Using the eSIS Notes Feature at Roosevelt High School 

You can access the 6 minute video tutorial for using  Notes on eSIS at:


http://www.pps.k12.or.us/schools/roosevelt/349.htm
We’re using this eSIS Notes function at RHS in order to foster better coordination of services and to enhance communication between staff regarding the actions we take to help students become successful. 

As a teacher, you’ll be using the eSIS Notes file in order to document when you contact a parent.  This should be done when you:

1) Fill out a Discipline Referral form 

2) Fill out a Student of Concern form
3) Initiate written correspondence with parents

4) Call home regarding positive or negative behavior

Non-teaching staff will also be entering information in eSIS notes regarding parent contacts, parent meetings, Social Service referrals, etc.   It’s important to note that eSIS notes will not be used to describe specific student behaviors – it is simply a way to keep track of actions taken on the student’s behalf.
------------------------------------------------------------------------------

These are the simple steps you’ll take in order to read and create notes on eSIS:

Step 1- Log in to eSIS to make the call home.
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STEP 3- In the middle of the “Other Features” window that pops up, choose the Notes button
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You’ll then get this window:
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STEP 4-  To ADD a note choose the ADD button

After you’ve clicked the ADD button, you’ll get the “Notes Detail” window.  (see next page)

STEP 5- Fill out the “Notes Detail” window
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Important Note: When referring something to the SSC (Social Services Coordinator), ONLY make a note of the date that it has been referred - WITHOUT Details about the case.

Here’s an example of what a completed eSIS Note might look like:
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If you need any help with this process please contact Paul Gouveia pgouveia@pps.k12.or.us
Topic: 


You’ll want to  write one of the following in the Topic Field:


Parent Call (with teacher initials)


1st Letter


2nd Letter etc.


Meeting Scheduled


Met with parent


Referred to  SSC


 





       ENTRY DATE


For the Date you’ll want to put the date the action is actually taken.








Viewing Notes


To VIEW a specific note’s details, choose the “Detail…” button.





   Note Type


“Note Type” is a pull-down menu. If your note doesn’t fit into a category, simply choose the blank option.








    Reported By


This is another pull-down menu.  Choose the appropriate title.





     Security Level


This is another pull-down menu.  Always choose “Supervisory”





   Narrative


This is where you’ll write the note. Include the date and your initials.  Try to keep it short and sweet.





     Note Created By


This information will be automatically added to the record.  You don’t add anything here!





     LAST STEP! 


 In order to see that your note has recorded, you’ll have to log out of notes and then return.  Now you’re done!





  STEP 2- After you’ve called, click the “Other Features” link in the top right corner.








