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JMC Attendance Module Overview 
The Attendance Module of JMC Next Gen Office Application is considered the base 

module of the JMC Next Gen web application and as such it contains a variety of basic 

data that is used by all modules of Next Gen.  The Attendance Module gives your district 

the ability to keep track of various types of basic data about your students, teachers, 

rooms, contacts, activities, and calendar.  Also included are other important aspects such 

as parents/students email, mailing/custom labels, data mining, and student contact 

directories.  
 

AM/PM Attendance vs. Period Attendance 

The Attendance Module includes features necessary to record AM/PM (full-day/half-day) 

attendance whereas the JMC Period Attendance Module expands upon that to allow for 

recording of attendance by period. 
 

Student Demographic Data 

Student names and other basic demographic data may be maintained in the Attendance 

module.  This data is available for all modules to access. 
 

Enrollment Data Management (Drops, Adds, Reenters) 

Student enrollment may be tracked through drop, add, and reenter processes. 
 

Teacher Demographic Data 

Teacher names and other basic demographic data may be maintained in the Attendance 

module.  This data is available for all modules to access. 
 

Advisor/Advisee Lists and Assignments 

Students may be assigned to advisors en masse or individually.  Also, advisor/advisee 

lists may be generated.  This advisor/advisee information is also available for all 

modules. 
 

Rooms 

Room numbers and related data may be entered and is available for all modules. 
 

Calendar, Day Names, Special Days 

The calendar may be edited to include such information as start and end dates for each 

term.  Day names for the school year may be defined by specifying the date for each day 

number.  Special days, such as snow days, class trips, or other atypical school days, may 

be defined as needed and can be assigned for all grades or for individual grade levels. 
 

Student Contact Data, Directories 

Contact data consists of parents, primary contacts, emergency contacts, and other types of 

contacts.  These are set up separately from the student demographic data and then linked 

to students as needed.  
 

Activities 

The Activities menu of the Attendance module can be used to maintain student activity 

records.  The activities themselves can be defined by the user but could include such 

activities as sports, theatre, music, and other activities that are not part of the normal 

coursework and therefore are not maintained in the studentôs schedule.  Special 
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commendations (e.g. letter, team captain, performance award, etc.) may also be defined 

by the user and assigned to a studentôs activity records.  Activity records may be printed 

on student transcripts and may be queried for various criteria.  Team rosters may also be 

maintained. 

 

The basic tasks and reports for the activities menu options are: 

 -rosters for current year activities 

 -queries for compliance or special commendations 

 -activities and special commendations printing on student transcripts 
 

Note: Menu items pertaining to Activities are found in the Attendance module in the 

Activities menu with one exception:  students' parent permission slips and physical 

exams must be entered in the Health module under the Data menu using the Edit 

Health History option.  For further details regarding Health History, please refer to 

the documentation on the Health module of the JMC Office Application. 

 

Note:  Access to the Activities menus and menu options, including the Edit Health 

History menu option in the Health module, is governed by the Activities user 

privilege setting. 
 

Data Mining 

JMCôs query engine, known as Student Lists, may be used as a data mining tool to print 

and/or export lists of data.  The user may select the items to be printed/exported, how 

they are to be sorted, the range of items to be selected, and the printed format.  Exports 

are saved in CSV (comma-separated) formatted text file.  The list may also be used for 

creating custom labels.  The report settings for a list may be saved and reused at a later 

time. 
 

The list of items that may be printed/exported includes demographic items available on 

the Edit- Student Data page as well as activities, attendance, bus, contact, course sections, 

custom fields , discipline, ELL/LEP, enrollment history, entry, GPA, health history, 

immunizations, lunch status, period attendance, race-ethnicity, special education, state 

reporting (NSSRS/ADVISER), programs fact, standardized test scores, Title I/III, and 

visit log.  These data items may also be used in sort and selection criteria. 
 

Mailing and Custom Labels 

Mailing and custom label options give you a variety of ways to generate labels for your 

mailing and other needs. 
 

Custom Forms 

Custom forms may be generated in the Attendance module and may be used in 

conjunction with reports from various Next Gen modules for customized reporting.  

Custom form options include attendance form letters, student information forms, report 

cards (including standards-based report cards), and other form letters. 
 

Attendance Module Instructional Videos     
The following instructional videos for the Attendance Module and related software are 

available from JMC.  Click on the link and the video will come up in your web browser.  
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If you have any issue with getting these videos to work for you please contact JMC at 

800-524-8182. 

 

http://jmcinc.com/resources/view/form_designer_intro 
 

http://jmcinc.com/resources/view/period_attendance_form_letters 

http://jmcinc.com/resources/view/form_designer_intro
http://jmcinc.com/resources/view/period_attendance_form_letters
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Student Scope 
 

The Student Scope is a link found in the Quick Links on many of the main pages in 

JMCôs Next Gen Office Application.   
 

The Student Scope allows you to simultaneously view 6 different types of data for a 

student from the JMC Next Gen database.  Each individual user may specify which 6 

types of data they wish to view in the Student Scope. 
 

The following is a list of the types of data that may be viewed within the Student Scope, 

depending upon what access is assigned to your user account in JMC: 
 

- Attendance 

- Schedules 

- Student Lunch Transactions 

- Period Attendance 

- Discipline 

- Health Immunizations 

- Report Cards 

- Student Contacts 

- Student Progress Report 

- Student Transcript 
 

An example of how to get to the Student Scope is shown here is Schedules-Student-Edit 

Schedules.   
 

 
 

Notice the Student Scope link on the right of the page under Quick Links.   If you click 

on the Student Scope link you will get a page that pops up similar to the next figure. 
 

A Quick Link to Student Scope may also be found on Edit-Student Data and Grading-

Entry-Edit Grades. 
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To change the type of data viewed in any of the 6 panels in the Student Scope, simply 

click on the menu in the upper left corner of that panel and select a different data type. 
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Edit  - New Student Wizard 

This page is used to enter a new student into your JMC Next Gen database.  The wizard 

will walk you through entering demographic data on the Student Data page as well as 

entering the studentôs enrollment history and attendance start date. 

1. Select Edit-New Student Wizard.  The page will appear similar to Figure 1. 
 

 
Figure 1: Entering demographic data during step 1 of the New Student Wizard 

 

2. Enter demographic data such as Last Name, First Name, Gender, Grade, etc.  Make 

sure to include at least those 4 demographic data items so that your record is 

somewhat adequate for use.  The remainder of the demographic items can be entered 

now or later as the data becomes available or is needed. 
 

3. Click the Save button in the upper or lower right corner.  A dialog box will then 

appear similar to Figure 2: 

 

 

Figure 2: 

 

Option to Save 

Student to Next Year 

as well 
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4. If you have already moved up your data for the coming school year you will see a 

message as in Figure 2.  You can decide whether you want the student added to the 

next year as well as the current year.  Either click OK  or Cancel, then the page will 

appear similar to Figure 3: 

 
Figure 3: Entering the Start Date and Add Code with New Student Wizard 

 

5. Specify the starting date and add code for the studentôs enrollment. 
 

6. Click the Add button to store the attendance data. 
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Edit  - Student Data 

This page is used to edit general demographic data for a new student, including student 

IDs, birth date, contact, bus, special education, entry, Title I/III, LIEP, programs fact, 

enrollment, race/ethnicity, custom, and photo data. 

1. Select Edit-Student Data.  The page will appear similar to Figure 4. 

 
Figure 4: Student Data Page 

2. Select the student to be edited by typing the name of the student in the Find box at 

the top of the page and then selecting the student from the drop down list. 

Note: The cursor may be moved from field to field using the Tab key.  
 

Last - studentôs last name 

First  - studentôs first name 

Middle  - studentôs middle name or initial 

Suffix- studentôs suffix, e.g. Jr., Sr., etc. 

Gender - F for female or M for male  

Advisor - studentôs advisor or homeroom teacher 
  

Note:    The list of teachers/advisors for the Advisor menu are defined on 

Attendance ï Staff ï Teachers. 
 

Grade - studentôs or adultôs grade level (0-12, A for adult) 

Special Grade 0 Items 

Kdg group - if the grade level is 0, then the student may be put into a special 

grade 0 group selected from the menu.  See Figure 5. 
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Bldg# - building number for the student (for state reporting purposes) 

JMC Bldg - (District Databases only)ï the JMC build number for the student 
  

Print     To print the data for the student, click Print . 
 

 Note:  If this student is enrolling after the first day of school and was not enrolled 

for at least the first day of school, use the selection AttendanceðStudentðAdd 

Student to add the student to the attendance register. 
 

New Student     To enter the data for a new student, click New Student. 

 

StuRefNum #     To edit the stu ref num for a student, click StuRefNum #. You may 

then edit the number and save the changes. 
 

 WARNING:  Editing a studentôs StuRefNum is generally not advised.  The main 

reason for doing so is when a student was deleted from the database (or not rolled 

up as with a returning senior) and the student needs to be reconnected with their 

data that is linked by the StuRefNum. 
 

Save     To save the data for the student, click Save. 
 

 Note:  Upon saving data for a newly entered student, a student number will be 

automatically assigned to them based on their grade level. 
  

  

Figure 5:  

 

Kindergarten Groups 

(Grade Zero Groups) 
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Figure 6: General Tab from Student Data Page 

 

GENERAL  

Active - student is currently enrolled (a member) and is to be included on lists 

Attend ï student is to be included in attendance reports 

NE NSSRS - student is to be included in Nebraska state reporting  

Rank - student is to be included in a class rank with their grade level 

Honor Roll ï student is to be included in honor roll 

Special Considerations ï if checked, indicates that additional information exists for 

this student 

High Ability Learner Participant ï student is participating in a High Ability 

Learner program 

High Ability Learner Eligibility ï student has been identified as a High Ability 

Learner 

Honors or Advanced Placement ï student is in grades 9-12 and participates in an 

honors program or advanced placement classes 

Is A Single Parent ï student is a single parent, described as an individual who is: a) 

unmarried, divorced, or legally separated from a spouse; and b)(i) has a minor child 

or children for which the parent has either custody or joint custody, or (ii) is 

pregnant 

Nonpublic Targeted Assist ï student is nonpublic student reported by a public 

district as receiving Title I services from the public district 

Military Family Code (also known as Parent In Military) - An indicator (yes/no) of 

whether the student has a parent or guardian that is a member of the Armed Forces on 

active duty or on full-time National Guard duty. The terms ñArmed Forcesò, ñactive dutyò 

and ñfull-time National Guard dutyò have the same meanings as defined in 10 U.S.C. 

101(a)(4), 101(d)(1), and 101(d)(5). If this flag is set to a Yes during the school year, leave 

that code set for the remainder of the school year. 
Unaccompanied Homeless Youth ï An indicator (yes/no) of whether the homeless youth 

is unaccompanied by parents or legal guardians 
Birth  Date - studentôs birth date entered in the form MM/DD/YY or MM/DD/YYYY 

(will be displayed as MM/DD/YY).  The studentôs age will be displayed to the right 

of the Birth Date field. 

Graduation Date - studentôs graduation date entered in the form MM/DD/YY or 

MM/DD/YYYY (will be displayed as MM/DD/YY) 
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Graduation Year - studentôs graduation year entered in the form YYYY 

Resident District ï based on where the student typically sleeps at night. 

Attending District ï district accountable for student outcomes 

Accountable Buildingï building accountable for student outcomes 

Residence Status ï code indicating circumstances applicable to studentôs school 

enrollment 

FTE ï Full-Time Equivalency, entered as a whole number.  A full-time student 

would have an FTE value of 100.  If left blank is assumed FTE of 100 

Username ï studentôs username for login purposes (up to 50 characters) 

Password ï studentôs password for login purposes (up to 20 characters) 
 

Note: Viewing and editing of passwords for students is governed by the 

Passwords privilege as established on File-User Privilegesé. 
  

Email ï email address (up to 50 characters) 

Email 2 ï email address (up to 50 characters) 

Cell Phone Number ï studentôs cell phone number and messaging settings 

 
 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

Reference # - JMC student reference number, which is automatically assigned by the 

JMC Next Gen application and is used to link students to many records in JMC (e.g. 

health, discipline, test scoresé) 

Student # - JMC student number, which is not editable on this screen 
  

Note:    To edit the studentôs Student #, select Edit-Renumber Students. 
  

Soc Sec - student's Social Security Number. 

ID# - student may be assigned an ID# up to 13 letters or digits in length 

Figure 7: 
 

Student Cell Phone and Message 

Settings in General Data tab 

Right-clicking on this icon allows you 

to set the Message Center settings for 

this phone number 

Figure 7: 
 

Student Cell Phone and Message 

Settings in General Data tab 

Figure 7: 
 

Student Cell Phone and Message 

Settings in General Data tab 

Figure 7: 
 

Student Cell Phone and Message 

Settings in General Data tab 

Figure 7: 
 

Student Cell Phone and Message 

Settings in General Data tab 

Figure 8: 
 

Editing Message Center Settings 

for studentôs Cell Phone 

 

Message Center:  JMCôs Message Center allows for efficient communication 

with a student via their cell phone.  The JMC Message Center allows for the 

following: 1) Emails 2) Short Message Service (text messaging or texting) 3) 

Voice Calls/Voice Mail. 
 

Here the settings will govern which type(s) of Message Center that the student 

will receive on their cell phone. 
 

For more information on JMCôs Message Center module please refer to the 

documentation at http://jmcinc.com/uploads/files/NextGen_MessageCenter.pdf. 

http://jmcinc.com/uploads/files/NextGen_MessageCenter.pdf
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State ID ïunique ID assigned to a student by the State of Nebraska 

Locker - locker number with a maximum of 5 letters or digits  

Combination - locker combination entered as 6 digits  

Bus #- a bus number with a value of 0-255  

Transported - student may be assigned a transportation code from 0-9, as determined 

by your school (not used in Nebraska state reporting) 

Postgraduate Activity - an indication of the studentôs activity after their graduation 

or completion, such as 2 Year College, 4 Year College, Employment, and Military. 

Postgraduate Activity Determination - the method used for determining a studentôs 

post-graduation activity 

 

 
Figure 9: Bus Tab from Student Data Page 

 

BUS 

Location Type ï Location 1 / 2 / Alternate ï use up to 3 locations for a student due to 

split families, baby sitters, day care, bad weather alternate location, etc. 

Description ï description of studentôs bus route location 

Route Bus # ï route bus # for the specified location 

Shuttle Bus ï if a shuttle bus is used for this bus location, enter that information here 

Authorized By ï authorization information, parent/guardian who has authorized the 

bus route info 

Date Authorized ï includes calendar tool that allows date entry by clicking a 

graphical calendar 

Bus Note ï space to enter a free-form note about this bus location 
 

Route Bus ï for normal weather conditions 

Route Bus Pick Up ï Time AM  ï morning pick-up time  

Route Bus Pick Up ï Location AM  ï morning pick-up location 

Route Bus Pick Up ï Time PM ï afternoon pick-up time  

Route Bus Pick Up ï Location PM ï afternoon pick-up location 
 

Hard Surface Routeï an alternate route used typically for bad weather circumstance 

when buses will not be traveling on gravel roads 

Hard Surface Pick Up ï Time AM  ï morning pick-up time 

Hard Surface Pick Up ï Location AM  - morning pick-up location 
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Hard Surface Pick Up ï Time PM - afternoon pick-up time 

Hard Surface Pick Up ï Location PM - afternoon pick-up location 

  

 
Figure 10: Comments Tab from Student Data Page 

 

COMMENTS  

The space in the Comment tab can be used to record general notes that are visible to JMC 

user with privileges to View and/or Make Changes for Student General data. 

 

 

 
Figure 11: Confidential Tab from Student Data Page 

 

CONFIDENTIAL  

The space in the Confidential tab can be used to record general notes that are visible to 

JMC users with privileges to View and/or Make Changes for Student Sensitive data. 
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Figure 12: Custom Tab from Student Data Page 

 

CUSTOM FIE LDS 

Edit ï This link allows you to edit a student custom field records.  Once the edit link 

is clicked, the page will appear similar to Figure 13.  After editing the data you must 

click the Update link in order to save the changes. 
 

 
Figure 13: Editing Student Custom Data 

 

Note:    The Custom tab is only visible when logged in to a specific building. 
 

Note:    Custom fields may be defined and put into use for the school year by 

selecting File-Define Custom Fields.  See Figure 14. 
  

 

Figure 14: Define Custom Fields page 
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Figure 15: EL Tab from Student Data Page 

 

EL  

LEP Participation ï indicator of studentôs participation in a LEP program 

LEP Eligibility ï indicator of studentôs identification as LEP 

Placement Date - date entered in the form MM/DD/YY or MM/DD/YYYY  

Exit Date - date student was classified as ELL status 4, entered in the form 

MM/DD/YY or MM/DD/YYYY  

LEP Duration ï indicator of studentôs length of time eligible for LEP services 

Redesignated as English Fluent ï student has been redesignated as English Fluent 

Home or Native Language ï language or dialect the student uses to communicate or 

the language of choice within the home or the non-English language considered the 

studentôs native language 
 

 

 
Figure 16: Entry Tab from Student Data Page 

 

ENTRY 

Birthplace - student's place of birth (up to 25 characters) 

Birth  Country - student's country of birth 

Last School Attended ï prior school the student attended 

Entry Date District  - studentôs entry date into the school district entered in the form 

MM/DD/Y Y or MM/DD/YYYY (will be displayed as MM/DD/YY) 
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Entry Date School - studentôs entry date into the school building entered in the form 

MM/DD/YY or MM/DD/YYYY (will be displayed as MM/DD/YY) 

Migrant  - student's migrant status and date entered in the form MM/DD/YY or 

MM/DD/YYYY (will be displayed as MM/DD/YY), and duration (calculated) 

Duration ï amount of time since the student migrated to this location 

Foreign Exchange Student ï student has entered the United States on a student visa 

and is not intending to remain n the United States permanently 

Immigrant ï studentôs immigrant status, date entered in the form MM/DD/YY or 

MM/DD/YYYY (will be displayed as MM/DD/YY), and former country (up to 20 

characters) 

Immigrant From ï studentôs prior country of residence  
 

 

 
Figure 17: Photo Tab from Student Data Page 

 

PHOTO 

 

If the student has a photo imported it will be displayed on this tab. 

 

For more information about importing photos into your JMC Next Gen database 

please refer to Appendix D of this document. 
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Figure 18: Program History Tab from Student Data Page 

  

PROGRAM HISTORY  

Add Row    To add a new Program History record for the currently displayed student, 

click on the Add Row link in the upper left corner of the Program tab.  The new 

record will appear in the list with a record type of ñNone Selectedò and a default 

Begin Date as todayôs date, as shown in Figure 19. 
 

 

Figure 19:  A New Record is Added to a Studentôs Program History 
 

Edit    To edit a studentôs Program History record, click on the Edit  link at the left 

side of that record.  The tab will appear similar to Figure 20.  Then make the 

appropriate edits and click on the Update link at the left side of that record to save 

the changes. 
 

 

Figure 20:  Editing a Studentôs Program History Record 
 

 

Figure 21:  Studentôs Program History Record is Edited and Saved 
 

Delete    To delete a studentôs Program History record, click on the Delete link at the 

left side of that record. 
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Figure 22: Race-Ethnicity Tab from Student Data Page  

 

RACE-ETHNICTY  

Hispanic-Latino  ï Is student Hispanic / Latino? 

American Indian - Alaskan Native ï Is student of the American Indian or Alaskan 

Native race? 

Asian ï Is student of the Asian race? 

Black-African Americanï Is student of Black or African American race? 

Hawaiian ï Pacific Islander ï Is student of the Native Hawaiian or Other Pacific 

Islander race? 

White ï Is student of the White race? 

Ethnicity  (legacy code) - studentôs ethnicity entered as a digit 1-5 where 1=American 

Indian, 2=Asian, 3=Hispanic, 4=Black, 5=White  
  

Note:    Ethnicity  (legacy code) is no longer collected for WSLS/ISES state 

reporting purposes but is occasionally collected by other entities. 
 

 

 
Figure 23: Sensitive Tab from Student Data page  

 

Note: This tab is governed by the user privilege for Sensitive Data. 
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SENSITIVE 

Legal Last Name ï studentôs legal last name 

Legal First Name ï studentôs legal first name 

Legal Middle Name ï studentôs legal middle name 

Legal Suffix ï studentôs legal suffix   

 

 

 

 

 

 

 

 

 

Lunch Status ï studentôs lunch status (how the student is charged for their meals) 

 

Editing the studentôs lunch status 

 

Note:    lunch status is only editable in the Sensitive tab if the school does not use 

JMCôs Lunch module.   

 

To edit the studentôs lunch status, click on the Lunch Status drop down list (Figure 24) 

and select the correct option from the drop down list (Figure 25). 

 
 Figure 24: Editing the Studentôs Lunch Status Figure 25: Status Options 

 

Next, the Effective Date field will appear.  Specify the effective date for the lunch status 

change by typing it in to the Effective Date text box (Figure 26) OR selecting the data 

from the calendar tool (Figure 27).  To make the calendar tool appear, click on the 

calendar icon to the right of the Effective Date text box. 

    
 Figure 26: Editing the Effective Date   Figure 27: Calendar Tool 

 

Once you have specified the effective date for the change you can save the lunch status 

change by clicking the Save button in the lower right corner of the page (Figure 28).  

Legal Name vs. Preferred Name 
 

If the Legal Name fields on the Sensitive tab are left blank it will be assumed that the 

studentôs legal and preferred names are identical. 
 

If the Legal Name fields on the Sensitive tab are filled in it will be assumed that the name 

fields in the top left corner of the Student Data page is the studentôs preferred name. 
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Once the data is saved a lunch status change record will appear in the window at the 

bottom of the tab (Figure 29). 

 

 
 

 
 

 

 
Figure 30: Spec Ed Tab from Student Data Page 

 

SPEC ED 
 

Note:  Most of not all of the data elements in this tab are migrating to the Special 

Education History records, as documented on the next page.  This migration is 

expected to be complete in 2018 as NSSRS ages out (last year is 2017-2018) and 

ADVISER phases in (first full implementation year is 2018-2019). 
 

IEP ï studentôs IEP status and date entered in the form MM/DD/YY or 

MM/DD/YYYY (will be displayed as MM/DD/YY) )(migrating to Special 

Education History for 2018-2019 school year) 

504 Plan ï studentôs 504 Plan status and date entered in the form MM/DD/YY or 

MM/DD/YYYY (will be displayed as MM/DD/YY)(migrating to Program History 

for 2018-2019 school year) 

Figure 28 
 

Click on the 

Save button to 

save Lunch 

Status 

Changes 

Figure 29 
 

Lunch Status 

Change is 

Saved 



 JMC Attendance Documentation Page 25 of 104          Last update on April 24, 2018  

Special Ed ï studentôs special education status, entry and exit date(s) entered in the 

form MM/DD/YY or MM/DD/YYYY (will be displayed as MM/DD/YY) 

(migrating to Special Education History for 2018-2019 school year) 

Sp Ed Percentage ï percentage of time this student spends receiving special 

education and/or related services separate from general education peers, stored as 

integer with no percent sign (migrating to Special Education History for 2018-

2019 school year) 
Alternative Assessment ï studentôs IEP indicates that they are to take alternate state 

assessment in at least one subject (migrating to Special Education History for 

2018-2019 school year) 
Verified Disability ï Verified Disability of student if receiving special education and 

related services according to an IEP or IFSP (migrating to Special Education 

History for 2018-2019 school year) 
Related Services ï studentôs special education related services received (migrating 

to Special Education History for 2018-2019 school year) 
Placement Type ï studentôs nonpublic school placement type (migrating to Special 

Education History for 2018-2019 school year) 
Setting ï studentôs special education setting (migrating to Special Education History 

for 2018-2019 school year) 
Exit Reason ï studentôs reason for transferring to another district or exiting from the 

special education program (migrating to Special Education History for 2018-2019 

school year) 

 

 

 
Figure 35: SpecEd Comments Tab from Student Data page 

 

SPECED COMMENT 

The space in the SpecEd Comment tab can be used to record special education notes, 

such as the content of the studentôs IEP, that are visible to JMC user with privileges 

to View and/or Make Changes for Student General Data. 
 

If desired, the contents of the comment can be shared with teachers by checking the 

Share With Teachers check box. 
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Figure 31: SpecEdHist Tab from Student Data page 

 

SPECED HISTORY 

This tab allows for records to document the studentôs spans of special education 

service, including begin/and dates of service, IEP begin/end dates, Last Evaluation 

Date, Disabilities, and so forth.  In general, if anything changes for the studentôs 

special education services the current special education history record is closed (enter 

Special Ed End Date) and a new special education history record is created and the 

changes in service are reflected in the new record.  This tab is visible to JMC user 

with privileges to View and/or Make Changes for Student General data. 
 

Add Row    To add a Special Education History record click on the Add Row link in the 

upper left corner of the Special Ed tab.  The tab will appear similar to Figure 32. 
 

 
Figure 32: Adding a Special Education History Record 

 

Edit    To edit the newly added Special Ed History record, click on the Edit  link at the 

left side of the record.  The tab will appear similar to Figure 33. 
 

 
Figure 33: Editing a Student Special Ed History Record 

 

Special Ed Begin Date ï date on which this student was first identified with a 

verified disability in the State of Nebraska 

Special Ed End Date ï date within the current school year on which the student 

ceased receiving special education services at the district 

Sp Ed Percentage ï the percentage of time a student spends receiving special 

education and/or related services separate from general education peers 

IEP Begin Date ï date of the start of the studentôs IEP  

IEP End Date ï date of the end of the studentôs IEP  

Alternative Test ï an indication (yes/no) if the Individual Education Plan (IEP) 

indicates the student is to take alternate state assessments in at least one subject. 

Note: Students below Grade 03 should be reported as no 
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Verified Disability ï a physical or mental condition that limits a person's 

movements, senses, or activities. Provide the appropriate code indicating the 

verified disability of this student who is receiving special education and related 

services according to an Individualized Education Program (IEP) or Individualized 

Family Service Plan (IFSP). A student should only have one verified disability on 

the IEP and IFSP 

Setting ï studentôs special education setting 
Program Participation (also known as Level of Program Participation) ï An 

indication of the studentôs participation in the Special Education program, e.g. 

IDEA Part Bé 

Service ï therapy services received by the student 

Placement Type ï an indication of the Nonpublic school placement type of a student, 

where appropriate 
Reason Exited ï an indication of the circumstances resulting in a studentôs transfer 

from the district or exit from the special education program 
 

 

Update    When finished editing the Special Ed History record, click the Update link at 

the left side of the record.  The tab will appear similar to Figure 34. 
 

 
Figure 34: Special Ed History Record has been Updated 

 

 

TITLE I/III  

The items in this tab have been relocated into Program History records.  Please refer 

to the Program History tab earlier in this document for further details. 
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Student Contact Information 

In the upper right corner of the screen is the student's contact information.  A student may 

have up to 10 contacts associated with them, as shown in Figure 37.  Contact types may 

be designated for each of the 10 associated contacts, as shown in Figure 38.  The contact 

records themselves are created on Attendance-Contacts-Edit Contacts and may be 

accessed via the Edit Contact Quick Link at the right side of the Student Data page ï see 

Figure 36. 
 

 
Figure 36: Contacts section (upper right corner) of Edit Student Data Page 

 

  

Figure 37: Contact Menu expanded  Figure 38: Contact Type Menu expanded 
 

 
 

Note: Viewing of passwords for contacts is governed by the Passwords privilege 

as established on File-User Privilegesé. 

Figure 39 

 

Edit Contacts page 

 

For more information about editing 

contacts please refer to  

Attendance ï Contacts ï Edit Contacts 

later in this document 
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Contact menu is used to select from among the10 contacts possible for this student.  If 

the student has no contacts attached, all 10 contacts in the Contact menu will be denoted 

as Empty Contact.  See Figure 37. 
 

Contact Type menu is used to designate the contact type for the currently displayed 

contact.  Available types (relationships) for contacts are: Primary, Secondary, 

Emergency, Doctor, Storm, Lunch, and Other.  A contact may have a different contact 

type for different students.  See Figure 38. 
 

Note: Only one Lunch contact may be designated per student. 
 

Clear    To clear a contact from this student's screen, first select the contact to be cleared 

from the Contact menu.  Then, click Clear.  This contact will now be designated as an 

Empty Contact for this student. 
 

Copy Contacts     To copy the contact information from another student (as in the case of 

siblings), click Copy Contacts.  Then select the student whose contact information you 

wish to copy.  The contact information for the selected student will now be duplicated for 

the current student. 
 

Change Contact    By clicking on this button, a list of contacts will be displayed.  

Selecting a contact from this list will associate the contact with the current student and 

cause the contact to be displayed on the Student Data page in the currently selected 

contact number. 
 

In Mailings check box    Check or uncheck this box if the contact is to receive mailings 

such as report cards, mailing labels, and schedules.  Only a Primary contact can have this 

box checked. 
 

In Reports check box    Check or uncheck this box if the contact is to be included in 

internal reports such as an advisor list, student discipline report, or period attendance 

reports.  Only a Primary contact can have this box checked. 
 

QUICK LINKS  
Student Scope    To view/edit the Student Scope page for the currently selected 

student, click the Student Scope link in the upper right corner of the page.  For more 

details about Student Scope please refer to page 8 of this document. 
 

Edit Contact    Te edit/view the studentôs currently displayed contact, click the Edit 

Contact link in the upper right corner of the page.  The page will appear similar to 

Figure 39.  For more details abut editing contacts please refer to Attendance ï Contacts 

ï Edit Contacts later in this document. 
 

Edit Schedules    To view/edit the schedule for the currently selected student, click the  

Edit Schedules link in the upper right corner of the page.  For more details about 

student schedules please refer to  

http:// http//jmcinc.com/uploads/files/NextGen_ScheduleDoc.pdf 
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Edit - Edit Student Custom Data 
This selection is used to edit custom data for a student.   
  

1. Select Edit-Edit Student Custom Data.  The page will appear similar to Figure 40. 

 

 
Figure 40: Edit Student Custom Data page 

  

2. Select the student to be edited by typing the name of the student in the Find box at the 

top of the page and then selecting the student from the drop down list. 
 

3. A list of the selected studentôs custom fields records will be displayed.  To edit the 

value for one of the custom fields for this student, click on the Edit  link to the left of that 

record.  The page will appear similar to Figure 41. 
 

 

Figure 41: Editing a Studentôs Custom Data 
 

4. After entering the new value you must click the Update link on the left to save 

changes. 
  

Note: Editing of student custom data is governed by the Student General Data 

privilege as established on File-User Privilegesé. 
 

Print     To print the custom fields data for the student, click Print . 
 

Note:    Custom fields may be defined and put into use for the school year by 

selecting File-Define Custom Fields.  See Figure 42. 
  

 

Figure 42: Define Custom Fields page 
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Edit - Edit Student Sensitive Data 
 

This selection is used to edit sensitive data for a student. 
  

1. Select Edit-Edit Student Sensitive Data.  The page will appear similar to Figure 43. 
 

 
Figure 43: Student Sensitive Data page 

 

2. Select the student to be edited by typing the name of the student in the Find box at the 

top of the page and then selecting the student from the drop down list. 

 

Note: Viewing of student sensitive data is governed by the Sensitive privilege as 

established on File-User Privilegesé. 
 

Edit the studentôs legal name as desired, then click the Save Legal Name button to save 

the changes. 

 

 

 

 

 

 

 

 

 

Print     To print the sensitive data for the student, click Print . 

Legal Name vs. Preferred Name 
 

If the Legal Name fields on the Sensitive tab are left blank it will be assumed that the 

studentôs legal and preferred names are identical. 
 

If the Legal Name fields on the Sensitive tab are filled in it will be assumed that the name 

fields in the top left corner of the Student Data page is the studentôs preferred name. 

 


