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PowerSchool Special Programs
Office Hours: Utilities

Tips for Case
Management/Transfers

<Date>



In this session we will ....

Take the time to learn/focus on two functions in
Utilities:

e Case Management (Post-Migration)
e Transfers (Pre-/Post-Migration)
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/oom Meeting Norms

* Make sure that your audio is on mute during the presentation to limit
background noise.

* If you have question that will benefit the entire group please ask.
Those specific to your database please keep until we meet with you.

* Monitor your airtime both in the main room and breakout rooms. We
have a limited amount of time and are trying to see as many clients as
possible.

e Remember the goal of the Office Hours is to complete the tasks for
the Topic of the Day and not every item on the audit.
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Administration > Utilities

Data Utilities: Students W
Select Utility: N

( I Utilities allows you to:

Data Utilities .

e Stk He v'Replace student fields

DRECIVES Sudens ot v'Deactivate student profiles

Delete Student Profiles

Reactivate Student Profiles v'Send student transfer envelopes
Restore Student Profile from Backup Database ‘/R . S t d t T f E |

e ot i eceive Student Transfer Envelopes
Create Documents in Bulk And that’s just a few of the functions

Convert File-Based Documents

in Utilities!

Student Transfer Utilities
Send Student Transfer Envelope

Receive Student Transfer Envelope
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Administration > Utilities > Replace Student Fields

| Special Programs

LEt ’S ta ke a IOOk at Data Utilities: Studems e

managing a caseload i B |
by Mass assigning a Case ‘::pll:::::::dumﬁems

Deactivate Student Profiles
m a n a ge r. Delete Student Prafiles
Reactivate Student Prafiles
Restone Student Profile from Backup Database
Merge Student Profiles
Criate Documents in Bulk
Convert File-Based Documants

Student Transfer Litilities
Sond Studoent Transfer Envelope

Recelve Student Transfer Envelope
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The Transfer Notification Process in Alabama

Sends Notification Imports student from Receives Transfer
tequests Transfer

Envelope

Message to Special General Table to Envelop (saves to

Programs “"Requester” student Table Profile and Documents)
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Administration > Utilities > Transfers

|¢'-'-: Special Programs

Data Utilities: sStudents

Selecr Uity

|

Crata Utilicies
Replace Siudent Felds

Diea ctivate Student Profileg

De&lete Student Prafiles

Reactivate Student Prafiles

Respore Student Profile from Backup Database

Merge Soudent Profiles

Create Docments in Bulk

Convert File-Based Documents
‘ Student Transfer Uitilities

Send Student Transfier Envelape

Recelve Student Transfer Emvelope

”J@ PowerSchool

There is a process to Send and
Receive Transfer Packages in
Special Programs. A
Requestor/Receiver needs to
added as a member to your
Transfers group.




Administration > Security

Hr' Special Programs
e Select Administration >
Secu rlty My Home Page Ut
e Select Transfer ey
Notification Security i Y g
Group from the Drop- T
down Menu
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Select Document Templates
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Staff Security Groups = Transfer Notification Sample et

Properties/Privileges Members Dooumient Templates

Edit Properoies/Privileges More... o

Transfer NMotification Sample - Properties/Privileges ﬂ

= B RbEiv A i Sl AL S LA PSR (D i
» Lacaticn-wache acrminieirsd or cam rrssnage rmesemdiernhin

Privilags Sel {+1 Granled {-) Banbed
Special Access [+) Access By Castelaad {=) Edit By Starsdard Caseloomsd
® e (=) Create Privane Stamdard Repons (=1 Vi Acvanmcmd Rapors
e [ Wik Pubdic Stanciard Ragpams [=] Share Privale Reparis

Systemn  [+) View Staff Personal Calendars [Location:¥Wioe)
Administration

Fleld Lewel  [+) View Sensitve Fliokds
Security Privileges

[y View Students [(Location-vWide) (o) View Related Servicos [Location-Wide)

[#) Access Docuwments (Location-Wide) [ =] View Assistive Technology {(Location-Wide)

[+) Access Events (Location-Wide) [#) Wiew Gifted Aptitude Tests (Location-Wide)
Sruderts Profiles & =) Create Edit Onvwn Evends (Location-Wide) [=) Wiew Suppori for Personmel (Location-YWide)

Pl =) Visw Supplementary Services [Location-Wide) {#) View Document Deliwery (Locatkomn-Wede)

[*) Wiewr Special Educatson Serdces (Location-Wide) {+) View Contach Log [Location-Wide)

(=) Wiewr Program Modifications (Locaticn-\Wide) (+1 Mg Contact Lag (Location-Wide)

[#) Wil Acoess (Lacation-Wida) {#) Edlit Carntact Lo | LoLat b -vWicldr)
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Add View Only Privileges to Documents

e Click on the Maﬁnifying Glass for
the document that you would like
to add view only privileges for

e Select Edit > Check the box next
to View > Save

Transfer Notlfication Sample - Template Rights for ‘Individualized Education Program'

DogumantWids Viewldit fights Statu Ehange Hights. futach
] Submit RdiiFiles  Fllos  Edli Public
Eincai Bt Bdie  Bdh i I i Review 10 Auach Attached tofinal  Sratement fe

: I View ViewFinalOnly Cresin Oraki Review Final Tramisin Ouleie m‘! Review Final Print Acknowiedge Docufign Fles by Othersbocuments Banks Fin
Baocument Wide Rights \ ] | I 0 0 LGS | U [ 0 | 0

**For Transfer Notification Group™**

User st nl v
These rights con altesnatively be alling ght
axsgned for indharod sechians Mdmﬁwﬂwul
i e
Sectian-Wide View/Ed/t RIghes
Edit fdit  Edit

Section Name View Draft Review Final Tranilate
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Adding Members
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Transfer Natification Sampée > Members > Add Members

Adding Members s mmsw

Staff Quick Search Form

Idﬂmwmﬁth'swmthfm’hmﬁ:

i $1 mth the same field informanon

 Look up faculty that i
you would like to i
add to the Transfer e
Security Group and i (D) kackug
select them. Alteraiti Staff Lacations
{10 loolup

* Save the selected s
Faculty Members. (D) ookug

s NI

rransfer Motification Sample > Members > Add Members Using: Quick Search | Advanced Search >  Results

Add Staff Marked Below To Transfer Motification Sample’

D Last Name First Name Works At User Open ID[Admin] User Open ID[Teacher] User S5O ID Prior Staff ID Login (Temp Password)
B TRAMSFER1 Requestor Transfer Activated

Add Staff Marked Above to Transfer Notification Sample
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Critical Pre-Migration Tasks

* Add members to your transfer group

* Modify Document Templates so that they are “VIEW
ONLY” for transfer notification group

Risk: if you do not complete the tasks, you will delay
migration

Benefit: when you complete tasks on time, you will
receive your migration date
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Administration > Utilities

Resources:
 Configuration, Basic Settings, Integration Overview
e Administrative Utilities Deep Dive
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https://powerschool.zoom.us/rec/play/9Diwts8RTVaMBA1xTjvF2JUliugFS_Yy96ZvaZHuG3rHkKXQCEerusxXsAXpcl27Fwdg8DTVBlsLONKj.JD_X1pLk5CalqcnT?startTime=1613749664000&_x_zm_rtaid=gG732w-PSX-tWr6WyUVecw.1619620979512.460bbda0602bf183f32c226e3b038bcf&_x_zm_rhtaid=565
https://powerschool.zoom.us/rec/play/FrdJbNCFU2jGV75hW64dSBngC2d8L3qeqvEjEBHVSgRbknIfJ_HZhia29dfuPoEaPSqMj_0pgxJzTJ5D.KWpw0SXptt-1vRU0?continueMode=true&_x_zm_rtaid=gG732w-PSX-tWr6WyUVecw.1619620979512.460bbda0602bf183f32c226e3b038bcf&_x_zm_rhtaid=565
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