School Admin Directions
In addition to entering data and report capabilities, School Admin’s are able to setup students and setup staff users for their school.

1. Setup Students

There are 2 methods to add students to the program: Manual Entry and Automated Entry
a. Manual Entry
1. From the main menu, click on School Administration
2. On the Admin-Schools screen, click on Setup Students

3. Click on Add New in the upper right corner.  This will create a new blank record.

4. Enter the student’s information in the new blank record: 

   Student ID (from Powerschool)



              Medicaid Number

First Name

  


Last Name

Guardian Name

Social Security Number

Date of Birth

Phone Number (inc. area code)

Address

City

State

Zip

5. For each student, then go to the bottom half of the screen and enter the School Year, Grade, School, Date of Medical Necessity, and Who’s Responsible.  When you select the staff for Who’s Responsible, their email address should automatically fill-in.  Your district may choose to only allow the District Administrator to enter the date of Medical Necessity.  Your district may also choose to have defaults set up for city, state and zip code.  If so, those will be set by the District Administrator.
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Automated Entry

1. Create an excel spreadsheet with these column names as the first row.                                   The column names must be in this order and typed exactly as noted.

	Column Names
	Example

	StudentID
	870020001234

	SchoolID
	451

	StudentFName
	John

	StudentLName
	Smith

	StudentAddress1
	123 E MAIN ST

	StudentCity
	SPARTANBURG

	StudentState
	SC

	StudentZip
	29303

	StudentPhoneNr
	864-222-2222

	ParentGuardianName
	Mrs. Sam Smith

	StudentMedicaidNr
	1234567890 (must be 10 digits)

	SchoolYear
	2010-2011

	Grade
	08

	SSN
	111-22-3333

	DOB
	01/01/2001


2. Type the students’ information in excel under each column, creating a single line/row for each student.  The spreadsheet should look like the sheet below.
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3.   Once the student information is entered, save the excel spreadsheet.  (Make note of where 

       it is saved)

4. Open and login to the RBHS software

5. From the main menu, click the School Administration button
6. On the Admin-Schools screen, click on Setup Students

7. On the bottom right corner of the screen, click on Import Students From Spreadsheet
8. A new window will appear called Import Students, click on Find File and choose the excel file containing the student information, and then click Open
9. Next, click on Import.  The students will be added to the list of students

10. Click the X in the upper right to close the Import Students screen

**There is an active check box next to each student’s name.  If a student leaves your program, uncheck this box to indicate the student is no longer active.  DO NOT delete students as when you delete a student you delete all the records and you need to maintain the records for 5 years.
2. Setup Staff Users
There are 2 methods to add staff to the program: Manual Entry and Automated Entry
a. Manual Entry
1. From the main menu, click on School Administration
2. On the Admin-Schools screen, click on Setup Staff Users
3. Enter the staff’s information in a blank record: DO NOT WRITE OVER AN EXISTING RECORD.

School

Perm Group (School)

User First Name

User Last Name

SSN (last 4 digits)

Provider Level (Masters, Bachelors, etc…)

Needs Permissions to Enter Data (check this box)

Title

Email

b. Automated Entry
1. Create an excel spreadsheet with these column names as the first row.                                   The column names must be in this order and typed exactly as noted.

	Column Names
	Example

	DistrictName
	Spartanburg County 7

	SchoolID
	451

	UserFName
	John

	UserLName
	Smith

	UserFullName
	John Smith

	StaffTitle
	Assistant

	UserL4
	1234

	UserEmail
	jmsmith@spart7.org

	NeedsPermissions
	TRUE


2. Type the staff information in excel under each column, creating a single line/row for each staff member.  See below for an example of what the spreadsheet should look like.
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3.    Once the staff information is entered, save the excel spreadsheet.  (Make note of where it is  

       saved)

4.    Open and login to the RBHS software

5.    From the main menu, click the School Administration button
6.    On the Admin-Schools screen, click on Setup Staff Users

7. On the upper right corner of the screen, click on Import Staff from Spreadsheet
8. A new window will appear called Import Staff, click on Find File and choose the excel file containing the staff information, and then click Open
9. Next, click on Import.  The staff will be added to the list of staff

10. Click the X in the upper right to close the Import Staff screen

**There is an active check box next to each staff’s name.  If a staff member leaves your program, uncheck this box to indicate the staff is no longer active.  DO NOT delete staff who have records in the software as the records must be maintained for five years.
