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Purpose/Agenda
Today we will be learning: 

● MTSS Plans
• Single Student Plans (approx 2-2.5 hours)
• Multi-Student Plans (1-1.5 hours)

● MTSS Dashboard (30-45 minutes)
● Plan Continuation

• Flagging MTSS Plans (30 minutes)
• Continuing an MTSS Plan (30-45 minutes)

The purpose of this training is to learn how to 
create and use MTSS Plans within Synergy to help 

document and meet the needs of students.  



Navigating to MTSS Plans
Quick Launch

1. Type MTSS Plans into 
the Quick Launch. 

2. Select MTSS Plans or hit 
enter. 

PAD Tree

1. Select Synergy SIS
2. Select MTSS 
3. Select MTSS Plans



The next slides will go over the panels that 
you see to the left. They will also be covered 

in that exact order. 
As you know, these panels can be ordered 

however you prefer and they 
can be renamed. Panels can also be hidden by 

Plan Type.
If your district has renamed your panels, put 
them in a different order, or have hidden any 

panels, be sure to adjust the title of each 
slide and place them in the order that best 

works for your school/district!
And don’t forget to delete this slide once you 

are ready to conduct your training!



1. Click on the OPEN MTSS Plan button

  3. Required Plan Info
○ Plan Name
○ Plan Type
○ Start and End Date
○ Student

  4. Helpful Fields
○ Case Manager

2. Click on + NEW PLAN button

Don’t forget to 
click the 

SAVE 
button!

Creating Single Student MTSS Plan
MTSS Plan Panel



Background Information Panel
What has been done up to this point?

Why are we 
making an 

MTSS Plan for 
this particular 

student? 

Attendance 
data is pulled in 
on this screen.

RFS will be 
available to 

reference as a 
tab.

If Vision and 
Hearing are 
entered into 
Synergy, that 
information 

automatically 
pulls in on this 

page. Quick access to student information by selecting the blue 
Student Profile button.



Staff Participants Panel

Adding Staff to this panel 
will give them full access 

to the MTSS Plan 
*If they have access to Plans through 

PAD Security*  

Reminder:
Teachers will already have access to their 

rostered students. 

If a teacher is working with a non rostered 
student, they will need to be added to 

this screen in order to access their MTSS 
Plan.

Access will depend on security settings.   



Area of Concern Panel | Additional Goals
Multiple goals can be made by adding another 

Area of Concern, Learning Gap, or Intervention.



Area of Concern Panel
Required fields: 
● Area of Concern
● Learning Gap
● Intervention
● Goal
● Monitoring Tool

Optional: 
● Minutes Per Session
● Sessions Per Week
● End Date
● Reporting 

Frequency
● Reporting Basis
● Notes
● Sync with Analytics 

Data Source



Plan Meetings Panel
Creating a New Meeting

Step 1: Click +Add Meeting Button

Step 2:
Add Staff Attendees

Step 3:
Add Non Staff Attendees



Plan Meetings Panel
Creating a New Meeting Continued

Step 4: Select the Meeting Date, Meeting Type, and add the Meeting Notes.

Step 5: Click Save.



Student Plan History Panel

• Linked list to current and past plans for the student.
• This list will include Plans from past grade levels.
• Use this panel to jump from one Plan to another.



Intervention Minutes Panel
Document 

intervention 
absences.

Click on the 
student name to 
access the Plan 

Attendance Grid.
Track 

intervention 
minutes.

Summary of total 
minutes and 

absences 
accumulated.



Intervention Minutes Panel | Plan Attendance Grid

Search 
through each, 

individual 
column.

Sort by 
ascending/
descending 

dates

Filter by 
absences.

Export 
keyword 

search the 
Grid.



Documents Panel
Upload and categorize any relevant documents to the student’s progress!

•Organize documents by selecting a File Type.

• Choose to make specific documents visible by parents and/or students via PVUE and/or SVUE.

• Keyword Search to pull specific documents.



Progress Monitoring Panel | Goal Info Tab

Step 1 > Enter Baseline and Target Scores

● Baseline
Where did the student start?

● Target
Where do we want the student end up?

● Save
Don’t forget to click the green SAVE button.

Step 2 > Record Baseline Score in 
 Record Progress Section

● Data Point
Enter the Baseline score again to establish progress line.

● Date
Select the start date of the goal

● Save
Don’t forget to click the green SAVE button.

Once the graph is activated, you can 
continue entering data points in the 

Record Progress Section.
Just select the date and Data point 

value and click SAVE!

Activating the Progress Monitoring Graph



Step 1 > Click on the Quick Entry tab.

Step 2 > Select dates using the Calendar icon.

Step 2 > Enter scores/comments all at once 

Step 2 > Click the green save button.

Extras!
Attach a document with the File icon.
Delete points with the Trash Can icon.

Progress Monitoring Panel | Quick Entry Tab
Entering Multiple Data Points at Once



Once the Baseline and Target score have been established and data points have been entered, 
you will see your Progress Monitoring Graph showing your student’s growth!



Once a student completes a goal, 
you can record a Goal Status by 

selecting 
NOT MET or GOAL MET

Progress Monitoring Panel
Recording a Goal Status



To access a running record of all 
data points, click on the 

Progress History at the very 
bottom of the screen.

Progress Monitoring Panel | Progress History



To access a running record of all 
data points, click on the 

Progress History at the very 
bottom of the screen.

Progress Monitoring Panel | Progress History



In Progress History, you can…
1. Attach a document.
2. Add or edit existing comments.
3. Edit point values/dates. 
4. Delete data points.
5. Access the Audit Log.

Progress Monitoring Panel | Progress History

Audit Log
- See the date, point value, and comments of the deleted point.
- See which user deleted the point as well as when it was deleted (date and time).

If edits are made, don’t 

forget to click the SAVE 

button at the bottom of 
the screen!



Plan Outcome Panel
There are three reasons you would come to the Plan Outcome Panel.

1. Update the team with a Plan Status.



Plan Outcome Panel
There are three reasons you would come to the Plan Outcome Panel.

2.   Flag the Plan for Continuation.



Plan Outcome Panel
There are three reasons you would come to the Plan Outcome Panel.

3.   Record a Plan Outcome and Exit a Student from their Plan



Print/Email Report Panel

Three options on this screen…
1. Print or email the Full Plan

1. Print or email a Progress Snapshot 
*a brief overview intended to send to parents/guardians*

1. Print or email specific parts of the Plan



Questions?



Single Student Plans Vs. Multi-Student Plans

Multi-Student Plans 
are the same as 

Single Student Plans, 
with some variances.

Let’s go through each 
Panel and identify the 

differences!

How are the panels affected when multiple students are added?



When focused to the Background Information Panel, you will need to 
focus to a student's individual Student Tab to view their information. 

Single Student Plans Vs. Multi-Student Plans
Background Information Panel



When focused to the Staff Participants Panel, you will need to focus to the 
ALL STUDENTS Tab. The staff members added here will be the team 

members for ALL students on the Plan.

Single Student Plans Vs. Multi-Student Plans
Staff Participants Panel



When focused to the Area of Concern Panel, you will need to focus to the 
ALL STUDENTS Tab. The students are on the same Plan because they are 

working on the same learning goals.

Single Student Plans Vs. Multi-Student Plans
Area of Concern Panel



Single Student Plans Vs. Multi-Student Plans
Plan Meetings Panel

When focused to the Plan Meetings Panel, you will need to focus to a 
student's individual Student Tab to schedule and view their Plan Meetings.



Single Student Plans Vs. Multi-Student Plans
Student History Panel

When focused to the Student History Panel, you will need to focus to a 
student's individual Student Tab to view their individual histories. 



Single Student Plans Vs. Multi-Student Plans
Intervention Minutes Panel

The Plan Meetings Panel allows you to access the 
ALL STUDENTS Tab and the individual Student Tab.



Single Student Plans Vs. Multi-Student Plans
Intervention Minutes Panel

Focus to the individual Student Tab to view each 
student’s attendance history.



Single Student Plans Vs. Multi-Student Plans
Documents Panel

Focus to the individual Student Tab to add, view, and update 
the visibility for each of the students’ specific documents. 



Single Student Plans Vs. Multi-Student Plans
Progress Monitoring Panel

The Progress 
Monitoring Panel 

allows you to 
access the 

ALL STUDENTS Tab 
and the individual 

Student Tab.



Single Student Plans Vs. Multi-Student Plans
Progress Monitoring Panel

If you access 
Progress 

Monitoring 
through the 
individual 

Student Tab, 
you can enter 
data the exact 
same way as 

you would for 
a Single 

Student Plan.



Single Student Plans Vs. Multi-Student Plans
Progress Monitoring Panel

If you access 
Progress 

Monitoring through 
the 

ALL STUDENTS Tab, 
you can enter data 

for all of the 
students on the 

Plan at once!

You can enter 
data points 

two different 
ways… 
By Date 

or 
By Goal



Entering Data for multiple students By Date
1. Load dates by selecting them from the calendar icon.

2. Choose the date you want to enter scores for from the dropdown menu.
3. The students’ Baseline and Target Scores will always be listed for your reference. 

4. Enter the students’ scores for the selected date in the SCORE Column.
5. Click the green SAVE button.

6. Select a new date and repeat the same steps!

Single Student Plans Vs. Multi-Student Plans
Progress Monitoring Panel

Click on the Gear to adjust certain preferences:
- Adjust dates to show ascending to descending dates

- Show or hide Comment field
- Enable or disable autofill feature. 



Entering Data for multiple students By Goal
1. Load dates by selecting them from the calendar icon.

2. Choose the goal you want to enter scores for from the dropdown menu.
3. The students’ Baseline and Target Scores will always be listed for your reference. 

4. Enter the students’ scores for the selected dates in the SCORE Column.
5. Click the green SAVE button.

6. If there are multiple goals for the student, select the next goal and add the data by repeating steps 1-5!

Single Student Plans Vs. Multi-Student Plans
Progress Monitoring Panel

Click on the Gear to adjust certain preferences:
- Adjust dates to show ascending to descending dates

- Show or hide Comment field
- Enable or disable autofill feature. 



Single Student Plans Vs. Multi-Student Plans
Plan Outcome Panel

Focus to the individual Student Tab to view/create a Plan Status for a student, Flag their 
Plan for Continuation, or Exit the student from the Plan by recording a Plan Outcome. 



Single Student Plans Vs. Multi-Student Plans
Print/Email Report Panel

When you select the Print/Email Report Panel, the pop up will ask you to 
choose which student(s) you want to print the report for.



Questions?



MTSS Dashboard 
PAD Tree
1. Select Synergy SIS 

2. Select MTSS 

3. Select MTSS Workflow

Navigating to the Dashboard

PAD Tree
1. Type MTSS Workflow into the Quick Launch

2. Select MTSS Workflow or hit enter



Summary Tab
Shows the school 
breakdown of…

• Area of Concerns based on Exceeds, 
Meets, etc.

• Number of plans based on Plan Type.
• Clicking bars will filter the Dashboard

MTSS Dashboard 
Three Tabs available on the MTSS Dashboard



MTSS Dashboard 
Three Tabs available on the MTSS Dashboard

Details Tab
Graphs break down MTSS 

Plans based on Plan Type by…
• Total Number of students
• Number of plans with an outcome
• Number of plans with a Successful Outcome
• Number of plans with a Negative Outcome

Shows Goal Progress based on…
• When the last progress monitoring data point 

entered is above the target line classified as 
Exceeds

• When the last progress monitoring data point 
entered is on the target line, classified as 
Meets

• When the last progress monitoring data point 
entered is below the target line, classified as 
Does Not Meet.



MTSS Dashboard 
Three Tabs available on the MTSS Dashboard

Details Tab
The Bar Graphs break down 

MTSS Plans based on…
• Area of Concern
• Progress towards Goal



MTSS Dashboard 
Three Tabs available on the MTSS Dashboard

Details Tab
The data grid on the 
Dashboard can be 

manipulated in various 
ways…

• Drag and drop column headers 
above the table to group grid 
records

• Filter by a column
• Add various columns with the 

column chooser
• Search the grid by keyword 
• Export the manipulated grid
• Save grid to access at a later time



MTSS Dashboard 
Three Tabs available on the MTSS Dashboard

Analysis Tab
The Pivot Table dashboard can be manipulated in various ways…

• On this tab you will find a pivot table that you are able to manipulate and see the data in a way that helps you analyze the data.  
• Use the Field Chooser button to select different fields for your table.
• Fields will automatically populate into the Column Fields box.
• Drag and drop the fields into a row or column
• Filter data fields by sorting and using the funnel icon.



Questions?



Plan Continuation 
Flagging a Plan for Continuation

Plans 
DO NOT 

have to be 
flagged to be 

continued.

You can flag a plan from the
Plan Continuation Screen
*These flags will be orange*

You can flag a plan from the
Plan Outcome Panel

*These flags will be purple*



• Previous School Year Plans-Plans from the last school year will appear on this tab.
• Current School  Year Transfer Plans-After a student with an MTSS Plan transfers schools 

within the district their plan will appear on this tab. 
• Current School Year Plans-Plans from this school year will appear on this tab.  

Plan Continuation 
Continuing (COPYING) a Plan



Previous Progress 
Monitoring Available in the 

COPIED Plan through the 
Progress Monitoring Panel 

and 
the Student Plan History 

Panel.

Plan Continuation 
Continuing (COPYING) a Plan



Questions?


