathematics 4-6 25 Not Started
) Support Team
E Science 4-8 26 Mot Started —
Social Studies 4-6 26 Mot Started 55 Foley, Stenley (principal
Resources
Teacher Alerts and Notifications - Last run on 2/27/2015 6:05 AM € Teacher Tutorial
Student Completion Alerts @MM
+ Student claimed more than 100% (More) 0 Alerts %ﬁmﬂ
¥ Student claimed when not expected (More) 0 Alerts
+ Student claimed less than 100% [Maore] 0 Alerts
Teacher Completion Alerts
' Rosters with no students (More) 0 Alerts
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A Simple Process

You verify these three statements:
® “ltaught these students”

® “During these months”

B “For this percent of instruction”
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Roster Verification

O When you click “begin” for one of your classes, you will be taken to the
class roster screen where you will perform the actual roster verification
process. There are three simple steps to verifying your roster:

1. Review the list of students to make sure the right students are listed
for your class.

2. Review the instructional period for each student (months that you
were responsible for instruction).

3. Indicate the appropriate percent of instruction for each student.

[0 The next page Is a screen shot of a sample class.
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N
The Roster Verification Process

1. Review Your List of Students for Accuracy e

[0 Make necessary corrections to the “| taught these
students” field.

My BFK = Link > Class Roster m

Class Roster

m Integrated English Language Arts 4-6 Status: Mot Started ACTIONS
Staff: Mcknight, Robert Subject Area: Language Arts
School : Bradshaw Elem (DD414_101) Click “Add Students” to search for View More Information

missingstudents.

(1] Add Students (3]

Remove Students Click “Remove Students” to remove

| taught these students . ] ' for
Students (14) Grade multiplestudents who did not receive % of instruction
Set Values for All Students >>>  Aug, anyinstruction duringthe year. v
€3 Anderson, Susan (300670-414) . .. - Aug/Se May/Jun
Verify that thisis an i y
Barlow, Francis (300278-41A) ;
€3 Barlow, Francis (300278-41A accuratelistof students Aug/Sep May/Jun
Q Hawkins, Dana 300945-411‘!\1 for Whom you provided Aug.fSep Ma}ﬁ’Jun
Hull, Pauline (300240-414) instruction. Aug/Se May/Jun
L] truct g/Sep y
Ove, ert - u I= [) un
€3 Love Albert (300259-414) & Aug/Sep May/)
ate, Benjamin = ug/Sep ay/Jun
€3 Pate. Benjamin (300814-41A 6 Aug/S May/)
owell. Robert - ug/se ay/Jun
€3 Powell, Robert (300574-414) 6 Aug/Sep MayyJ
owlan ster ug/5e ay/Jun
€3 Rowland. Lester (300988-41A) 6 Aug/Sep May/)
€3 Salinas Chris (301563-47 A elkeniie mey " to 6 Aug/Sep May/Jun
Santi : . 6 Aug/s Mayy)
© Santiago . remove a student who did HarmEp syran
€3 Sharp. Gerald (300=. not receive anyinstruction 6 Aug/Sep May/Jun
€3 Stark, Pauline (301084 duringthe year. They will 6 Aug/Sep May/Jun
€3 Velez Darren (300581- appearinthe deleted & Aug/Sep May/Jun

B ‘I'I II K.d €3 Workman, Dana (30061 students listatthe bottom 6 Aug/Sep May/Jun
a e e r I S of the page.
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N
The Roster Verification Process

2. Review the Period of Instruction for Accuracy o

[0 Make necessary corrections to the “during these
months” fields.

Click “Enter by months” to

by BFE = Link = Class Roster
Class Roster toggle to a month by m
month display to enter
m Integrated English Language Arts 4-6 Status: Not Started months of instruction for
) ) non-consecutive months.
Staff: Meknigh? . . . Subject Area:  La \
: “M7 Verify that this period Hhpect frea naseg
School : Bradsh o CEREERIivE Class Schedule:  Full Year (Aug/Sep - May/Jun) Wiew More Information
instructionis accurate
dd Students (2] Enter by months (3]
for eachstudent. Use a | _cidonte
I majority of the month during these months for
Students (14 . “rade Fi Ti % of instructi
19 ruleto determine a < rom e instruction
cutoff e S>> | Aug/Sep ¥ | May/Jun v M
€3 Anderson, Susan (3006704 14] 8 Aug/Sep May/Jun
€ Barlow, Francis (300278-41A) ] Aug/Sep May/Jun g
Hawkins, D 300946-414) [} Aug/s May/)
© Hewins. Dana i 2yfun green row dropdown to |
Hull, Pauline (300240-414)
€ Hull, Pauline (300240-414; 6 Aug/Sep May/Jun seta valueforall N
€ Love, Albert (300259-414 6 Aug/Sep May/Jun students.
€3 Pate Benjamin (300814-41A) 6 Aug/Sep May/Jun
€3 Powell. Robert (300574-414) 6 Aug/Sep May/Jun
€3 Rowland, Lester (300988-414) 6 Aug/Sep May/Jun
€3 Salinas. Chris (301563-414) 6 Aug/Sep May/Jun
€3 Santiago_ Kristin (301231-414) 6 Aug/Sep May/Jun v
€3 Sharp, Gerald (300438-414) & Aug/s Aug/Sep
B — Oct — Select individual -
€ Stark. Pauline (301084-41A) [ Aug/Sep Mowv student values
Dec — u valu 3
€3 Velez Darren (300581-414) 6 Aug/Sep Jan N as necessary. 1
€3 Workman, Dana (300668-414) 6 Aug/Sep Feb
° Mar
Bﬂ“@"@ﬁl’ Kids CETr—
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The Roster Verification Process 14
3. Review the Percent of Assigned Instruction

Make necessary corrections to the “% of
instruction” field.

MMy BFK = Link > Class Roster m

Class Roster

m Integrated English Language Arts 4-6 Status: Mot Started Please submit unsaved data
Staff: Mcknight, Robert Subject Area: Language Arts
School : Bradshaw Elem (DD414_101) Class Schedule:  Full Year (Aug/Sep - May/lun) View More Information
(1] Add Students Select avaluein  ths (3]
Remove Students
| taught these students dur the green row for
Students (14) fom  dropdown to seta % of instruction
Select the percent of instruction 'sep valuefor all <L | 100% v select individual
€ Anderson, Susan (300670-414) PrOVidEd for each student. = students. 100% student values
€ Barlow. Francis (300278-414) Team teaching and pull-outs ep May/Jun 100% S5 mEmERRE T
€ Hawkins, Dana (300046-414) may lower the percentage from . May/Jun 80% v
[
€3 Hull, Pauline (300240-414) 100/” but student attendance ep May/Jun 100%
€ Love Albert (300259-41A does not fac_tor Into_ the ep May/Jun a0%
- percent of instruction. /
€3 Pate Benjamin (300814-414) i Sep May/Jun 0%
Powell, Robert (300574-414) Aug/Sep May/Jun =
) s 60%
50%
Rowland, Lester (300988-41A] Aug/Se Fay/Jun .
(x] (300988-414) 6 9/Sep y 40%
Salinas Chris (301563-414) Aug/Se May/Jun *
o 6 g/Sep y ;ow
€3 Santiago, Kristin (301231-414) 6 Aug/Sep o " o 10%
S — Click “Submit’
€3 Sharp Gerald (300438-414) 6 Aug/Sep 100%
P . —— when ready to
Stark, Pauline (301084-41A) Aug/Se| a 100%
SR saveandsubmit
€3 Velez Darren (300581-414) 6 Aug/Sep £ [ A%
_— or approval. -
Workman, Dana (300668-41A) Aug/Sep Wiay/Jun 100
(] 6 [
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The Roster Verification Process 15
Submit all Rosters and Resolve All Alerts

Review submitted rosters and alerts.

Click the “Hel p”
button or review

My BFK = Link ) .
, materials inthe m
Link .
hould Rosters can be opened Resources section
‘ Link | ePortfolio | Support | Rosters shou for editin untiIF:che below for more
ha(\j/e R area roged or ntYI information.
Vi unti
& Mcknight, Robert (30082-414) student counts. PP Roster Verification
the end of the Roster
. . . Mar 4 - Mar 13
My Class Rosters Verification period. Ends in 4 days
Class Mame Students Status Review and Approval
Bradshaw Elem (DD41A_101) Due by March 18
[E11] Integrated English Language Arts 4-6 14 Submitted Begins in 4 days

m Mathematics 4-6 25 Submitted

E Science 4-6 26 Mot Started

E Social Studies 4-6 26 Not Started

Alerts highlightinformation
that may require review.
Resolve any outstandingalerts.

Support Team
B Foley, Stanley {principal)

Resources

© Teacher Tutorial

) Brincipal Guide

Teacher Alerts and Notifications - |-

Student Completion Alerts @Teacher Guide
' Student claimed more than 100% (More) 0 Alerts Omﬂ
¥ Student claimed when not expected (More] 0 Alerts
& Student claimed less than 100% (More) 26 Alerts

On occasion, alerts may need to be refreshed.

Teacher Completion Alerts
' Rosters with no students (More

Clickon “26 Alerts” to see alert
details. In this case, another

teacher should claimthe

The alertrefresh may take a few minutes to inine 20% of instruction f
complete, however you can continue to do other rematning 28 ot Instruction for

work inthe application whileitis in progress. BN,  these students to clear this alert.

H " - ” g ”
Click “Actions” and select “Refresh. 0 Alerts
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The Roster Verification Process 16
Print Rosters

Print submitted rosters. (Optional)

Link

‘ Link | ePortfolio | Support |
& Mcknight, Robert (30082-41A) Roster Verification
har 4 - Mar 13
My Class Rosters Show:  Active Rosters ¥ | Ends n 4 days
Class Name Students Status Review and Approval
Bradshaw Elem (DD41A_101) Due by March 18
ﬂ Integrated English Language Arts 4-6 14 Submitted Begins in 4 days
m Mathematics 4-6 25 Submi
5 rt T
E Science 4-6 2 ) ) Hpport feam
Printand savesubmitted rosters B Foley, Stanley (principal)
Social Studies 4-6 for your records. Click “Actions”
then “Print” or “PrintAll Rosters.” Resources
Teacher Alerts and Notifications - Last run on 3/9/2015 8:53 Youlcanalso printrasters after © Ieacher Tutorial
. Principal Guide
Student Completion Alerts they have been approved. %T her Guid
eacher Guide
¥ Student claimed more than 100% (More) 0 Alerts °Contact Support
~ontact Jupport
# Student claimed when not expected [More 0 Alerts
& Student claimed less than 100% (More 26 Alerts
Teacher Completion Alerts
# Rosters with no students (More} 0 Alerts
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Completing the Process !

Roster verification is complete when all class rosters have
peen veriflied and submitted and any outstanding alerts have

neen resolved.

Rosters are automatically submitted to your principal for
approval.
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