DIRECTIONS FOR SENDING TEACHER SURVEYS IN EZREPORTS

Step 1: Adding/Reviewing Day School Teachers

1. Atthe site level, go to Stakeholders — click on Day School Teachers

C (@ @ ezreports.o me/Index % % O R

=

N support  laurie 3 <A ExitSite

M Activities

@ NYSED Update: A system-wide change has been made to the definition of “attending students” to be at least 30 hours of attendance. The “Attended”
column of “Regular Participant by Site” report will now show the number of students with 30 or more hours of attendance for you to quickly determine
whether your program has met the target number.
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2. Add new teachers by clicking on the green button
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DIRECTIONS FOR SENDING TEACHER SURVEYS IN EZREPORTS

3. For new elementary teachers, add first name, last name, school, email address, grade
level and click Self-Contained Teacher (All Subjects)
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Step 2: Linking Teachers to Students

1. Inthe site level, go to Registration — click on Students
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whether your program has met the target number.
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DIRECTIONS FOR SENDING TEACHER SURVEYS IN EZREPORTS

2. Next to the student’s name, click on the Edit button

Active Student(s) : 26
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List of Active Student(s) : Click on the column headin_g to sort
Hours Attended
# Last Name & First Name Type DOB District Student ID Reg. Date | Grade Total Toe “Fall _SE\L Action
1. |Anthony Marc s 09/16/10 234789999 10/04/21 i 10:00 4:00 6:00 | { Bp)a[E
2. |Apple Fiona s 10/01/07 10/04/21 2 13:00 7:00 6:00 | i@
3. |Bailey Sandra s 05/23/10 154797971 11/18/21 5 X
4. Bravo Johnny S 11/11/11 265789444 10/04/21 5 6:00 2:00 4:00 BIE
5. |Canino Tom s 04/25/10 258901222 10/04/21 4 @7 X
6. Carey Mariah 3 03/27/14 213456777 08/03/21 i 32:00 26:00 6:00 B1E
7. Carina William S 04/25/10 290734555 08/03/21 3 5:00 5:00 3E
8. |Carter Benjamin 3 02/07/11 216772487 10/01/21 5 12:00 6:00 6:00 Bi1E
9.  |Chestnut Morris S 01/01/08 298723000 08/03/21 8 3:00 3:00 B3E
10.  |Grey Lexi s 09/10/11 245897663 08/03/21 5 15:00 9:00 6:00 Bi1E
11.  |Grey Meredith S 10/02/13 290024305 08/03/21 3 14:00 8:00 6:00 IE
3. Go to the School Data Tab for the student and click on the +Add Teacher button
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DIRECTIONS FOR SENDING TEACHER SURVEYS IN EZREPORTS

4. Select the teacher’s name from the list, or use the search box.
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DIRECTIONS FOR SENDING TEACHER SURVEYS IN EZREPORTS

5. The self-contained button will automatically populate once the teacher’s name is
selected. (Note: “self-contained” refers to teachers that teach all subjects and is not
related to special education.) The room number is optional. Only one teacher needsto
be selected.
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6. Click next to go to the next student’s School Data tab and repeat the steps in Step 2: Linking
Teachers to Students
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