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A – Overview of Aeries 

· Expanding/collapsing nodes and branches

· Searching for students

· Filter for Pages/Reports

· Favorites – customize frequently accessed Pages/Reports
· Highlight State Reporting Fields

· Student Profile Page

B – Verify/Review School Options

Node: School Info | School Options
· School Options – defines key configurations in your database
C – Verify/Review School Calendar

Node: School Info | Calendar
· The Calendar defines attendance and non-attendance days
D – Overview of Student Demographics

Node: Student Data | Demographics

· Student Demographics is a key page in Aeries Student data used for managing student enrollments and withdrawals, as well as other key student demographic information
· Highlight State Reporting Fields Option

· Function buttons on the page: 
· Import – Online Enrollment 

· Add/Change/Delete 
· Update Attendance 

· Reports
· Take/Update Student Picture
· Quick Print  
E – Adding New Students for Next Year

Node: Student Data | Demographics

· Adding a new student

· District Student Lookup – check for prior enrollment in district

· Sibling Lookup
· Transferring a student vs Adding a student
· Updating Student Demographics
F – Contacts

Node: Student Data | Contacts

· Emergency contact information is maintained on the Contacts page
· Key Fields to consider:
· Lives With
· Primary Contact
· Ed Rights Holder
· Notification Preferences
· Portal?

· Link the primary contacts to the Student Demographics page – if turned on by district
G – Teacher Assignment Add/Changes

Node: School Info | Teachers
· The Teacher table is used to manage the teachers assigned to a specific school

· Determine the process for assigning students: Teacher or Grade Level
· Select students for the next school year clicking the View Data for Next Year in the Move Students and/or Gradebooks to Another Teacher box.
· Two options of selecting students

1. Assign by Grade Level
2. Find Students button 
· Print the Class List By Teacher Report and Use Next Grade and Teacher option to verify classroom lists
H – Adding New Students for Current Year 

Node: Student Data | Demographics
· Same steps taken as in E – Adding New Students for Next Year
· Do not set Status as Pre-Enrolled
· Assign a Teacher to new student

· Update Attendance if added after the first day of school
· Print Class List By Teacher Report and to verify classroom lists

I – Adding English Learner Program

Node: Student Data | Programs| Language Assessment

· The Language Assessment page is used for documenting Englisher Learners
· Populate with required information from the Home Language Survey

· Follow district procedures for providing services
J – Adding Free/Reduced Information

Node: Student Data | Programs| Free and Reduced

· The Free and Reduced page is used for documenting a student’s eligibility for the National School Lunch Program
· Populate the page with required information for eligibility

K – Adding Program Information

Node: Student Data | Programs | Special Programs

· Various district offered programs can be added on the Special Programs page
· Select the Program Code from the dropdown
· Populate the program record with the required information
· Follow district procedures for providing services
L – Student Assignment Adds/Changes

Node: School Info | Teachers
· Assignment changes are updated on the Teacher Table
· Four Options to Assign/Move Students

1. Select to Move All to new teacher
2. Select to Move students in grade specific, enter grade in field

3. Select to Move the tagged students 
4. Can also be done manually by individual student in Student Demographics
M – Verify/Review Initializing School Attendance

Node: Attendance Accounting | Functions | Initialize ATT/CAR
· Needs to be performed as close to the first day of school as possible. 
· Procedures change after the Attendance table has been initialized, use Update Attendance in Student Demographics to add an Attendance Enrollment Record when adding a new student
N – Withdrawing a Student

Node: Student Data | Demographics

· The Student Demographics page is where enrollments and withdrawals are managed

· Enter the Leave Date and set the Status Tag to “I” for inactive

· Update Attendance to enter the Leave Date and Reason Code for withdrawal
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