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Purpose/Agenda
Today we will be learning the Pieces of MTSS Workflow: 
● Workflow Dashboard

- Adding a new MTSS Components
- Adding Dashboard graphs/charts
- Configuring graphs/charts with Group By Options

● Student Search Tab
- How to search a student
- How to sort/search through a student’s MTSS Components

● Request for Support Tab
- Adding a Request for Support
- Updating the Status of a Request

● Progress and Outcome Tabs
- Identifying open and closed MTSS Plans and CICO enrollments

The purpose of this training is to learn how to utilize all 
of the features provided through the MTSS Workflow.



PAD Tree

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

Quick Launch

1.  Type MTSS Workflow 
into the Quick Launch. 

First, Navigate to the MTSS Workflow
MTSS Workflow



MTSS Workflow

1. Click the + in the right hand corner of the screen.
2. From here, you can create a new…

- CICO
- MTSS Plan
-Observation
- Request for Support
- Classroom Managed (Minor) Incident

Workflow Dashboard

Adding New MTSS Components



1. Click the + in the right hand corner of the screen.
2. From the Add Dashboard Part section you can select 

a data graph showing different data sets including:
- Observations
- Request for Support
- Classroom Managed (Minor) Incident

Workflow Dashboard

Adding Dashboard Parts

MTSS Workflow



1. Click the     in the right hand 
corner of the graph.

2. Select the Chart Type you 
prefer to display;
- Bar
- Doughnut
- Pie
- Line

Workflow Dashboard

Change Chart Type

MTSS Workflow



1. Click the    in the right hand 
corner of the graph.

2. Move Group By Options up to 
the Group By Section. 

3. This will adjust the graph and 
make it clickable to display each 
data set.

Workflow Dashboard

Add Group By 
Options

MTSS Workflow



1. Click the on the Details Arrow below the graph
2. Drag Column Headings above the table to create grouped headings. 
3. Keyword search the table with the Search Bar.
4. Use the Funnel Icons to filter each column to show a more specific data set.
5. Export to a PDF and Print with the mini Excel Spreadsheet Icon.

Workflow Dashboard

Details Table

MTSS Workflow

Click Here



1.      Search and then click on
         your student from the
         dropdown menu. 
2.     See the list of all of the
         MTSS Components that they
         are involved in. 
3.     Click into each component to
         see their details. 

Student Search Tab

Selecting a Student

MTSS Workflow



1. To update, click on the Student Name.
2. The Request Type can be seen under the Type column. 
3. Identify who submitted the Request by referring to the Created By column. 
4. See who was tagged as the person responsible by looking at the Person Responsible column.
5. The current status is displayed under the Status column. 
6. If a student is already enrolled in an MTSS Plan or CICO Enrollment, then the MTSS/CICO Icons will be colored blue.
7. You can filter each column by clicking the Funnel Icon. 

Request for Support Tab

Request for Support Table

MTSS Workflow



Request for Support Tab

Updating a RFS Status

Status Drop Down

Click submit.

Tag a person responsible.
(they will receive a task 

notification) 

Accepted: Request will be accepted and will be attached to the 
student’s MTSS Plan. 

Returned: Request will be returned to the teacher. Be sure to 
add notes in the Reviewer Notes field to let the teacher know 
their next steps.

Dismissed: The request will be not be accepted

Finalized: This can be used if a student were to leave the 
district before any action could be executed for the request. 

MTSS Workflow

Add any comments in 
the Reviewer Notes 

field. 



1. Click on the Blue Addition Sign in the bottom right hand corner of the screen. 
2. Select the Type of Request you would like to submit.
3. Select the Student.
4. Identify the Person Responsible.
5. Complete the questions in the form. 
6. Click the blue submit button or save as a draft to return to later. 

Request for Support Tab

Creating a New Request for Support Table

MTSS Workflow



There are 5 columns in the Progress 
Table

- Student Name
- Type
- Dates of the Plan
- Person Responsible
- Goal Progress

Progress Tab

Progress Table
Shows all open MTSS Plans and CICO Enrollments

MTSS Workflow



There are 5 columns in the Outcomes Table
- Student Name
- Type
- Dates of the Plan
- Person Responsible
- Goal Progress

Outcomes Tab

Outcomes Table
Shows all closed MTSS Plans and CICO Enrollments

MTSS Workflow



Questions?


