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Student Information System: Accessing Student Information

Take a tour of your ConnectAble tools by trying each of the following steps.

(( % E Rc E R CONNECTABLE Adult Education Portal 9 amy ~
b COUNTY COMMUNITY COLLEGE
& Dashboard STUDENTS Dashboard > Students

Messages

& Supervisors
Program All ¢ Course All - | Staff All ~ Citizen Al s

& Staff

City Zip Code Barriers Al s+
Fg Students
@ Locaton Click Students to access the full student list. Sort your student list Search...
by any of the categories listed above, or by city, zip code, or by
B Courses barriers. Search for an individual student by typing all or part of Programi| | '° Action

Active

& tens the student’s first or last name.
Attendance

2022-
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® 2
L]

B Assian Task

When you have located a student you want
to view, click the eye to view that student’s
details. Click the pencil to edit or update the
student’s registration form information or the
frash can to delete a student.



VIEW STUDENT'S BASIC INFORMATION

Click the eye to view the Student Details screen for a student, which includes the basic information
and documents shown below.

STUDENT DETAILS

Amy Sample

Assign Task Email /Message

STUDENT INFORMATION

Program

Phone Number :(317) 946-4736

Gender :Female

Address :123 Sample Street, Sample,

New Jersey-33333
DOB :11/08/1975
Age 146
US Citizen :Yes
First Language :
Country Of Birth : UNITED STATES

Email : acard1975@gmail.com

EMERGENCY CONTACT INFORMATION

Name : Neil Sample

Phone : (317) 376-3535

Course(s) :Add / Update
Notes History ~ :Show/Hide
Test History :Show/Hide
Student Goals  :View PDF

Upload more Student Goals/Hid
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VIEW AND EDIT BARRIERS

BARRIERS ADDRESSED SOLVED

need help with transportation.

need help with medical care.

Assign Task Email /Message View Registration Fj l View Attendance
i

STAFF NAME COMMENTS

- -
View student barriers. Make notes about addressing barriers.

EMAIL

Subject *

Description *

Paagaph v B I £ i ¢ = = = £ E X &

Click send to send the email straight from

m the Student Information System.

Add new barriers if they arise.

Send the student an email regarding

a barrier or resources. Just type the
message and click send.

PRACTICE:

From the Student Details screen, practice viewing barriers,
adding a new one, and emailing the student directly about a
barrier. Choose Amy Sample or another sample student who
has a real email and phone number in the account to test.




ASSIGN A TASK STRAIGHT FROM THE STUDENT DETAILS SCREEN

Assign a task to a staff member
regarding this student.

STUDENT DETAILS
AssignTask | Email /Message | View Registration File View Attendance

Amy Sample STUDENT INFORMATION EMERGENCY CONTACT INFORMATION Entry Exit Date

Program H Name : Neil Sample Application Date : 08/10/2022

Phone Number  : (317) 946-4736 Phone : (317) 376-3535 Entry Date : :}

Gender : Female Course(s) :Add / Update Last Attended
Date

Address :123 Sample Street. Sample. Notes History  :Show/Hide

New Jersey-33333 Days Since Last
Test History :Show/Hide Attended
DOB :11/08/1975

Student Goals  :View PDF Achievement

Age 146

Upload more Student Goals/Hide R
US Citizen :Yes Select Achievement

ASSIGN TASK
Staff Name *
None selected *
Task Type - Select staff member from dropdown.
Select task A
- Select task category.
ote
Note

Type task and click Add to send the task.

*The staff member assigned the task will have a notification symbol (red circle with a number in it) in
the sidebar on the TASKS tab.




COMMUNICATE WITH THE STUDENT

Send an email or text message
to the student.

STUDENT DETAILS

Email /Message View Registration File View Attendance

Amy Sample STUDENT INFORMATION EMERGENCY CONTACT INFORMATION Entry Exit Date

Program : Name - Neil Sample Application Date : 08/10/2022

Phone Number  : (317) 946-4736 Phone +(317) 376-3535 Entry Date : :]

Gender : Female Course(s) :Add / Update Last Attended
Date

Address :123 Sample Street, Sample, Notes History :Show/Hide

New Jersey-33333 Days Since Last
Test History :Show/Hide Attended
DOB :11/08/1975

Student Goals  :View PDF Achievement

Age 146

Upload more Student Goals/Hide
Select Achievement
US Citizen

EMAIL / TEXT MESSAGE

Subject * Notify Type *

We missed you! TEXT MESSAGE £
8 Type the subject.
VI ST Choose email or text message. (TEXT IS ALWAYS BEST!)

We missed you in class! Please make sure to come to class Wednesday to see what you missed!

Notify

Type the message. (160-character limit for texts.)

Search...

# Name Description Type Date Action

No data available in table
Your sent messages will collect at the bottom.
Show 10 ¢ |entries Showing Oto O of




COMMUNICATE WITH OTHER STAFF MEMBERS — ASSIGN TASKS

( EERCE [+ §§ Mercer Community Education and Training Portal
COMMUNITY COLLEGE

@ Dashboard
Staff Name * Student Name

&3 Messages None selected % ‘ Select Student.

& Supervisors
Task Type *

- Select the staff member assigned, the student’s
& stucents - name it is regarding, and the type of task, then

@ Location type the task. Click Add to send it. The staff
& Courses member assigned the task will see a task

R notification in the sidebar of his/her account.
:
Your previous tasks will collect at the bottom of

& Text/Email ASSIGNED TASK The screen.

£ General Settings Search...

& Staff

# Updated Features Task Assign To Student Task Note Date

° e Peg Gould Amy Sample This is a test task This is a sample of a task that can be sent to another staff regarding a student. 08/25/2022
elp

Show 10 ¢ entries Showing 1to1of 1entries

COMMUNICATE WITH OTHER STAFF MEMBERS - SENDING MESSAGES

L( % E Rc E R Mercer Community Education and Training Portal

cmlnrvmumummum
& Dashboard DASHBOARD Dashboard > Dashboard
| Messages I

& Supervisors

= INBOX ITEMS

o Staff Select Action B
Q Inbox

B Students Search...
®Sent

S Location (] From Subject Action
WTrash

Courses No data available in table

< Attendance Show | 25 # |entries Showing O to O of O entries

B Assign Task

& Text/Email v




SEND MASS EMAIL OR TEXT MESSAGES TO STUDENTS OR STUDENT GROUPS
CREATE A GROUP

@& Dashboard CREATE CUSTOM GROUP Dashboard > Create Custom Group

Messages

& Supervisors

CREATE CUSTOM GROUP

o Staff
Group Name * Select Type * Select Student *

B Students Student * None selected *

Courses

& Attendance
CUSTOM GROUP

= Select Create Custom Group from searh.
O el v the Text/Email tab. Action
- Create Message

»
q 1 test student ® 20

= Create Custom Group # Name Action

@& Dashboard TEXT/EMAIL Dashbeard > Text/Email

Messages

R ,
& Supervisors

Select Create Message

& Staff

# Name Description Type Date fro m Th e Tex-l-/ E ma il
P Students 1 Test message This is a test message from Mercer! ShE Dare/2022 TO b Th e n C I iC k Creafe
e Location # Name Description Type Date

New to compose a
Courses Show 10 # | entries Showing 1to10of1entries messoge

& Attendance

= Assign Task

@ Text/Email v Copyright ©2022 ConnectAble. All rights reserved.

- Create Message

Type your Subject, then for Receiver select a group of receivers with checkboxes
shown. You can select all students, all of a category of students (ELL or HSE), or your
customized student groups. You can also check the box to send to individual students.

- Create Custom Group

& Desbosrd IBUEM Sclect the message to be email or text (We recommend text).
Messages

Type your message, then click Notify to send it.

& Supervisors

TEXT/EMAIL
& Staff
Subject * Receiver Notify Type *
BB Students None selected + TEXT MESSAGE *
Created Group .
@ Location Description * O sample Group
m]
Enter test message (Max 160 characters) | teststudent
Courses statt
O A staff
@ Attendance O peg Gould %

O teststatfiname

& Text/Email v

PRACTICE:

Create a custom group from sample students or staff members
who have valid emails and phone numbers. Then practice
sending a message to those sample students or staff members.




CREATE AND VIEW STUDENT NOTES

STUDENT DETAILS

Amy Sample STUDENT INFORMATION EMERGENCY CONTACT INFORMATION Entry Exit Date
Program B Name : Neil Sample Application Date : 08/10/2022
Phone Number  : (317) 946-4736 Phone : (317) 376-3535 Entry Date : :
Gender :Female Course(s) :Add / Update Last Attended

Date
Address :123 Sample Street, Sample. Notes History :Show/Hide

Create and view
New Jersey-33333

TestHistory ~ :Show/Hide notes regording

ys Since Last
ended

DOB :11/08/1975 .
Student Goals  :View PDF Th IS STU de Ehievement
Age 146
Upload more Student Goals/Hide
US Citizen Yes [ Select Achievement A

GENERAL NOTES

You can upload a file as well as take
[€hoose File | Mo file chosen .

notes. Notes will collect at the
bottom.

VIEW TEST HISTORY

STUDENT DETAILS

Assign Task Email /Message View Registration File View Attendance

Amy Sample STUDENT INFORMATION EMERGENCY CONTACT INFORMATION Entry Exit Date
Program : Name : Neil Sample Application Date : 08/10/2022
Phone Number  : (317) 946-4736 Phone 1 (317) 376-3535 Entry Date : :]
Gender : Female Course(s) :Add / Update Last Attended
Date
Address : 123 Sample Street, Sample, Notes History :Show/Hide

New Jersey-33333 Days Since Last

Test History :Show/Hide, H Attended
DOB 1 1/08/1975 View a
1
Student Goals  :View PDF STU d eﬂT N TGST Achievement
Age 146 o
Upload more Student Goals/Hide h|STorY' [ N
US Citizen Yes Select Achievement
/ Search...
Supervisor Program Gain Test Date Note File Action
Teresa Valtierra ABE Yes 2022-08-19 Score-Report-Amy-Sample-1.pdf 4 |
Adrienne Carrol ABE No 2022-08-19 Score-Report-Amy-Sample.pdf Va1

Show| 10 ¢  entries Showing 1to 2 of 2 entries




VIEW, EDIT, AND ADD STUDENT ACHIEVEMENTS

STUDENT DETAILS

Email /M ge View Registration File View Attendance

Amy Sample STUDENT INFORMATION EMERGENCY CONTACT INFORMATION Entry Exit Date

Program : Name : Neil Sample Application Date : 08/10/2022

Phone Number  : (317) 946-4736 Phone :(317) 376-3535 Entry Date : [:]

Gender :Female Course(s) :Add / Update

Last Attended
Date

Address : 123 Sample Street, Sample, Notes History :Show/Hide

New Jersey-33333 Days Since Last

Test History :Show/Hide Attended

poB :11/08/1975

Student Goals

:View PDF Achievement
Age 146

Upload more Student Goals/Hide
US Citizen :Yes

) , Select the student
First Language : . LL TQ HSE TRANSFER
achievement from the
dropdown choices as S
well as the date it was
achieved and click
Save. Click View to see : i

the student

Country Of Birth : UNITED STATES

) ’ CAREER TRAINING CERTIFICATION
Email : acard1975@gmail.com

EMPLOYMENT IN CAREER TRAINING

ACHIEVEMENTS achievements.
Search...
Achievement Date Action
ELL GAIN 08M7/2022 L]
HSE GAIN 08/16/2022 w

Show 10 ¢ |entries Showing 1to 2of 2 entries




ADMIN FUNCTIONS

ADD/REMOVE COURSES FOR A STUDENT

STUDENT DETAILS

Assign Task Email /Message View Registration File View Attendance

Amy Sample STUDENT INFORMATION EMERGENCY CONTACT INFORMATION Entry Exit Date
Program : Name : Neil Sample Application Date : 08/10/2022
Phone Number :(317) 946-4736 Phone : (317) 376-3535 Entry Date
Gender : Female Course(s) :Add / Update Last Attended
Date
Address :123 Sample Street, Sample, Notes History :Show/Hide .
New Jersey-33333 Click Add/Update to add or remove
Test History :Show/Hide
00B :11/08/1975 student courses.
Student Goals  :View PDF
Age 146
Upload more Student Goals/Hide Check or uncheck courses to add
US Citizen :Yes
or remove them, select the date for
an added course, and click Update
to save if.
UPDATE COURSES
Courses b
s
NEO 2223 AM NEO 2223 AM s
‘ NED 2223 AM | 2022-08-08 | Search
100 selectan
ma m ) nEO 2223 AM
Update |:| NED 2223 BF
ll_l NEQ 2223 OMW
O neo 2223 D88 -
[ BT
STUDENT DETAILS
Amy Sample STUDENT INFORMATION EMERGENCY CONTACT INFORMATION Entry Exit Date
Program : Name : Neil Sample Application Date : 08/10/2022
Phone Number :(317) 246-4736 Phone 1 (317) 376-3535 Entry Date
Gender : Female Course(s) :Add / Update Last Attended
Date
Address : 123 Sample Street, Sample, Notes History :Show/Hide
New Jersey-33333
TestHistory  :Show/Hide Click Show/Hide to
DOB : 11/08/1975
SR RTE have the Test Results
E .
TEST RESULT HISTORY window pop up.

Add Test Information

‘ Select staff member, date, and program (ELL or

HSE), as well as whether or not it was a gain, and
add any notes regarding that test. Then upload

i the score report and click Add.

[ cnoose File | No file chosen

= All added test results (CASAS, HISET Readiness, or

HIiSET) will collect at the bottom for viewing.

Supervisor Program




ADD/REMOVE COURSES

@ Dashboard
Messages
& Supervisors
o Staff

BH Students
& Location
Courses

& Attendance
E Assign Task

& Text/Email

COURSES

COURSES LIST

ADD/REMOVE STAFF

@& Dashboard
Messages
& Supervisors
o Staff

Be Students
& Location
Courses

& Attendance
B Assign Task

& Text/Email

STAFF

i Course
Number

1 WEI NEO UE

2 \Jtp 2223
PRC

3 NEO 2223
PN

Select Course Name Al

Select Action #
O Name

O Peg Gould

O testStaff Iname

Name

Course Name

NEO - Math Remediation
WEI 2223

NEO Pre-Registration

Contact

NEO - ESL/IELCE Beg/Int

ELL

Dashboard > Courses IGISCEERTN]

From the Courses tab, add courses
one at a time by clicking Create

New, or import a spreadsheet of all
courses by clicking Import Courses?

Edit or delete existing courses from
the list and make them Active or Not
Active using the switch.

Demo

Pam Nelson 0 ~
Location

Add staff one at a time by clicking Create New,
or import a spreadsheet of all staff by clicking

Import.

You can also export or print all staff.

View, Edit, or Delete existing staff in the list.

gouldm@mccc edu

teststaff@gmail.com

Email

Show| 10 # entries Showing 1to 2 of 2 entries

demo 1 23652365

Course(s)

232232236

Licensing

Limport Courses

Search...

Is Active

8 68

Dashboard

Action
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[SPual © Create New
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Search...
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