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Introduction

Welcome to IMPACT, the Chicago Public Schools (CPS) Instructional Management Program
and Academic Communications Tool.

IMPACT is a new technology solution that will make student information at CPS more accessible,
reduce paperwork, and allow teachers more instructional time with students. Once fully
implemented, the IMPACT solution will be used throughout the District by administrators, teachers,
support staff, Central Office staff, and parents.

IMPACT has five major components:

e Student Information Management (replaces the current Student Information (SI) system).
e Gradebook (record of student attendance, grading and reports)._

e Student Services Management (tracks information for students with special needs).

e Curriculum and Instructional Management (provides helpful tools for instruction).

e Verify (provide valuable reporting tool on building access, student finances
among others).

To support the roll-out of the aforementioned IMPACT solutions, the Online Data Acquisition
(ODA) user guide has been developed to provide detailed instructions on how to maintain
assignments for the following:

Staff to business functions (CIM, Gradebook, SIM, SSM and Verify)

ODA combines the ability to assign business functions related to accessing IMPACT with other CPS
data collection needs; i.e. school profile update, payroll and free and reduced meals (FRM).

User Guide Description

The ODA system is designed to assist each school with completing readiness tasks to implement
IMPACT solutions. ODA alleviates the time-consuming manual tasks required to populate the new
IMPACT solutions. Authorized users of ODA will be able to complete business function assignments
online; ODA is accessible from the IMPACT Web site at http://impact.cps.k12.il.us, and only
available to authorized CPSemployees.

All schools will use ODA to create business function assignments. The assignment data created
in ODA will be populated in the respective IMPACT solutions.

Instructions to complete the required assignments in ODA are included in this User Guide.
Please follow the steps carefully to avoid errors in the data.
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User Guide Objectives
After reviewing and following the instructions, users should be able to:

1. Maintain Staff Business Function Assignments;
2. Generate ODA Reports and
3. Update school profile

ODA Modules

The Staff module can be accessed from the Home and secondary pages in ODA. The Assign Staff
to Business Functions option displays when the user clicks on the Staff module button as shown in
the screen capture below:

‘Online Data Acquisition

>

=

School Data |l CPS.edu School | Free & Reduced
Collection Profile Update Meals

The Online Data Acquisition (ODA) system is designed to assist each school with completing tasks related to CPS
data collection needs. ODA combines the ability to assign business functions related to accessing IMPACT and
payroll with other CPS data collection needs.

For ODA technical support, contact 3-EXCL option 2. To review the ODA User Guide, please visit the IMPACT
Publications page.

Note:

If displayed, the Administration module button and hyperlinks are not accessible
to Elementary and High School users. ODA Administrators only will have access to
the Administration module.
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Module Descriptions

The following table includes a list of ODA modules, applicable functionality
hyperlinks, descriptions and school specific access indicators.

Module Hyperlink/Page(s) Description Access
Staff Assign Staff to This page displays business function  [1. Principals
Business Functions | options (i.e., Principal, Teacher, 2. ODA

Grading Coordinator and Attendance  |Designee
Coordinator) and a list of the current business
staff members at a school. In ODA, function
staff will be assigned to the appropriate
business function by the

Principal or Designee. Staff assigned
to a business function in ODA will
receive the applicable role in IMPACT

solutions.
Reports Reports Page Reports on the school’s business 1. Principals
function assignments. 2. ODA
Designee
business
function
School Data Collection [State School Report | Allow schools to submit data about 1. Principals
Card their Title 1 funding and State School 2. ODA
Title 1 Report Card metrics. Designee
business
function
CPS.edu School Profile | CPS.EDU School This page has functionality for 1. Principals
Update Profile Update page |, 4ating the schools profile / 2D ODA
information on CPS.EDU. Changes blfs?ilr?ggs?
made on this page appears instantly function
on CPS.EDU 3. Website
Administrator
business
function
Free & Reduced Meals | Process FRM Functionality on the FRM pages 1. Principals
Applications enable an authorized user to 2. ODA
. Designee
Lunchroom search for a student at their business
ODA access Manager Roster school and submit their FRM function
(FRM module only) Lunch Application | data to determine if the student 3. FRM Clerk
Information gets a free or reduced price ]?US"S_GSS
unction

Homeroom Statistics| lunch.
and Lunchroom Pilot| Run school-level reports

(Lunchroom Manager Roster,

Lunch Application Information)
Run Homeroom Statistics and
Lunchroom Pilot.
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Module Order of Completion

Users should complete ODA assignments in the following order:
1. Staff (ES and HS):
a. Assign Staff to CIM, SIM, and SSM Business Functions
b. Assign Staff to FRM Clerk
c. Assign Staff to Payroll Approver and Payroll Clerk
2. Reports (ES and HS):
a. Generate business function assignmentreports
3. CPS.edu School Profile Update (ES and HS):
a. Update school profile information on CPS.edu

Notes:
1. IMPACT requests that Elementary and High School users routinely verify and
update in ODA staff business function assignments.
2. |If displayed, the ODA Administration module button and hyperlinks are not
accessible to Elementary and High School users.

Log On to ODA

1. From a Web browser, access http://impact.cps.k12.il.us.

Educate - [nspire » Transt

[IMPACT] Instructional Management Program and
A c Tool

Try StudentLogger Lite free of charge for the remaining school year

Key Documents
The MPACT Verity vendor, Omicron Technologies, Inc. (Omicron), i offering a8 CPS schools a free trial of their StudentLogger Lite b
Modifying Suspension Days to communication tool. Go to hip /iverify. cps k12 £ us/StudentLogger/Signup to $ign up and start using & today! Support videos and onine
Account for Unplanned Snow Days hep avakabie to a¥ users wihin the product. You must be on the CPS network to access the Signup nk
Maintaning Student Mentoring Full StudentLogger kcensing can be purchased in the CPS elMarketplace, as wel as other 33d-0n modules such as Cohort Groupng.
Information in SM Teacher Referral and Vistor Management Al modules available at a discounted rate, as wel as products such as D supples, Soorswipe
equipment and mobie devices.
Immigrant and Home Language
Functionaity Updates in S For product related questions, Omicron can be reached from the Get Help tab within Verify, vis emall ot sales@omicrontech net, or phone
8t (773)S83-8287 option 4,
Generating SR Transcripts using NOTE To use the CPS eMarketplace tool you wil frst need Oracie access and wil have to 9o through the Procurement webpage
MPACT SM

Student Logger - Product Summary
SY13-14 €S Principl Checkist

SY13-14 HS Principal Checkist Svster
Prevent Dupicate Student Records

Request for Emergency Heath
Wformation: Engish Polish Spaniah

Did Not Arrive (DNA) Process e
nks below 1o view documents for each system.

3 s Inf tion Manag tD ts and Publicat clSIM
T tudent nformation Management Documents and Publications 2
(3 Gradebook Documents and Publications [ Halook
— Adeerio. Gradion aAd aport —vGru ebool
» Dashboard arrecws
—
(3 Student Services Management Documents and Publications SSM
- Haalth Sarvices, Clioical Assessments and the Electronic IER ~
» Onine Data
Acquamtion ODA
— b pe s gt =5 |cim
» MPACT kcon MAC
instatation for MACS icon -
- 3 verity Documents and Publications ) |
. 3 ALY . Saickdent Repctions Tros ey | VERIFY

ODA User Guide (08/2016 v3.0)


http://impact.cps.k12.il.us/

2. Locate and click on the ODA button. The ODA Sign-On screen displays:

| cHicaco

Online Data Acquisition sl

Welcome

Welcome to the ODA site. This website is only available from the
CPS network Sign In

CPS Username

Forgot your Password? 9 Password

If you do not remember your password, please visit the
Password Management website and follow the steps to reset
your password.

Featured Website

Google @ CPS Training Site

View tips, instructions, videos and answers to questions
about using Google@CPS

Chicago Public Schools | Information and Technology Services | Web Services
3. Inthe CPS Username field, enter your CPSMail username and press the <Tae> keyonce.

4. Inthe Password field, enter your CPSMail password.

5. Clickthe Signin < m >button. The ODAHome Pagedisplays.

‘Online Data Acquisition\

f

School Data |l CPS.edu School i Free & Reduced
Collection Profile Update Meals

The Online Data Acquisition (ODA) system is designed to assist each school with completing tasks related to CPS
data collection needs. ODA combines the ability to assign business functions related to accessing IMPACT and
payroll with other CPS data collection needs.

For ODA technical support, contact 3-EXCL option 2. To review the ODA User Guide, please visit the IMPACT
Publications page.
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Password Administration
Help option is available on the ODA Sign-In page for users to include the following:

Forgot your Password?

Online Data Acquisition

Welcome
A me 1o the ODA site. Th: website | n ailadble romth

cPenemork DR * Signin

CPS Username

Forgot your Password? Password
I you 30 not remember your password, please vs
Password Management website and ‘ollow the ¢ reset
a your password
Featured Website
Google @ CPS Training Site
View Bps, Instructions, videos and answers (0 question

about using Google@CPS

Chicago Public Schools | Information and Technoiogy Senices | Web Services

The Help options provide instructions to users regarding Password administration;
https://password.cps.k12.il.us/ to include the following:

CPS Password setup

Password reset instructions

SIEP | - teentity Yoursel!
- STEP 1 - Verily Your Information
os Password Admln STEP ) - Verily Your Information
STEP 4 - Verily Your Information
- STEP § - Sex Password
SYEP & - Password Change Completed

Chicago Public Schools Password Administration

This website can be used to determine your CPS username or to change your CPS network password. You must be a CPS
employee, contractor or intern with a valid CPS email address to receive a password; the textbox fields below will be used
to validate your emplayment. Once you have completed the steps on this page, you will be able to access various
applications using your account. Please take note of your CPS username and password when the form is completed.

o |

¢ here to view step by step ingtructions - How to change your CPS Dasswon

Hours of Operation
The CPS Password Management website is avalable every day of the week between the hours of Sam-10pm CST.

§TEP | - Identify Yourself
First Name: (Required)
Last Name: (Required)

Employment Type: CPS Employee E] (Reguired) @

7 verity g your ientity 64 this page rou apree 2ot to impersonate sny persen o entity,
% not Limted 1o,  Chicago Public Schools employes or aisely state or otherwise marearesent
n with & sersen or antity.

HELP: Need Help? Call 3-EXCL (553-3925)

All content © 2014 , Chicago Public Schools | Legal Statement | ver. 2.2 | (1)
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Standard ODA Page Layout

Each ODA page has three parts, as outlined in the figure below:

1. The Title Bar — Displays the school ID information, date and hyperlinks for Change
Unit and Logout, across the top of the page

2. The Task Area — Displays the name of the ODA page; e.g., Assign Staff to Business
Functions, modules and hyperlinks that allow users to access secondary pages in ODA.

3. Content Area — Displays the central pane of each ODA page.
Users assign and remove assignment information for staff in the Content Area. The Content Area

is divided into data grid sections displaying information such as staff, business functions, and
current business function assignments.

CPS Unk: 20301 School D: 609773 AGASSZ E

Online Data Acquisition ,
2

Assign Staff to Business Functions

School Data
Collection

Home > Staff > Assign Staff to Business Functions

1. Select "Show o¢ "Show Unassign npioy change the panel on the ieft.
2. To assign a staff member o a business function, select an Employee Name from the left panel and a Tt from the right pane! and click the "Assign” button.
3. To remove a business function assignment, cick the "Remove Assignment” ink in the table at the bottom of the page.

Note: Schools can no longer assign the “Counselor” or “School Counselor” business functions. Al requests must be
submited to the Office of Pathways o Cobege and Career, atiention Barbara Karpouzian and Kevin Van Zee. Once 3
spproved by OPCC, they will forward to MPACT for provisioning.

Please note the folowing changes:

Technology Coordinator is now the IMPACT School Tech Admin

This business function i being re-named; functionalty wil remain the same. The MPACT School Tech Admin business.
function alows a member to administer their school's Parent Portal and Verify system as wel as have read-only access to
8 schoof's Student information Management System (SM).

Please note the following additional business functions:
Be sure to designate the appropriate staff at your school to these business functions no later than March 28, 2013,

TechCo

The new business function of TechCo is for identty purposes only; & will not grant access to any MPACT systems.
Designating this business function will ideatify the main point(s) of contact at your school for technology related
communications from TS and willidentify the person(s) responsibie for managing the computers, networks and tech-related
needs of your school To that end, individuals designated this business function will be able to receive and modify your
school's administrative accounts (e.9. TechCo account password) by contactng the IT Sevice Desk. This person wil also
be added to the ist of peopie eigibe to view the Technology Coordnator website and wil receive emais about topics such
s must-know tech-related announcements from ITS, information about computer and network upgradesiupdates, TechCo
tranings, TechCo events (e Tech Tak) and TS maintenance and outage messages.

Website Administrator
The new business function of \Website Administrator s for identty purposes as wel as to grant access to the new cps.edu

Standard ODA Page Elements

The following list details some of the standard page elements in ODA. Each element is outlined in
the figure below.

1. Title Bar — displays the CPS unit, date, Change Unit (if applicable) and Logout hyperlinks.

2. Task Area - displays the name of the ODA page (e.g., Assign Staff to Business Functions) and
enables the user to navigate in ODA from one page to another, for example users can navigate
from the Assign Staff to Business Functions to the Reports module.

3. Breadcrumbs - series of hyperlinks in the center of each ODA page. Breadcrumbs indicate
where a user is in the ODA system and how he gotthere.

4. |Instructions (Specific pages) — step-by-step instructions for completing assignment
(Assign/remove) tasks in ODA.

ODA User Guide (08/2016 v3.0)



5. Filters (Specific Pages) — enables users to view specific unit data, for example:

a. Show All Employees

b. Show All Unassigned Employees

6. Data Grids (Specific Pages) — pages in ODA display the following unit specific data:

a. Staff

b. Assign and Remove buttons and hyperlinks

7. Sort Options (Specific Pages) — enable users to sort information displayed in data grids by

clicking on column header hyperlinks.

'CPS Unk: 2030 | School 1D 809773 AGASSIZ

Online Data Acquisition
Assign Staff to Business Functions
Home > Staff > Assign Staff to Business Functions
Instructions
1. Select o
2 0" buon.
3 dick e’ { =2 4
Note: ‘assign the “Cosnselor” or roies. Al requests bihe
Office of Paways %o Collepe and Carser, aftention Barbars Kamouzian and Kegn Yan 7ee Quce approved by OPCC,
iy wil forward 0 IMPACT for peovisicnieg
@Wﬂhlawlwm Csmlmassqmw:nm
T —— e
(Aggeinan JoniP A Abisics Coordinaior A
Candenas. Concepoon | Adendance Cosedinator
Comea, Amy Biingai Coordnzior
(Cumingham, Tracee A Business Manager
et o
- B fere 6
Figuerca, Lus A Dashbeard
Figueroa, Marge D: ran
[Fiizsmans, Calesn A Discipinarian Cierkc
(Flanigan, Mary Distct View
[Foy, Christan S, v ETC Coordinater v
\Gaat Adam Trzhame [FRM Cleskc.
|t
Frst Last Business Function Actions.
Joi P Appeman  Teacher
Amy Comea Teacher
et ] 1
First Last Business Function Actions
Joni P Appelman Teacher Remove Assignment
Amy Correa Teacher Remove Assignment
Stefanie M. Curry Teacher Remove Assignment
Adam Ebbole Athletics Coordinator Remove Assignment
Adam Ebbole Teacher Remove Assignment
Adam Ebbole TechCo Remove Assignment

ODA User Guide (08/2016 v3.0)
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ODA Instructions

Step-by-step instructions are available on ODA pages to assist users with completing assignment
tasks as shown in the following screen capture:

Online Data Acquisition
Assign Staff to Business Functions

Home > Stall > Assign Saff 1o Business Functions

Inslmctlvnsg

1. Select "Show ALEngloyees”or"Show Unassigned Enployses” o change the panel o he et
2. To assign a staff member 1o 3 business functon, T fromthe

3. Toremove 8 business functon assignment, cick he "Remave Assignment” ink in the table at e botiom of the page.

Bease note the folowing changes.

Technology Coordinato & now the WAPACT School Tech Adeain

o Buaedss bomon 8 v e2ane0 GNCtaty i inee g aaTe, The crsaml quwmm
function alows 8 member to administer Ser schools Pa wﬂea and Verity system ss w

w«lsn.d«e formaton Management Systee (S

Piease note the following additional business functions;
Be sure to designate the appropr atyour o these busiess fun ter than March 28, 2013
mnc

The mew business functice of TechCo s for entty purposes only, & wi
Del; ting this business functon wil dentiy the main point(s) v:«u
communications from (TS and wil dentiv the cersonis) resconsiie for m

10 any MPACT systems.

Users should carefully follow the instructions displayed in ODA and use this User Guide to ensure

that data is accurately updated and subsequently converted to the applicable IMPACT solution (i.e.,
CIM, Gradebook, SIM, SSM or Verify).

Notes:

1. The ODA User Guide includes step-by-step instructions for the following:
Assign/Remove Staff to/from Business Function
Generate ODA Reports

Update School Profile in CPS.edu

2. If the instruction steps are not displayed on the page, the user can
follow the prompt that are provided to complete the assigned task.

The IMPACT Website and ITS Service Desk

This User Guide contains detailed instructions, however, if users have questions or problems
accessing ODA please contact IMPACT:

1. IMPACT Web Site — Enables the user to access information about the IMPACT project.

This Web site provides access to IMPACT applications and online supplemental materials.
The Website address is http://impact.cps.k12.il.us.

2. ITS Service Desk — Operational from 7 a.m. to 5 p.m. weekdays. The phone number is (773)
553-3925, option 2.

Maintain Staff Business Function Assignments (CIM,
Gradebook, SIM, SSM, and Verify)

The following table lists IMPACT business functions available in ODA for assignment to the appropriate
staff (e.g. Principal, Teacher, etc.) at a school. CPS employees who are assigned business functions

in ODA will receive the assigned role and permissions in the applicable IMPACT applications as
indicated in the table.

ODA User Guide (08/2016 v3.0) 11
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Business Functions Mapped to IMPACT Applications

Assistant
Principal

Note:

e The Assistant
Principal business
function maps to the
Principal (SADMIN)
role in IMPACT.

e Can access the
Automated Library
System to view and
run saved reports at
a school-wide level.

Edit and view

all data
(exceptions: Social
Security Numbers
and Student Health
Conditions);
generate reports.

Edit school-level
instructional
resources (lesson
plans, assessments,
etc.); Report on
school-level data
(attendance,
grades, schedules,
assessment results,
etc.)

Edit school-level
grades/attendance;
Report on school-
level data
(attendance,
grades, schedules,
etc.); Manage
school-level Parent
Portal Accounts.

Can view public
reports at a
school-wide level.
May view and edit
student and
location data (i.e.,
submit PARF
requests, case
manager
nominations, sped
staff allocations)

Full view and edit
access. All reports.

(SELL)

data; enter ELL
screener test
scores; generate
reports.

instructional
resources (lesson
plans, assessments,
etc.); Report on
school-level data
(attendance,
grades, schedules,
assessment results,
etc.)

Athletics Coordinator Edit student No Access View school-level No Access No Access
(SATHLETIC) athletic data; grades/attendance;
generate reports, Report on school-
toinclude level data
unofficial (attendance,
transcripts. grades, schedules,
etc.)
Attendance Edit student No Access View school-level No Access View and edit
Coordinator attendance data; grades/attendance; access to Search,
(SATTEND) generate reports. Report on school- Viewbar and
level data Truancy Reporting.
(attendance, Select reports.
grades, schedules,
etc.)
Bilingual Coordinator Edit ELL Profile View school-level No Access No Access No Access

ODA User Guide (08/2016 v3.0)
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Business Manger No Access No Access No Access No Access View and edit
(SBUSINESSMGR) access to Search,
Viewbar, Student
Finance
Management;
Select reports.
Case Manager Submit View school-level No Access Enter/maintain No Access
(SSPED) transportation instructional documents for
requests per IEP resources (lesson students referred
and 504; generate plans, assessments, to and/or receiving
reports. etc.); Report on special education
school-level data services either
(attendance, under an IEP or
grades, schedules, 504. Can send and
assessment receive messages;
results, etc.) access caseloads;
create private list
and multi-
dimensional
reports; view class/
student rosters,
public lists and
multi-dimensional
reports.
Cashier No Access No Access No Access No Access View and edit
(SCASHIER) access to Search,
Viewbar, Student
Finance
Management.
Select reports.
ID Clerk No Access No Access No Access No Access View and edit
(SIDCLERK) access to Search, ID
printing. Select
reports.
Counselor - ES View school and View school-level View school-level No Access View and edit

(SCOUNSLER)

Redundant Role:

If you have ES
Counselor role,
Transcript Registrar
role is not needed.

student data;
generate reports,
toinclude ES
transcripts.

instructional
resources (lesson
plans, assessments,
etc.); Report on
school-level data
(attendance,
grades, schedules,
assessment results,
etc.)

grades/attendance;
Report on school-
level data
(attendance,
grades, schedules,
etc.)

access to Search,
Viewbar, Building
Access, Behavior
Analytics,
Interventions.
Select Reports.

13



Counselor — HS
(CNSL)

Redundant Role:

If you have HS
Counselor role,
Transcript Registrar
role is not needed.

Edit student Social
Security Numbers;
Access student
Academic Plans;
Generate reports,
toinclude
transcripts.

View school-level
instructional
resources (lesson
plans, assessments,
etc.); Report on
school-level data
(attendance,
grades, schedules,
assessment results,
etc.)

View school-level
grades/attendance;
Report on school-
level data
(attendance,
grades, schedules,
etc.)

No Access

View and edit
access to Search,
Viewbar,
Messaging,
Interventions,
Behavior Analytics.
Select reports.

Curriculum Coordinator No Access Edit school-level View school-level No Access No Access
(SCURR) instructional grades/attendance;
resources (lesson Report on school-
plans, assessments, | level data
etc.); Report on (attendance,
school-level data grades, schedules,
(attendance, etc.)
grades, schedules,
assessment results,
etc.)
Disciplinarian View school and No Access No Access No Access View and edit
(SBEHAVIOR) student data, to access to Search,
include historical Student
student discipline Misconduct,
data; generate Inc1de_nt Reportl_ng,
! Behavior Analytics,
reports. Interventions.
Select reports.
Disciplinarian Clerk No Access No Access No Access No Access View and edit
( SBEHAVIOR CLK) access to Search,
Viewbar,
Messaging,
Interventions,
Behavior Analytics.
Select reports.
ETC Coordinator Enter students No Access No Access No Access No Access

(SETC)

into ETC Programs
using Program
Management
functionality;
generate reports.

14



FRM Clerk
(FRM module only in
ODA)

Note:

e Able to search for
students at user’s
school; enter Free-
Reduced Meal data
for students; and run
school-level reports
(Lunchroom
Manager Roster,
Lunch Application
Information)

No Access

No Access

No Access

No Access

No Access

(Student Services
Liaison)
(SSTDSVCS)

Redundant Role:

If you have Status
Coordinator role,
Student Services Liaison
(Homeless) role is not
needed.

Temporary Living
Situations (STLS)
data; submit
transportation
requests; generate
reports.

instructional
resources (lesson
plans, assessments,
etc.); Report on
school-level data
(attendance,
grades, schedules,
assessment results,
etc.)

Grading Coordinator Edit student View school- level Edit school-level No Access No Access
(SGRADING) grading data, to Instructional grades; Report on

include HS r?sources (Iessont school-level data
Redundant Roles: historical edits and zt?:r;?’Ra:;gﬁrgr?n > (attendance,
If you have Grading service learning school-level data grades, schedules,
Coordinator role, hours; use the (attendance, etc.)
22‘;;73:‘;’;‘2 I:rzr:glg functionality; view | etc.) ’

—_ HS student

needed. Academic plans;

generate reports,

to include

transcripts.
Homeless Liaison Edit Student in View school-level No Access No Access No Access
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IMPACT School Tech
Admin
(STECHCO)

View school and
student data, to
Include HS student
Academic Plans;
Generate reports.

View school- level
instructional
resources (lesson
plans, assessments,
etc.); Report on
school-level data
(attendance,
grades, schedules,
assessment results,
etc.)

View school-level
grades/attendance;
Report on school-
level data
attendance,
grades, schedules,
etc.); Manage
Parent Portal
Accounts.

No Access

Configuration
access. Select
reports.

Lead Literacy Teacher

No Access

No Access

No Access

No Access

No Access

Librarian

Note:

e Can access the
Automated Library
System to access
circulation,
cataloging, and
report modules.

No Access

No Access

No Access

No Access

No Access

Library Assistant

Note:

e Can access the
Automated Library
System to access
circulation and
cataloging modules
with functionality
limited to check-in,
check-out, holds,
adding items, and
viewing patron
circulation and fines
records.

No Access

No Access

No Access

No Access

No Access

Math Specialist/Lead
Teacher

No Access

No Access

No Access

No Access

No Access

Mobile Device
Manager

Note:

e Main point of contact
at school for ITS (re:
mobile devices such
as iPads and/or
Chromebooks)

No Access

No Access

No Access

No Access

No Access
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MTSS Lead No Access No Access Edit and view No Access No Access
(SMTSSLEAD) student tiers,
providers,
Note: escalation
e Role is automatically requests, and
assigned to school specific
Principals, who can interventions.
assign the SMTSS
MEMBER and
SMTSSLEAD roles to
other users at the
school.
MTSS School No Access No Access Edit and view No Access No Access
Committee Member student tiers,
(SMTSS MEMBER) providers,
escalation
requests, and
school specific
interventions.
MTSS Intervention No Access No Access Edit and view No Access No Access
Provider access: create
(SMTSS INTPROV) school-specific
interventions,
Note: assign students/
e Role is automatically themselves to
given to all users interventions,
with Teacher role in add/edit progress
ODA. notes.
Nurse Edit student View school-level No Access No Access No Access
(SHEALTH) health data, to instructional
include Food resources
Allergy and (lesson plans,
Sports Physical assessments,
data; generate etc.); Report on
reports. school-level
data (attendance,
grades, schedules,
assessment results,
etc.)
ODA Designee No Access No Access No Access No Access No Access
Note:

e Can assign ODA roles
to other school
administration staff.
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Payroll Approver

Note:

e Payroll Approver has
the same functional
authority as a Payroll
Clerk. In addition,
can approve time in
KRONOS as
Validation reports of
hours worked by day
for all employees in
the respective unit.
Workflow Reports
sent via email (e.g.,
Payroll Exception
Report, Employee
Not Paid, Payroll
Check Register).

No Access

No Access

No Access

No Access

No Access

Coordinator

Principal Edit and view all Manage school- Edit school-level Can view public Full view and
(SADMIN) data (exceptions: level instructional | grades/attendance; | reports at a school- | Edit access. All
Social Security resources (lesson Report on school- V‘{ide level. May reports.
Redundant Roles: Numbers and plans, assessments, | level data view and edit
If you have Principal Student Health etc.); Report on (attendance, f;::lgt?ga ?:Ir:':cla (e
role, no other role is Conditions); school- level data grades, schedules, submit PARF R
needed. generate reports. (attendance, etc.); Manage requests, case
grades, schedules, | MTSS Logging Tool | manager
Note: assessment results, | 3nd Parent Portal nominations, sped
e Can access the etc.) Accounts. staff
Automated Library
System to view and
run saved reports at
a school-wide level.
Program Edit program No Access No Access No Access No Access
Coordinator management
(SPROGRAMS) data for all CPS
programs tracked
in the Program
Management
Functionality;
generate reports.
Reading Specialist/ No Access No Access No Access No Access No Access
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Scheduler

Edit school

No Access

No Access

No Access

View and edit

Redundant Role:

If you have Status
Coordinator role,
Student Services Liaison
(Homeless) role is not
needed.

student
demographic data;
edit STLS and
program
management data;
submit
transportation
requests; generate
reports.

(SSCHEDULER) and student access to Search,
scheduling data; Viewbar, Calendar.
view HS student Select reports.
Academic Plans;
generate reports,
to include
unofficial
transcripts

School View View school and View school-level No Access View staff No Access

(SVIEW) student data, to instructional and student profile
Include HS student | resources (lesson data.

Academic Plans; plans, assessments,
Generate reports. | etc.); Report on
school-level data
(attendance,
grades, schedules,
assessment results,
etc.)
Security Guard No Access No Access No Access No Access View and edit
(SSECURITYGUARD) access to Search,
Doorswipe, ID.
Select reports.

Service Learning Coach | Edit/maintain No Access No Access No Access No Access

(SSERVLC) student service
learning hours;

Redundant Role: generate reports.

If you have Grading

Coordinator role,

Service Learning Coach

role is not needed.

Status Edit registration, No Access No Access No Access No Access

Coordinator enrollment, and

(SSTATUS)

19




Note:

e Main point of contact
for school’s website;
access to update
cps.edu school
profile via ODA.

Teacher Edit student Manage class-level | Edit class- level Can review IEPs/ No Access
(STEACHER) attendance and Instructional grades/ 504s for students
gra.dlng data for resources (lesson attendance; Report | on roster. May
assigned students;
generate reports. plans, on class-level data | starta referrf':\I for
assessments, etc.); | (attendance, sped evaluation.
Report on class- grades, schedules,
level data etc.)
(attendance,
grades, schedules,
assessments).
Technology No Access No Access Manage No Access No Access
Coordinator Parent Portal
(STECHCO) Accounts
(approve
Note: pending
e Main point of contact applications,
at school for Tech re-set
issues; administrative passwords,
and generate
account (TechCo) parent portal
password. ITS liaison. reports).
Textbook No Access No Access No Access No Access View and edit
Admin access to Search,
(STXTADMIN) Viewbar, Textbook
Management.
Select reports.
Textbook Clerk No Access No Access No Access No Access View and edit
(TXTCLERK) access to Search,
Viewbar, Textbook
Assign. Select
reports.
Transcript Registrar View school and View school-level No Access No Access No Access
(STRANSREG) student data; Instructional
generate reports, resources (lesson
Redundant Role: to include plans, assessments,
ming transcripts. etc.); Report on
Coordinator role, school-level
Transcript Registrar data (attendance,
role is not needed. grades, schedules,
—_ assessment results,
etc.)
Website Administrator No Access No Access No Access No Access No Access
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Assign Staff to Business Functions

The Assign Staff to Business Functions page displays three primary data grids; staff, business
functions and the staff assigned to business functions. Users will assign or remove staff from
the applicable business function(s) on this page.

Complete the following steps to assign staff to business
functions.

1. After logging on to ODA, on the Home page, click on the Staff button as shown
below:

'Online Data Acquisition\
® o

School Data CPSe ool [ Free & Reduced
Collection Profile Update Meals

-

The Online Data Acquisition (ODA) system is designed to assist each school with completing tasks related to CPS
data collection needs. ODA combines the ability to assign business functions related to accessing IMPACT and
payroll with other CPS data collection needs.

For ODA technical support, contact 3-EXCL option 2. To review the ODA User Guide, please visit the IMNPACT
Publications page.

2. The Assign Staff to Business Functions page displays.

nline Data Acquisition
isign Stafl to Business Functions

> Sall > Auige Yf b Bewnens | snctions

aom Cee® e
- B2 [ s cover
Lo Cwrtes
s

oeerw
Kavwn Cobwen s xorww oo
e v

e Do v 3¢ Comtiuer v
v o G
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3. Click on the applicable radio button to filter the display of employees in the staff data grid:
Show All Employees
Show Unassigned Employees
4. To assign staff to business functions, complete the following steps:
a. Inthe Staff data grid of the Content Area, select an employee name.

b. Inthe Business Functions data grid of the Content Area, select one or more business
functions. To select multiple business functions, after clicking on one business function,
hold down the Ctrl key and select additional business functions.

c. Click the Assign < >putton located between the Staff and Business

Functions data grids. The employee business function assignments display in the data
grid located in the lower section of the Content Area, as shown in the screen capture

below:
Next
First Last Business Function Actions
Dantel R Alvarez Teacher
Laurs A Avslos Teacher
welly A Campbell eacher
Maric A Castaneds Teacher

I Note:

An error message displays on the Assign Staff to Business Functions page if the user
does not make a selection from the applicable data grid; i.e. staff name or does not select
a business function, before clicking the Assign button. Users should ensure that a
selection is made in each data grid.

Error: No Staff Person was selected.l

Error: No Business Function was selected.

ODA User Guide (08/2016 v3.0) 23



Remove Staff Business Function Assignments

"

Complete the following steps to remove staff business function assignments, if required.

1. Locate the staff name in the currently assigned business functions data grid located

in the lower section of the Assign Staff to Business Function page. Click the Remove

Assignment < Remove Assignment > hyperlink for the applicable employee. A dialog

box displays as follows prompting the user to confirm the request to remove the
assignment of the business function:

Microsoft Internet Explorer

l’

Are you sure you want ko remove the assignment of this business function?

OK }[ Cancel J

2. Click the OK button. The selected employee’s name no longer displays with
the previously assigned business function in the data grid.

Pamela A Falkenberg Teacher
Andrea F Ferraro Case Manager
Andrea F Ferraro Counselor

3. Scroll up the page, click on the Home _hyperlink located in the
LR iome - Scat = Assian Staff 1o Business Funions —_[ER%

return to the ODA Home page.

F

The Reports section of the ODA User Guide provides step-by-step
instructions for generating Staff Business Function assignment reports.

Exception Process

Please note: these instructions are intended for the new business functions of TechCo, Website
Administrator and Mobile Device Manager

1. Principal must provide the following information to techcoupdate@cps.edu

Staff ID number (6 digits)
Staff First Name

Staff Last Name

Facility ID (6 digits)
Principal Staff ID number
Principal First Name

ODA User Guide (08/2016 v3.0)
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¢ Principal Last Name

2. Please wait one business day for the information to be processed.

3. Go into ODA and assign the newly added staff to the appropriate business function.

Please note: each staff member added through this exception process (and their subsequent assigned
business functions) will be removed from your school’s roster at the end of every school year. Each
school year, please repeat the above steps for any exceptions to your normal ODA staff roster.

If you have any questions and/or if the role does not appear within the following business day, please
contact techcoupdate@cps.edu.

ODA User Guide (08/2016 v3.0)
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ODA Reports

List of Available Reports

ODA functionality allows authorized logged on users to generate Reports. The following is a list
of reports available in the Reports module.

Online Data Acquisition
Reports

o> Rpets

1 Tatasay ot seec 4 reset honbe dp Gowa et
2 Topdeta wper, select £ o e menu, e ik he Dport & Exced lnk ¥ rou chocse Tger v e report wadew, B WAC o o0 prd e “tyce ¥ you cheose “Seve k Dak', e repor il save ¢ your ocal
compute, o WAk you 231 e e S aod et e reped.

Selecta report:
Paase Droose Reged. 3

bicans Pobl & v .’-:mnr'x
i Puvic Schooy | Tema o e

1. Unit Status Report — This report list the percentage of business function assignments
in ODA.

2. Staff Business Function Assignment Totals — Lists the names of business functions
and total number of assignments.

3. Staff Business Function Verification Report — This report list the staff name
and his/her assigned business function(s).

Running Reports
Complete the following steps to generate an ODA report.

'Online Data Acquisition

~~ S

f

CPS.edu School |l Free & Reduced
Profile Update Meals

School Data
Collection

The Online Data Acquisition (ODA) system is designed to assist each school with completing tasks related to CPS
data collection needs. ODA combines the ability to assign business functions relaled lo accessing IMPACT and
payroll with other CFS data collection needs

For ODA technical support, contact 3-EXCL option 2. To review the ODA User Guide, please visit the IMPACT
Publications page.

ODA User Guide (08/2016 v3.0)
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1. From any page in ODA, click the Reports button. The Reports page displays:

Online Data Acquisition ﬁ E E
Reports u |

Instructons

1. To dsgly dradot seect areped Fenthe 4 Sone ren
& Toprmarsgad sebc: thon B reny e cick e ‘Exped i Eccaf Ink ¥ you change ‘Open wit', B repodt vl 0281 n 1 et xpler windha, famwhh yeu can et e report fyew shoese “Sve 0 Dsi', e rapart whisave b yeur el
sompder o which you can cpen e fleir Excelend part e rapod

Selecta report:

Petse (oo et

§ v 1 1

2. Inthe Content Area, from the Select a report drop-down menu options, select therequired
report. The selected report displays in the Content Area of the page:

Select a report:
| Staff Business Function Assignment Totals | s | Export to Excel

Staff Business Function Assignment Totals

Records:27
Business Function Name Total
Assistant Principal 1
Athletics Coordinator 1
Attendance Coordinator 2
Bilingual Coordinator 1
Case Manager 2

3. To print, save and/or e-mail the report, click the Export to Excel hyperlink < Export to Excell,
located to the right of the Select a report dropdown menu field. The Do you want to open or
save this file dialog window displays.
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File Download X]

Do you want to open or save this file?

‘E—j Name. GridviewExport.xls
A Type. Microsoft Excel Worksheet, 634 bytes
From: dev.oda.cps.k12.il.us

[ Open ][ Save ]I Cancel]

[¥] Always ask before opening this type of file

‘While files from the Inteinet can be useful, some files can potentially
harm pour computer. |f you do not trust the source, do not open of
save this file. What's the (isk?

4. Click the Open button displayed in the dialog window. The report displays in an excel

format (This might take several minutes).

Business Function Name  |Total
Assistant Principal
Athletics Coordinator
Attendance Coordinator
Bilingual Coordinator
Business Manager
9 Case Manager

1IN Curricnlom Canrdinatar

00~ v U B WN e

O | [ o = |

Staff Business Function Assignment Totals : ADDAMS (609772)

5. If you get a message prompting you to verify that the file is not corrupted... Click Yes as

shown below to open the file:

Microsoft Excel

=)

4_5‘_ corrupted and is from a trusted source before opening the file. Do you want to open the fie now?

—-}YsHMHHﬂ)]

The file you are trying to open, ‘GridViewExport (1).xis', is in a different format than specified by the file extension, Verify that the file is not

ODA User Guide (08/2016 v3.0)
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6. From the Internet Explorer (IE) Task Bar located at the top of the page, users can save, print
and/or email the report. From the File menu, select the Print option. The print window
displays:

&8 Edit  View Insert  Formd
Mew 4

Open... Ctrl+0
Save As...

Page Setup...

Send 4
Import and Export...
Properties

Work OFffline
Close

Print m&]

Printer

Nama: 36 Lexmark Optra M412 (MS) v Prepertes...

Status: Idle Fod Pri
Type: Lexmark Optra M#12 (M3)

Where: 1P_10.129.134.224

Comment:
[ Print to file

Print range Copies

@al Number of copies: | [ =
O page(s) From: v Io:

Print what 1 7] Callt
O Selaction O Ertire werkbook @ o ©

(®) Active sheet(s)

[ CK ][ Cancel ]

7. Select the applicable Printer, Print Range, Copies and if applicable Print What options.

8. Click the OK button < > to print the selected report.

9. Click the close button < E] > located in the top right corner to close the excel document.

10. From the Reportspage,click the Home hyperlink located in the
breadcrumbs < > to return to the ODA Home page.

ODA User Guide (08/2016 v3.0)



Change Unit

After logging on to ODA, users assigned to multiple schools have the option of selecting other
schools to update data as displayed in the following screen capture:

NER

O30 X S50 © STY AGRASY

Online Data Acquisition
Choose Unt

The Change Unit page will be accessible by ahyperlink <  [EF7 > that appears at the top of
each page in ODA as displayed in the screen capture above. This Change Unit functionality in
ODA is only available to users who are authorized users for more than one CPS school.

If you are responsible for multiple schools, complete the following steps after logging on to ODA
to select an alternative unit:

CPS Unit: 7500 | School 10: 61030 | AASTA HS

1. From any page in ODA, click the Change Unit hyperlink located at the top of the page on the
School ID Task bar to display the Choose Unit page:

CFS Unt 200} Sl 10 U073 AGASSZ

Online Data Acquisition
Choose Unit

From the Choose Unit page, in the Content Area, click the drop-down arrow located between
Select a Unit and the Submit button.

After selecting a School, click the Submit button. The Home page displays for the selected
school.
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Updating School Profile

'Online Data Acquisition

/

School Data ( ol i Free & Reduced
Collection Meals

The Online Data Acquisition (ODA) system is designed to assist each school with completing tasks related to CPS
data collection needs. ODA combines the ability to assign business functions related to accessing IMPACT and
payroll with other CPS data collection needs.

For ODA technical support, contact 3-EXCL option 2. To review the ODA User Guide, please visit the IMPACT
Publications page.

From the home page or any page click on the CPS.edu School Profile Update hyperlink as
shown above, update all the necessary information and click the save button located on the lower
part of the page. All changes made will appear instantly on the CPS.EDU page, otherwise refresh
the page on CPS.EDU to see the changes made.

Online Data Acquisition
CPS.EDU School Profile Update

Home > CPS.E0U Schoed Preie Upsate

Use this page to make changes to your school's profile page on CPS.EDU. Pleass remember to click the 'Save Changes’ button.
Any changes that you make here will appear Instantly on CPS.EDU. If not, try refreshing the page on CP$ EDU.

VRO ASOrRLE: (VUS! EXT WEN 6D M O PR ) s 9
S mmaeud S e | —

Tte: coul “ =
L -
Secondary Contact Name: <
s Dere Negros-ia -

(ex Mo www

Towitter URL: (ex 1y Mwiler comischoohame)

Save Chanaes

Cancel Changes
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Logging off ODA

I 3 Lot ([ Schoo I0- 0BT DN

IMPACT recommends that when the users have completed working in ODA to log off from the

online system. From any page in ODA, click the Logout < m> hyperlink located onthe Title
Bar at the top of the page to completely log off of ODA. The ODA Sign-on window displays.

CHICAGO
| PusLic

cPS

} Online Data Acquisition

Welcome

Welcome to the ODA site. This website is only available from the H
CPS network Slgn In

CPS Usemame

Forgot your Password? Password

If you do not remember your password, please visit the Password
Management website and follow the steps to reset your password

Featured Website

www.cps.edu

Get all the latest district news, key events, school info and
resources for parents, teachers, students and staff.

Chicago Public Schools | Information and Technology Services | Web Services
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