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Presenter Notes
Presentation Notes
Hello!  If you are leading a high school transition meeting, this tutorial will help you learn or review how to enter 9th grade course requests into a student’s Naviance Course Planner when needed.



Presenter Notes
Presentation Notes
To begin this tutorial, you will already need to know how to log into Naviance and be able to access the middle school you’ll be working with.  If you haven’t yet been able to do this, please contact Sarah Pewitt for login access.  From that point, you can return to this tutorial.  

Once you’ve logged into Naviance, and you’ve selected the middle school that you’re working with that day…
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Presentation Notes
…you can search for a student by entering their last name in the “search for student” field.



Presenter Notes
Presentation Notes
You’ll then see a screen similar to this. If your view contains different options, that’s okay.  You should have a “courses” option, so go ahead and click on “courses.”



Presenter Notes
Presentation Notes
You should see an option for the student’s course plan. As a side note, if instead you see a message that indicates a plan has not yet been created, you can quickly create one for them to start the process.  Be sure to watch the other tutorial to learn how to do this if needed.

But from here, go ahead and click the “view/edit” button.
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Presentation Notes
You’ll now be in “Staff Editing Mode” which will allow you to make changes in the student’s course plan.
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Presentation Notes
As a side note, if you happen to see a button to the right on the red banner that says “update now,” go ahead and click it. 



Presenter Notes
Presentation Notes
Be sure to verify that the student has selected the correct high school that they’ll be attending.  Important note: If they have selected the wrong high school, they will need to create a new plan with the correct high school selected, and re-enter their course choices.  This should be rare, but it’s important for you to verify.




Presenter Notes
Presentation Notes
Let’s look at an example of a student who has their course plan partially completed.



Presenter Notes
Presentation Notes
Review their middle school course history in the list available to you on the transition meeting day.  In this case, we see that the student is currently taking Pre-AP English 1. 



Presenter Notes
Presentation Notes
According to the 9th grade pathway options, Pre-AP English 2 is the appropriate 9th grade English class for this student to take.



Presenter Notes
Presentation Notes
Back on the student’s course plan, click “add courses” in the English class box.



Presenter Notes
Presentation Notes
This screen will appear, and you’ll click here to see the 9th grade English class choices.



Presenter Notes
Presentation Notes
Again, we determined that Pre-Ap English 2 is the appropriate class for this student and they have met the pre-requisite for this course.
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To seal the deal, you’ll need to select 9th grade from this pull-down menu…
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Presentation Notes
…and then click this green banner.
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When you see that the new course has been accepted, click “go back to Plan”
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You’ll now see that the course has been added to the student’s plan.
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For just a bit more practice, let’s do this one more time with PE.
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Again, click here…



Presenter Notes
Presentation Notes
…and select PE 1 for the required PE class. Other options for PE classes are available, and any of these can be added as electives.  But for the PE requirement box specifically, PE 1 is what the freshmen need to take as their first class.



Presenter Notes
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Again, select “Grade 9”...



Presenter Notes
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And then click the green banner to add the course to the plan.



Presenter Notes
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Verify, and the go back to their plan…
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…and you’ll now see that PE 1 has been added as well.



Presenter Notes
Presentation Notes
Be sure that the student has 2-3 credits worth of alternate choices listed.  It will allow for up to 4 credits, but realistically, most 9th grade students will be getting all the core classes they’re requesting.  The alternates are really to provide options for the electives - in case they can’t get into one or more of them.
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Occasionally you’ll see that the number of credits in the plan is higher than the number of credits the student is pre-registering for.  This simply means that the student has already earned one or more high school credits during middle school. 
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Presentation Notes
This is the final goal… to ensure that the student you’re working with has pre-registered for the appropriate number of credits in the classes that are appropriate for them for 9th grade. 




Be sure to watch the tutorial:

How to set up a student 
course plan in Naviance 

(if a student doesn’t have one)
---------------------------------------------------
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Presenter Notes
Presentation Notes
If you’re working with a student who doesn’t yet have a course plan set up in Naviance, be sure to watch the other video tutorial in the links you received. 

Thank you in advance for the support you’ll be providing to our newest group of high school students!
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