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CISDM Training Series:
Logging into CISDM for the First Time

In your internet browser, go to the website www.cisdm.net.

Click on Forgot Your User ID or Password?.

Enter your User ID and Fassword and click the ‘Lagon’ buttan.

Weer 0

Password:

L _ [ Logon

In the User ID field, enter the username that your supervisor or affiliate staff provided to you. Click
Submit.

For ypur [0 or Pa il

Forgot Your Password?

‘Lo receive 3 temporary password, enber your Lser 10, then cleck ™Submii” An emad) with the passwond will be sent to the email addness
associated with vour profibe. Yoo will wee this temporany pasoword o bogin 2ed create 3 penmanent pasorond

User ID:  |newguy] % |

If your request was successful, you should receive the following message:

Temporary password sent to your acconnt; use this password to login and reset vour password.

Check IHere fo rebem o the Lopin Page.

You should receive an email with the subject “Requested Password Information” in your inbox at the
email address that was set up for your account in CISDM. The content of the email will include a
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CISDM Training Series:
Changing Your Password and Email Address

st
Click on My Account in the gold menu bar.

To change your password, click on Change Password. Enter your current password, then choose a new
one and enter it the same way in both the Password and Confirm Password fields. Click Save.

FASSWORD EDIT

_Save | Cancel | Resat |

To change your email address or other contact information, click on Edit Account. Make any needed
changes and click Save.

My Account
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CISDM Training Series:
Creating a School Support Plan

In the School Mgmt menu, navigate to School Support Plan.

Click on the Create School Support Plan button. You can also edit existing plans here (the button
will read Edit School Support Plan).

Check off the items that are relevant to your school under the Risk Factors section. This
information will come from the needs assessment you conducted.

Assign the school-wide goals that you plan to work on this year. Regardless of the goals chosen,
Average Daily Attendance OR Chronic Absenteeism, Suspension, Standardized Test Proficiency
OR End of Course Testing, and Graduation and Dropout Rates are required to be tracked for
each CIS model school. Note: If your affiliate/state office is tracking additional metrics, these
will also appear in the School Support Plan and can be assigned to schools as needed.

Document the support categories that you plan to provide/broker. Click Save.

Under the word Metrics on the left side of the screen, you will see the list of metrics that you
chose to track for your school.

Vithat would you like ¢ 20156 School Support Plan
o, Bikd_ o ik
Skt Sehect Year 1516 57 =
School Profie Ed Schood Support Pan Delede Scheoi Support Plan |
Schpod Demographics
Sohond Supgoird Man Schad Wide Rak Facton
Tier | Supports Arbcre s i EEsALAEN Pl 018 AIACOR, RGh S IehElrLRies Fils
Eohodal Progress o 106G
Schonl Gl ACheevermesi
Annunl FOY Aeparing metviilartir 5edemci Fproveliantan ColepiTiostr Resingss

Cate Lis] lAasfdEnancs Planned Toer | Suposcais
Bopademe: Ansaiator Bisc ResdaResources, Behnvos inlersdndnalodfoebon, Colegaares Preparstiosn Lfe 5o
Sigl

Tarpeied Beincs
Colege_RewdSness . School Gradustion_snd Dropesd_ Fabes, Standardiced Tes!_Proficency - School

Collegs Readiness
School

Eretuyboa and Cirsegsoat
Ralas
Slandardiced fest

QI':?‘I‘I_, Srhond
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CISDM Training Series:
Documenting School Progress and School Goal Achievement

In the School Mgmt menu, navigate to School Progress.

Click on the Document School Progress button. In order to document progress toward goals,
you have to have created a School Support Plan.

From the dropdown menus, choose the report period, report date, and whether you have
provided Tier | Supports to address each goal so far this school year. You can also add
comments to provide context to your responses. Click Save.

School Progress For 15-16 SY

Report Date Cht o« | 20 ¢ 2015 »

‘ Report Perlod | 15t Grading Period *

Echool Goal Froguess Reporied

improveMainiain Academics Provided related Tier | supports v
Coanmie

::'I'I'IF#_‘;;‘:"1"1;""“"" Bl Frowded related Tier | supports v
Comirmirril

Impraveslaintain Farant

Engagement Diicd ned prosnde refzsed Tier | suppoits «

Lot

Save Cancel | Reset

At the end of the school year, navigate to School Goal Achievement under the School Mgmt
menu.

Click Edit in blue font.
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CISDM Training Series:
Entering Tier | Supports

In the School Mgmt menu, navigate to Tier | Supports.
Click on the Add button.

Enter the applicable information for this Tier | Support. Be sure to choose the correct school
year, report period (month) and dates; the default values will reflect the date that you are
entering the information. Student Support Category and Provider Type are required. If you are
using the Donation type and value fields (e.g., for Basic Needs/Resources), you might enter zero
(0) hours. If you are entering a Site Coordination-related support, you might enter zero (0) for
the number of students directly served.

Tier | Support Entry »
Report Perked Algust -

Tow 1516 5Y =

Stari Dt Asg. = & ¢ X% e EmdDabe g = & 2+ 3015 =
Froeviker Typo Community Patner -
| Priwnder Name Targel Stares -
Stedent Sapport Category  Physical Finess Heabh -
Stwtent Sapport Name Famly Fitness Mg -
£ Students Served |Lx :::::,m; |45
C Check Were o recond M@ﬂ.‘ﬂ
¥ ef athare pereed Jﬂ- Hourm I?
| valae per hour $23.00 valut of Tame |5:r.5:|
Donation Type | Doranon Vaiue {115
Rt s
(1580 has max|

Save | Cancel Reset |
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CISDM Training Series:
Creating a New Student

In the Student Mgmt menu, navigate to Case List.

Note: If the Grade Level is in red font, he or she does not have a current grade level for this
school year. A student must have a current grade level for a particular year in order to appear
on that year’s reports. If a student’s name is in red font, he or she does not have a Student

Support Plan for this school year.

Click on the Add Student button.

Case List

Complete the information in the Student Profile (items with a blue checkmark are required).
Note: You must have parent consent for each case managed student that you enter into CISDM.
Otherwise, you will be unable to track additional information such as student supports and
metrics. If you navigate to other parts of the system for this student, you will be redirected to

the Student Profile.
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CISDM Training Series:
Creating a Student Support Plan for an Existing Student

In the Student Mgmt menu, navigate to Student Support Plan.
From the Case List, choose the student record you want to work with.

Click on the Create Student Support Plan button. You can also edit existing plans here (the
button will read Edit Student Support Plan).

Current Student
| Mame: Robers Boty Student ID; 12356 Grade Levet: Tth Geade (2015) Caselist MNext Prev. |

2015 Student Support Plan

~

Check off the items that are relevant to your student under Student Attributes, Risk Factors,
and Developmental Assets. This information will come from the needs assessment you
conducted.

Document Student Attributes

Assign the goals that you and your student plan to work on this year. For each goal, choose at
least one metric to track in order to measure progress throughout the year. For each metric,
enter a target value that the student will try to reach.
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CISDM Training Series:
The Student Monitoring Page

In the Student Mgmt menu, navigate to Case List. Choose the student you want to work with
and click on Student Monitoring Page on the left side of the screen.

Click on the New Intake Record button.

Current Student
Hame: Rcoert Bob Student & 17356 Grade Level: 7ih Grade (2015 Case List

15-16 SY Record -

Enter the date of your needs assessment of this student. Note: The school year should default
to the current year.

Enter the Personalized Goals that you and your student will work on this year (these are outside
of the standard list of goals found in the Student Support Plan). Click Save.

Enter your Parent Engagement Strategy for this student. Click Save.

Student Manitaring Page

Family Engagement Stratagy

Choose the metric you want to document and click on Add Entry. Note: Each grading period,
you can enter the student’s data on this page for the metrics you are tracking.
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CISDM Training Series:
Entering Tier Il and Tier lll Supports

In the Student Mgmt menu, navigate to Tier Il and Ill Supports.

From the Case List, choose the student record you want to work with.

Click on the Add button.

Tier [l & Il Supports for August

Dais: 102015 End Date: 802015 Hours: 2 mmﬂ
Saft: Edes Georga Schoot [Eea Frankin
Student Support Calegoery:  Life'Sockl Shils Student Support Nama:  Wentering
Hotes:

Enter the applicable information for this Tier Il or lll Support. Be sure to choose the correct
school year, report period (month) and dates; the default values will reflect the date that you
are entering the information. Student Support Category, Provider Type, and the Tier Il or llI
designation are required. If you are using the Donation type and value fields (e.g., for Basic
Needs/Resources), you might enter zero (0) hours.
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CISDM Training Series:
Documenting Student Progress and Case Notes

In the Student Mgmt menu, navigate to Student Progress.
From the Case List, choose the student record you want to work with.

Click on the New Progress toward Goals button. In order to document progress toward goals,
you have to have created a Student Support Plan.

amee: Robert Bob Student I 12358 Grade Level: Teh Grade (20015} Caselid Mext Prav,

-

»

‘ Choose the report period, report date, and progress option from the dropdown menus. You can
also add comments to provide context to your choice. Click Save.

| Only ge: suspended Twice
| this grading period.

Progressing

Haan't changed his risky
| bahavior cutwside of school.

. _M:rmgms - Megative

To enter case notes for your student, choose the General Case Notes button on the initial
Student Progress screen.
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CISDM Training Series:
Documenting Student Goal Achievement

In the Student Mgmt menu, navigate to Student Goal Achievement.

From the Case List, choose the student record you want to work with.
Click on the Document Goal Achievement button.

Student Goal Achievement

8192015

ansots
(8182015

Choose the report period and report date from the dropdown menus. The report periods are
included for the instances in which you want to document that a student met his or her goal
earlier in the school year. Otherwise, you will choose a report period of Final to show that goal
achievement occurred by the end of the year. For each goal, choose one of three options to
represent the student’s result. After each goal, you will have to click Document Goal
Achievement again to add another entry.
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CISDM Training Series:
Documenting Student EOY/Closeout Status

In the Student Mgmt menu, navigate to Student EOY/Closeout Status.

From the Case List, choose the student record you want to work with.

Click on the Document EOY Status button.

There are two required dropdown menu fields that you will complete: EQY Status and Closeout

Status. There will also be three optional fields that you will complete for graduating seniors, if
you have the information: Postsecondary Plans, College Attending, and Alumni Contact

‘ Information (email address and phone number). »

Student I0e 12356 Grade Level: Tth Crade (2015) Case List  Maxt  FPreyv.

Student EQY Status for 15-16 5Y
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CISDM Training Series:
Updating Your Case List for the New School Year

In the School Mgmt menu, navigate to Case List Maintenance.

There are a number of functions that you can perform in batch through Case List Maintenance,
but at the beginning of a new school year, one of the first tasks you will want to complete will
be to update last year’s case list through Grade Level Promotion (for students who are on your
case load again this year and have moved up to the next grade), Grade Level Retention (for
students who are on your case load again this year but were retained in their grade), and
Student Inactivation (for students who are not going to be on your case load again this year). All
of your previous students should fall into one of these three groups.

Case List Maintenance

Flraas apdact what data you would like o hasch enoar

[i5TF] Aclion
rade Lewel Fromadicn salact
Gratle Lewr] Rislenlion Lt
Student Inactyation Gabact

Grade Level Promotion

If any of your students are moving to a new CIS school, perhaps because they have gone from
8t grade at the middle school to 9" grade at the high school, you can choose the new school’s
name from the dropdown menu. Make sure you choose last school year from the next
dropdown menu. The other three menus are optional and allow you to filter for specific
students. Highlight the students who were promoted, click Add to List, then click Save. CISDM
will automatically add one grade level to those students’ record (e.g., a student in 8" grade for
the 14-15 SY will now be in 9t grade for the 15-16 SY). If the students’ grade levels were in red
font on the Case List, they will now be black.
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