
To begin the new school year, please follow the steps below:

I. Backing Up the Database
Any database that contains regularly updated information should be regularly

backed up. A SAM backup saves a record of the entire database at a given

moment and must be performed before any import, export, or student

promotion.

Backing Up

To back up the database:

1. Sign in to SAM as an administrator.

2. Click the Roster tab to access the School Profile screen. If necessary, you may have to

double click My District at the top left side of the screen.

3. Click the Backup link in the Advanced Settings menu in the lower right

corner of the screen to open the Backup Wizard in a separate browser

window.

Click here to scroll down to “Backup”
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4. Click Backup Now. Click Next to continue.
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5. Click Next to finish the scheduling.

A notification will appear in the Message Center on the SAM Home Page when

the backup is finished. Close the window to return to SAM.

6. Click the Home tab

7. Once “System Backup Finished” has shown up in the Message Center

for today’s date you may proceed with the steps below (clicking the Home
tab again will refresh the screen).

II. Student Promotions
The Manage Student Promotions Wizard is a convenient way to promote large

groups of students from one grade to the next in preparation for a new school

year.

As always, Scholastic recommends backing up the SAM database before using

the Manage Student Promotions Wizard.

NOTE: Do not perform any student promotions while the SAM database is in use. Only run student
promotions when no other users are logged into SAM and a proper backup has been completed.
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**Before promoting any students please be sure your Manage Inactive Accounts is empty.**

To use the Student Promotions Wizard:

1. If necessary, sign in to SAM as an administrator.

2. Before you proceed, check the alerts on the Home tab to ensure the backup is complete.
Do not continue until it is finished.

3. Click the Roster tab to access the School Profile screen. If necessary, you may have to

double click My District at the top left side of the screen.

4. Click the Manage Inactive Accounts link to ensure it is empty. If it is click

Back to Profile at the top of your screen on the Roster tab. If it isn’t

please either export or delete the students if they are no longer needed.
When finished click Back to Profile.

5. Click the Manage Student Promotions link in the Advanced Settings
menu in the lower right corner of the screen to open the Manage Student
Promotions Wizard.

6. Click Next at the Welcome screen to begin promoting students. This

opens the Select Students screen.
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7. Use the pull-down menu to choose your school, and then use the
radio buttons to select By Grade. Use the check boxes to select the
grade(s) with students for promotion. You will need to promote all of
your grades at this time. After making the selections, click Next to
open the Select Promotions screen. This screen displays a list of all
students available for promotion based on the previous selections.

NOTE: Please be patient as the next screen may take time to load all of your students.
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7. Selecting a student for promotion who was promoted within the last six

months prompts a warning screen. If necessary, click the boxes to

deselect any students who should not be promoted again, then click

Next to proceed.

NOTE: You may or may not see this screen…

SAM Enterprise Edition


