Lesson #4 - Staff Portal - Update Skills/Levels

Skills in the Staff Portal - An Overview

The Skills/Levels feature in the Staff Portal allows your staff to track the skills/levels of the students
enrolled in their classes without needing access to your Jackrabbit database to do so.

Staff can access their portal when launched from within Jackrabbit, but they can also launch the Staff
Portal remotely in a secure, mobile-friendly environment on a smart device such as an iPad or iPhone
via aweb address (URL). The choice is yours! See Launch the Staff Portal for further details.
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In order to use Skills/Levels in the Staff Portal skills/levels must first be assigned toclasses in a Class
Record or assigned to students in the Student Record. See Students: Skills/Levels for more information.

With the Skills/Levels feature in the Staff Portal your staff can:

Update skills/levels progress

Email student skills/levels progress to the parent

Enter notes for each student

Manage skills/levels videos


http://trainingstaff.jackrabbitclass.com/help/launch-the-staff-portal
http://trainingstaff.jackrabbitclass.com/help/student-skillslevels
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Manage Classes in the Staff Portal - The Skills/Levels
Screen

Once logged into the Staff Portal Launch the Staff Portal), the Manage Classes tab is where skill
progress tracking starts.
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http://trainingstaff.jackrabbitclass.com/help/launch-the-staff-portal

Manage Classes Screens

Manage Classes - Main Screen

The classes that are available to your staff when they are logged into the Staff Portal are determined
by the settings in the Manage Classes Tab section of the Portal Settings tab in their individual
Staff record. For an explanation of these settings, refer toSkills/Levels Settings: Staff Settings.

Several Class Filters are available, allowing staff to drill down to specific classes, including Date, Time,
Cat1, Session, Room, and Attendance Status (Completed or Not Completed). Use the arrow to display
these options. If the What classes should this staff person see?is set to Their Classes with option to Show
All of Today's Classes (Staff record > Portal Settings tab), aShow All of Today's Classes checkbox will

display.
Additional class information is available by clicking the arrow next to the class name.
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http://trainingstaff.jackrabbitclass.com/help/staff-portal-skills-settings

Manage Classes - Skills/Levels Progress Screen

Click the Skills/Levels button on the mainManage Classes screen to move to theSkills/Levels Progress
screen showing a list of enrolled students and their current skills/levels status.

From the Skills/Levels Progress screen, there are 3 ways that a staff member can update skills/levels.

Skills/Levels  news MySchedule My Time Card Manage Classes ®Clock-In TS
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Update Skills/Levels Progress

Swim Basics
pubsidl Update all skills in this section.
All Subskills -
Date Started Tested Attained
11/14/2022
. Hunter Campbell
Update Class Skills - All Students i Bt o
. . Floating nD
Click theskill/level to update only that =
. . Treading Water
skill/level (and subskills) for all students. ol
Griffin Kirkman
Swim Basics 3
Floating ug
Treading Water nD

Update skills individually.

Update Skills/Levels Progress X
Hunter Campbell

Swim Strokes

Update all skills in this section.

Update Single StUdent Ski" Date Started Tested Attained
11/14/2022
Click askill/level status icon for a
particular student to update only that Swim Basics G
skill/level for that student. e oU
Treading Water uD

Update skills individually.

i

Use the Notes [ icon to add a note, a Video g icon to watch an uploaded video, or add a video in
the Information section.

Manage Classes - Skills/Levels Information Screen

Skills/levels videos can be added to your main skills/levels (and subskills) from this page.
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Freestyle B Floating
https:/fwwyoutube.com/watch?v=sS0PZ5r1-234 https:/wwwyoutube.com/watch?v=sS0PZSrI-Gl
Backstroke I3 Treading VWater B
https:/fAwwyoutube.com/watch?w=kFmOtf_EEEE https:/wwwiyoutube.com/watch?v=kFmOtf_Ewlw

i

You select which skills to display in the Staff Portal:Display skills assigned to classesor Display skills
assigned to students. For more details refer toSettings for Staff Portal Skills/Levels.

Update Skills/Levels in the Staff Portal - Step Through
the Process

Updating the Skills/Levels in the Staff Portal is simple and a great way to keep parents informed of
their student's performance and when they attained certain skills. Follow these steps to make the
updates in the Staff Portal, and email parents with the updated information.

Step 1

Log into theStaff Portal that has been launched through your database or remotely. SeeLaunch the
Staff Portal.

Step 2

Navigate to the Manage Classes tab to view your classes. As a default, the current day's classes are
displayed. Use the Class Filters to display different classes as needed.

Step 3


http://trainingstaff.jackrabbitclass.com/help/main-settings-for-staff-portal-skills-levels
http://trainingstaff.jackrabbitclass.com/help/launch-the-staff-portal

Click Skills/Levels next to the class that you are working with to open theSkills/Levels Progress screen.

Step 4

Click the pencil icon, the skill/level name, or askill/level status icon to make any updates. Add notes
as needed with the page icon; these notes copy to the Student record on theSkills/Levels tab and can
be viewed in the Parent Portal on the My Student tab.

Step 5

If the staff person is enabled to send emails in the Staff Portal and your Staff Portal Settings are set to
Staff option to send email click Yes or No to email the student's skill progress to the parent. If you are
set to Automatically send email, an email is generated and automatically sent for each skill/level update
with the exception of updates to the status Tested. When a student's skill/level is updated toTested,

no progress emails are automatically sent.

A history of these emails will be kept in theFamily record >Misc tab > View Sent Emails.

Sample email sent:
)

See what’s new with Jean’s skills!

Here is an update on your child's progress!

VIEW ALL SKILLS ON YOUR PARENT PORTAL

Ballet

Ballet L1 - Mon 6pm with Ms. Dianne

o 08/01/2022

VIEW THIS SKILL WATCH SKILL VIDEO

*

Alignments
Ballet L1 - Mon 6pm with Ms_ Dianne

08/01/2022

VIEW THIS SKILL WATCH SKILL VIDEQ

VIEW ALL SKILLS ON YOUR PARENT PORTAL

If you have any questions, please contact us.

T



When a parent replies to a skills/levels progress email, it is sent to your organization email address as
designated in Organization Defaults under the Gear (icon) > Settings > General.

View Skill/Level Progress in Your Database

Skill/Level progress that is entered by your staff in the Staff Portal can be seen inside Jackrabbit in
both the Class and Student records on the Skills/Levels tab.

Class Record View

Class: Ballet-Beg - F

RV B SAVE CHANGES W DELETE

! Class Roll H Enroll Student || Email/Text Class || Enter Absences || Absence/Attendance ‘ | Post Class Transactions H Copy Class H Mass Drop H Sizes/Measurements H Archive Class \

Summary Enroll List Drop List Absences Makeups ‘Wait List Instructors Lesson Plan Skills/Levels I Misc Costumes Motes (0} Resources (4]
Skills/Levels Assigned to this Class

Add Skill/Level To Class

View1-1of1 |8 print | [© Refresh |
Category skill/Level (click to edit students) Subskills (click to edit students)
Ballet The Five Positions 1st Position, 2nd Positicn, Srd Position, 4th Pasition, 5th Position ]
Student Skills/Levels Progress

Add skill/Level To Students || Edit Multiple Student skills/Levels | skill/Level Attained 0 All Subskills Attained @ Missing Subskills

View1-50f5 |8 print | [ © Refresh |
Eliall - Miibnhii
Edi Student Skill/Level Category skill/Level Subskills Started Due Tested Attained Motes
Search Search Search Search

rs Melody Agar Ballet The Five Paositions (5/5) Q 4/3/2020 8/1/2020 8/25/2020

ra Sarah Barnhardt Ballet The Five Positions (3/3) 7/24/2017 Completed this skill successfully.

ra Janet Best Ballet The Five Positions (1/35) 2/14/2020 Completed this skill successfulhy.

4 Samantha Best Ballet The Five Positions (0/5) 2/14/2020 Completed this skill successfully.

rs Ashley Kunz Ballet The Five Pasitions (0/5) 2/14/2020 Completed this skill successfully

Student Record View

Student: Melody Agar

LIV B SAVE CHANGES W DELETE

Enroll || Email Schedules |i Info Sheet || Absence/Attendance || Submit Absences || Mass Drop Classes |

Family: Agar: FirstName IMe lody [E] IMiddIe Initial I:I Last Mame |Agar

Summary Classes Events Medical Feedback Skills/Levels Sizes Absences Misc Motes (0) Resourc

Add skill/Level

Student Skills/Levels

P rar l r——
View 1-190of 12 | @ Print | | Refresh |
. . Date Date Date
Category ‘ Skill/Level ‘ Subskill ‘ o = i ined Date Due Motes Created By
Completed this skill successfully.
] Ballet The Five Positions istPosition  [[4/3/2020 |[8/1/2020 |[a/25/2020]| AmySmith
4
Completed this skill successfully.
| Ballet The Five Positions 2ndPosition  |[4/3/2020 |[8/1/2020 |[a/25/2020 | AmySmith
4
Completed this skill successfully.
] Ballet TheFive Positions | 3rdPosition  [[4/3/2020 |[8/1/2020 [[&/25/2020| AmySmith
4
Completed this skill successfully.
] Ballet The Five Positions athPosition  |[4/3/2020 |[8/1/2020 |[s/25/2020 | AmySmith
4

For more information on working with Skills/Levels, seeStudents: Skills/Levels.


http://trainingstaff.jackrabbitclass.com/help/student-skillslevels

QUIZ - Lesson #4 - Staff Portal - Update Skills/Levels

When you have worked through all of the articles outlined in the lesson, select the Take the Quiz
button to be taken to the Lesson #4 Quiz where you can test your understanding of the concepts in

this lesson. You will be asked to enter an email address for quiz results to be sent. The quiz includes
Review questions.

Quiz #4 - Staff Portal - Update Skills/Levels

TAKE THE QUIZ

Total Points Points Points
Number of .
. Possible  Needed for Needed for Needed
QueStlons H 11] 11 " n 11] 11
Points an"A a"B fora "C
7 7 6 5 4

Return to Coaches / Instructors and Staff Menu to continue to next lesson

Click here to provide feedback for this lesson


https://docs.google.com/forms/d/e/1FAIpQLSdPsz3sydX7n-AH59algsw4GbEesxzbrUHpmOxdRDIqIX0iDQ/viewform?usp=sf_link
http://trainingstaff.jackrabbitclass.com/help/jts-coaches-instructors-staff
https://docs.google.com/forms/d/e/1FAIpQLSfQeFTUoRjVziqjDzn0q1LBJwqO04JKfWB74vaLNYg1FnjQeQ/viewform?usp=sf_link

