SIS and Technology Information

Hello parents,
Our Student Information System (SIS) is called Sycamore. Staff will take attendance and lunch
orders online and in grades 5 - 8 will be keeping grades online and record discipline issues. Thus
staff, students and parents in those grades will be able to see more information than in other
grades. Sycamore will also be used to monitor check in and check out of after care and help
schedule events like conferences.
Some of the forms in this Back to School packet, such as the Emergency Form, require you to
login to Sycamore and sign off that the information is correct rather than filling out a whole new
form. On this sheet, you are given cards which are your login information and your children’s.
Do not share your login information with your child. There are different views based on whether
you are a parent, staff, student or administrator. As a parent, you can modify your demographic
information and opt in to parental notifications. Other items are read only and include seeing
your student’s attendance, discipline records, schedule and grades (again largely for grades 5
through 8). I have also attached some information that will help you navigate through the SIS. It
will tell you how to log in, access information, opt in to notifications (optional) and verify and
update information. After which, there is information about Chromebooks and G Suite we
purchased and then the sign off sheet. If you have any questions, please contact the school.

Logging into Sycamore School
You have been provided with your login information on the 1st page. If you have already logged
in, the password is blank. If you have not logged in yet, the password on the card is the one that
you will prompted to change when you login the first time. A school ID (3871), user name and
password are required to access the Sycamore School community. The website address is:
app.sycamoreschool.com/index.php?schoolid=3871

If you are a new user, there are two things you should do right away so that you can have full
navigation in your Sycamore school site:
1. Follow the Welcome Aboard directions to set up your browser. You will need to do this for
each computer and browser you use. This process lets your browser know that
app.sycamoreeducation.com and app.sycamoreschool.com are trusted sites for you.
2. Change your password to one that is secure. Once you change it, it will also be encrypted,
making it more secure.
Changing Your Password
If your password was newly activated or was reset by the school, you will be required to change
your password upon logging in. You will not be able to access any other areas within Sycamore
until this step is completed. You will receive an email confirming you made the change.
When your school activated your account, a password was automatically generated for you. We
suggest that you change your password to something that only you know and that is easy for you
to remember. To do this, go to My Organizer (left menu), and click on password.
The Super User at your school cannot look up your password for you in case you forget it (for
security reasons), but they can change it for you.
If you use the Reset Your password link and respond to the email that you verify the request is
from you, there will be a new computer generated password that you will receive with the second

email. In order to change this, you will need to log in with the temporary password then go to
My Organizer| Password to change it. The temporary password is the one you will enter in the
"Old password" field.
The homepage is where you land when you first login to Sycamore (IF you have okay'd the
Welcome Aboard message and changed your password). Any time you want to get back to this
page, you need to click on the Home link in the upper left menu.
NOTE - you have to first set up your computer (1. Say ok to the Welcome Aboard Message and
2. Change your password) before you will see the full Homepage.
The home page contains the following fields:
1. The header across the top displays your school name, logo and the current school
year. Clicking on the logo will link to the school’s public web site. In the top right, you
will also see icons with your students' names listed below or thumbnail photos for each of
your current students. Clicking on an icon will open that student’s profile.
2. Information - My Students will show your students' names in blue and if you click on their
name you will see a menu and be able to click to see Documents, Schedules, Grades,
Attendance and|or Homework/Assignments.

1. To the left is the Sycamore Education school site menu items.
2. The center section of the home page will list recent news articles, upcoming calendar
events, uploaded documents or photos depending on which tab is on the top.
3. The last area on the homepage is a vertical display of boxes on the right of the page that
offer information that pertains to the school, which may include: Link to school related
webpages, Flash News, Today’s Events, Staff Logged In, Documents, and Photos or Link
Highlights. Also in this area is a display of your Local Weather based on your school’s zip
code.
Accessing Class Pages
You can access your student’s classroom web pages in two clicks. Hover over your student's
photo or icon at top right to see a menu, then click on the Schedule item:

You will then see your student's schedule; click on the name of a specific class to go into that
class site:

The Classroom Menu

The following is an overview of current menu options a parent will have available to them as
listed in order on the menu.
 School: The items on the menu under Classroom are News, Calendar, Documents and
Photos. Tabs across the top function in the same way as at the school level but are specific
to this particular class.
 Front Desk: Click on Staff to get a listing of any teachers associated with the class. Click
on the Pass-a-Note icon to pass them a note if this has been enabled for your school. The
Photos tab at the top will display the teacher’s picture if the school office has uploaded it.
Ignore information in the Information Center and Break Room. System Help can give you
information on how to use the system.
Dynamic windows (displayed on the right side of the page)

Similar to the school home page, the windows on the right side of the classroom web
page are dynamic and may change from time to time.










Flash News: Any news needing the attention of parents or deemed urgent may appear as a
scrolling news article in the upper right corner.
Teachers: Any teachers or assistants associated with the class are listed here. You can
Pass-a-Note to the individual by clicking on the Pass-a-Note icon to the right of their name.
Students: This lists the names of students in the class. This window can be collapsed by
clicking on the minus sign in the box in the heading of the window.
Current Assignments: Any current assignments the teacher has assigned for this class are
displayed with the due date. Click on the title in blue text for details of the
assignment. Assignment due dates will also appear on the classroom calendar.
Photo Highlights: Any photo the teacher has chosen to highlight will be
displayed. Multiple highlighted photos cycle through at random.
Documents Highlights: Any classroom document that your teacher would like you to have
easy access to may be highlighted on the home page. It could be a field trip permission slip
or school supply list, etc.
Links: Common website links for this classroom may be highlighted for your
reference. For example, a science class might choose to highlight
www.discoverychannel.com

Parent Notifications
Primary family contacts can opt-in to email notifications. The notification types are attendance
and grades (please note grades 5 through 8 this year) and will be sent once per day. Each
notification will include relevant activity from the last 24 hours. These notifications will be sent
out at a specific time designated by the school. Access this in your My Family | Contacts| by
clicking on the Primary Contact name.

On the contact profile, go to the Notifications tab and select the notifications you would like.
Posted Grade refers to the posted average grade for a class, not an individual assignment
grade.

Updating Information
Under My Family/Information, you can update such things as your address.
Under My Family/Contacts, you can update emergency contact and authorized pick up
information.
Under My Family/Medical you can update medical information. In the comments section, please
put any information about allergies or medical alerts. If you update the medical page please
contact the school.
In all 3 cases make sure to click the blue update button in the top right corner.

In addition to Sycamore, we have purchased Chromebooks and GSuite for student use. The
students can use the Chromebooks at school only but have access to GSuite and Google Docs in
and out of school. Their username is generally 1st letter of first name and whole last
name@stmarysmarathon.org. If there is a person with the same last name and 1st letter their
username will be slightly different. The students will be resetting their password so you can help
them choose a good one; it needs to be 8 characters. Please tell them not to share their new
password. Students in grades 5 – 8 will be using these devices the most for such activities as
Internet searches, lab reports, AR tests and papers while students in younger grades will have
less exposure. Students can share docs only with their teachers and do not have access to e-mail
through these accounts.
Google Apps
These apps are used more in older grades with students in grades 5 – 8 having knowledge of
Google Docs and Google Drive before the closure in the classes they were taking. After the
closure, this had become a major way of submitting docs/assignments. During the closure,
Google Meet was being used for video conferencing by some teachers to help teach lessons.
Google Classroom was widely being used for teachers in Grades 7/8. More detailed information
on each app is contained below.

This may be referred to as “the waffle”. It is
found towards the top right of the screen when
using any of the Google Apps or when chrome is
first opened. When it is clicked, all the other
available Google Apps appear.

Google Docs, Google Slides, and Google Sheets
which are Google equivalents to Microsoft
Word, PowerPoint, and Excel. Also, to share
these with teachers, just click the blue share
button found in the top right corner and type in
the teacher’s school email address.

Google Drive is used to store any files for a
Google account. This can also be used to create
new Google Docs, Sheets, or Slides for
assignments.

Google Meet is used for video conferences.
Teachers will provide joining information, which
includes a url to use on a device (chromebook,
laptop, tablet, phone, etc.) and a phone number
and pin to use for a call-in if you do not have
wifi. Once the url is typed in, just click join now.

Google Chat is a messaging platform. This is an
easy way for students to contact teachers with
questions or for them to set up a time for a
Google Meet.

Google Calendar is the place where assignment
due dates will be if a teacher uses Google
Classroom. Also, scheduled Google Meets will
be on their calendar if a teacher invited them.
To join the meeting at the scheduled time, just
click the meeting on the calendar and press join
Hangouts Meet.

This is Google Classroom. To join a class, just
click the + found towards the top right corner
and enter the code the teacher supplied. Once
you’re in a classroom, there are four main tabs
in the middle of the top of the screen. The first
is Stream, which is like the homepage that has
updates, such as joining information for Google
Meets, and a list of upcoming assignments.
Then, there is Classwork, which is where
assignments’ directions and other material can
be found. This is also where students submit
assignments for teachers to grade. Next, there is
People just to give a list of students in the class.
Finally, if a teacher chooses to enter grades in
Google Classroom, it will be in Grades, which in
addition to stating the grade for each
assignment, it also tells whether an assignment
is missing or was late. The 3 lines in front of the
class name is how students can switch to view a
different Google Classroom.

SIS Information and Emergency Form Signature
____ I have logged into Sycamore and have verified through the instructions on the previous
page of this letter, that the address, contact information and medical information is correct.
____ I have logged into Sycamore and updated either my address, contact information and/or
medical information which is now correct. Furthermore, I have notified the school that I have
updated this info.
____ I have not been able to log in to Sycamore and will fill out and return the Emergency Form
to the Main Office. The Emergency Form can be found on our website/parent’s page/forms
http://www.stmarysmarathon.org/EmergencyForm.pdf.

______________________________________
Parent Signature

__________________________
Date

______________________________________
Parent Signature

__________________________
Date

