
Synergy MTSS 

Request for Support



Purpose/Agenda

1. Submitting a RFS
- Submitting a Request from TVUE
- Submitting a Request from SIS

2. Accessing Requests from the SIS Side 
- Reviewing and updating the status of a Request in MTSS Workflow
- Viewing accepted Requests from an MTSS Plan

2. Task Notifications 
- Where are notifications sent?

The purpose of this training is to learn how to 
create and review Requests for Support.

Today we will be learning the Pieces of MTSS Request for Support: 



1. From the SIS side, click on the small Bell icon in the upper left hand side.

First, Navigate to a TVUE Seating Chart  

2. Choose a Class Focus
> School > Teacher > Class Section

Creating a Request for Support|TVUE



Creating a Request for Support|TVUE

Click on a 
student’s picture

and select 
Add Request for Support

from the menu.

- Select a Date
- Choose a 

Request Type

- And tag a Person 
Responsible

- Complete the form
- Click Submit



Creating a Request for Support |TVUE

Teachers can 
fill out the 

form partially 
and then 

return later 
to complete 
it by using 
the Save 

Draft button.



Creating a Request for Support|TVUE
Hover over the 

MTSS Menu 
at the top of the screen 

and select 
Request for Support 

1.   Drag columns above the table to create table
       headings.
2.   Filter each column using the funnel icons.
3.   Search the table using the search bar.

4.   Identify whether or not a student is or is not 
       enrolled in a CICO or MTSS Plan.
5.   Export the table by clicking the spreadsheet icon.
6.    Access Request drafts and see the updated statuses of others. 



Navigating to Request for Support through MTSS Workflow

Submitting RFS from SIS

PAD Tree

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

Workflow

Quick Launch

1. Type MTSS Workflow 
into the Quick Launch

From the MTSS 
Workflow, select the 

Request For Support tab



Submitting RFS from SIS

Step 1: Click on the      button 
Step 2: Select your Type of Request
Step 3: Complete the form
Step 4: Click the blue Submit button



Updating the Status of a Request for Support

Review the Request and then 
choose a Status:

• Accepted-This means the request 
for support has been approved. 

• Returned-This means the request 
for support has been returned to the 
submitter to fix something.

• Dismissed-This means that the 
request for support has been 
denied. 

• Finalized-this means the RFS was 
neither approved or Dismissed. 
Usually used for student’s who have 
left the district. 

Then click Submit

From Workflow, 
select a 

submitted 
request.

Add 

Reviewer Notes
to communicate 

with the requester.



Request for Support and MTSS Plans

Requests for Support will 
be attached to a student’s 

MTSS plan!
• The request must have an 

ACCEPTED status in order to 
connect to a Plan.

• The request will be linked to the 
Background Information Panel.



Request for Support Task Notifications

Task Notifications will notify Teachers when a 
Request for Support status has been updated. 


