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Tennessee Central Office: Blackman High School: 3956 Blaze Drive:  Murfreesboro, TN  37129

Cindy Boyd, Director: 615-904-3850  ext 22943;  Fax: 615-904-3803;   e-mail:  boydc@rcschools.net 
Jerry Buchanan, Assistant Director:  buchananje@rcschools.net 
General Instructions: Data Portal (E-Mail)

Teacher:
Attendance:
Adding a Day:

1. Log onto www.virtualenterprisetn.org, from the home screen click Data Portal (Right Bottom Pane)

2. Login with your TEACHER account
3. Under “Add”, click “Take Attendance”

4. Choose the correct firm from the “Active School Firms” drop down box

5. Next choose the correct date to enter, then click “Insert”
6. Put a check in the absent column if someone is absent, if not click “Submit”

7. The screen should change from being able to input items to only displaying the items you checked

Editing a Day:
1. Log onto www.virtualenterprisetn.org, from the home screen click Data Portal (Right Bottom Pane)

2. Login with your TEACHER account

3. Under “Update”, click “Update Attendance”

4. Choose the correct firm from the “Active School Firms” drop down box, then click “Attendance”

5. Choose the date you would like to update from the Update portion, and NOT the delete portion 

6. Click “Update”

7. A drop down box will appear beside the students name, in the absent column choose either Y (Yes the student was absent) or N (No the student was here)
8. Click “Update” (A box will appear showing the correct information)
Deleting a Day:

1. Log onto www.virtualenterprisetn.org, from the home screen click Data Portal (Right Bottom Pane)

2. Login with your TEACHER account

3. Under “Update”, click “Update Attendance”

4. Choose the correct firm from the “Active School Firms” drop down box, then click “Attendance”

5. Choose the date you would like to delete from the Delete portion, and NOT the update portion 

6. A confirmation box will appear choose either Yes or No
Workshop:

Registering Students:

1. Log onto www.virtualenterprisetn.org, from the home screen click Data Portal (Right Bottom Pane)

2. Login with your TEACHER account

3. Under “Utilities”, click “Register Student Workshops”

4. Click the blue line of the one you would like to register for

5. On the right pane a drop down box will appear, choose the firm you would like to assign students from, then click “Select”

6. Place a check mark in the register column for the students that will be attending the workshop

7. Then click “Register”, the far right hand column approved should change to “Pending”

Confirming Registered Students:

1. Log onto www.virtualenterprisetn.org, from the home screen click Data Portal (Right Bottom Pane)

2. Login with your TEACHER account

3. Under “Utilities”, click “Register Student Workshops”

4. Click the blue line of the one you would like to verify 

5. On the right pane, a drop down box will appear, choose the firm you would like to verify, then click “Select”

6. Under the approved column, it will display one of the following.

a. “Pending” in which case central office has not yet confirmed it 

b. “Yes” the student has been confirmed to attend the workshop

c. “No” the student has been denied to attend the workshop
E-Mail:
1. To add your own company’s e-mail:

a. After you Login under message center click on Address Search

b. Under Firm type choose the one that most likely describes your company (Your teacher should have put this in)

c. Then click search across from firm type

d. Scroll down and look for your company 

e. Check each student that is in your company 

f. Go all the way to the bottom of the screen click the Add button

2. To add other addresses to your Address Book:

a. Under Message Center Click Address Search 

b. Choose how you would like to search, enter the known information in the appropriate box.

c. Click the Search button across from your selection

d. Check the box of whose addresses you would like to add.

e. Scroll to the bottom, click “Add Checked Addresses to Address Book”

3. To send an e-mail using the address book feature:

a. Under message center click Compose Message 

b. Choose “Through Address Book” 

c. Check the box of who you want to send the e-mail to

d. Scroll to the bottom of the screen and click the send message button.

e. Type your message then click send

4. To send an e-mail using the search feature:

a. Under message center click Compose Message 

b. Choose “Through Address Search”

c. Choose how you would like to search, enter the known information in the appropriate box.

d. Click the Search button across from your selection

e. Check the box of whose addresses you would like to send a message to.

f. Scroll to the bottom of the screen, click the send message button.

g. Type in your subject and message, then click “Send”

5. To Upload & Attach a File:

a. Under Message Center, click “Upload Files”

b. Add the file, type the name and click “Submit”

c. Now you may send an e-mail as normal but the option of attaching files will be enabled on the compose message screen.
