

Presenter Notes
Presentation Notes
Hello!  If you are leading a high school transition meeting, and you’re working with a student who doesn’t yet have a course plan set up in Naviance, this tutorial will show you how to quickly set one up so that the student can pre-register for their 9th grade classes.
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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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…you can search for a student by entering their last name in the “search for student” field.
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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.”
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Presentation Notes
If this message appears indicating a student doesn’t yet have a plan, you can quickly help create one for them.  The overwhelming majority of students will already have a plan set up, but if this is that case, no worries… it only involves a few simple steps.
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You’ll notice this button to the upper right titled “view as student.”  Click this button.
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This will be the next page that appears.  From here, click the “courses” tab…
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…and then select “Manage Course Plans.”
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From here, you’ll see a screen with a pink “+” sign at the right.  Go ahead and click this.
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You’ll be prompted to select the high school that the student is slated to attend.
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You can confirm the student’s high school in the 8th grade data list that will be available to you during the transition meetings.
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Once you’ve selected the student’s high school, you’ll see this “9th grade plan” option for all typical gen-ed students.  Go ahead and click here.
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If you see TWO options listed, you’ll notice that the one on the right includes the phrase “ALL COURSES.”  This indicates that the student is a Multi-Language student or has an IEP.  You’ll click this plan which will open up additional appropriate class options for the student.
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Make sure the first option is selected, and then click “continue.”
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You’ll then see the student’s view of their 9th grade plan template.
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From here, you’ll close out this tab (notice you should have another tab still open that says “Student Course Plan”)
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You’ll be back to your original tab titled “Student Course Plan.”  From here, click the refresh icon.
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You’ll now see the student course plan that was created (by you…way to go!).  Go ahead and click the “view/edit” button.
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You’ll now be in “Staff Editing Mode” which will allow you to make changes in the student’s course plan.


Be sure to watch the tutorial:
How to enter course requests
into the Naviance
Student Course Planner

HS Transition Meetings | March 2023
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From here, if you’d like to learn – or review – how to enter pre-registration requests into a student’s course planner, 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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