Principal/School Administrator Log-in and Editing Functions
(Non-Clever/ClassLink Schools)

NOTE: Schools using Clever or ClassLink should follow Rostering and Sync instructions in
Section C.

BEFORE THE FORM A (Pre-Test) ASSESSMENTS

1. Your District Administrator will set-up school administrator usernames and
passwords for school administrator/principal access to the system.

2. Your District Administrator will generate a list of teacher usernames and passwords
for logging into the online Pro-Core Assessment System to forward to principals.

3. School Administrators and teachers should log into the system before the Form A
diagnostic pre-test is administered to confirm teacher class and student enrollments are
accurate, and to become familiar with the various system features and commands.*

e School administrators, teachers, and students may login to the Pro-Core Assessments
(P-C #) program through the Pro-Core Web Site at https://pro-core.us

e They may click on the “#.0 Login New Tech Enhanced” tab, and Bookmark the
P-C Login page on their browser for direct access.

OME =~ CONTACT US LOGIN TO PREVIOUS YEAR LOGIN: PRO-CORE SYSTEM

@[roicore_ A '

PRO-CORE REPORTING SUPPORT SUCCES
Ov ; an HQSD Resources C

WELCOME to Pro-Core
ODE APPROVED VENDOR 202025 - 4

Pro-Core has been approved for the next 5 years by the ‘ y Non_Clever/C|assLink

Ohio Department of Education as a High Quality Student L . f
Data (HQSD) system having 98-100% alignment with the B R Og Intor
ODE Curriculum in grades 2-12. We are approved in 18 AR SChOOl Adn’ﬁnistrators)

subjects, the highest of any other vendor on the Ohio

Approved Vendor List. Pro-Core is also approved as a PrlnCIPals’ TeaCherS

Growth Measure for Teacher and Principal Evaluation. As a and Students*
result, Pro-Core can provide two evidence-based measures
to verify Teacher Effectiveness which is being required per
Ohio HB 216.

» See Section L and P of this manual for Teacher and Student Log in and Procedures.

*NOTE: Your Pro-Core District Administrator will log-in at a special “district-level”
url provided by Ben Hemingway (see Section F). The district-level
administrator must enroll students, teachers, classes, at least one principal or
school-level administrator for each district school, and send the school
principal(s) their log-in information

Contact your Pro-Core District Administrator for your School
Administrator log-in Username and Password.
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Principal/School Administrator Log-In

On the Pro-Core Login Window, select your school, then key-in your Pro-Core User ID
and password.* Your password will appear as dots eee for security.

Login to ProCore Account

1. Select your school

" RIv: Riverside Elementary v

2. Key-in your Username

Lsername

_ . Fassword
3. Key-in your password

Femember me

The Principal/School Administrator Dashboard

The School Administrator’s Dashboard presents a variety of functions in the Menu Bar:

Principal Users  Standards ~ Assessments  Teachers  Students  Subjects  Assessment Results  Reporis  FAQ

View/Add/Edit View/Add/ View/Add/ View
Scho_oI-LeveI Edit Edit/Move Subjects
Admin Users Teachers Students Enrolled

® OMOXO,

School-Level administrator users have full access to teacher, class and student information
including enrollments, reports, and functions shown in the Menu Bar. At least_one School-
Level Administrator/Principal should be enrolled into each school by your District-Level
Administrator or SIS Tech person.

NOTE: The School-Level Administrator/Principal may change her/his username and
password at any time, and enroll additional school-level administrators.

Teacher-level and student-level users and teacher classes are automatically enrolled into the
Pro-Core system at the beginning of the school year.

District or School-Level administrators may view or edit teacher or student information.
The District OR School-Level administrator is responsible for adding new teachers,

classes, and students, or moving enrolled teachers, classes, and students in the system
after the initial enroliment.
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1. View/Add/Edit Principal/School Administrator Level Users

In the District Admin Control Panel Menu Bar, select Principal Users.

Principal Users Standards Teachers Students Subjects Assessment Results Reports

L] RS ADD a School-Level
Administrator

First Name Last Name User Name School Status

Clark Kent kente RIV: Riverside Elem Active [ L (%

To add a Principal (School Level Administrator) user, select the New+ button.

Add Principal

School
FIv: Riverside Elem

First Name
Last Name
User name

Password

Activate and
Save changes

Key-in the “Add Principal” information. The recommended default log-in is
LastnameFirstInitial with password 789. Select “Active,” then “Save” when done.

School-level administrators have access to the same functions as the Principal. They
may log-in and change username and passwords at any time. We strongly recommend
that administrators change their default username and password.

2. View/Add/Edit Teachers and Class Students

Selecting “Teachers” in the Menu bar allows you to view, find, edit, add or remove

teacher information, log-in, subjects, classes, and see student lists.
Add a Teacher

Principal Users Standards Teachers Students Subjects Assessment Resuiis Repco
I ——

See Teacher Classes
Edit Teacher Info

First Name Last Name Teacher Code School

= Jdonathan Cepp 100 RIv: Riverside Elem

Subject Period Class Code ]
Log-in as Teacher
ELA/Reading 5 5 102
Social studies S S 101
Archibald Leach 120 RIv: Riverside Elerm B £ (%
Tina Turner 140 RV Riverside Elerm E £ %
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Add a New Teacher

Teachers, classes, and students will already have been enrolled in each district school based
on the Enrollment Data File you uploaded previously. District or school administrators/
principals are responsible for adding new teachers.

Add Teacher

District Riverside

School RIV: Riverside Elementary

First Name

Last Name

Teacher Username .
See CAUTION below
Password
N
()

CAUTION: Teacher and student default usernames and password are generated automatically
when your Pro-Core Enrollment File spreadsheet is uploaded. Administrator,
teacher, and student passwords should be changed for added security.

When adding a new teacher, you may want follow the Pro-Core format for Usernames and
Passwords to avoid confusion unless a teacher has given you a preferred Username and Password.
The default Pro-Core teacher username is the TeacherLastnameFirstname; the default teacher
password is 987. The teacher must change the Password upon first logging-in. The teacher has
the option to change their own Username as well.

WARNING: Ifyou delete a teacher, you will delete the teacher’s classes as well. So, if a
new teacher is replacing an old teacher, it is preferable simply to change the
teacher’s name and log-in as shown below.

Edit Teacher Info Classes and Students

Selecting the “Edit Teacher” icon allows you to view, edit, add or remove teacher log-in
information or subject classes, and view, move or add students, and add co-teachers.

Edit Teacher
schoel Riverside Elermentary
First Name Jonathan Default log-in
Last Name Depp
Teacher Username  Depplonathan Should be changed

Add a Subject-Class

Password

Delete a Subject-class*

Available Classs

Subject-Class
Pop-up

Period Class Code Action

Subject
. B . o1 — View, Move, or
e ’ ~ Add Students

Be sure to
SAVE changes

Add Co-Teacher

Pro-Core Principal Directions, v9.0 1-4 The Writer’s Menu, © 2023



View and Move a Class Student to a Different Teacher Class

Selecting the View Students icon "2 takes you to a student list where you can view, move,
or remove students to different teacher classes or exclude students from certain reports.

students

Exclude Students from Teacher's 5 Search: Q 4

Select the
student’s
Move icon

Select students
to exclude

0 First Name  Last Name Student Code Subject Actions

|| Exclude Inez Raodriguez 22080 ELAReading 4 ‘@" G(
[ Exclude Diavane Williarms 10418 ELAReading4 v (%
il Evalinada Ll e (RPN AdAnT Ll B T = 4

When you select an individual student’s Action icon, a “Move Student” pop-up window
will appear showing the student’s current classes. You may then select the school, teacher,
and class code where you want the student moved.

hove Student

Current Student: Inez Raodriguez

District: Fiverside A

Curenty: Riverside

o Select the change(s) in the
School: Fiverside Elermentary pop-up window(s) below

Curendy. Riverside Elementary

Current C

Teacher

School

Fiverside Elementary v ELAReading 4 Jonathan De'pp v 1m v

currenty. Riversicle Elementary curenty EL&Reading 4 currenty: Jonathan Depp Carrenty 101

Click to apply

Riverside Elementary v Mathematics 4+ Jonathan Depp - v 102 v the change(s)

curendy. Riverside Elementary currenty  Wathematics 4 curenty Jonsthan Depp carrent 102

Cancel Move
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Add a Co-Teacher to a Main Teacher’s Class

Selecting the Co-Teacher icon & takes you to a window where you can assign a Co-
Teacher to students in the selected Main Teacher’s class(es).

NOTE: The co-teacher’s class(es) must have been created previously.

Assign Co-Teacher fo class

Co-Teacher: Select Co-Teacher w

Select the Co-Teacher
dCl
Co-Teacher Class: Select Class ~ eI Cless

Please select students below you want to assign to Co-Teacher Class.

Assign Students to Co-Teacher Class Search: Qx

OJ First Name Last Name Student Code  Subject Actions
O Danico Aaron 4820 Biology @ (%
O Esbv Danica 5970 Biology W ()

3. View/Edit/Add Students and Student Classes

Selecting “Students” in the Menu bar allows you to view, add, edit, delete, and move students
and students’ assigned subject. You may also log-in as a student. If a student leaves the school,
you may deactivate that student in the Student Edit layout. That student’s data will not appear
in any reports.

Dashboard Principal Users Standards Assessments Teachers 5 Subjects Assessment Results Reports

Available Students

See Student Classes Edit Student

First Name Last Name Gender District School Grade Student Code

Frances Beta Female = Riverview Riverview HS 10th Grade | 1597000

Subject Main Teacher M-TCode Co-Teacher Co-T Code ETH IEP 504 Gift EL MIG HOM FOS JUS
Social Studies 7 James West 13 H Y N N N Y
Science 7 James West 15 H Y N N N Y

StUde_nt Eadi James West 114 H ¥ N N NY
Deactivated

James West 12 H ¥ N N N Y
Douglas Brown Male Riverview Riverview HS 10th Grade | 2333000 7] <o> Q,:
S R 7 Y e ey e T W
[+ | Hailev Bundy Female | Riverview Riverview HS 10th Grade | 3542000 A & a6 L

Note: You can add individual students here, but go to Teachers menu to add multiple
students to a class

Pro-Core Principal Directions, v9.0 I-6 The Writer’s Menu, © 2023



Add a New Student

Teachers, classes, and students will already have been enrolled in each district school based
on the Enrollment Data File you submitted previously.

Add Student

District Riverview

First Name

Last Name

Student Code <ee CAUTION below

Gender v

Grade Ath Grade v

CAUTION: When adding a new student, you must create a unigue Student ID Code of 4
or more digits which does not duplicate another student ID in existence in the school.

Username

Password

Active

Default student passwords are LastNameFirstInitial. The school administrator or teacher may
change student usernames or passwords.

To Move Students to different classes, follow the directions on page I-5.

Edit Student Info/Add Subject Classes

Selecting the Student Info icon allows you to view, edit, add or deactivate (remove)
student information, log-in, and add subjects-classes to a student.

Principal Users  Standards Teachers Students Subjects A

Edit Student
School Riverview Elementary v
First Name Inez
Last Name Rodriguez
Student Code 22080 Student ID cannot be changed
Gender Female +
Grade 4ath Grade v
Username 22080
; Password Rodriguezl
Deactivate
Activate 3 Active

Pro-Core Principal Directions, v9.0 1-7 The Writer’s Menu, © 2023



Subjects with main subject teachers, as well as co-teachers, may be added to this student’s

classes.
e Select the New+ button to add the student to a new subject class.

e New subject-class selections or co-teachers are made from each pop-up box.
e Be sure to Save all changes or additions.

Add a Subject-Class

Available Subjects

Add a Co-Teacher

Co-T
Main Teacher M- Co-Teacher Class ETH LEP Dis IEP Gift Action
Code

School Subject

Riverside Elem - ElLAReading 4 JDepp 101 Mot Set v v 3 0 0 0 1 SGM

Riverside Elem v Mathematics 4 1 Depp 102 Mot Set

Riverside Elem Select Subject v | Select Teacher  Class v Mot Set

@ Delete a student from a
Subject-Class

» The next Section deals with setting student and system access times and enabling
assessments after the school enrollment has successfully been accomplished.
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