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Getting Started 
With SchoolMAX®

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Overview 
Welcome to SchoolMAX®! 

SchoolMAX® will help you efficiently and effectively enter and maintain all 
necessary attendance, scheduling, grading, and other information for all of your 
current students.  This is easily accomplished through an Internet site, with 
minimal data entry, and a simple click of the mouse. 
 
In this document, you will learn the basics of logging in, maintaining your 
password, and correctly logging off of the system.  You will also learn key 
terminology, and practice navigating throughout the system. 

 
 
 
 

• Log out. 

• Inquire, add, change, or delete a 
record. 

• Change your password. 

• Enter and submit data. 

• Understand key terminology. 

• Navigate throughout the system. 

• Log in. 

In this User’s Guide, you will learn how to:

Chapter Objectives: 
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Using This User’s Guide 
 
 

Getting Started 
This document uses standard conventions for referring to objects within SchoolMAX®.  These 
conventions include the following: 
 

ed c

h 

f

g

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
c  (ST009)   The screen name 
 
d  “Student Information” The screen description/title of a screen or label 
 
e  “Next Screen”   The name of a field on a screen 
 
f  Printable Version  A hyperlink that is clicked with the mouse 
 
g  [Submit]   A button, check-box, or radio button that is clicked with the mouse 
 
h  ‘14192’   The actual value within a field 
 
i  <Enter>   A key on the keyboard (not shown) 
 
j  STENR   The name of a report (not shown) 
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Using This User’s Guide 
 
 

Assumptions 
This document was written based on the following assumptions. 

• All users possess basic computer, Internet navigation, and operational skills. 
• All users have a valid username and password. 
• The audience has been trained in their job responsibilities, and understands the concept of what 

is to be accomplished by using SchoolMAX®. 
This product was developed to be compatible across a variety of operating systems (e.g., Windows, 
Macintosh, UNIX, etc.); therefore, some of the screens may look different in regard to input fields and 
button styles.  These differences are purely cosmetic and do not affect the operation of SchoolMAX®. 
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Logging In 
 
 

Logging In 
 
Step 1: Double-click the browser (e.g., Internet Explorer) icon on your desktop. 

If your browser home page has been set to automatically go to the 
SchoolMAX® login screen, proceed to Step 3. 

 
Step 2: Enter the URL your district provided in the “Address” field of your browser. 

 
Step 3: Press the <Enter> key, and the following screen appears. 

 
 
 
 
 
 
 
 
 
 
 
 
 
Step 4: Click the [Logon to SchoolMAX] button and the following two screens 

appear. 
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Logging In 
 
 

Logging In - Continued 
 
Step 5: You will be provided with a unique User ID (Operator #) and password that will enable you to 

log in.  Then, complete the following: 
 
 
  Enter your “District:” number. 
 

  Enter your “Operator:” number. 
 

  Enter your “Password:”. 
 

 
 
  Note: Passwords are case sensitive. 
 
 
 
 

Using your mouse, click the [Log in] button only once. 
 
 
If you entered the wrong “District:” number, “Operator:” number, “Password:” or any incorrect combination 
of these items, the following message appears as shown below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you receive the message illustrated above, please check that you have entered the correct information 
and that the <Caps Lock> key is off, if your password does not contain any capital letters. 
 

Note: Your login information should NEVER be shared with another user! 
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The SchoolMAX® Menu Tree 
 
 
 
When you first logged in, you saw the window indicating that the SchoolMAX® Menu Tree was loading.  
Once the Menu Tree has finished loading, the options illustrated below on the left-hand side of the screen 
appear. 

 
 
 
 
 
 
 
 
 
 
 
 
 
Once you click the “Standard Menus” folder shown above, you will s
the expanded se

ee 
lections that are available to you, as shown on the 

ght-hand side. 

 

ri
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The SchoolMAX® Menu Tree 
 
 
 
In the example shown below, the “Standard Menus” folder was expanded, and then the “Census” folder 
was expanded to show the options available to you.  All blue squares indicate a SchoolMAX® screen.  
Consequently, if you wish to see the “Census” Menu (CE001) screen, click the link as shown below. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You may collapse the Menu Tree by clicking the [SchoolMAX Menu Tree] button as shown below in the 
toolbar.  Click the button again to re-display the Menu Tree. 
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Toolbar Options 
 
 

Using The Calendar 
If you wish to view a calendar, click the [SchoolMAX Calendar] button, as shown below. 
 
 
 
 
 
 
After doing so, the calendar for the current month will display, and today’s date will be highlighted in red, 
as shown below.  You may view the calendar for a previous or an upcoming month by clicking the 
appropriate arrow key.  When you are finished, close the window by clicking the [X] button. 
 
 
 
 
 
 
 
 
 
 

Using The Calculator 
If you wish to view a calculator, click the [SchoolMAX Calculator] button, as shown below. 
 
 
 
 
 
 
 
 
After doing so, a calculator will display, as shown below.  When you are finished, close the window by 
clicking the [X] button. 
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Toolbar Options 
 
 

Printing 
If you wish to print any screen within the system, click the [Print This Page] button, as shown below.  
After clicking the [Print This Page] button, the “Print” screen will display.  Make your selections and click 
the [Print] button to print the screen, or click the [Cancel] button to cancel the print request. 
 
 
 
 
 
 
 
 
 
 
 

sing The Command Console 
 you wish to run a System Report, click the [Open Command Console] button, as shown below. 

ceed. 
ou may enter ‘:HELP’ and click the [Transmit] button to see a list of three character commands that are 
vailable. 

 
 
 
 
 
 

 

U
If
 
 
 
 
 
 
 
 
After doing so, the window shown below displays and you may enter the necessary command to pro
Y
a
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Toolbar Options 
 
 

Opening Multiple Windows 
If you wish to open a second (third, etc.) window, click the [Open Secondary Windows] button, as shown 
below.  Another window displays, with the same active screen as the screen you are currently viewing. 
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The SchoolMAX® Main Menu 

ain Menu” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Shortcut Box:

 
 

Viewing The “SchoolMAX M
Once you have logged in, the “SchoolMAX Main Menu” screen displays, as shown below.  Each link 
allows you to access a different SchoolMAX® Module. 
 
 
 
 
 
 
 
 

 
 

From this field, you can enter the ‘Screen Name’ of a screen to proceed 
directly to that screen.  For example, if you enter ‘CE220’ and press the 
<Enter> key or click the [Submit] button, you will be directed to the 
“Family Member” screen. 

 
Note: Screen names are discussed on page 15. 
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Navigating To SchoolMAX® Modules 

ing Links 

 
 

Navigating To SchoolMAX® Modules Us
Once you have logged in, you can navigate to various modules within the system by using the links, 
such as the one shown below.  Click the Census link as shown below, and the following “Census” 

enu screen (CE001) displays. M
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Navigating To SchoolMAX® Modules 

 
the Period Attendance

 
 

The “Period Attendance” screen shown below displays after clicking  link on the 

 
The following enhancements were made to the menu screens in the ASP Interface, as of the 
3.2.0 Release. 
 

• Menu button images have been changed from the screen identifier to small blue squares 

“ ” screen. SchoolMAX Main Menu
 

. 

• Scrolling over a button or a screen description, using the mouse, displays the screen identifier in 
the hover text, such as the one shown above for the (AT240) screen. 

• The entire line (blue square and description) is a link to the appropriate screen. 
 
As of the 4.0.0 Release, all ASP Menus contain the screen identifier in the hover text, as well as a 
detailed description of the screen. 
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Navigating To ReportMAX™ 
 
 

Using The ReportMAX Link 
o access ReportMAX™, click the ReportMAXT  link, as shown below. 

Once you click the ReportMAX link, the “ReportMax Tools” login screen displays, as shown below. 
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Key Terminology 

 example shown below, (CE415) 
is the “Screen Name” and “Name Search - Head(s) of Household” is the screen description.  Screen 
names may be found on the screen within the brackets (<  >), as shown below.  All screen names have 
a combination of two letters and three numbers.  The letters indicate the module/application that you 
are working in (e.g., CE for Census, ST for Student, SC for Scheduling, AT for Attendance), and the 
numbers indicate what you can do on the screen. 
 
All SchoolMAX® Module Main Menus will end in 001, thus (CE001) is the “Census” Menu, (SC001) is 
the “Scheduling” Menu, and so on. 
 
Tip

 
 

Screen Names 
Each screen has a screen name and a screen description/title.  In the

: If the screen is a 200 level screen, such as (CE220), it is a screen that you will “do” 

(CE415), it is a screen that you will “view” (inquire only) something on. 

Just remember: 2 to do, 4 to view! 

 
 

(inquire/add/change/delete) something on.  If the screen is a 400 level screen, such as 
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Key Terminology 

K d 
i

 
 

Key Fields 
ey fields contain information needed to process SchoolMAX® transactions.  Information must be entere

n ALL key fields in order to inquire on, change, or delete an existing record, or to add a new record. 
ey fields may be found in the upper left-hand corner of a screen.  Key fields appear in upper-case green
apital letters. 

K  
c

 

 

 

Required Fields 
Required fields appear in lower-case green letters.  All required fields must have data entered into them, 
in order to add a new record, or change an existing record. 
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Key Terminology 

e Box 

 
 

Maintenanc
The maintenance box governs the functions that you perform on a screen; however, it does not appear on 
all screens.  To use the maintenance box, click the up and down arrows within the box until you find the 
function/action you wish to perform.  Then, click your choice to highlight it, and press the <Enter> key or 
click the [Submit] button (not shown) to submit the information to the system. 
 
Please make sure to change the selection in the maintenance box to what you want it to be before you 
press the <Enter> key or click the [Submit] button (not shown).  Otherwise, all changes made to the 
screen may be lost. 

Note
 

: You may have access to a screen but not be able to perform all actions within the 
maintenance box.  This is a security issue and should be reported to your District Security 
Administrator if you require access to perform a certain function, and currently are not 
able to do so. 

Maintenance box options include the following: 
 ‘Inq’ Allows you to “Inquire” on an existing record. 
 ‘Chg’ Allows you to “Change” an existing record. 

 

 
 

 ‘Add’ Allows you to “Add” a new record. 
Allows you to “Delete” an existing record. 

rd in the database. 
 ‘Last’ Brings up the “Last” record in the database. 

  ‘Back’ Takes you “Back” one sequential record at a time. 
 
Note

 

 
  ‘Del’ 
  ‘First’ Searches for the “First” record in the database. 
  ‘Next’  Brings up the “Next” sequential reco
 

: First, Next, Last, and Back will not be available on all screens with a maintenance box. 
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Key Terminology 

 

 
1. For this example, enter a value into the “FAMILY #” field, as shown above. 
2. Click ‘Inq’ in the maintenance box and press the <Enter> key or click the [Submit] button. 
3. If a record exists for the family, it will display.  If the record does not exist, the ‘Record not found’ 

message will appear in the status bar (not shown) located at the bottom of the screen. 
4. Repeat steps 1 through 3 to inquire on records for screens containing a maintenance box. 

 
 

Maintenance Box - Continued
Inquiring On An Existing Record 

For screens that contain a maintenance box, perform the following steps to inquire on an existing record. 
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Key Terminology 

 click 

 

4. Check the status line at the bottom of the screen for the ‘Record Added’ message. 
5. Repeat steps 1 through 4 to add records for screens containing a maintenance box. 
 

 
 

Maintenance Box - Continued 
Adding A New Record 

For screens that contain a maintenance box, perform the following steps to add a new record. 

 

 

 

 
1. If a record is displayed, enter ‘clear’ in the “Next Screen” field and press the <Enter> key or

the [Submit] button. 
2. Enter values into all applicable fields for the new record.  The Key fields are “DIST” and “FAMILY

#”. 
3. Click ‘Add’ in the maintenance box and press the <Enter> key or click the [Submit] button. 
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Key Terminology 

ecord 

record. 

4. ck the status line at the bottom of the screen for the ‘Record Changed’ message. 

 

 
 

Maintenance Box - Continued 
Changing An Existing R

For screens that contain a maintenance box, perform the following steps to change an existing 

 
1. Perform the Inquiring On An Existing Record procedure discussed on page 18. 
2. Make the required changes in the appropriate fields. 
3. Click ‘Chg’ in the maintenance box and press the <Enter> key or click the [Submit] button. 

Che
5. Repeat steps 1 through 4 to change records for screens containing a maintenance box. 
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Key Terminology 

 
re discussed on page 18. 

fter 

 
 

Maintenance Box - Continued 
Deleting An Existing Record 

For screens that contain a maintenance box, perform the following steps to delete an existing record. 

 

 

 

1. Perform the Inquiring On An Existing Record procedu
2. Click ‘Del’ in the maintenance box and press the <Enter> key or click the [Submit] button.  A

doing so, the screen redisplays with blank fields. 
3. Check the status line at the bottom of the screen for the ‘Record Deleted’ message. 
4. Repeat steps 1 through 3 to delete records for screens containing a maintenance box. 
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Key Terminology 

ars on any screen, you may do the following: 

• Enter a ‘C’ to “Change” an existing record. 
• Enter a ‘D’ to “Delete” an existing record. 

The maintenance box and the “A/C/D” column both

 
 

The A/C/D Feature 
When the “A/C/D” column appe

• Enter an ‘A’ to “Add” a new record. 

 appear on the screen shown below.  In this case, the 
maintenance box controls what happens to all information above the bold line, and the “A/C/D” column 
governs the information below that line. 
 

 

Bold Line 
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System Navigation 

e Keyboard 
you are in a Windows 

operating environment.  Please make note of the following uses for the keys listed below. 
 
Ent K

 
 

Navigation With Th
Several keys used for navigation in SchoolMAX® operate differently because 

er ey The <Enter> key DOES NOT move the cursor down a line, as it would in a word 

will move the cursor right or left within a field. 
Home  The <Home> key will move the cursor to the beginning of a field. 
End  The <End> key will move the cursor to the end of a field. 
Tab The <Tab> key will move the cursor from one field to another field (from top to bottom 

and from left to right) on the screen. 
Shift/Tab The <Shift> and <Tab> keys used at the same time will move the cursor backwards from 

one field to another field. 
Backspace The <Backspace> key will delete characters to the left of the cursor position. 
Delete The <Delete> key will delete characters to the right of the cursor position. 

Navigation With The Mouse 
On any screen, you can navigate to a field by positioning the cursor in the target field with your mouse, 
and clicking the left mouse button. 

Navigation With Links 
Links are located at the top of many of the screens.  These are “shortcuts” which will save you time as 
you navigate throughout the system.  For example, clicking the Menu

processing software program.  Press the <Enter> key to process (transmit) information 
on a screen. 

Arrow Keys The arrow keys do not move the cursor up, down, right, or left on the screen; however, 
the right and left arrows 

 link (as shown below) will return 
you to the menu of the SchoolMAX® Module in which you are currently working.  All other links will take 
you to the screen indicated. 
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System Navigation 

es of data 
elds are shown below. 

n most screens, blank data fields must have information entered into them, in order for the system to 
process a transaction, or record a default value. 
 
In addition to entering data into blank data fields, data may be entered into the system by using the 
following: 

• Check-boxes 
• Drop-down list boxes 
• Radio buttons 

 

 
 

Using Data Fields 
Data fields contain information needed to process SchoolMAX® transactions.  In order to add a new 
record or process an update to an existing record, enter data in all relevant fields.  Exampl
fi

 
O
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System Navigation 

s 

 
 

Using Check-Boxe
Check-boxes are used in SchoolMAX® to indicate that particular information does apply.  After you c
check-box with your mouse, a check-mark appears in the check-box, indicating that the item is selecte
 

lick a 
d. 

In the example below, the check-mark in the [Unlisted] check-box indicates that the “Home Phone” 
number is [Unlisted] does apply.  On the other hand, since the [Do not release Fam Inform’n]  
check-box is not checked, then that does not apply. 
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System Navigation 

t Boxes 

 

 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 

Using Drop-Down Lis
After clicking the drop-down arrow associated with a field, a drop-down list box displays.  From that list 
box, you can make a selection from the list of possible entries.  In the example below, the “Mar Status” 
eld drop-down list box contains the possible options which might apply.  To select a status, click it using fi

your mouse.  After you release the mouse button, the drop-down list box will close, and the selected 
marital status will appear in the field. 

Using Radio Buttons 
Radio buttons are used in SchoolMAX® to make a particular selection from a list of choices.  To do so, 
you will click the radio button with your mouse.  After doing so, a circle will appear inside the button, 
indicating that the item has been selected. 

In the example below, the circle indicates that the [Absent] radio button has been selected as the status 
to be applied, when taking attendance for multiple students/dates. 
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System Navigation 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Using “Drill-Down” Arrows 
Clicking on a “drill-down” arrow will allow you to “drill-down” to the maintenance or inquiry screen behind
the actual screen you are currently viewing.  Click the drill-down arrow in the “Contact” section of the 
“Student Information” screen (ST009).  Doing so takes you to the “Student Contact Records” screen 
(ST415) shown at the bottom of this page. 
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Submitting Data 

stem 

f 

 the respective action is highlighted in the maintenance box, or an ‘A’, ‘C’, or ‘D’ is entered into the 
ppropriate field, press the <Enter> key or click the [Submit] button (not shown) to submit data into the 
ystem. 

ther examples of data submission/action buttons include the [Attnd OK] and [Perfect Attnd] buttons 
hown below. 

 
 

Submitting Data Into The Sy
Data may be entered into the system by use of the navigation techniques discussed on the previous 
pages.  Most information is entered by keying data into a blank data field, or by use of a combination o
check-boxes, drop-down list boxes, and radio buttons. 
 
If
a
s
 
O
s
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Changing Your Password 

 
r password at any time.  From any screen, type ‘PASS’ 

] 

 
 

fter doing so, the following screen appears. 

 

 
 

Once you have logged in, you may change you
(this is not case sensitive) in the “Next Screen” field, and press the <Enter> key or click the [Submit
button (not shown). 

A
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Changing Your Password 

ew Password” 
• “Re-enter New Password” 

Then, press the <Enter> key or click the [Submit] button (not shown).  Finally, check the “Status Line” 
located at the bottom of the screen to ensure that you receive the ‘PASSWORD CHANGE WAS 
SUCCESSFUL’ message, as shown below. 
 

 

 
 
 
You should now enter the appropriate information in the following fields: 

• Enter your “Old Password” 
• Enter your “N

Status Line 
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Logging Off Of SchoolMAX® 

T  These methods include the 
follo n
 
 
 

 
 
 

here are several methods which may be used to log off of SchoolMAX®. 
wi g: 

 
 

• Click the Log Off link from the “SchoolMAX Main Menu” screen. 

To log off of the system, click the Log Off link. 
 
 
 
 

• Enter ‘bye’ in the “Next Screen” field. 

To log off of the system, you may enter ‘bye’ (not case sensitive) in the “Next Screen” field on any 
screen.  Then, press the <Enter> key or click the [Submit] button (not shown). 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

• Select ‘Log Off’ from the “Next Screen” field drop-down list box. 

To log off of the system from any screen, click ‘Log Off’ in the drop-down list box.  Then, press 
the <Enter> key or click the [Submit] button (not shown). 
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Notes 
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