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Student Information System:  Accessing Student Information 
 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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 

trash can to delete a student. 

 

 

 

 

 

 

 

Access Student Information 

Access Student Emails and Passwords 

Search Individual Student Appointments 

Search Individual Photo IDs 
Access a Spreadsheet of all 

Student Entries from a Given Form 

Check a Student’s Progress Through a Portal 
Submit a Question or a Support 

Request to ConnectAble Team 

Click Students to access the full student list.  Sort your student list 

by any of the categories listed above, or by city, zip code, or by 

barriers.  Search for an individual student by typing all or part of 

the student’s first or last name. 
 



 

Click the eye to view the Student Details screen for a student, which includes the basic information 

and documents shown below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

VIEW STUDENT’S BASIC INFORMATION 

View 

Student 

Barriers 

View 

Student 

Goals Sheet 

View 

Student 

Registration 

Form 

PRACTICE: 
Access the Student Information System from your ConnectAble 

Tools menu and select Students to view the student list.  Practice 

sorting the students by category and searching for a student in 

the search box. 

 

Select a sample student from the list and practice viewing each 

of the items described above in the Student Details screen. 



VIEW AND EDIT BARRIERS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Send the student an email regarding 

a barrier or resources.  Just type the 

message and click send. 

View student barriers. Make notes about addressing barriers. 

Click send to send the email straight from 

the Student Information System. 

Add new barriers if they arise. 

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 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Assign a task to a staff member 

regarding this student. 

Select staff member from dropdown. 

Select task category. 

Type task and click Add to send the task. 

PRACTICE: 
From the Student Details screen, assign a sample task to another 

staff member, and have other staff members send a task to you 

so that you can experience the functionality. 



COMMUNICATE WITH THE STUDENT 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Send an email or text message 

to the student. 

Choose email or text message. (TEXT IS ALWAYS BEST!) 
Type the subject. 

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

Your sent messages will collect at the bottom. 

PRACTICE: 
Follow the directions above to send a sample email and text 

message to Amy Sample, or any other sample student who has 

a valid email and phone number. 



COMMUNICATE WITH OTHER STAFF MEMBERS – ASSIGN TASKS 

 

 

 

 

 

 

 

 

 

 

 

COMMUNICATE WITH OTHER STAFF MEMBERS  – SENDING MESSAGES 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the staff member assigned, the student’s 

name it is regarding, and the type of task, then 

type the task.  Click Add to send it.  The staff 

member assigned the task will see a task 

notification in the sidebar of his/her account. 

Your previous tasks will collect at the bottom of 

the screen. 

PRACTICE: 
Send a sample task and sample message to another staff 

member by selecting those tabs from the side menu.  Make sure 

that another staff member sends one to you as well to 

experience the functionality of it. 



SEND MASS EMAIL OR TEXT MESSAGES TO STUDENTS OR STUDENT GROUPS 

CREATE A GROUP 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Create Custom Group from 

the Text/Email tab. 

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. 
 

Select the message to be email or text (We recommend text). 
 

Type your message, then click Notify to send it. 

Select Create Message 

from the Text/Email 

tab, then click Create 

New to compose a 

message. 

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 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

VIEW TEST HISTORY 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Create and view 

notes regarding 

this student. 

You can upload a file as well as take 

notes.  Notes will collect at the 

bottom. 

View a 

student’s test 

history. 

PRACTICE: 
Add and save sample notes and test scores to selected 

sample students to practice both adding that information 

and viewing it. 



VIEW, EDIT, AND ADD STUDENT ACHIEVEMENTS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the student 

achievement from the 

dropdown choices as 

well as the date it was 

achieved and click 

Save. Click View to see 

the student 

achievements. 

PRACTICE: 
Practice adding, saving, and removing student 

achievements for selected sample students. 



ADMIN FUNCTIONS 

ADD/REMOVE COURSES FOR A STUDENT 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ADD TEST SCORES 

 

 

 

 

 

 

 

 

 

 

 

 

 

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 

the score report and click Add. 

 

All added test results (CASAS, HiSET Readiness, or 

HiSET) will collect at the bottom for viewing. 

Click Add/Update to add or remove 

student courses. 

 

Check or uncheck courses to add 

or remove them, select the date for 

an added course, and click Update 

to save it. 

 

Click Show/Hide to 

have the Test Results 

window pop up. 



ADD/REMOVE COURSES  

 

 

 

 

 

 

 

 

 

ADD/REMOVE STAFF 
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. 

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. 


