How to set up School Paths for the First Time

STEP 1: [M Path Type Codes - Entity 200 - WS\FA\PS\COVPT - 8337 - 05.16.10.00.02 - Google Chrome - ] *
Set u p Path T} /pes @ localhost/scripts/cgiip.exe/WService=wsStu/spatybrws001.w?isPopup=true Q
(WS\FA\PS\CO\PT) Path Type Codes A @ @0 S (2
Views: | General ¥ | Filters:| *Skyward Default v Y o = »-_u, Add
Code &« |Short Description Long Description | Edit
1]18  [Hementay  [eementay [ | Delete
2 2M5 Middle School Middle School =
3 3H5 High School High School s

1. Go to Families > Families > Setup > Codes > Path Types
2. Click Add.
3. Enter the Path Type Code, Short Description and Long Description, then Save
4. Add a Path Type Code for each level of grade ranges for the entities in the
district (i.e. Elementary, Middle School, High School) See example above.
STEP 2 [ Path Codes - Entity 200 - WS\FA\PS\CO\PA - 8336 - 05.16.10.00.02 - Google Chrome - m] ®
Set up Path Codes @ localhost/scripts/cgiip.exe/WService=wsStu/spathbrws001.w Q
(WS\FA\PS\UT\PY) Path Codes A @ @T S 2
Views: | General v | Filters:| *Current vear Path Codes v T .ﬂ_] L-_ld, _ Add

“Year* & Code Short Description Long Description
2017| 100-200-300 | 100-200-300 100-200-300 Delete
Expand Al Collapse Al View Printable Details Back

¥ Path Type/School Add Path Type/Schoal
Path Type Code School
Edit Dizlztz Elemeantary 100 Rioliing Hills Elementary
Edit Delete Middle School 2M Valley Middle School

Edit Delete High School 300 Summit High School

¥ 2017 100-202-300 | 100-202-300 100-202-300

1. Go to Families > Families > Setup > Codes > Path Codes

Click Add.

3. Leave the default for the current school year. Enter the Path Code, Short
Description and Long Description, then click Save.

(usually this is descriptive of the school path that a student would follow —i.e.
100-200-300) See examples above.

Expand the Path Code.

Click Add Path Type/School.

Enter the Path Type Code and the School Code, then click Save.

Click Add Path Type/School for each school in that specific path.

Repeat Steps 2-7 for each possible combination of paths for the district.
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STEP 3:

Prepare the Address Range
Defaults file to Import

The Address Range Defaults is a table that contains all of the Address Ranges
available within the district boundaries.

The Address Range Defaults are organized by Zip Code. Within that Zip Code, there
are Streets, Street Types, Street Directions, Numbers as well as Street Sides (even
or Odd). In addition, each Address Range is tied to a specific path.

The system looks at the Family Address for the student and compares it to the
Address Range Defaults table to see what School Path the student should be
assigned to.

Here is an example of a split street where one side of the street goes to one High
School and the other side goes to a different High School:

200 Miller Street South 55555 may have a path of 100-200-300
and

201 Miller Street South 55555 may have a path of 100-200-301

The Address Ranges would look like this in the spreadsheet:

Address Range Defaults Template.csv - Excel
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1 |Zip Code Street Name StreetType  Street Dir Number Low Number High StreetSide  1EL 2Ms 3HS
2 |55555 Miller St S o 500 Even 100 200 300 < example
3 55555 Miller st 5 o 500 Odd 100 200 301 < example
4 55433 Oak 300 1200 Both 100 200 300 <example
5
6
Address Range Defaults Template (O] [l »
Ready H M/~ 1 +  100%

Many districts have a transportation department that tracks this information in a
database. If the transportation department is able to provide all of the required
columns as shown in the spreadsheet example, the .csv file can be easily imported
into the Address Range Defaults table using the Import Address Range Defaults
utility (see Step 4)

If the district cannot acquire a file from their transportation department, then a file
will need to be created in excel with each address range within the district
boundaries. Address Ranges outside of the district boundaries should not be
included in the file. The file will need to be saved as a .csv before uploading.

-OR-

If the district does not want to create a .csv file, the Address Ranges can be
manually entered one by one in the Address Range Defaults table
(WS\AF\AD\PS\CO\AR)




STEP 4:

Run the Import Address Ranges
Defaults utility
(WS\AF\AD\PS\UT\AR\IA)

[1 Import Address Range Defaults - Entity 200 - WSWARAD\PS\UTVARVA - 27222 - 05.16.10.00.02 - Google Chrome - O X

@ localhost/scripts/cgiip.exe/WService=wsStu/sadrdedit007.w?isPopup=true

Import Address Range Defaults A @ @0 S (2
Template Settings =
Save and
* Template Description: |2016-17 Address Range Import Ru:
Share with other users in entity 200 Back

Utility Info
* This program allows you to import Address Range Defaults from a file, usually provided by a transportation system.
» The file can be in a ficed width or comma separated format, but must contain the fislds specified below.
= To link school codes in the file to the schools in your database, set up cross references under the Path Fields area.
s The option to purge existing address range default is only recommended if the import file contains all the Address Range Defaults that the system needs.

Import File
File Source: ) Network Location  ® Upload Now File: | Choose File | Address Ran...emplate.csv #‘:::;;::Fvge Defaults
* school Year: [ 2017] Forma [Corma Separated v
F‘rStIE‘E:;;rtt? Purge existing Address Range Defaults before importing
’
BDtI}l:)lport File has Street Side (Odd, Even, Print a preview report without updating the database
#| Remove double quotes prior to importing Load The Standard Edulog File Layout
Address Fields Path Fields (Optional)
Field Field Path Type
Number Default Value (optional) School Number Codes
Zp Code: . 1 1 Crazs Refarence
Street Name: 1 Cross Reference
Street Type: 1 HS _ |7](Cross Referencs

Street Dir: ’—|
Number Low:
Number High: I:I
Street Side:

Cross Reference

Cross Reference

00
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& & o5 b

Cross Refaence

1. Go to Advanced Features > Address > Setup > Utilities > Address Range
Utilities > Import Address Range Defaults
2. Click Add
3. The example shown above is set up in the exact order as the Address
Range Defaults Template shown in Step 3.
4. |If the district is using a spreadsheet from a transportation department,
ensure that the columns are in this order:
e Zip Code
e Street Name
o Street Type
e Street Direction

e Number Low
o Number High
e Street Side

e School Number 1
e School Number 2
e School Number 3
5. Set the template up as shown above, click Choose File and select the .csv
file from Step 3
6. Click Save and Run
(vou could run it as a preview first if desired — just check the box Print a
preview report without updating the database before clicking Save and Run)




STEP 5:

Run the Apply Address Ra

Defaults utility
(WS\AF\AD\PS\UT\AR\IA)

[ Apply Address Range Defaults - Entity 200 - WS\APVADAPS\UTVARVAA - 12184 - 05.16.10.00.02 - Google Chrome - m]
@ localhost/scripts/cgiip.exe/WService=wsStu/sadrdbrws003.w?isPopup=true
nges Apply Address Range Defaults A @@T S
® By Individual ) By Range
Views: |General ¥ | Filters:| Current vear Address Ranges Quick Filter v | @_] Bun
Select | Year* J Zip Strest Name® Dir Mumber Low| Mumber H;gh Side Home Path | Township | MS;;:;ES
IL- 7] 55433 - 100-2003001 [
2 2017 55555 miller 5t 5nn Even 100-200-300 Jnseieot Al
3 & 2017/ 55555 Miller St 5 1 499/ 0dd 100-200-301 —enges
Back

Utilities > Apply Address Range Defaults
2. Click Select All Ranges
3. Click Run

1. Go to Advanced Features > Address > Setup > Utilities > Address Range

WHAT THE Apply Address

Range Defaults UTILITY DOES:

The Apply Address Range Defaults looks at the Address Range Defaults table for the specific school year and
applies the Home Path Code attached to the address range to the Address Path in Student Profile > School

Paths

[ Address Range Defaults - Entity 200 - WS\AF\AD\PW- 8264 - 05.16.10.00.02 - Goegle Chrome — O X

@ localhost/:

scripts/cgiip.exe/WService=wsStu/sadrdb nm\tﬁ\\ Q

Address Range Defaults A @@ S (72

“ear 4| Zip

2017 Address Range Defaults 9 114, OI::er
ons

I S N S
2 P 2017 55555 Miller 5t
3 P 2017 55555 Miller 5t S U 500 Even

Strest Name ¥ Mumber Low|

00200300 |
100-200-301 e e
100-200-300 Delete | ™

Student Profile > School Path BEFORE the
Apply Address Range Defaults utility is run
for the Current School Year (2017):

Student Profile > School Path AFTER the
Apply Address Range Defaults utility is run
the Current S{hool Year (2017):

Home |v Families. ‘ cul ‘ Serwcg; ‘ sZ?vuxge | Office | Administration AcEcdeusg Home |v Families \\ Staff Ssé”“ﬁi;; SZ?vn\ge | Office | Administration A(;Ecdeus:
<4l School Path i A B B @ iyrFevoritesy ] Newwindow 4l School Path 2 B @ @ virevoriesy {NewWindow |
Customze Tabs || student [FETINENY I* [ANDERSENSCR, MARTHA O <[> | Customize Taos ~ | student [ITPETNCERET ] v [ANDERSENSCR, MARTHAD | [ 4 | P |
¥ General ¥ General
Profile Grad Year (Grade): [2021N08) DOB (Age):[07/03/2003 (13) | Entity, Profile Grad Year (Grade): (2081 (08) DOB (Age): [07/03/2003 (13) | Entity, |
Address Customize Address Customize
Birth Hist Advisor: Gender:|F 1Y Status: 1 Othe] Birth Hist Advisor: Gender:|F WY Status:[1 Othe
Vehicles School Path Vehicles School Path
Weh Access Weh Access District Fropg:
Change Hist C Address Path: Change Hist CY Address Path: [100-200-300 100-200-300

¥ Entity NY Address Path: ¥ Entity WY Address Path:
Entity Info sdentpath: || Enity Info Studentati 1 |
Obligations Next Year School: [N | Obligations Next Year School: [




STEP 6:

View the School Paths
assigned to students

To see the Address Paths assigned to a student, they can be found in either

1. Students > Students > Student Profile > School Paths:

OR

[M School Path - Entity 200 - WS\ST\TB\GE\TE\SP - 9321 - 05.16.10.00.02 - Google Chrome - m} X
@ localhost/scripts/cgiip.exe/WService =wsStu/sstudtabsp01.w =Y
/f \-'allev Middle School (') 00) = Admin Userl  Account | Preferences | Exit ?
§ R )
| = Student Food - Educator Advanced | Federal/State | Custom
Home |v Families | Staff | S | Somar [ofiice | Administration Acoess Plus | Featuras Reportn Reports Q
4 H > School Path & A B B @ iyFavoresv {NewWindow £ Ny Print Queus
Customize Tabs “ || Student [ANDERMARSES ¥  ANDERSENSCR, MARTHA O 4| » Ranges|  Add Dalete Transfer || Pseuda
¥ General
Profile Grad Year (Grade): 2021 (08) DOg (Age): |07/03/2003 (13) Entity, School, Status: 200, 200, & Default: 200, 200, &
Address Customize
Birth Hist Advisor:! Gander: F WY Status:|T OtherlD: 20039 Phone:|{555)555-5217
School Path
Vehicles School Path
Wb Access District Frm{y| Edit
Change Hist CY Address Path: [100-200-300 100-200-300
¥ Entity MY Address Path:
Entity Info Student Path: |
Obligations Mext Year Schuul:| |
¥ Categories Mext Year Assignment: Computer eenerated
= Feeder School: | |
[y @ Reason Cude:| |
v Emergency History Previous Reason Code: | |
Emer Info -
1 >

2. Students > Students > Student Browse > View: General-School Path > Filter: *Only Active
Students:

[ Student Bmw;a-EntWS\ST\ST-nasw - 05.16.10.00.02 - Google Chrome - O %
@ Iocalhost,fstrip(s,fcgi\p.exe,f'\ﬁ?éwi\ce:wsStu,‘sstucImainDODw Q
\-’alle\'\«ilddle School (70 Admin Usarl  Account | Preferences | Exit 2. -
SKYWARD
i Student | Foo | ini Educator | Advanced | Federal/State | Custom
Home |v Families | Staff ‘ S | Sriie ce | Administration Access Plus | Features Reportin Reports Q
<l > Student Browse is 2 B B @ iyrsvortest T ] NewWindow £ My Print Queus
Views: |General-school Path v | Fiters:|only Active students Quick Filter v | DY b @ ) @ add
|_LastName4 |Fwst" |M>ddle = a| G\“ DE ‘ pge|s |D.smmﬁm\ |CYAddless Path |NYAddless Path | ‘$
1 ¥ ALLENSCR JUSTIN 5 A 06 2023 200 11 M - Delete
¥ ANDERSENSQR maRtHA Jo [A [08[2021/200 | 13[F | 100-200-300-100-200-300] | Transter
3 ¥ BAILEYSCR DOROTHY A 07 | 2022 200 12F ——
4 ¥ BAKERSCR GERALD x A 06 2023 200 1M Freudn Bt
5 ¥ BECKERSCR MADISON z A 08| 2021 200 13| F
5 ¥ BENNETTSCR GLORIA u A 07 | 2022 200 12 F
7 ¥ BROOKSSCR JUDITH w A 07 | 2022 200 12/F
g ¥ BUTLERSCR DORIS w A 07 | 2022 200 12 F
5 ¥ CLARKSCR DANIEL N A 06 | 2023 200 1M
10 ¥ COLLINSSCR JASON T A 07 | 2022 200 1M
11 ¥ COOKSCR MARK K A 07 | 2022 200 12 M
12 ¥ COOPERSCR DENISE v A 07 | 2022 200 12 F
13 ¥ CUNNINGHAMSCR JOANIE A 06 | 2023 200 11/F
14 ¥ DAVIDSCR DONALD [} A 08| 2021 200 13 M
i5 ¥ DAVISSCR LARRY E A 08| 2021 200 13 M
16} DAVISSCR LAUREN Y A 06 | 2023 200 11 F
17 ! DUBOISSCR JOSEPH F A 08| 2021 200 13 M
= ¥ EDWARDSSCR JuAN X A 07 | 2022 200 1M
4 B A 12 F h

FOSTERSCR MARGARET 07 2022 200
— —




The following Utilities may be helpful when cleaning up Family Addresses so that they match the naming conventions in
the Address Range Defaults table:

e Punctuation Removal (WS\AAF\AD\PS\UT\PR)

Punctuation Removal Utility A @ @0 S [?
Punctuation Removal Utility Run
This precess removes punctuation from ALL addresses and street names. They are scanned for Back

perieds and commas, the pericds and commas are removed from the address.

Example: Becomes:
15T 5T. P.O. BOX 111 15T ST PO BOX 111

e Street Name Standardization > Standardize Suffix Abbreviations (WS\AF\AD\PS\UT\SS)

Street Name Standardization A @ @O S (7

Template Settings Back

Template Description: |Standardize Suffix Abbreviations
Share with other users in entity 200

Address Range Defaults Report

Use the options below to create a list of proposed address changes.
You will then be able to review the proposed changes and remove
items as needed before updating.

Merge duplicate Zip Codes (primary Zip only)

Remove PO Box from Street Name

Remove Street Number from Street Name

Remove Apartment from Street Name

Remove Direction from Start of Street Name

Remave Direction from End of Street Name
i= standardize Suffic Abbreviations

Individual Street Mame Changes

In addition, there are some configuration options that can be selected to provide consistency when entering Family
Addresses when a student enrolls. These can be found in Product Setup > Skyward Contact Access > Student
Management > Configuration. If additional help is needed for these options, a service call can be submitted.

Security
Use Address Lookup Security: 0 Yes ® No

Address Validation (]

Validate Using Address Range Defaults Table: O Yes ® No
Only Allow One Address Per Range Record
If validate of US Zip with & chars fails, validate using first 5 |z|
Do not allow edit of the Address Path unless System Wide User
Only display street names flagged as verified on street name drop down |I|
Validate Address before adding student -

4

Lastly, districts can use the Mass Add Students to an Entity utility (WS\ST\PS\UT\MA) using School Paths in preparation
for Future Scheduling if needed. The utility will look at the CY Address Path from Step 6 on the Student Profile when
using the Use Path to determine Entity and School for new record checkbox along with the Remove future dual enroliment records
outside of the path in all entities checkbox. (Note: When running the Mass Add Student to an Entity utility, Next Year School
trumps Student Path, which trumps NY Address Path, which trumps CY Address Path.) If help is needed when using this
utility, a service call can be submitted.



