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I.  Login to SMS 
Please Note:  SMS can only be accessed from a DoDDS-E computer.  SMS is not available for access from your home or a location outside of the school.

	A.  Open Internet Explorer
On your desktop, locate and click on Internet Explorer
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	B.  Enter the Web Address for SMS
In the Address Bar type in http://EUSMS/ChancerySMS
and then hit the ‘Enter’ key or ‘Go’ (as shown in the image to the right)
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	C.  Enter Login Credentials
Once the login screen appears, enter your user ID and password.

Your ID is your firstname. (dot) lastname.


Your password will be provided to you or can be reset by contacting a member of your school administration.
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	D.  Changing Your Password
Please Note:  It is recommended that you change your login password periodically to maintain a secure login.  If you were provided with a standard or generic password, you should change it immediately to a new password that only you will know.

Any time you access the SMS login screen you will have the ability to change your password.  To do so, before clicking on ‘Log On’ click on ‘Change Password’.  You can then enter and confirm a new password.  
	[image: image4.png]CHANCERY @

STUDENT MANAGEMENT SOLUTIONS®

Chancery SMS

User I0: [frstname lastnamg  Chancery SMS is optimized
for Microsoft Internet
Password Explorer 6.0 SP1 on Windows
and 5.1 on the Macintosh
Confirm password

6.5.0.080712 © 1998-2005 Chancary Software Ltd. All rights reserved.






	D.  Log On
Click ‘LOG ON’ to access SMS
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	E.  60 Minute Time Out
For security purposes, SMS automatically ‘Times Out’ based on inactivity beyond 60 minutes.  Users should ensure that while working, they move between, save, or refresh pages less than every 60 minutes to avoid losing changes made to student data.

Users must avoid leaving their workstation idle and unlocked while logged into SMS.  For more information, see the section on security in this document.


	II.  Navigating Pages
	


	A.  Default Home Page: ‘My Classes’
When you first log on to Chancery SMS, your home page displays. 

For teachers the ‘My Classes’ page is your home page. For other roles, the Student Search page is the home page.


Your teacher home page includes all of your rosters, grading pages, and attendance pages.  Clicking on the corresponding icon will allow you to view the information on each page.
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	B.  Returning to the Home Page
You can return to this home page at any time by clicking on the ‘Home’ button on the top menu bar which will be apparent on every screen throughout SMS.  

The home button is not displayed on the home page as the page is already active.
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	C.  Navigating Using Links
Links to additional pages in SMS are available in list format on the left side of the screen (the left control bar) or across the top of the screen (top toolbar).  

The right side of your home page includes an Alerts section and can be customized to include a Reports and Quick Links section.  Both of these will be covered later in this document.
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	D.  Navigating with ‘Breadcrumbs’
As you move on to additional screens, you may notice a trail of page descriptors across the top of the page.  

Clicking on the underlined blue text in the breadcrumb trail will bring you back pages visited.
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	III.  Student Searches

	

	A.  Performing a Basic Search
Click on ‘Basic’ under the Student Search list on the left control bar.

Type in the last name of the student you want to find.  It is not necessary to type in the full last name as SMS Attendance can search on any numbers of letters.

Then click on the Search button at the bottom of the page.
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	B.  Search Results
A list of all students in the school meeting the criteria of the search will then be displayed.

Clicking on a student name will open their demographics page.
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C.  Available Student Information
Along the left side of the page you have a choice of categories for information on the student.  
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	D.  Student Alerts
The main student demographics page will show alerts that the student may have.  In this example, the student has a medical alert.  Teachers can access the demographic data on all of their students to check for such alerts.
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	E.  Additional Search Types
SMS also provides the teacher with the ability to perform standard, quick, and advanced searches.

Each search provides the user with varying capabilities to find specific students.  For example, you can search by student grade level, ID number, or from a list of students that you may have saved to a list (see ‘Saved Lists’ in the next section).
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	IV.  Choosing Columns
SMS allows you to choose which columns of information you would like to view or hide on most pages.  This can assist you when printing directly from certain pages to avoid having student numbers show, etc. or to allow you to add additional information.


	A.  Identify Existing Columns
Look to see the information already identified on the page.
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	B.  Add or Remove Columns
On the top toolbar, select Edit…Choose Columns.
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	C.  Select Columns
Select columns to add from the available list or to remove from the selected column list.

Click ‘OK’ to apply.
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	D.  View Columns
You will now see that the changes have occurred according to your preferences.
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	V.  Grid Prints
’Grid Prints’ allow you to print information directly from a screen or window in SMS.  They are especially handy for generating class rosters or a list of current student letter grades.


	A.  Navigate to a Page to Print
In this example, we navigate to the grading page for a first quarter class.
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	B.  Perform a Grid Print
Click on the printer icon on the right hand side of the screen.
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	C.  Review Output Options
The default settings will print the information in ‘.pdf’ format.

Click ‘Print’ to continue.
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	D.  Grid Print Output
A new window will now open with your results printed in ‘.pdf’ format. 

You can choose to save this as a file by clicking on the disk icon.


You can print the output by clicking on the printer icon.
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	VI.  Reports

	

	A.  Report Lists on your Home Page
You can add specific reports to a list on your home page for easy access.  


To do so, return to your home page…then select Actions from the top toolbar and click on ‘Customize Home Page’.  
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	You can now select available reports by name and add them to your home page list of reports (This is also where you would remove reports should you no longer need them on your home page).

Click ‘OK’ when you finish compiling your list.

Note:  Reports that appear ‘greyed out’ when listed on your homepage are reports requiring specific rights in order to access.  For access requirements, contact your school ET.
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	B.  Working with Reports
By selecting a report from your home page you will be prompted to select report ‘filtering’ preferences.  
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	C.  Filtering Reports
Almost all reports need filtering at some level.  Most commonly, the reports that teachers need should be filtered by teacher last name to avoid printing the report for all teachers in the school.

As you become familiar with the methods for filtering you will be able to generate the information you need in a more efficient manner.
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	VII.  Saved Lists
’Saved Lists’ allow you to compile student names or other information together for easier access in the future.   



	A.  Selecting Students
To create a saved list, navigate to a list of students by performing a student search.

Place a checkmark in the box beside the students that you would like to have in the list.
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	B.  Creating a Saved List
Once the student names have been selected, go to the top tool bar and select Actions…Save to List.

You will then be prompted to enter a name for the list.
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	C.  Viewing your Saved Lists
To view your saved lists, return to the student search page and perform a search by ‘School Student Saved Lists’…equals…and the final text box on the right will show any lists that you have created.
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	VIII.  Quick Links
’Quick Links’ provide you with the ability to define and readily open frequently accessed pages in one click from your home page.


	A.  Locate Page
Navigate to a page that you would like to get to in one click in the future.  In this example, we do a student search and open up a student’s demographics page.
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	B.  Create Link
Once you have the page open, go to the top toolbar and click on Actions…Quick Links…Quick Link this Page…
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	C.  Name Link

Enter a name for the Quick Link.
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	D.  View Quick Links
Upon returning to your home page, you will now see a list of the Quick Links created.
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	IX.  Alerts
An alerts area is provided on your home page to indicate when new information is available to the user.  Most commonly, alerts occur to indicate when a report has finished generating.


	To view alerts, click on the link on the right side of your home page.
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	X.  Ending a Session
	

	When you are finished working in SMS, click on the ‘Log Off’ link in the upper right of the screen.
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	XI.  Security

It is essential for teachers and other users of SMS to ensure student and school data remains secure and protected.  In order to do this, users must remain vigilant in their protective efforts.


	· Log Off
All users should log out of SMS when they are not using the system.


	· Change Passwords and Keep Secure
Keep login passwords secure and do not share them with others.  Also, as mentioned earlier, change your password periodically.  A good practice is to change them whenever you change your Active Directory login password.


	· Lock your Workstation
Click ‘Ctrl-Alt-Delete’ to lock your workstation when you step away from your computer.


	· Protect Sensitive Information
Be alert to information contained on printed reports and secure them as necessary.  When applicable, remove information such as student numbers from printed reports.
Shield your screen from the eyes of onlookers when sensitive information is accessed.


	XII.  User Roles and Rights


	Each SMS user has a role assigned to their login.  These roles are determined by the position you hold within the School, District, or Area.  Should you find that your rights to data in SMS are not consistent (i.e. limited or excessive) to the responsibilities of your position, please contact your local administrator.  


	XIII.  Technical Support and Assistance


	· Connectivity Support

Please contact the DoDDS-E Service Desk should you have problems getting to the SMS login page or if you have connection speed problems.  You can contact the service desk at DSN 334-2515, Commercial +49 (0) 6134-604-515 or use the link:  http://servicedesk.eu.ds.dodea.edu 

· General Support

For assistance in the use of SMS, teachers should contact their school ET.


· Training Materials
Additional information and training materials are located on the DoDDS-E SIS support web site: http://www.sms.eu.dodea.edu/
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