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ABOUT THIS MANUAL

Edupoint Educational Systems develops software with multiple release dates for the
software and related documentation. The documentation is being released in multiple
volumes to meet this commitment.

The table below lists the release date, software version, documentation volume number,
and the content included in each volume of documentation to date.

Software and Document History

Date Volume Edition Revision |Content

October 2009 |1 1 1 Initial release of this document

Updated to include changes from
the November 2009 release and
the February and March 2010
patches

March 2010 1 1 2

Updated to include changes from
April 2011 1 1 3 the November 2010 release, and
added chapter on ClassBoard

Updated to include release notes
November 2012|1 1 4 and technical notifications since
the June 2011 release.

May 2013 1 1 5 Updated to the 8.0 release.

Course information added to
May 2013 1 1 6 create a combined Scheduling and
Course guide

Updated to include changes

July 2013 1 1 7 from release 8.0.2.0

Updated to the 8.0.4.0 release.
September 2013 1 1 8 Added four new reports and
section lock feature.
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CONVENTIONS USED IN THIS MANUAL

Bold Bold Text - Indicates a button or menu or other text on the
Text screen to click, or text to type.
5) Tip — Suggests advanced techniques or alternative ways of
\a;f approaching the subject.
Note — Provides additional information or expands on the topic
at hand.
r
< Reference — Refers to another source of information, such as
another manual or website

y \ Caution — Warns of potential problems. Take special care
</ when reading these sections.

BEFORE YOU BEGIN

Before installing any of the Edupoint family of software products, please be sure to review
the system requirements and make sure the district's computer hardware and software
meet the minimum requirements. If there are any questions about the system requirements,
please contact an Edupoint representative at (877) 899-9111.

Caution: The Edupoint family of software does not support the use of
pop-up blockers or third-party toolbars in the browser used to access
Synergy SIS. Please disable any pop-up blockers (also known as pop-
up ad blockers) and extra toolbars in the browser before logging into
any Edupoint product.

At any point, if there are any technical difficulties, please contact the Edupoint technical
support team at support@edupoint.com or by phone at 1-877-899-9111 option 1.
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Chapter One:
OVERVIEW

In this chapter, the following topics are covered:
» Overview of Scheduling and Mass Scheduling
» About Course
» Implementation considerations
» Steps to complete before starting the schedule

Copyright© 2013 Edupoint Educational Systems, LLC 9
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OVERVIEW OF SCHEDULING

There are two main methods to creating the students’ class schedules in Synergy SIS. Mass
Scheduling allows students to be scheduled by groups and is primarily used by large
secondary schools. Scheduling is primarily used by elementary schools or smaller schools
where only one or two sections of a given course may be offered.

Synergy SIS offers two ways to conduct mass scheduling. The Scheduler requires that the
proposed sections be added to the scheduler, and then analyzes the student requests that can
be fulfilled with the proposed sections.

Master Schedule Builder takes the process a step further, and presents a much easier, faster
way to build a schedule. It allows schools to compare options such as the maximum number of
students in a room, or the maximum number of periods a teacher is assigned per day. Master
Schedule Builder takes the existing course requests and available teachers and rooms, and
builds the proposed sections for the school. Its many reports can also show which courses are
understaffed, or where more room space is needed. There is an additional cost for the Master
Schedule Builder, so please contact the district's Edupoint sales representative to add this
valuable tool to the district’'s Synergy SIS installation.

This manual covers all aspects of the scheduling process except for the Master Schedule
Builder, and explains all the views in the Course, Mass Scheduling and Schedule folders.
There are also a number of reports that can be generated from the information, and Chapter
Nine reviews the available reports and shows how to customize and print these reports.
Chapter Ten outlines the security options available for each screen used in scheduling.

The ClassBoard tool for mass scheduling is also covered in Chapter Seven.

10 Copyright© 2013 Edupoint Educational Systems, LLC
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To access a screen:
1. Open the Synergy SIS Navigation Tree by clicking on the Tree button.

Good morneng. Test User

mEns

e R
 |Cwpanason ama

a Edupaint Srhool
Dastricl

Fiure 1.1 - Synergy SIS Navigation Tree

2. Expand the Synergy SIS folder by clicking on the blue triangle pointing right, next to the
word Synergy SIS. Once clicked, the triangle turns green and points downward.

) a] Quick Launch m F Synergy SIS
Defaut  |f b £5D b attendance
b Synergy SE B AF
it B Course

I Course History

Figure 1.3 — Synergy SIS Folder
Expanded

Figure 1.2 — Synergy SIS Folder
1. Under the Synergy SIS folder, open the Course folder by clicking on the blue triangle

pointing right, next to the word Course. Once clicked, the triangle turns green and points
downward.

b Attendance b attendance

':_ AT P AZ
b Course 7 Course
P Reports

B Course Histary
Figure 1.4 — Course Folder

@ Course Graup

\&. District Course

ﬁ School Caourse

Figure 1.5 — Course Folder Expanded

Note: In the rest of the manual, the location of a screen or report
in the Navigation Tree (also referred to as the PAD tree) is
indicated using “>". The example above would be indicated as
Synergy SIS > Course. This would mean go to the Navigation
Tree, click on the Synergy SIS folder, and then click on the
Course folder.

ABOUT COURSE

Some Synergy SIS screens are available in multiple places in the Navigation Tree, but
administrative personnel can limit your access to those places. Therefore, you might have
access to Synergy SIS > Course, Synergy SIS > Schedule, or both.

The screens in Synergy SIS > Course are described in Chapter Two of this guide, except
CTE Programs, which is described in the Synergy SIS — Course History Administrator
Guide. The reports in Synergy SIS > Course are described in Chapter Nine of this guide.

Copyright© 2013 Edupoint Educational Systems, LLC 11
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IMPLEMENTATION CONSIDERATIONS

Before beginning the scheduling process, it is important to identify all of the rules and
standards that apply to the student’s schedule. The following issues should be decided prior
to scheduling.

Core Courses

e Do certain grades have required core courses? For example, 7" grade
students must be scheduled in English 101, Math 101, Science 101, and Social
Studies 101.

e Do certain groups of students have required core courses? For example,
students in the band must be scheduled for the Marching Band course in Period
1, cheerleaders must take PE in Period 6, and ROTC students must be
scheduled in the ROTC class in Period 6.

Pre-Requisites and Co-Requisites for District Courses

o Do students have to pass another course before enrolling in this course
(pre-requisite)? For example, Keyboarding 101 must be completed before
taking Computers 101, or Spanish 1 must be completed before taking Spanish
2.

e Do some courses need to be taken together in the same semester (co-
requisite)? For example, students must take Biology 101 and Lab 101 in the
same semester.

Course Requests

e Are alternate course requests allowed? Alternate course requests are backup
course requests that are used if the student cannot be scheduled for their
primary course request.

e |If alternate requests are allowed, are they one-to-one for any type of
course (core or elective), or are they allowed to select global alternates for
any elective, or are both types allowed? A one-to-one alternate would be if
the student’s primary course request is Algebra 1, but if they cannot take that
class they would like to take Business Math. Global alternates would be if the
student has selected 2 elective classes, and provided a list of several alternative
classes that will be used if they can't be scheduled for either or both of their
chosen electives.

e How should duplicate course requests be handled? Should they all be
scheduled, all rejected or only one scheduled?

¢ Will students have the option to select a term or teacher preference? A
term preference is if the student may select which term they would prefer to be
scheduled for a course. A teacher preference is if the student may select which
teacher they would prefer.

12 Copyright© 2013 Edupoint Educational Systems, LLC
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Scheduling Options

o Will students be teacher aides? If so, will a generic teacher aide course be
used?

o Will sections be limited by the maximum seats defined for the section or
the maximum seats defined for the assigned room? Most schools use the
maximum seats for the section as this gives them the flexibility to adjust for
teacher considerations as well as room constraints, but either option is available.

e Will students be pre-scheduled in sections? Pre-scheduling students may
limit the overall options when using Mass Scheduling, but may be appropriate
for sections offered for a very specific group of students such as students
repeating a course for credit.

e Will term override by used? For example, with Term Override enabled for a
yearlong course, a student could be scheduled to take only one semester of the
yearlong course.

e Will some classes need to be scheduled in separate terms? For example,
State Government and Free Economics are two required classes for students in
12t grade. However, the students must take these courses in different terms.

o Are the majority of the students scheduled for a set number of hours or
periods? For example, the majority of the students are scheduled for 6 periods;
however there are students who are scheduled for 1 hour or half a day.

o Will the student’s schedule be the same on every day, or will the schedule
vary depending on the day of the week? If the schedule varies, rotation
periods and/or rotation days can be used to define when course sections meet.

Class & Student Groupings

o When sections are created, should they be grouped in any particular
combination to keep select students with select teachers, etc.? If yes,
teams will be used to keep the group of students scheduled in the same
sections.

o If teams will be used, what options need to remain the same for the group
of students? Students can be restricted to the same teacher, period, and /or
room, or they can be scheduled with no restrictions.

e When students are scheduled, should they be grouped in any particular
combination of sections? If yes, houses will be used to keep students in the
same group of courses.

e When courses are grouped together in repetition, should they be grouped
together in any particular combination of sections? If yes, wheels will be
used to allow ease of scheduling these course “wheels.”

Copyright© 2013 Edupoint Educational Systems, LLC 13
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BEFORE STARTING

Before beginning the Scheduling process, several decisions need to be made and
information about the new school year needs to be gathered.

o Gather all information about the course catalog, any pre-requisite/co-requisite
info, and a list of any changes for the new school year

e Identify any changes to the rooms available for classes, or any changes to
capacity. Update the information in the School Room screen.

e Get an updated list of the teachers for the new school year, and update the
information in the Staff screen.

e Complete the New Year Rollover as outlined in the Synergy SIS — New Year
Rollover Guide.

Once the preparatory tasks are completed as outlined above, the scheduling process can
begin. A checklist of the order of tasks needed to complete the Mass Scheduling process is
outlined below.

Mass Scheduling Check List

Task Completed
Setup the Scheduling Options 0

e Define the terms and periods for new school year in the School
Setup screen

e Update courses in the District Course screen

e Opt-in to any new courses and opt-out of courses that will not
be used though the School Course screen

e Identify any changes to staff, classes offered, and House and
Team assignments

¢ Modify the School Scheduling Options as needed

Enter Student Course Requests 0

e Setup ParentVUE/StudentVUE if allowing students to make
online course requests (optional)

e Mass assign Period Restrictions through Mass Assign House
and Team (optional)

e Mass Assign House and Team (optional)
e Mass Assign Course Requests (optional)

e Enter and maintain student course requests in the Schedule
Request screen

e Have students complete online course requests in ParentVUE
and StudentVUE (optional)

14 Copyright© 2013 Edupoint Educational Systems, LLC
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Review Reports 0

o Review reports to verify and determine initial section offering,
students without full requests, etc.

Create Initial Master Schedule 0
o Copy last year's master schedule as reference
o Copy or create a new option set named 98 Working Copy

e Create the sections within the 98 Working Copy Option Set

Review Reports 0

e Review reports to verify initial section offering with student
course requests

e Modify course requests and sections as needed after analyzing
reports

e Pre-schedule students as needed

Create Additional Test Schedules d

e Copy 98 Working Copy to a new option set named 97 Working
Copy

e Check out a copy of the new option set 97 Working Copy
e Select scheduling rules and options for this option set

e Run the schedule

Analyze Scheduling Results 0
o Review the results of the scheduling in the Option Set

e Screen any conflicts lists in the Schedule Student screen of the
Option Set

Review Reports 0

e Analyze reports for analysis of scheduling results

Run Final Test Schedules a

e Copy 98 Working Copy to a new option set named 96 Working
Copy for updating and re-scheduling

¢ Modify Schedule Requests as necessary

Finalize Schedule d

e Copy the final option set with student results to a new option set
titted YR/YR Final Master Schedule

e Run the Update Schedule process. This will copy the YR/YR
Final Master Schedule from Mass Schedule to Schedule

e Hide the Mass Scheduling folder from end users

Copyright© 2013 Edupoint Educational Systems, LLC 15
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Print student schedules using STU202 report

Once the schedule has been finalized, all scheduling for new students and any schedule
changes for returning students should be completed in the Walk In Schedule screen.

16
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Chapter Two:
COURSES & ROOMS SETUP

In this chapter, the following topics are covered:
» How to set up the course catalog at the district level
» How to “opt-in” to a course
» How to set up a course group
» How to define the rooms used at a school

Copyright© 2013 Edupoint Educational Systems, LLC 17
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DISTRICT COURSE SETUP

On the District Course screen are several drop-down lists, where users select pre-
populated values. The values in each list are stored in a lookup table. The lookup tables
can be modified on Synergy SIS > System > Setup > Lookup Table Definition. Some
lookup tables are considered “product-owned,” meaning the values have been hard-coded
into the Synergy SIS programming, and consequently cannot be changed. The other tables
may be modified to match the needs of the school district. Before creating courses in the
District Course screen, these values should be entered. To modify a lookup table’s values:

1. Goto Synergy SIS > System > Setup > Lookup Table Definition.

2. Find the table that needs to be changed by clicking on the triangles for each node.
All the lookup tables for the District Course screen are found under the node
K12.Courselnfo.

3. Once the table is located, click the Add button to add a new code.

Mame: A Type K12 Locked M

O Use Code as the State Code - all values reported to state will be used from the lockup code and not evaluate to the State Code unless the State Code is non-kj value
Lookup Values A ’

g acnp & < smmcoss - | Arcosms - e

Al
i

H Henors ~ v

N Nan-Academic w v

R Regular “ v
Figure 2.1 — Academic Type Lookup Table
4. A defined order can be set by entering the order number in the ListOrder column.
Otherwise, the values are sorted in alphanumeric order by the Description field. If
the numbers in the ListOrder field are the same, the Description is used to sort the
list.

5. Enter a code for the item in the Code column. This value must be unique since it is
used internally to link the tables in the database and it is displayed in the drop-down
list.

6. Enter the description of the code in the Description column.

7. The Other SIS column is used to import data during the conversion process from
another student records system. Enter the code used in the old system in this
column.

8. If appropriate, a start date and end date may be entered for the code in the Status
column to activate or deactivate the code for a particular year. If a code is inactive, it
shows in data already entered but it is no longer available for selection for new
records. For example, if a code is no longer valid for records beginning FY2008,
select 2008 for the end year.

9. The State Code, Alt Code 3, and Alt Code SIF are not needed since this
information is not uploaded to the state. The checkbox at the top of the table Use
Code as the State Code is not used as well.

10. Click the Save button at the top of the screen to save the changes.
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To delete a code, click the box in the X column, and click the Save button at the top of the
screen.

The District Course screen has the following lookup tables on the Course tab:

| @ @ @ ‘ 555 | Find | Undo | Add | Delete | Status: Find | & Eﬁj%-
District Course PlEEElT

Course ID:  Course Title

Coumel Description | Year Override | Pre/Corequisite | Schools Teaching = Associated Courses | Standards = Opt In Options | Course Fee

Course ID Course Title Course Short Title Mandatory Inactive Always Show In Course History Add
| | | M M M
Course Info Q
Course Duration Department College Prep Credit Max Credit ICourse History Type
|| 2 = [ v
|Academic Type [[] Teacher Aide [[]Extended Day
b [ College Approved ["]Distance Learning Course
[[] Pass/Fail Only ["1Online Course
Scheduling Options (3| | ParentVUE Options @
Duplicate Request Status | [erade Range Low Grade Range High
"| Year Start "| ‘ "‘
Schedule Priority | v/ ||schedule Priority
"| Year End | "‘
School Name 4 b ["]Do not show in online course requests (PVUE/SVUE)

Optimum Size Maximum Size

Course Restrictions | | Course Subject Areas &
IGender Grade Low Grade High Subject Area 1 Subject Area 2

| =l 3 | ]| A
Other Information dsumeﬂ Area 3

v

QOld SIS Course ID  JCategory Code  Instructional Level

v|| v SubjectArea4  Subject Area 5
NCLB Core | Y| v
b College Area 1 College Area 2

Lk

[C]Exclude From State Reporting ["]Exclude From Eligibility Course Count v|

[T Exclude From Attendance Letters [“] Exclude From Eligibility Course Count Multiplier

College Area 3

I

["] Technical CoursefTechnical Provider
w College Area 4 College Area 5
| |

Other Provider Information
Provider ID Provider Name

Provider Description
| v

University Area 1 University Area 2
| “l

University Area 3

I

University Area 4 University Area 5

Voo Ed Type | v| | v|
| v
" Verified Credit 1
[ Qualifies for Alternate State FundingdFunding Source L il '_ Q
& Course Discipline [Test Group 4
b
lApportionment Category Course Type Proficiency Core
£ | | | _ _
Verified Credit 2 @
Carl Perkins Ol course Disciplinefrest Group «
Program Code Course Code Course Length (Minutes)|Skills Assessment ~
| | | I 3
Alternate Codes Add )

Figure 2.2 — District Course Screen
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e Course Duration — the length of the course such as semester or quarter.
The lookup table is located in K12.Courselnfo, and the table name is

Course Duration.

|:|u;_um.asme_smncauu-gmmmmwwﬁmmm_mmmmmms]gpmmmsmcmuis_mmkm“m”am

Values -
0 at Quarter 1 1 - v
B az Quartar2 2 v v
o la2 [Quaners. B - v
o Q4 Quarter 4 4 > -
o oF Quarters (1 0r2) | | v v

40 Qs Quarters (3 or 4) v v
] lat Quarter 4 &

Ho st Semaster 1 F b |

o[ sz "Semaster2 s | ] 1 v
0 SX Semestar | - v
) T Tomester 1 [ 4 &
o T2 Trimester 2 | ~ v
o I7s Trimester 3 | ¥ -
0 TA Trimesters (First2) - v
] T8 Trmesters (Sezanc 2) i =
o TC Two Trimesters v v
0 ) Trmaster I | ) ol

o R Year ¥ | - v

Figure 2.3 — Course Duration Lookup Table

e Department — the department at the school or district overseeing the
course, such as English or Math. The lookup table is located under

K12.Courselnfo, and the table name is Department.

mw ‘Mamespece KiZ.Comrseinfo  Locked N

[|Use Code as the State Code - all valles reported to state will e used from the Iookup code and not evaluaie to the State

: Md |
(i Dascr

] |Fa Fine Asts | [ w| v
0 [lA [Language | I l 3 o
Li} | WA Math | | | o -
0 Isc | cienca | | | vl =
1] | 5E Special Education | | | o -

1 [aR | A | | | W
2 | as | marospace Science | | | X bl
13 |aa | Agricutural Science | | | - v
aff} ;BE Business Education | | | » v
5 |ce ]ﬁnmlm'ﬂumess | [ j v v
5 |EN Engish | | : v -
T |Fs |Famdy and Consumer Sciences | | il g o
8 m | Industrial Technolagy | | v v
W [MS | Mitay SciencelLeadership Army | | | T 8 &
11 L Music/Perdrming Ats | | - w

I
Figure 2.4 — Department Lookup Table

e Academic Type — the type of course, such as honors or regular. The lookup
table is located under K12.Courselnfo, and the table name is Academic

Type.

Mame: Academic TYp® Hemespsce: K12 Courseinfo Locksd W

I_r_‘l o H Husnews
IR 8 [NorAcadem
IF1BE o n | Regutar

|| Use Code as the State Code - all values reported (o state will be used from ihe lookup code and not evaiuate fo the State Codd

CAIE:

Figure 2.5 — Academic Type Lookup Table
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e Course History Type — the type of course, such as Jr. High School or
High School. The lookup table is located under K12.CourseHistoryinfo,
and the table name is Course History Type.

Name: Course History Type MNamespace: K12.CourseHistorylnfo Locked: N

[TJUse Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Code unless the State Code is non-blank for a given value

Lookup Values Add @

Default

Jr. High School
High School
Other

B || =
[N =

L8| 08 1€
< |l i<

Figure 2.6 — Course History Type Lookup Table

e Duplicate Request — how to handle a course request when a student
has requested the same course twice. The lookup table is located
under K12.Courselnfo, and the table name is Duplicate Request.
This table is a product-owned table and cannot be changed.

Mame: Duplicate Request Namespace Ki2.Courseinfo  Product Dwned

Use Code as the State Code - all values reported 1o state will b2 used rom e lookup code and nol evaluate 10 he

Product Ovmed fookups can be viewed but not updated, excepl the Dther SIS column. The Ofher 513 coltmn 5 used for
data smpofing NOTE The Other 515 column for Product Owned lookups is cleared after a new installation.

Lookup Values ]

BRI & Cescriptio (1h

1 .D .Repclll.ﬁll I?uphta!Es
2 1 Schedule Al Duplicates
Figure 2.7 — Duplicate Request Lookup Table

e Schedule Priority — the priority the course should receive during the
scheduling process. The lookup table is located under K12.Courselnfo, and
the table name is Schedule Priority. This table is a product-owned table
and cannot be changed.

Name: Schedule Priority Namespace: K12.Courseinfo  Product Owned

Use Code as the Siate Code - all values reported 1o stale will be used from Ihe lookup code and nol evaluale (o ihe State Code uniess Ihe Slate Code is non-biank Tor a given value|

Product Cumed lookups can be viewed bul not updated, excepl the Other SIS column. The Other SIS column is used for data importing. NOTE: The Other SIS column for Product
‘Owned lookups is cleared after a new installation.

Lookup Values Q
n ore

o0 SETpton Omer SIS
4 1 Core {High)
F 5 Elective (Low)

Figure 2.8 — Schedule Priority Lookup Table
e Grade Range Low & High, Grade Low & High — a list of possible grade
levels.
This is the same list of grade levels that is used through Synergy SIS, and
the setup of the list is outlined in the data reporting guide for your state.

e Gender — a list of gender abbreviations. This is the same list of
abbreviations that is used through Synergy SIS, and the setup of the list is
outlined in the data reporting guide for your state.
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Subject Area 1-5 — the subjects assigned to the course for matching graduation
requirements for high school. The lookup table is located under
K12.Courselnfo, and the table name is Subject Area.

Name: Subject Area Namespace: KiZ.Courseinfo Locked: M
"] Use Code as ine State Code - all values reported o state wnll be used from the iookup code and nat evaluate to the State Cod

1l 1 1
'm[ 2 2
[m| 3E 3
i
[m] SE E
P
|
Im| of E
PR -
1] 1o 10
F-1IER] 11 11
FIEE 2 |12
IR - 13
= =0 | 14
FIEE ' 15

| FinelApplied Arts
|English 9th Grade

| English Writing

[English Literature

| English Elective
EMathenmics

iScience Required
Science Elective

| Amenican History

| Government

;Fme Enterprise

| Waorld History Geography
| Physical Education 09-12
[ Fhysical Education 10-12
| Electives

I xRl=|"|ZI@im M| ci ol m| >

Q

~ w
[} - | L
- ¥
- w
~ -
| el w
- -
- »
- -
| - -
- -
- w
~ -
| - -
- -

Figure 2.9 — Subject Area Lookup Table

e College Area 1-5 —the list of subjects that must be completed in high school
for college admission. The lookup table is located under K12.Courselnfo,
and the table name is College Subject Area.

[ sk Gone s e Siate Croe - &1 vakss redoried i s il 5 e irm e 0o code and nol evsuas 1o he Sk Co

wot Area i

thefn Lazas

cio oo oo n s e e e S

R ORI E G

Hatsry/Social Slusies
| Engisn

'Muh-mm:-

| Lab Sciemcs

Fireign Language

|\l & Ptrming Arts
HatanySncul Sowses Elscirm
| Engish Elgetr

 Mnthsmatics Elacss

| Lah Bcisnce Einctive
Ithimea;u Elecine

[Vimnal & Peduoming A Electwe |

Other Elective

Arkd

s!c((-ltqt

LA dfd'd!'t"rl (AERCRESENES
- - -
|

£kl gis ©

Figure 2.10 — College Subject Area Lookup Table
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e University Area 1-5 — the list of subjects that must be completed in high school
for university admission. The lookup table is located under K12.Courselnfo, and
the table name is University Subject Area.

il Conke s A S5 Cocks - B valiies reporied B stali i b wsed o e okup code and nol evalugte 1 the Saate Con)

[ opel | Sl r_::.. o

| 815 Cade |::1n pa o {:l.r
.| 11 o HistoryiSocial Studes M |
'm0 IC |Engizh v -
=] o e | Mathematica '__- -
| m| 4] I | Lot Biance - w
|.| il 0 'L .rumu; Languaga - w
m| i [ [ Visual & Parkaming Arts v v
=1 2 | MistorySacial Studea Electhes - -
- o =5 | Engish Electhea - -
|_._|_! [ 'cg; "M.éthmﬂ.niuﬂn-clm - -
|| 0] |eo .Lnl-&un:nEhu:ms- v v
Ii i o I3 -Fulnm L:n-gupﬂ Elisztiis - bl
=1 3 | isual & Fartming At Electhes | P -
IFIEE » = | Other Elathas | - -.-

Figure 2.11 — University Subject Area Lookup Table

e Category Code — the code assigned by the state to the course. The lookup
table is located under K12.Courselnfo, and the table name is State Cat.

Hame: State Cat Harmapacy KI2Courasints  Lacked B
Tk Gk a6 e Saake Code - nmmumnummmmmmmmnnmc

Ml @

ul-.

W—!—!—!T!_!_F

tean :-u
I Grads 1 0 P o
e | 1oz _c-nnu 2 | I =1
(w3 1003 Gracd 3 1003 - -
[ 4 (100 [ceadas | 1008 pr pr
(=] 5 | 1005 | uada 5 | 1025 - -
e | 0os | cwad & | 1006 - -
([ 7 007 | Grada 7 ] 1007 P -
[ © T | 1028 - -
IFIE |1008 | Combinatien cliss K- 3 | 1008 - -
[ 0 (1010 | Comtination elass 4 - L | mn - -
IFIEE |01z | Combinatien class (3 - 4) | 12 - -
m[ a0 e L w0 X - -
E,_IJ |70 | Compehansia Engish jzm | - “
IFE | 2102 | Basic EngishLasguags an (Pistss. w2 x - -

Figure 2.12 — State Cat Lookup Table

e Instructional Level — if the instructional level of the course is non-standard, the
list of possible instructional levels as assigned by the state. The lookup table is
located under K12.Courselnfo, and the table name is Instructional Level.

Hame: INEArsctional Level Aarszace KELCourasinls Locksd B
Il Conher 8 I Sae Code - B vaEs fRpoed o stale wi b used Tom ihe Dokup 008 B ROl evElase i e Steie Cod

an | LT
o - [ o
5F wary Eid
= [ it FHometal 10 - -
'm| 2F |72 | e and Talersed | 2 - v
|| 1E | | Homors - UC Canfied ] 14 - -
I + [1s | Honces HenAIC comtos | 15 - -
=T = |16 [Collge ] 16 - o

Figure 2.13 — Instructional Level Lookup Table
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e NCLB Core — a list of the type of core courses for NCLB reporting. The lookup
table is located under K12.Courselnfo, and the table name is NCLB Core. This
table is a product-owned table and cannot be changed.

Hame: rasinta

Owneed BOCRUPS i cheared AMer & nesw instal

Uge Coda 33 e Same Coos - Bl values Wil be 008 and Nl avaluale 1o e e Coe uiecs e S0 ok is non-Dlark Tor 3 given vake
Proguct Chwresd ek Can B viswed Dul nol updaled, escept T Oher SIS coume. Tha CIRer SIS colmn & used for 0318 mpomng. NOTE: The Other 515 cedumn for Pred et
|atsan.

Cenes 65 [
(Il E Elemenlary Core
|z s [ Setonasy Coe [ [
(= N not Cane

Figure 2.14 — NCLB Core Lookup Table

e Technical Provider — a list of the providers of vocational & technical education
courses (generally set by the state). The lookup table is located under
K12.Courselnfo, and the table name is Technical Provider.

Iame: Taohnscal F 1] Hi2.C Locknd: M

| g ol gy v SFate Coder - BE vElUES MR 10 Slale wil b used Srom e logkug Code and nol evaluaie (0 e Sake Coo

Lockup Valses

'-||Hi UiniCemar | Lot |

|m| [1 | Regianal Cceupaianal Center or Fra

I = 2 District

. | ot I'iu- n

Cooe - |CodEd -

SiE

1 e b

2 - -

Figure 2.15 — Technical Provider Lookup Table

o Provider Description — a list types of providers such as LEA Contract Provider

and

Post-Secondary Institution.

The lookup table is located under

K12.Courselnfo, and the table name is Provider Description.

Name: Provider D

K12.Ce Locked: N

Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluaie to the State Code unless the State Code is non-blank for a given value

Lookup Values

Comprehensive Services Act

Add |

Multi-divisional Online Provider

LEA Contract Provider (Online or Not

Unlicensed Individual (Teacher, Pupil

Post Secondary Institution

Locally Licensed Individual

i | E | E| E E(E| =
clo|lo| e o | o

=N TR e ey

Other/Unknown

£/ 080 12|18 (2| (€
£ |0 € (€ (€] €

Figure 2.16 —Provider Description Lookup Table

e Voc Ed Type — a list of the types of vocational & technical education courses
(generally set by the state). The lookup table is located under K12.Courselnfo,
and the table name is Voc Ed Type.

Hame: Voo Ed TYp  lersepscs: K12.Cowrasinlo - Lockes: §

[ U Cog a% I Siate Code - ol vakes regeeted T 530 will Do ciaed Mom I8 IoKup (oo v mod cvakuse to s State Cog

Agriculiural Busmess

T | Agrucuitural Mecharics

|z | Agriscienca

T | Animal Eiance

i | Forastry md Notural Resources
1105 | mamental Hoicu bure

|06 | Plant and Sinil Srienca

[0 | Entertanmant

11 | Wiz and Damign Arts

Tz .quhrn:lm Arts

=

=
R A R R N R M
Aok R S S e I e

Figure 2.17 — Voc Ed Type Lookup Table
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e Funding Source — if the course qualifies for alternative state funding, a list of
possible funding sources (generally set by the state, particularly California). The
lookup table is located under K12.Courselnfo, and the table name is Funding
Source.

Mame Punding SOUFEE herespice KRiCourseinds Locksd &
|_*Lme Code as fhe Stale Code - 3 waives. reporied Io staie will be used from he iosiup code and nol evaluaie fo the Siats Coo

T [113 | Cattomia Famership Academy | e | | [ - .
T = 158 | Bewciazkzad Secondary Frogans =8 - 5

Figure 2.18 — Funding Source Lookup Table

e Apportionment Category — used in California to specify the category used for
the course. The lookup table is located under K12.Courselnfo, and the table
name is Apportionment Category.

Name: Apportionment Category Namespace: K12.Courselnfo  Locked: N

[~ Use Code as the State Code - all values reported to state will be used from the Iookup code and not evaluate to the State Code

Lookup Values Add (@]
Orde ode De 0
0 0
0 A Proficiency ~ -
1 B Care v -
2 C Special Education v -
3 D Enrichment v L3
4 E Enhancement v »
5 F County Program ~ -

Figure 2.19 - Apportionment Category Lookup Table
e Course Type — used in California to indicate the type of course for funding. The
lookup table is located under K12.Courselnfo, and the table nhame is Course
Type.

MName: Course Type Namespace: K12.Courseinfo  Locked: H

[~ Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Code

Lookup Walues Add @
Orde nde De 0 aie ; : -
o A English w v
1 B Social Science v ~
2 C Mathematics LS -
3 D Science b's v
4 E Reading - v
5 F Fine Arts s -
B G Foreign Language - v
T H Physical Education w v
g | Health w “
9 J Electives v ~

Figure 2.20 - Course Type Lookup Table
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e Proficiency Core — used in California to indicate if the course is a core course
or for proficiency. The lookup table is located under K12.Courselnfo, and the
table name is Proficiency Core.

Mame: Proficiency Core Namespace: K12.Courselnfo  Locked: H

I~ Use Code as the State Code - 8l walues reported to state will be used from the lookup code and not evaluate to the State Code

Lookup Walues Add (]
. . : n a
e Orde 0 De 0 ode
0 0
0 0 Nane
1 1 Proficiency v v
2 2 Core

Figure 2.21 — Proficiency Core Lookup Table

e Course Discipline — the course discipline category is assigned to courses in
states using verified credit such as Virginia. For this lookup to display, verified
credit must be enabled on the District Setup screen. The lookup table is located
under K12.Courselnfo, and the table name is Course Discipline.

MName: Course Discipline nNamespace: K12.Courselnfo  Locked: N

[~ Use Code as the State Code - all values reported to state will be used from the [ookup code and not evaluate to the State Cod

Lookup Yalues Add (%]
— o : D a
Orde ode De 0 ode
ode ode
0 EN English v v
0 LS Laboratory Science v v
] [ Mathematics v v
0 55 History & Social Science v v

Figure 2.22 — Course Discipline Lookup Table

e Skills Assessment — indicates if the course qualifies for a Carl Perkins Skill
Assessment. The lookup table is located under K12.Courselnfo, and the table
name is Cp Skills Test.

Name: Cp Skills Test Namespace: K12.Courselnfo Locked: N
[[JUse Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Code unless the State Code is non-blank for a given value

Lookup Values add | Q)
Orde De O : - . Z
1 1 Yes 3 o
2 2 o | | | | [ & [ & |

Figure 2.23 — CP Skills Test Lookup Table

o Alt Type — the alternative ID for courses are used to filter and match courses in
the Student Course History to graduation requirements. The lookup table is
located under K12.Courselnfo, and the table name is Alt ID Type.

Mame AltBd TYP® Rarmspacs: KIZ2Courasinde  Lockamt B
| Was Code as e Slale Code - 8 wikeds eporied o soaie wil Be used fom e R oo & rol evikeste o i State Cod

Lk Valuns wd i

L] 1 Stale - -

Figure 2.24 — Alt ID Type Lookup Table

= Reference: For more information about configuring
Verified Credit for Graduation Requirements, please see
the Synergy SIS — Course History Administrator Guide.
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On the Description tab, the lookups are:

-| @ @ @ | gfj ‘ Find ‘ Undo | Add | Delet= ‘ Status: Find | & EED%:
District Course

Course ID:  Course Title:

Course  Description | Year Override  Pre/Corequisite  Schools Teaching = Associated Courses | Standards | Opt In Options | Course Fees
Course ID Course Title Course Short Title Mandatory Inactive Always Show In Course History Add
[ [ 0l 0l 0l
Short Description

Description [ @

‘ National Course Classification Q@
Subject Area Course Level

Course Code

Sequence Available Credit

‘ State Course Classification (@]
I[Subject Area Course Record Type

il -

Course Level

["1B - Basic or remedial course

[[1G - General or regular course

[CJE - Enriched or advanced course

["TH - Honors course

["ID - Dualconcurrent enroliment course

[CIA - Articulation agreement course

[[I - Industry/occupational certification course|
[[]% - Not applicable

[N - No credit

Standard Addressed || Grad Requirement Indicator
hd

[C]1End Of Course Indicator
[C]1B Indicator [_]AP Indicator
[C]AICE Indicator []IGCSE Indicator

College Code College Course Code College Course Title College Course Credits State Course Code Department Code
CTE Programs Chooser | (3

Figure 2.25 — District Course Screen, Description Tab
e Subject Area (National Course Classification) — the official list of national
course subject areas. The lookup table is located under K12.Courselnfo, and
the table name is SCED Subject Area. This table is a product-owned table and
cannot be changed.

Mame: Sced Subject Area narsspsce KMZCowselnla  Product Swned.
™ Use Code as thie State Code - all values reported to state will be used from the lookup code and not evaluste o the State Code unless the State Cr

Proguct Cwnied lnokups can be viewed but not updated, except the Other SIS column. The Otter SIS column s used for data importing. NOTE: The:
Other SIS column for Product Owned lookups is cleared after a new instailatian.

il Engltsh Language and Literature

02 Mathematics

03 Lite and Prrysical Stiences

04 Social Sciences and History
05 Fine: and Performing Arts

06 Foreign Languane and Literature

o7 Religious Education and Theology
o8 Priysical, Haalth and Safely EGucation

09 Wiltary Science

0 |Computer and Information Stiences |

Figure 2.26 - SCED Subject Area Lookup Table
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e Course Level (National Course Classification) — the official national list of
course levels. The lookup table is located under K12.Courselnfo, and the table
name is SCED Course Level. This table is a product-owned table and cannot
be changed.

Mame: Sced Course Level Namespace: K12.Courselnfo Product Owned
[~ Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Code unless the State Ct

Product Owned lookups can be viewed but not updated, except the Other SIS column. The Other SIS column is used for data importing. NOTE: The
Other SIS column for Product Owned lookups is cleared after a new installation.

Lookup Values &)
Orde o De : Othe FElCo Alt Code At Code
o B Basic or remedial course
o E Enriched or advanced course
0 G General or regular course
a H Honars course

Figure 2.27 - SCED Course Level Lookup Table

e Course Code - the official list of national course codes. The lookup table is
located under K12.Courselnfo, and the table name is SCED Course Code.
This table is a product-owned table and cannot be changed.

Name: Sced Course Code Namespace: K12.Courseinfo  Product Owned

I~ Use Code as the State Code - all values reported to state will be used from the 100kup code and not evaluate to the State Code unless the State Cc

Product Owned lookups can be viewed but not updated, except the Other SIS column. The Other SIS column is used for data importing. NOTE: The
Other SIS column for Product Owned lookups is cleared after a new installation.

Lookup Values [#]
e Orde De 0 Othe

ode
01001 |English/Language Arts | (3th grade)

01002 |English/Language Arts Il (10th grade)

01003 |English/Language Arts Il {11t grade)

01004 |English/Language Arts IV (12th grade)

01005  |AP English Language and Cormposition

01006 |AP English Literature and Composition

01007  |AP Combined English Language/Literature and Composition
01008 |1 Language A (English)

01002 |English as a Second Language (ESL)-Transition Language Arts
01010 |Language Arts Labaratory

Figure 2.28 - SCED Course Code Lookup Table

olo|jo/oolojo/alo|o

e Subject Area (State Course Classification) — the list of subject areas used by
the state for courses. The lookup table is located under K12.Courselnfo.MN,
and the table name is MN SCED Subject Area.

Name: Mn Sced Subject Area Nemespace: K12.Courselnfo.MN  Locked: H

[~ Use Code as the State Code - all valugs reported to state will be used from the [ookup code and not evaluate to the State Code unless the State Co

Lookup Values Add (&)
Orde ade De 0 Othe ak I 2 -
o o1 English Language and Literature » v
a 02 Mathematics - v
a 03 Life and Physical Science - -
i] 04 Social Sciences and History v v
a 05 Wisual and Perorming Arts - -
a 05 World Languages and Literature - v
il o7 Religious Education and Theology v v
a 03 Physical, Health and Safety Educati - -
a 02 Military Science - v
a 10 Computer and Infarmation Sciences v v

Figure 2.29 - MN SCED Subject Area Lookup Table
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e Course Level (State Course Classification) — the list of course levels used by
the state. The lookup table is located under K12.Courselnfo.MN, and the table
name is MN SCED Course Level.

Mame: Mn Sced Course Level Namespace: K12.Courselnfo.MH  Locked: H

[~ Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Code unless t

Lookup Values Add @
e Orde ode De 0 0 - & - & iz -
0
1 E EBasic or remedial course ~ -
2 G General or regular course v v
3 E Enriched, honors, advanced course ~ i
4 D Dualiconcurrent enroliment course ~ -
g A Articulation agreement course v v
5 C Industry/occupational certification co ~ v
7 * Mot applicable ~ v
] N Mo credit v -

Figure 2.30 - MN SCED Course Level Lookup Table

e Standard Addressed — the type of standard addressed by the course. The
lookup table is located under K12.Courselnfo.MN, and the table name is
Standard Addressed.

Mame: Standard Addressed Nemespace: K12.Courselnfo.MH  Locked: H

[~ Use Code as the State Code - all values reported to state will be used from the Iookup code and not evaluate to the State Code unless the State Cc

Lookup Values Add @
ate ! 0 -
Orde ode De 0 Othe Alt Code

ade

1 i National ' v

2 3 State ' v

3 L Local 'S v

4 c Cambination ' v

5 A Mone ' v

Figure 2.31 - Standard Addressed Lookup Table
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Chapter Two

DISTRICT COURSE

The District Course screen lists all of the courses that are taught within the district. These
records are not school-year specific. The Section screen then captures the individual
classes held each year for each course. Once the lookup tables have been created as
outlined in the District Course Setup section in this chapter, courses can be added. To add

a course:

1.
Synergy SIS > Schedule.

Go to the District Course screen, found under Synergy SIS > Course and under

“‘W&MH\J“"

Vi

41

[ Qualifies for Alternate State Funding Funding Source

%

Apportionment Category Course Type

Proficiency Core

<l
|

vi v|

| @ (@ @ &fJ | Fd | undo | add || oelete | Status: Find | & EEED%
District Course blE &t ul O
Course ID:  Course Title:
| Course' Description | Year Override | Pre/Corequisite | Schools Teaching | Associated Courses = Standards | Opt In Options = Course Fe
Course ID Course Title Course Short Title Mandatory Inactive Always Show In Course History Add
] ] ]
Course Info (&)
Course Duration Department College Prep Credit Max Credit Course History Type
| S R | | |
Academic Type ; [[] Teacher Aide [[] Extended Day
] [[]College Approved [] Distance Learning Course
[[1Pass/Fail Only [ Online Course
Scheduling Options O| ParentVUE Options Q@
Duplicate Request Status (3| |Grade Range Low Grade Range High
| v Year Start v | |
Schedule Priority - Schedule Priority
vl Year End "i
ISchooI Name ¢ "i [[] Do not show in online course requests (PVUE/SVUE)

b

25 |

Verified Credit 1 Q
Course Discipline Test Group ¢
&y

Verified Credit 2 @

Carl Perkins

Course Discipling Test Group

Program Code Course Code Course Length (Minutes) Skills Asses:!

sment
'

&)

Figure 2.32 — District Course Screen

Click the Add button at the top of the screen.

30

Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Two Scheduling and Course Guide

The Add District Course screen pops-up in a new window. The fields that must be
completed before saving are highlighted in green. The other information can be
completed as needed. Many of the fields are state specific, and do not need to be
completed for other states. The information that can be added is:

Save Close

District Course [
| Course |
Course ID Course Title Course Short Title Mandatory Inactive Always Show In Course History Add
Course Info |
Course Duration Department College Prep Credit Max Credit Course History Type
v A4 '
Academic Type Teacher Aide Extended Day
i College Approved Distance Learning Course
Pass/Fail Only Online Course
Scheduling Options (3| | ParentVUE Options &)
Duplicate Request Status @] |Grade Range Low Grade Range High Schedule Priority
b Year Start b b b
Schedule Priority School Name 4= b Do not show in online course requests (PYUE/SVUE)
b ‘Year End
Optimum Size Maximum Size b
Course Restrictions (3| | Course Subject Areas &
Gender Grade Low Grade High Subject Area 1 Subject Area 2 Subject Area 3
v w hd - b v
Other Information Q|| Subject Area 4 Subject Area 5
OId SIS Course ID  Category Code  Instructional Level 3 b
v v

College Area 1 College Area 2 College Area 3
NCLB Core " b b
College Area 4 College Area 5

Exclude From State Reporting Exclude From Eligibility Course Count b 3

Exclude From Attendance Letters [ | Exclude From Eligibility Course Count Multiplier |University Area 1 University Area 2 University Area 3

. . o hd -
Technical Course Technical Provider

b University Area 4  University Area 5
~ v

Other Provider Information (]

Provider ID Provider Name: Verified Credit 1 Q|
Course Discipline Test Group ¢

Provider Description b

v

Verified Credit 2 @

ot Ed Type Course Discipline Test Group ¢

- -

Qualifies for Alternate State Funding Funding Source
v

Apportionment Category Course Type Proficiency Core
by v b

Carl Perkins ]

Program Code Course Code Course Length (Minutes) Skills Assessment
v

Alternate Codes Add \ QD
[ Linel &l =

Figure 2.33 — District Course Screen, Adding

e Course ID - the ID code used to identify the course. This can be any sequence
of numbers and/or letters, but it is limited to 20 characters.

e Course Title — the complete title of the course

e Course Short Title — an abbreviated version of the course title that can be used
in column headings in reports.
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e Mandatory — to assign the course to all the schools in the district, check the
Mandatory box. For courses that are not mandatory, schools must “opt-in” to the
course via the School Course screen before the course can be used at the
school. For more information about the School Course “opt-in” process, see the
chapter on School Courses later in this chapter.

¢ Inactive — once a course has been used in the Student Course History screen, it
cannot be deleted. However, a course may be phased out over time and no
longer used. To remove the course from any course lists without deleting it,
check the Inactive box.

o Always Show In Course History Add — displays this course on the Student
Course History Assignment screen chooser list, even if it is inactive.

e Course Duration — select the length of the course from the drop-down list, such
as semester or quarter. These options can be customized for each district by
modifying the Lookup Table, as explained in the first section of this chapter.

o Department — select the department at the school or district that oversees this
course, such as English or Math. These options can be customized for each
district by modifying the Lookup Table, as explained in the first section of this
chapter.

e College Prep — if the course is preparatory for college, check the College Prep
box.

e Credit — the numeric amount of credit earned by successfully completing the
course in the course duration selected. The number can be a maximum of 3
digits, with 4 decimal places past zero (999.9999).

e Max Credit — if the student can take the course for credit more than once, the
maximum amount of credit that can be earned in the course. The number can be
a maximum of 3 digits, with 4 decimal places past zero (999.9999). For
example, an independent study course may be taken more than once for .5
credits but the student can only earn a maximum of 2.0 credits total.

e Academic Type - the academic level of the course such as honors or regular.
These values can be customized for each district by modifying the Lookup
Table, as explained in the first section of this chapter.

e Teacher Aide — if this course can assign a teacher’s aide, check this box.

e College Approved - if this course has been approved by a college for college
admission requirements, check this box.

e Pass/Fail Only — if this course is a Pass/Fail only course, check this box.
e Extended Day — if this course is on the extended day calendar, check this box.

e Distance Learning Course — if this course is part of a distance-learning
program, check this box.

e Online Course —if this course is an online course, check this box.

e Duplicate Request — how to handle a course request when a student has
requested the same course twice. Select Schedule all Requests to schedule
one of the duplicates, or select Reject All Requests to not schedule any of the
duplicate requests. This setting can be overridden for all courses using the
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Duplicate Course Request setting in the School Scheduling Options
screen or the Schedule Option Set screen for mass scheduling.

e Schedule Priority — when using mass scheduling, the Core (High) courses are
scheduled before the Elective (Low) courses. Select the category for the course
from the Schedule Priority drop-down list.

¢ School Name — identifies the primary school teaching this course.

Note — School Name is typically used to identify a virtual school that
is teaching a particular course.

o Optimum Size — defines the optimal number of students in the course.
e Maximum Size — defines the maximum number of students in the course.

e Status - Year Start, Year End — indicates the school years in which the course
is valid.

e Course Restrictions — if the course can only be taken by students at certain
grade levels, or if it is restricted to one gender such as a gym class, select the
Gender, Grade Low, and Grade High from the drop-down lists.

e Old SIS Course ID — enter the course ID used in the previous student
information system for this course. This is used during any conversion
processes to map the information converted from the old system.

e Category Code — select the code assigned by the state to the course. These
values can be customized for each district by modifying the Lookup Table, as
explained in the first section of this chapter.

e |nstructional Level — if the instructional level of the course is non-standard,
select the code for the instructional level used in the course. These codes are
generally set by the state, and they can be customized for each district by
modifying the Lookup Table, as explained in the first section of this chapter.

e NCLB Core — select the type of core course such as Elementary Core,
Secondary Core, or Not Core for NCLB reporting.

e Exclude From State Reporting — if this course should be excluded from state
reporting, check this box.

e Exclude From Attendance Letters — if this course should be excluded from
attendance letters, check this box.

e Technical Course — if this course meets the state standards for a vocational or
technical education course, check this box.

e Exclude from Eligibility Course Count — courses are counted based on term
code. This option excludes this course from the Eligible Course Count.

e Exclude from Eligibility Course Count Multiplier — courses are counted
based on term codes and a multiplier can be assigned. This option excludes this
course if it would apply to the multiplier based on the term code.

e Technical Provider — if the course is a vocational & technical education course,
select the entity providing the instruction (generally a list provided by the state).

Copyright© 2013 Edupoint Educational Systems, LLC 33



Scheduling and Course Guide Chapter Two

This list can be customized for each district by modifying the Lookup Table, as
explained in the first section of this chapter.

e Provider ID — if the course is taught by a provider other than a district staff
member, enter their provider ID number.

o Provider Name- if the course is taught by a provider other than a district staff
member, enter the provider's name.

e Provider Description— if the course is taught by a provider other than a district
staff member, select a provider description.

e Voc Ed Type —if the course is a vocational & technical education course, select
the category for the course (generally a list provided by the state). This list can
be customized for each district by modifying the Lookup Table, as explained in
the first section of this chapter.

e Qualifies for Alternate State Funding — if all students taking this course are
approved for an alternative source of funding (such as JTED in Arizona), check
this box. If only individual students taking the course can qualify, do NOT check
this box, and instead check the Show Qualified Alternate Funding box on the
Course Regquest and Walk-In Options tab of the School Scheduling Options
screen. This will allow individual students to be designated for alternate funding.

e Funding Source - if the course qualifies for alternate funding, select the source
of the funding from this drop-down list. This list can be customized for each
district by modifying the Lookup Table, as explained in the first section of this
chapter. For California schools and districts, please see Synergy SIS —
Attendance Administrator Guide for more information regarding the
Supplemental Instruction attendance & recording setup.

e Apportionment Category - if the course qualifies for apportionment
procedures in California, select the category from the drop-down list. Enter the
Apportionment Category, the Course Type, and the Proficiency Core in the
corresponding Lookup Tables. The list can be customized from the district
modified Lookup Table, as explained in the first section of this chapter.

e Carl Perkins — if this course can be used to meet the requirements of the
Perkins Act federal grant program, enter the Program Code, the Course Code,
the Course Length (minutes), and the Skills Assessment.

e ParentVUE Options — these options are used to control the courses available to
parent and student course requests through the ParentVUE & StudentVUE
software. For more information, please see the Synergy SIS — ParentVUE &
StudentVUE Administrator Guide.

e Subject Areas — each course can fulfill one or more of the subject areas
required for high school graduation. Select the primary subject area from the
Subject Area 1 drop-down list. If that subject area requirement has already been
fulfilled, the course is applied to the requirement for the Subject Area 2, etc. For
example, an English class would count for the English subject area
requirements first (in Subject Area 1), and if that was fulfilled it would count
towards the student’s Electives subject area requirement (in Subject Area 2).
This list of subject areas can be customized for each district by modifying the
Lookup Table, as explained in the first section of this chapter.
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o College and University Subject Areas — each course can fulfill one or more of
the subject areas required for college or university admission as well. Select the
primary subject area from the College Area 1 drop-down list. If that subject area
requirement has already been fulfilled, the course is applied to the requirement
for the College Area 2, etc. This list of subject areas can be customized for each
district by modifying the Lookup Table, as explained in the first section of this
chapter.

o Alternate Codes — courses can be excluded or included in the graduation
requirements calculations by assigning each course an Alternate ID code. Be
careful when using this feature, as if this filter is activated, every course that
should be included in the calculations must be assigned an alternate ID. For
existing course catalogs, this can involve quite a bit of data entry. To add an
alternate ID, click the Add button in the Alternate Codes section. Select the Alt
Type from the drop-down list, and enter the code in the Alt Code column.

e Verified Credit 1 & 2 — courses that qualify for verified credit should be
specified by selecting the Course Discipline from the drop-down list. To
associate the course with a Test Group, click on the gray arrow and select the
test group from the list.

3. Click the Save button at the top of the screen to save all of the information.

Reference — For more information about the impact of subject

4 areas and alternate codes on school graduation requirements,

@ and for instructions on configuring Verified Credit, please see the

Synergy SIS — Course History Administrator Guide for more
information.

Once a course has been created, most fields can be edited simply by clicking in them and
making the changes. However, to change the Course ID, Course Title, or Course Short
Title, and to change the Mandatory or Inactive status of a course:

1. Click the Menu button at the top of the screen.
2. Select Edit Course Data.

ICIC]C)
Edit Course Data
Update School Course Fees

View Audit Detail For District Course|
Figure 2.34 — Menu Options, District Course Screen

il F
- |
L J._,r

3. The top row of course information turns white and the information can be changed.

EEEXIE
District Course
Course |D: 00AM  Course Title: Kind Am

Save ‘ Undo | Add | Delebe|

CourSE| Description | Year Override | Pre/Corequisite | Schools Teaching = Associated Courses = Standards = Opt In Options = Course Fees
Course ID Course Title Course Short Title Mandatory Inactive Always Show In Course History Add
00AM Kind Am Kind Am v

Figure 2.35 — Editing the top row of Course Information

4. Click the Save button at the top of the screen
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Course descriptions are used in reports to create the course catalog. This tab also records
the course’s alignment to national and state standards. While the national and state course
classification was designed for Minnesota reporting, any state can capture this information.
To add or modify the course description and classification:

1. Click on the Description tab of the District Course screen.

| ‘:() CD {’) | *‘i(, Save ‘ Lindo ‘ Add ‘ Delete ‘ Status: Ready| & Rﬁ]"tﬁ
District Course (

Course ID: WL992 Course Title: Ind Stdy Germn

Course IDeﬁcripliDnl Year Override | Pre/Corequisite | Schools Teaching = Associated Courses = Standards = Opt In Options = Course Fees
Course D Course Title Course Short Title Mandatory Inactive Always Show In Course History Add
WLog2 |ind Stdy Germn |ind Stdy Germn

Short Description

Description 55 @
Independent Study German

National Course Classification (&)

Subject Area Course Level
~ -

Course Code

Sequence Available Credit

State Course Classification Q|

Subject Area Course Record Type
~ v

Course Level

- Basic or remedial course

- General or regular course

- Enriched or advanced course

- Honors course

- Dual/concurrent enroliment course:

- Articulation agreement course:

- Industry/occupational certification course
- Not applicable

N - No credit

Standard Addressed [] Grad Requirement Indicator
v

XOPFPOIMEO®

End Of Course Indicator
IB Indicator [“]AP Indicator
AICE Indicator []IGCSE Indicator

College Code College Course Code College Course Title College Course Credits State Course Code Depariment Code
CTE Programs [ chooser |
5[ Line| =] =l

Figure 2.36 — Description Tab, District Course Screen
Enter or modify the text in the Short Description field.

Enter or modify the text in the Description box. The text may be checked for
spelling by clicking the Spell Check ¥ button.

Select the Subject Area assigned to this course for national course standards.
Select the Course Level such as honors or remedial for national course standards.

Select the Course Code from the national standards that best meets the content of
the course.

7. Enter the Sequence number of the course. If the course is part of a multi-course
series, such as Theater Arts I, Il, and Ill, the sequence number is the part number of

36

Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Two Scheduling and Course Guide

the course. For example, if Theater Arts Il was a yearlong course and part of a three
course series, its sequence number would be two. If it was the first semester of a
three course series, it would be three (of six parts).

8. Enter the credit a student can earn by passing this course in the Available Credit
box.

9. Select the Subject Area assigned to this course for state course standards. This list
can be customized by the district.

10. Select the Course Record Type assigned to this course for state standards. This
list can be customized by the district.

11. Check the Course Levels such as honors or remedial for state course standards.
This list can be customized by the district.

12. Select the type of standard addressed by this course from the Standard Addressed
list, such as national or state. This list can be customized by the district.

13. If the course is required for graduation, check the Grad Requirement Indicator
box.

14.If this is the last course in a series, such as the second semester of a yearlong
course, check the End of Course Indicator box.

15. If this course meets the International Baccalaureate qualifications, check the IB
Indicator box.

16. If this course qualifies as an Advanced Placement course, check the AP Indicator
box.

17.If this course qualifies as an American Institute for Creative Education (AICE)
course, check the AICE Indicator.

18. If this course qualifies as an International General Certificate of Secondary
Education (IGCSE) course, check the IGCSE Indicator.

19. If this course is a college-level course, enter the code used for the college in the
College Code box.

20. Enter the code for the course used by the college in the College Course Code field.
21. Enter the title for the course used by the college in the College Course Title field.

22. Enter the number of college credits earned by passing the course in the College
Course Credits box.

23. Enter the code for the course used by the state in the State Course Code field.

24. Enter the code for the course used by the department in the Department Code
field.

25. Click the Save button at the top of the screen to save the changes, or click the
Undo button to cancel the changes.

\ system, please see the document School Codes for Exchange of Data: a
Course Classification System, published by the National Center for
Education Statistics.

@b Reference: For more information about the national course classification
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As graduation requirements and other state requirements change over time, it may be
necessary to create year-specific requirements for each course. To setup the year-specific
information for a course:

1. Click on the Year Override tab of the District Course screen.

| @@@ | gﬁ| seve | undo | add | peere | statuszneauy|@ %%‘@
District Course «

Course ID- WL992 Course Title: Ind Stdy Germn

Course  Description | Year Override | Pre/Corequisite = Schools Teaching = Associated Courses  Standards ~ Opt In Options  Course Fees
Course ID Course Title Course Short Title Mandatory Inactive Always Show In Course History Add
|wLog2 ind Stdy Germn |ind Stdy Germn O O O

add |
- Year subject Area College Area University Area
stat = End =[1 =[2 =[3 =[4 =[5 =[1 =[2 =[3 =[4 =[5 =[1 =[2 =[3 =|a =[5 =

Alternate Codes

Course Subject Areas

Figure 2.37 — Year Override Tab, District Course Screen

2. To add year-specific subject areas for either high school, college or university
requirements, click the Add button in the Course Subject Areas section.

Figure 2.38 — Course Subject Areas Section

3. Enter the starting year for the new subject areas as a 4-digit year in the Start
column, and the ending year in the End column.

Select the subject areas from the drop-down lists as needed.

5. To add year-specific alternate codes, click in the Add button in the Alternate Codes
section.

Rkl Stati » Cora

Figure 2.39 — Alternate Codes Section

6. Enter the starting year for the new alt code as a 4-digit year in the Start column, and
the ending year in the End column.

Select the Alt Type from the drop-down list, and enter the Alt Code.

To add year-specific funding source information, click the Add button in the
Qualifies for Alt State Funding section.

ol e AR State Funding e =

l (] 200 2011 Eaifomia Far =
Figure 2.40 — Qualifies for Alt State Funding Section

9. Enter the starting year for the new funding source as a 4-digit year in the Year Start
column, and the ending year in the Year End column.

10. Select the Funding Source from the drop-down list.

11. To specify a course as a vocational or technical education course for only a set
period of years, click the Add button in the Technical Course section.
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(I 200 201
Figure 2.41 — Technical Course Section

12. Enter the starting year for the new funding source as a 4-digit year in the Year Start
column, and the ending year in the Year End column.

13. After all of the year-specific information has been added or modified, click the Save
button at the top of the screen to save the changes, or click Undo to cancel the
modifications.

If the course has pre-requisite courses that must be completed successfully before
enrolling, or it has courses that must be taken at the same time (co-requisites), these
requirements can be added to the District Course screen. If multiple prerequisites are
required for a course or if a variety of courses can meet the requirement, a prerequisite
course group can be created. The Staff is then notified if the student does not meet these
requirements before enrolling the student in the course.

To add a corequisite or prerequisite:
1. Click on the Pre/Corequisite tab of the District Course screen.

| @ @ @ | ;Ej | o | Undo ‘ Add | Delete | Status: Ready | @ %%Q
District Course

Course ID: MA27-8 Course Title: Algebral

Course  Description | Year Override PrelCorequisiwl Schools Teaching ~ Associated Courses  Standards | Opt In Options  Course Fees

Course ID Course Title Course Short Title Mandatory Inactive Always Show In Course History Add
[Imaz7-0 [aigepra | [aigepra | 0 | ]
Corequisites Add Chooser | (@
: D D oUrSH
| Prerequisite Show Detail | Chooser | (3

Prerequisite Group Help Ql

Satisfying any one of the prerequisite groups will satisfy the requirement. |

Figure 2.42 — Pre/Corequisite Tab, District Course Screen

2. Either courses can be added as co-requisites one at a time by clicking the Add
button, or multiple courses can be added at one time by clicking the Chooser
button.

3. To add a co-requisite course one at a time, click the Add button in the Corequisite
section. The Find Course Box pops-up.

Find | Close | Select | Clear Selection |

Find: Course
Find Criteria (]
Course ID Course Title

| Search Resultsl
Find Result ("]

ourse 1D ourse Title

Figure 2.43 — Find Course Screen
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4. Enter all or part of the Course ID and/or Course Title to be found, and click the Find
button. A list of courses matching the criteria entered is listed in the Search Results

grid.
Fi |>Close | Select | Clear Selection |

ind
Find: Course
Find Criteria (]
Course ID Course Title
Iscl |

| Search Result |
Find Result (&)
D e D D - tle
SCLAB1 Biology Lab 1
Figure 2.44 — Find Course Screen, Find Results

5. Click on the course to be added and it is highlighted in blue. Then click the Select
button to add it to the Corequisites section.

Find Clear Selection

Find: Course

Find Criteria (&
Course ID Course Title

Iscl |
| Search Results |

Find Result (&)

D e 1D D E e
SCLAB1 Biology Lab 1

Figure 2.45 — Find Course Screen, Course Selected

6. To add multiple courses at a time, click the Chooser button in the Corequisites
section.

Cnrecrinites L] Choagar

Figure 2.46 — Corequisites Section

7. The Chooser screen pops-up. Enter all or part of the Course ID and/or Course Title
to be found, and click the Find button. A list of courses matching the criteria entered
is listed in the Search Results grid.

—

‘ Find !Sa\ect

Chooser

Find Criteria (@]
Course ID Course Title

AddSelectedRon(s) > | | Add AlRow(®) >> |

_ Search Resuhsl

Find Result (@] Selected Items (%]
[ Line[Course ID Course Title [ 3¢ [ Line[course ID Course Title

. lPPis Biology

[ sc4s Biotech Con&tec

[ scaaw Biotechnology

I sc4sw2 Biotechnology

= sc49 Biology

[ S sc4o1 Biology

(W sc492 Biology

| lsc49-2 Biology

] sc49-H Biology Hnr

LT scBlo1 Biology 1A

EE] scLAB1 Biology Lab 1

Figure 2.47 — Chooser Screen
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8. Click on a course to add, and it becomes highlighted in blue. To select multiple
courses, hold down the Shift button and click on all the courses needed. Once all of
the courses are selected, click the Add Selected Row(s)> button to add the
courses to the Selected Items grid. To add all of the courses listed, click the Add All
Row(s)>> button.

Find ! Select ’
Chooser
Find Criteria @
Course ID Course Title
I AddSclectedRon(s) > | | AddAllRon(s) >> ||
Search Results|
Find Result (%] Selected ltems
e|Course ID ourse Title Fﬁmm
PP46 Biology 1] scLaps Biology Lab 1
SC48 Biotech Conddec
SC4BW Biotechnology
7 SC48W2 Biotechnology
sC49 Biology
7 5C491 Biology
5C402 Biology
|sca92 Biology
7| sC49-H Biology Hnr
4| SCBIO1 Biology 1A

Figure 2.48 — Chooser Screen, Selected Items

9. Once all of the courses have been selected from the current search results, another
Find can be conducted by entering different criteria and clicking the Find button.
This can be repeated until all the needed courses are listed in the Selected Items
grid. Once all of the courses are listed, click the Select button to add them to the
Corequisites section.

| @ @ @ | &l‘;ﬁj ‘ Save | Undo | Add | Delete | Status: Ready | @ E&]%'@
District Course &

Course |D: MA27-9 Course Title: Algebra |

Course  Description  Year Override PreltorequisiIEI Schools Teaching = Associated Courses | Standards ~ Opt In Options ~ Course Fees

Course ID Course Title Course Short Title Mandatory Inactive Always Show In Course History Add
|MA27-9 |Algebra | |Aigebra | [ [ [
Corequisites Add Chooser | ()
e purse ID ourse Title
MAAD 4= Algebra Il
| Prerequisite Add Show Detail || Chooser | ()l
- purse ID purse Title falid Ma

Prereqmsne Group Chooser 0

Prerequisite Group Help Ol
Satisfying any one of the prerequisite groups will satisfy the requirement. |

Figure 2.49 — District Course Screen, Pre/Corequisite Tab, Corequisite Added

10. As with co-requisites, pre-requisites can be added either one at a time by clicking
the Add button, or multiple courses can be added at one time by clicking the
Chooser button.

11. To add a pre-requisite course one at a time, click the Add button in the Prerequisite
section. The Find Course Box pops-up.
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Find | Close | Select | Clear Selection

Find: Course

Find Criteria (]
Course ID Course Title

| Search Resultsl
Find Result ]

Figure 2.50 — Find Course Screen

12. Enter all or part of the Course ID and/or Course Title to be found, and click the
Find button. A list of courses matching the criteria entered is listed in the Search
Results grid.

F ’Close ‘ Select ‘ Clear Selection |

ind
—

Find: Course

Find Criteria
Course ID Course Title
|pre
Search Results |
Find Result (%]
ourse ID purse Title
HE91 Preventiondcare
MA25 Pre-Algebra
MA25-9 Pre Algebra
SIMA45D Pre Calc D/e
MA45DE Pre Calc Dfe
5 MALEW Pre-Calculus
MA45W1 Pre-Calculus

Figure 2.51 — Find Course Screen, Find Results

13. Click on the course to be added and it becomes highlighted in blue. Then click the
Select button to add it to the Prerequisite section.

Find Close " Clear Selection

Find: Course

Find Criteria
Course ID Course Title
[ e
Search Results |
Find Result [~
e[Course ID 0
HE91
MA25 Pre-Algebra
MAZ5 0 Pre Algebra
A MA45D Pre Calc D/e

Figure 2.52 — Find Course Screen, Selecting

14. To add multiple courses at a time, click the Chooser button in the Prerequisite
section.

Figure 2.53 — Prerequisites Section

15. The Chooser screen pops-up. Enter all or part of the Course ID and/or Course Title
to be found, and click the Find button. A list of courses matching the criteria entered
is listed in the Search Results grid.
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Find Select
Chooser
Find Criteria Q
Course ID Course Title
| |pre|
AddSclectedRons) > | | Acdalron( >> |
_ Search Reﬁuhﬁl
[ Find Result &) [ Selected Items Q]
| EEZ | ]
I HEO1 Prevention&care
MA25 Pre-Algebra
MA25-9 Pre Algebra
MA45D Pre Calc D/e
MA45DE Pre Calc D/e
MA45W Pre-Calculus
MA45W1 Pre-Calculus
MA45W2 Pre-Calculus
MT10 Prec MacH Tech
MT20 Prec MacHin Il

Figure 2.54 — Chooser Screen

16. Click on a course to add, and it becomes highlighted in blue. To select multiple
courses, hold down the Shift button and click on all the courses needed. Once all of
the courses are selected, click the Add Selected Row(s)> button to add the
courses to the Selected Items grid. To add all of the courses listed, click the Add All

Row(s)>> button.

Find ([ select
——"
Chooser
Find Criteria D
Course ID Course Title
Ipr
I Add Selected Row(s) > Add Al Ron(®) >> | I
_ Search Results |
[ Find Result Q Selected Items Q
['Line [ | [= |
I |HEO1 Prevention&care I MA25 Pre-Algebra
[ MAdsD Pre Calc Die FURE] vacs o Pre Algebra
[ Mad5DE Pre Calc Die
[ mAdsw Pre-Calculus
[ MAdsW Pre-Calculus
G Mads w2 Pre-Calculus
[ MT10 Prec MacH Tech
[ MT20 Prec MacHin I
[ muos Prep Chorus
[ Muoa2 Prep Chorus
R MUt 72 Prep Band
[ muts2 Prep Band
EE mu23 Prep Orch
|94 EEAN; Pre-Voc Expl
[ Pvo3s Pre-Voc

Figure 2.55 — Chooser Screen, Selected Items

17. Once all of the courses have been selected from the current search results, another
Find can be conducted by entering different criteria and clicking the Find button.
This can be repeated until all the needed courses are listed in the Selected Items
grid. Once all of the courses are listed, click the Select button to add them to the
Prerequisite section.
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[Fer~] @@ P | 65 || sove | o | s | oekere | st renty | @ B B0

District Course
Course ID- MA27-9 Course Title: Algebra |
Course  Description  Year Override PraICorequisiIGI Schools Teaching = Associated Courses = Standards |~ Opt In Options = Course Fees
Course ID Course Title Course Short Title Mandatory Inactive Always Show In Course History Add
{ma27-0 [igebra | [migebra | = B B
Corequisites Add Chooser |
E D D) D - e
MAA4Q ¢= Algebra |l
Prerequisite Add Show Detail | Chooser |3
- 0 D purse Title alid Ma
MA2S ¢= Pre-Algebra
Prerequisite Group Add Chooser |
: pup Name
Prerequisite Group Help [
Satisfying any one of the prerequisite groups will satisfy the requirement.

Figure 2.56 — District Course Screen, Pre/Corequisite Tab, Prerequisites Added

18. Once all of the pre/corequisites have been added, click the Save button at the top of
the screen to add them to the course. Note the Valid Marks column now says — Any
creditable mark - .

o] @ Q@@ | 5| s | oo || s ] oo s ey | & R D
District Course
Course |D: MA27-9 Course Title: Algebra |
Course  Description  Year Override  PrelCorequisite | Schools Teaching = Associated Courses | Standards ~ Opt In Options ~ Course Fees
Course 1D Course Title Course Short Title Mandatory Inactive Always Show In Course History Add
MA27-9 |Aigebra | |Algebra | ] Ol ]
Corequisites Add Chooser | (3
: D D purse Title
MALD 4= Algebra Il
Prerequisite Add Show Detail || Chooser |3
= 0 g 1D D B tle alid
MA2E ¢ Pre-Algebra Any creditable mark -
Prerequisite Group Add Chooser | ()
- oup Name
Prerequisite Group Help (A
Satisfying any one of the prerequisite groups will satisfy the requirement.

Figure 2.57 — District Course Screen, Pre/Corequisite Tab, Saved

19. By default, a pre-requisite is considered met if the student receives a mark in the
course that receives credit (a “creditable” mark). To modify which marks are
considered valid for completing a pre-requisite, click the Show Detail button in the
Prerequisite section.
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rena]| @ @@ [ 65| L sme | oo || sa0 | oo | suusvese | ) B2 &Q)
District Course
Course |D: MA27-9 Course Title: Algebra |
Course  Description  Year Override  Pre/Corequisite | Schools Teaching = Associated Courses | Standards = Opt In Options = Course Fees
Course 1D Course Title Course Short Title Mandatory Inactive Always Show In Course History Add
MA27-9 |Algebra | |Algebra | [ [l ]
Corequisites Add Chooser | ()
- purse ID purse Title
MAAD 4= Algebra Il
Prerequisite Add Show Detail | Chooser |
: ourse ID purse Title alid
MA2S ¢= Pre-Algebra Any creditable mark -
Prerequisite Group Add Chooser | ()
= oup AIme
Prerequisite Group Help @l

Satisfying any one of the prerequisite groups will satisfy the requirement. |

Figure 2.58 — District Course Screen, Pre/Corequisite Tab

20. Click on the Course to modify on the left-hand side, and it becomes highlighted in
blue. Then check the Marks that are considered valid for completing the pre-

requisite.
| @ @ @ ‘ gﬁ | save | undo || pcd | pekete | Status: Ready | < %%@
District Course

Course ID: MA27-9 Course Title: Algebra |

Course  Description  Year Override PreFCorequisiml Schools Teaching | Associated Courses ~ Standards |~ Opt In Options  Course Fees

Course ID Course Title Course Short Title Mandatory Inactive Always Show In Course History Add
MA27-9 |aigepra | |aigepra | [ = ]

Corequisites Add Chooser | Q)

e D D 0 B tle
MAAD 4= Algebra |l
Prerequisite Add | Hide Detail | Chooser |@
. D Prerequisite Course: -
MA25 4=

Valid Marks for Pre-Requisite

Via+ ¥la  MIA- VIB+ B FB-
e+ Ce [CDe- Do+ Cp Clp-
COF CwrlCh 1 D2 s
[[la [Os [Cle

Prerequisite Group Add Chooser | Q)

Prerequisite Group Help D
Satisfying any one of the prerequisite groups will satisfy the requirement.

Figure 2.59 — District Course Screen, Pre/Corequisite Tab, Detailed Screen

21. Click the Save button at the top of the screen to save the changes, and click the
Hide Detail button. The marks checked off now appear in the Valid Marks column.
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| @ @ @ | g“;ﬁ | fais ‘ Undo | Add | Delete | Status: Ready | @ %%@
District Course
Course |D: MA27-8 Course Title: Algebra |
Course  Description  Year Override F'rafCorequisiLEI Schools Teaching = Associated Courses  Standards  Opt In Options ~ Course Fees
Course ID Course Title Course Short Title Mandatory Inactive Always Show In Course History Add
[maz7-9 |Algebra | |Algebra | [l [l [
Corequisites Add Chooser |
: purse ID purse Title
MAAQ 4= Algebra |l
Prerequisite Add Show Detail | Chooser [
: ourse ID purse Title alid Ma
MA2S 4= Pre-Algebra . A- A+ B, B- B+
Prerequisite Group Add Chooser | ()
: oup Name
Prerequisite Group Help Ol

Satisfying any one of the prerequisite groups will satisfy the requirement. |
Figure 2.60 — District Course Screen, Pre/Corequisite Tab, Marks Modified

To create a Prerequisite Group

1.

Navigate to the Prerequisite Course Group screen, found under Synergy SIS >
Course.

Click on the Add button at to the top of the screen. The Prerequisite Course Group -
Add screen appears.

| @ @ @ | g;;’—j | Find | Undo |I Add I Delete | Status: Find | EE‘ Em:b@
Prerequisite Course Group

| Courses|

Group Name Logic Type

Prerequisite Add Show Detail | Chooser [

ourse ID ourse Title

Figure 2.61 - Prerequisite Course Group screen

Enter the Group Name.

Save Close

Prerequisite Course Group

Group Name Logic Type
‘Spanish | | v
And
Or

Figure 2.62 - Prerequisite Course Group (Add) screen

Select a Logic Type. When creating the course group, you have the option to
select a logic type of ‘And’ or ‘Or’. This logic type only applies to the courses
listed within the Prerequisite Course Group. The same logic type applies to all of
the courses within a single Prerequisite Course Group.

Click the Save button. You are returned to the Prerequisite Course Group screen.
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6.

10.

11.

On the Prerequisite Course Group screen, click on Add to add a specific course or
Chooser to select multiple courses from a list.

| I:%) '\C}) ':)}) :i:r' Save | ir | Add ‘ Delete | Status: Ready | @ Em 3::%@|
Prerequisite Course Group
| Courses |
Group Name Logic Type
|Honors And v
Prerequisite I #dd [ showDetail | Chooser | @
| tine =] gl |

Figure 2.63 - Prerequisite Course Group screen

Select the appropriate courses and click Save. You are returned to the

Prerequisite Course Group screen and the courses are listed in the
Prerequisites grid.
| '(:() ‘@ ')}) | ::’;j ‘ Save | L | Acd | Delete | Status: Ready ‘ & \Q;@@
Prerequisite Course Group
Courseﬁl
Group Name Logic Type
|Honors And v |
Prerequisite [ Add [ show Detail | chooser | @
% gl =] |
SS37TW Honors Am His 2 - Any creditable mark -
SS36W Honors Am His 1 - Any creditable mark -

Figure 2.64 - Prerequisite Course Group screen - added prerequisites

Select which marks the student needs to achieve to consider the prerequisite
fulfilled using the Mark field (optional.)

Highlight the line of the course and click the Show Detail button to view and
modify the Valid Marks for Pre-Requisite.

Select the appropriate grade that must be achieved or leave all of the
checkboxes blank if all creditable marks qualify.
‘ “:‘) ‘CD ":’) ;ﬁ’,‘ Save ‘ Undo | Add | DEEE‘ Status Ready‘@ j:*‘@
Prerequisite Course Group
Courses|
Group Name Logic Type
|Honors And v
Prerequisite Add H Hide Detail || Chooser \Q
‘ Prerequisite Course: -
SS37W
i SSI6W Valid Marks for Pre-Requisite
A+ A A-LB+ LB LIB-
GG C- LD+ LD LD
F WE ] 1 2113
4 bl 6

Figure 2.65 - Prerequisite Course Group screen - Valid Marks for Pre-Requisite

Click Save. After the prerequisite course groups have been created, they are
added to the Pre/Corequisite tab of the District Course screen for those
courses the groups apply to.
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| @ @ @ | g | save | _undo || add | pelre | Status: Ready | 2 By :?@
Prerequisite Course Group
_ Courses |
Group Name Logic Type
|Honors /And 3
Prerequisite Add Show Detail | Chooser  [(
: ourse ID purse Title a
S537TW Honors Am His 2 - Any creditable mark -
SS36W Honors Am His 1 A+, B-, A- A B, B+

Figure 2.66 - Prerequisite Course Group screen
To add a Prerequisite Group to a District course:

‘ @ @ @ ‘ & | soe || unds || add | oelete | Status: Ready | = %%@
District Course 8
Course ID- MA27-9 Course Title: Algebra |
Course | Description | Year Override PleiColequisilEI Schools Teaching = Associated Courses | Standards ~ Opt In Options | Course Fees
Course 1D Course Title Course Short Title Mandatory Inactive Always Show In Course History Add
[ maz7-9 |algepra | |Algebra | 0 0 =
Corequisites Add Chooser | (3
: ourse ID purse Title
MA40 = Algebra |l
Prerequisite Add Show Detail || Chooser [
: purse ID ourse Title alid Ma
MA25 4= Pre-Algebra . A-, A+, B, B-. B+
Prerequisite Group Add Chooser |
: oup
Prerequisite Group Help Q|
Satisfying any one of the prerequisite groups will satisfy the requirement.

Figure 2.67 — District Course screen, Pre/Corequisite tab, Prerequisite Group section

1. As with co-requisites and pre-requisites, Prerequisite Groups can be added either
one at a time by clicking the Add button, or multiple courses can be added at one
time by clicking the Chooser button.

2. To add a pre-requisite course one at a time, click the Add button in the Prerequisite
section. The Find: PreReqGroup screen appears.

Find | Close | Select| Clear Selection |

Find: PreReqGroup
Find Criteria 3
Group Name

_ Search Results
Find Result (&)

Figure 2.68 — Find PrePreqGroup Screen

3. Enter all or part of the Group Name to be found, and click the Find button. A list of
prerequisite groups matching the criteria entered is listed in the Search Results grid.
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Find: PreReqGroup

Find Criteria ()
Group Name

| Search Results
| Find Result @]

[ Line
I core

French
Honors
Test-01

Figure 2.69 — Find Course Screen, Find Results

4. Click on the group to be added and it becomes highlighted in blue. Then click the
Select button to add it to the Prerequisite Group section.

5. To add multiple prerequisite groups at a time, click the Chooser button in the
Prerequisite Group section.

6. The Chooser screen opens. Enter all or part of the Group Name to be found, and
click the Find button. A list of groups matching the criteria entered is listed in the
Search Results grid.

o |

Chooser

Find Criteria (]
GI'OUp Name

Add Selected Row(s) = | Add All Row(s) ==

| Search Results
Find Result ("] Selected Items (]
[ Line | % |
core Core

French
Honors
Tesi-01

Figure 2.70 — Chooser Screen

7. Click on a group to add, and it becomes highlighted in blue. To select multiple
groups, hold down the Shift button and click on all the courses needed. Once all of
the groups are selected, click the Add Selected Row(s)> button to add the courses
to the Selected Items grid. To add the entire group listed, click the Add All
Row(s)>> button.

8. Once all of the groups have been selected from the current search results, click the
Select button to add them to the Prerequisite Groups section.
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Status: Ready | & Eg %.‘Q‘

| @ @ @ ‘ g | Save | Undo | Add | Delete
District Course
Course ID: MA27-8 Course Title' Algebra |

Course | Description  Year Override Pre!CorequisiteI Schools Teaching  Associated Courses  Standards | Opt In Options  Course Fees

Course 1D Course Title Course Short Title Mandatory Inactive Always Show In Course History Add
|MA27-9 |Algebra | |Algebra | | | I
Corequisites Add Chooser [
: 0 D 0 t
MALQ 4= Algebra Il
Prerequisite Add Show Detail | Chooser | ()
: 0 D 0 i alid Ma
MAZ5 4= Pre-Algebra . A- A+ B, B-, B+

Add Chooser [

Prerequisite Group

Core

Prerequisite Group Help
Satisfying any one of the prerequisite groups will satisfy the reguirement.

Figure 2.71 — District Course Screen, Pre/Corequisite Tab, Prerequisites Added

9. Once all of the prerequisite groups have been added, click the Save button at the
top of the screen to add them to the course.

Note — All of the prerequisites (single courses and course groups)
behave as ‘OR’s. In the above example, students need to have
taken MA25 OR the course(s) in the Core group in order to take
Algebra .

The Schools Teaching tab of the District Course screen is strictly informational, and
displays a list of schools that offer the course.

I| @ @ @ ‘ gﬁ | save | _unco | add | peete | Status: Ready | ] %%@
District Course

Course ID: MA272 Course Title: Algebra |

Schools Teaching | Associated Courses | Standards  Opt In Options  Course Fees

Course  Description | Year Override  Pre/Corequisite
Mandatory Inactive Always Show In Course History Add

Course ID Course Title Course Short Title
IIMA272 [Aigebral Algebra | Tl ol o

Schools that teach this course

Eisenhower Middle School
Hope High School
King High School

' Truman Middle School

Figure 2.72 — District Course Screen, Schools Teaching Tab
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The Associated Courses tab of the District Course screen enables users to associate
other courses. If the Scheduling Options field on the School Setup screen is set to
Homeroom and Associated Course Enroliments, in an elementary school can associate
courses that are expected to be taught by the homeroom teacher with a homeroom.

—

.r‘u\| Save | Undo | Add | Delete

‘ | I(%) ':C:D '):)) Status: Ready | @ Eﬁ] %@‘
District Course

Course |D: 0400 Course Title: 4th Grade

\ Course  Description | Year Override  Pre/Corequisite  Schools Teaching  Associated Courseﬁl Standards = Opt In Options |~ Course Fees
Course ID Course Title Course Short Title Mandatory Inactive Always Show In Course History Add
|0400 4th Grade |4tn Grade
‘ | Courses [ chooser | @
[ES = g
[l ESC04 Science dth Grade
Il HS04 History 4ih Grads
Il MAO4 Math 4th Grade

Figure 2.73 — District Course Screen, Associated Courses Tab

To associate a course to a district course:
1. To add associated courses, click the Chooser button

2. The Chooser screen opens. Enter all or part of the Course ID or the Course Title to
be found, and click the Find button. A list of courses matching the criteria entered is
listed in the Search Results grid.

Find Select
Chooser
Find Criteria
Course D Course Title
Add Selected Row(s) > | Add all Row(s) »>
| Search Results |
Find Result ("] Selected Items ("]
| | X | |
10100 1st Grade ESCO04 Science 4th Grade
0200 2nd Grade HS04 History 4th Grade
Ll ST AN MAO4 Math 4th Grade
0400 4th Grade
0500 5th Grade
0600 6th Grade
ENOS English 5th Grade
ESCO05 Science 5th Grade
HS05 History 5th Grade
MADS Math 5th Grade

Figure 2.74 — Chooser Screen

3. Click on a course to add, and it becomes highlighted in blue. To select multiple
courses, hold down the Shift button and click on all the courses needed. Once all of
the course are selected, click the Add Selected Row(s)> button to add the courses

to the Selected Items grid. To add all of the courses listed, click the Add All
Row(s)>> button.

4. Once all of the groups have been selected from the current search results, click the
Select button to add them to the Courses section.
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I| @ @ @ | g | EaiE | =TT | Add | Delete ‘ Status: Ready | @ %%'@

District Course

Course ID: 0400 Course Title: 4th Grade

Course  Description | Year Override  Pre/Corequisite Schools Teaching  Associated Couﬁesl Standards  Opt In Options

Course Fees

Course 1D Course Title Course Short Title Mandatory Inactive Always Show In Course History Add
{lo200 [4th Grade 4th Grade | ] ]
Courses Chooser |
D D 0 tl
ESCO4 Science 4th Grade
HS04 History 4th Grade
MAD4 Math 4th Grade

Figure 2.75 — District Course Screen, Associated Courses Tab

5. Once all of the courses have been added, click the Save button at the top of the

screen to add them to the course.

The Standards tab of the District Course screen enables to align standards to courses.
The Course screen now has a Standards tab. Users can select the standards by Standards
Type, Subject, and Grade Level. The standards can be weighted within the course, and

flagged to be included in the students’ report cards.

To add standards to a course:

| @ @ @ | g—j | Find | Undo | Add | Delete | Status: Find | @ %%Q

 District Course

Course 1D Course Title:

Course | Description | Year Override | Pre/Corequisite | Schools Teaching | Associated Courses I Standards I Opt In Options

Course ID Course Title Course Short Title Mandatory Inactive Always Show In Course History Add
I [ | 0 o O

Standards

Figure 1: District Course screen — Standards tab

1. Select the Chooser button. The Chooser screen displays.

Chooser | ()

Find || seiect |
Chooser
Find Criteria &)
Standards Type Grade Subject Code _ Standard
\ ]| || e
Add Selected Row(s) > | Add Al Ron(s) > |
Search Results I
Find Result ‘L
tale Strand 1: Number and 01 Demonstrate
tandardskG Operations safe behavior and
Develop and use multiple appropriate
State Grade| strategies to determine sums procedures (e.g..
standardskG |20 [0 to 10 and differences with Grades ience100 use of
minuends to 10 instruments,
Strand 2: Data Analysis, materials,
e sy Math  1000Probabilty, and Discrete organiss) in al
Mathematics science inguiry.
State Grade| Concept 1: Data Analysis
Standards03 LU i (Statistics)
Collect, record, organize, and
State Grade| display data using frequency
Standardsp3 | 1mzlables‘., single bar graphs, or
single line graphs.
Formulate and answer
questions by interpreting and
State Grade| analyzing displays of data.
Standards03 i 1{]‘:]S'inclul.’j\ng frequency tables,
single bar graphs, or single
line graphs. -
= — -

Figure 2: District Course — Chooser screen

2. Select the standards to associate with this course.
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3. Click Select. The selected standards display in the Standards grid of the
Standards tab.

ens~]| @ @D P | 55 | [ove ] omeo || 00 ] oo ] stmus:Reaty | &) Gop
District Course B T IR LT

Course ID: EL25  Course Title: Writing

Course  Description  Year Override | Pre/Corequisite | Schools Teaching = Associated Courses |_Opt In Options
Course ID Course Title Course Short Title Mandatory Inactive Always Show In Course History Add
iELZ.E iWrmng |Wntmg u | [

indards Chooser | ()

" i 14081 | Strand 1: Writing Process

u i 4082 | Concept 1- Prewriting
I 01 Generate ideas through a variety of activities (e.g_. brainstorming. notes and logs. graphic

|i g 4055 organizers, record of writing ideas and discussion. printed material or other sources).

02 Determine the purpose (e.g.. to entertain. to inform. fo communicate. to persuade. to

| explain) of an intended writing piece.

I 5| 4085 |03 Determine the intended audience of a writing piece.

[T’_G 4086 |04 Establish a controlling idea appropriate fo the of writing.

05 Use organizational strategies (e.g.. outline. chart. table. graph. Venn Diagram. web. story
— |map. plot pyramid) to plan writing.

088 |06 Maintain a record (e.g.. list journal. folder. notebook) of writing ideas.

07 Use time-management strategies. when appropriate. to produce a writing product within a
= |settime period.
40 Concept 2. Drafting

091 | 01 Use a prewriting plan to develop the main idea(s) with supporting details.

K
[ 8
0=
o
[ 1]
[? 4092 | 02 Sequence ideas into a cohesive. meaningful order.
(T
H
(T
e

<4093 | Concept 3 Revising
a 01 Evaluate the draft for use of ideas and content. organization. voice. word choice. and
8|~ |sentence fluency. (See Strand 2)
14095 | 02 Add details to the draft o more effectively accomplish the purpose.
40 03 Delete irrelevant and/or redundant information from the draft to more effectively
——— |accomplish the purpose.

CI O CIS A T3 ECT O (R O3 CI0 O3 [0 O, (I O

Figure 3: District Course screen — Standards tab

4. Select which standards to include in report cards by selecting the checkbox in the
Include In Report Card column.

5. Set the appropriate weight for the standards in the Weight column.
6. Click Save.

The Opt In Option tab of the District Course screen enables users to select the type of
schools that are allowed to opt in to this course. Also, individual schools can be allowed to
or excluded from opting in to the course.

| @ @ @ | g | el | SRl ‘ Add | Delete | Status: Ready | @ %%@
District Course
Course ID: MA27-9 Course Title: Algebra |

Course | Description | Year Override | Pre/Corequisite  Schools Teaching = Associated Courses  Standards 0pt|n0ptions| Course Fees

Course ID Course Title Course Short Title Mandatory Inactive Always Show In Course History Add
MA27-9 |Algebra | |Algebra | 0 0 cl
School Types Q)

School Types Allowed to Opt In for this Course (e
[ Elementary School [¥]High School | Middie School ] Special School

Opt In Types Chooser | @

Figure 2.76 — District Course Screen, Opt In Options Tab
To select a school type to allow opting in:

1. Select the type from the School Types group box.
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| @ @ @ | g | Save | Undo ‘ Add | Delete | Status: Ready | @ %%@
District Course

Course ID: MA27-9 Course Title: Algebra |

Course | Description | Year Override  Pre/Corequisite  Schools Teaching = Associated Courses  Standards Optln()ptionsl Course Fees

Course 1D Course Title Course Short Title Mandatory Inactive Always Show In Course History Add
|MA27-9 |Algepra | |Algebra | [ [ cl
I School Types Q|

|5chool Types Allowed to optn for this Course g,
["| Elementary School [¥]High School | Middie School | Special School

Opt In Types Chooser | @
I Figure 2.77 — Chooser Screen
2. Click Save.
To include or exclude individual schools:
1. Select the Chooser button. The Chooser screen displays.

Find Select

Chooser

Find Criteria
School Name

Add Selected Row(s) > | Add AllRow(s) => |

| Search Results |
Find Result Selected Items

m School Name '_:::-=-::j [ Line[School Name
I |Adams Elementary
Central Enrollment
" =JEisenhower Middle School
" |Grant Elementary
" SHancock High
" :JHope High School
" “llefferson Elementary
[ :Kennedy High School
" “|King High School
" [{|Lincoln Elementary
" [Nixon High School
" F]Roosevelt Middle School
" EJTruman Middle School
" Jwashington Elementary

1|Continuation High School

Figure 2: District Course — Chooser screen
Select the school to include or exclude from opting into this course.

Click Select. The selected school display in the Opt In Types grid of the Opt In
Options tab.
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Status: Ready ‘ @ %%@

«

| @ @ @ ‘ E;—j ‘I Save I Undo Add Delete
District Course
Course ID- MA27-9 Course Title: Algebra |

Standards = OptIn Optionsl Course Fees

Course  Description | Year Override  Pre/Corequisite | Schools Teaching | Associated Courses
Course |D Course Title Course Short Title Mandatory Inactive Always Show In Course History Add
MA27-9 |Algebra | |Algebra | ol ol 0

School Types [&]

School Types Allowed to Opt In for this Course(_,
[C]Elementary School [¥]High School ] Middle School [] Special School

Opt In Types Chooser | @
: choo clud clud
Continuation High School 4 '
Exclude
Include

Figure 3: District Course screen — Opt In Options tab
4. Select to include or exclude the school in the Include/Exclude column.
5. Click Save.

The Course Fees tab of the District Course screen enables users to associate fees with a
course. See the Fees Administrator and User Guide for more information on Course Fees.

District Course
Course |ID- MA27-9 Course Title: Algebra |

Course | Description | Year Override | Pre/Corequisite = Schools Teaching | Associated Courses | Standards | Opt In Options  Course Fees L
Course ID Course Title Course Short Title Mandatory Inactive Always Show In Course History Add
[ma27-9 |Algebra | |Algebra | Ol Ol [

Course Fees Show Detail Chooser [y

nde ee Catego ee Des ptio ee Amo Prio
Total $0.00

The Chooser will select District Fees that match the all of the following criteria:

1. District Fees for this current year.
2 District Fees marked as Mandatory.
3. District Fees not marked as an Enrollment Fee.

4. District Fees' School Type selections must match the District Course screen School Type selection.

Figure 2.78 — District Course Screen, Course Fees Tab
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ScHoOOL COURSE OPT-IN

Once all of the district courses have been added, each school needs to indicate which
courses are offered at the school. Courses that have been defined as mandatory are
already listed for every school. To select courses for each school:

1. Set the current focus to the school to be modified. The focus is indicated in the top
right hand corner of the screen.

Tlope lligh Schoal
Yeor2-2042
UesrAdman Ueer
Show active amd inggéf

rN
Figure 2.79 — Checking Current Focus

2. Go to the School Course Opt-in screen, located under Synergy SIS > Course and
under Synergy SIS > Schedule.

Remove Unused Opt-In Courses ‘ ;‘i’) ‘ save | Undo Status: Ready | & By m@
School Course Opt-In
School Name: Hope High Schoel School Year: 2012-2013
Course Opt In |
Subject Area Course ID Course Short Title Course Title Short Description
3 Search

[ Search Results 0}
]

Figure 2.80 — School Course Opt-in Screen

3. The courses to be added can be searched for by selecting the course Subject Area
from the drop-down list, or entering all or part of the Course ID, Course Short Title,
Course Title, and/or Short Description. Once the criteria have been added, click
the Search button to list the courses.

Remove Unused Optin Courses | | 5 | | seve || undo stotus-reaty | & X0 uﬁ@‘
School Course Opt-In
School Name: Hope High School School Year: 2012-2013
Course OptIn |
Subject Area Course ID Course Short Title Course Title Short Description
) Search
Search Results [€]
English Elective ADBEW Academic Decath Academic Decath
0 English Elective lAw03J \Academ Writing |Academ Writing

Figure 2.81 — School Course Opt-in Screen, List of Courses Matching Criteria

4. In the list of courses displayed, check the Opt In box for each course to be offered
by the school in focus.

Remove Unused Opt-In Courses ‘ ;S_',l | save | undo Status: Ready ‘ & Ry m@‘
School Course Opt-In
School Name: Hope High School  School Year: 20122013
Course OptIn |
Subject Area Course ID Course Short Title Course Title Short Description
b Search
Search Results Q)
nglish Elective: ADBBW \Academic Decath |Academic Decath
1] English Elective AW03) Academ Writing Academ Writing

Figure 2.82 — School Course Opt-in Screen, Opt-In Box
Click the Save button at the top of the screen to save the selections.

Continue searching and opting-in to courses until all of the courses have been
selected.

7. Change the focus to another school and repeat the process. Continue until all of the
schools have been opted-in to the courses offered at the school.
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At the end of the year after all courses have been scheduled, it may be helpful to remove
courses from the list of courses offered at a school if no students enrolled in those courses.
This process removes the Optin checkmark for the course for the school in focus for the
school year in focus. To remove these courses:

1. At the top of the School Course Opt-in screen, click the Remove Unused Opt-In
Courses button.

[ens ][ Femove trumes cprimcoses | | £33 | _seve | _ureo smrenty| @ G0 i2 @
School Course Opt-In

School Name: Hope High School  School Year 20122013

Course Opt In |

Subject Area Course ID Course Short Title Course Title Short Description
b Search
Search Results &)
English Elective /ADBEW |Academic Decath \Academic Decath
] English Elective JAWV03J Academ Writing \Academ Writing

Figure 2.83 — School Course Opt-In Screen

2. A confirmation box pops-up to verify the courses should be removed. Click the Yes
button to remove the courses, or No to cancel the process

The following process will remove 1 opt-in courses in Hope High School for the school year 2008. Are
you sure you want to continue?

Press YES to continue or NO to cancel

YES NO
Figure 2.84 — Confirmation Box
3. Once the Yes button has been clicked, the Removal process is sent to the RT

Process Server. When it is complete, the Job Status screen pops-up announcing
the job is complete, and it then quickly closes.

Check Suais Later I Abert Fotm Sats. Ready
Job Status
Jab Datail ™
Job 1D Description
vt | [Optin-1 [Delste Unused OptedIn Courses
Status [~
5 o|camp|ale Job i3 now complets |
#l
NOTE" This view will refresh regulany (until the job is compiste) ||pﬂ:!l:ng he status

Figure 2.85 — Job Status Screen
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ScHooL COURSE

The School Course screen lists all of the courses that are taught at the school. These
records are school year specific. These district courses have been opted into by the school.

(~E

| ((9 (CD ()9 !A—r' g ﬁ Status: Ready | @ % %@I

School Course

_ School Coursel Description  School Course Fees

Course ID Course Title Course Short Title Course Duration
|ocam |Kind Am Kind Am YR v
Credit

1.00

Scheduling Options @

Optimum Size  Maximum Size

Current Section List [ show Detail |
2| | = = = = | ‘
S v v v vl
0221 Richardson. Kadell+ YR 022A 1 1 5 35
0441 Holliman. Sarah YR 044A 1 1 10 30
0451 Berriz. Cynthia « YR 045A 1 1 21 19
Linked Courses [ add | @
| Line| = 2l

Figure 2.86 - School Course screen
e Course ID —the ID code used to identify the course.
e Course Title — the complete title of the course

e Course Short Title — an abbreviated version of the course title that can be used
in column headings in reports.

o Course Duration — select the length of the course from the drop-down list, such
as semester or quarter.

e Credit — the numeric amount of credit earned by successfully completing the
course in the course duration selected.

e Optimum Size — defines the optimal number of students in the course.
¢ Maximum Size — defines the maximum number of students in the course.

e Current Section List — lists all the current sections of this course. Clicking the
Show Detail button displays all the section information. (This is identical to the
fields and data displayed on the Section screen. See Chapter 8 for more
information.)
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To add optimum and maximum class sizes:

1. Go to the School Course screen, found under Synergy SIS > Course and under
Synergy SIS > Schedule.

)| QO | 5] Looe | v |

—
Status: Ready | @ E&j “@
School Course
_ School Coursel Description = School Course Fees
Course ID Course Title Course Short Title Course Duration
O0AM |Kind Am Kind Am YR b
Credit
1.00
Scheduling Options Q)
Optimum Size  Maximum Size
Current Section List Show Detail | ()
ection 1D [ame : 0 Roo he eqQ P 0 d Period il Fi tude Opel =
221 Richardson. Kadell+ [YR D22A 1 1 5 35
441 Holliman, Sarah 4 YR 044A 1 1 10 30
451 Berriz. Cynthia 4 YR 045A 1 1 21 19
Linked Courses Add (&

Figure 2.87 — School Course Screen
2. Enter the appropriate numbers in the Schedule Options group box fields.
3. Click the Save button at the top of the screen.

The Description tab of the School Course screen displays the course description based off
the description entered in the District Course screen. They are read only.

| @ @ @ | g‘;—j | Save Undo Statue. F.:em” & EED %@
School Course

School Course  Description | School Course Fees

Course ID

Course Title

Course Short Title

Course Duration

|ADBBWY
Credit

|Academic Decath

Academic Decath

YR b

|1 00
Description @
Academic Decathlon

Figure 2.88 — Description Tab, School Course Screen

The Course Fees tab of the School Course screen enables users to associate school

specific fees with a course. See the Fees Administrator and User Guide for more
information on Course Fees.
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[renue]| D @D | S | _seve ||_vrwo | status:Reacy | & 4 %@
School Course
School Course | Description | School Course Fees
Course 1D Course Title Course Short Title Course Duration
|AD8BW |Academic Decath Academic Decath YR v
Credit
|1.00
District Defined Course Fee Codes Show Detail | ()
e ge De ptio 0 Prio
Total $0.00
School Defined Course Fee Codes Show Detail Chooser | ()
| E ee Code ee De 0o ge AMo Prio
Total $0.00

Figure 2.89 — District Course Screen, School Course Fees tab
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COURSE GROUP

Course Groups are used to filter the report OSM801 - Course Request Conflict Matrix. To
create a new course group:

1. Go tothe Course Group screen, found under Synergy SIS > Course.
| EECYE YO R ¢y [ sunoa| & B

Course Group ]
School Name:  School Yaar

Courses | Descrpan
Name

Figure 2.90 — Course Group Screen
Click on the Add button at the top of the screen

3. A new Course Group screen pops-up. Enter the Name of the new group, and click
the Save button.

Cloze
—s 71

Course Group («

Name
|| |

Figure 2.91 — Course Group Screen, Adding

4. To add courses to the new group, click the Chooser button and the Chooser screen
pops-up.

Course Group [

School Mame. Hope High Scheol  School vear: 2040-2011

. Courses | Description

Hame
|9th Grade Core - Sermester 1

[ Group Courses [ Crocser 3|

Figure 2.92 — Course Group Screen, New Group Saved
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5. Enter all or part of the Course ID and/or Course Title to be found, and click the
Find button. A list of courses matching the criteria entered is listed in the Search

Results grid.
‘ Find } Select
Chooser
Find Criteria @
Course ID Course Title
Ien3 |
Add SeectedRow(@) > | Add AlRow(s) >> |
_ Search Results |
Find Result @ Selected Items ("]
| | 7 [ Line| | |
EN31 Fund Eng |
EN32 Fund Eng Il
EN33 Prin Eng |
EN33C Cc-POTE|
EN34 Prin Eng Il
EN34C Cc-POTE Il
EN35W AA Sop
EN35W2 AA Sop

Figure 2.93 — Chooser Screen, Find Results

6. Click on a course to add, and it becomes highlighted in blue. To select multiple
courses, hold down the Shift button and click on all the courses needed. Once all of
the courses are selected, click the Add Selected Row(s)> button to add the
courses to the Selected Items grid. To add all of the courses listed, click the Add All
Row(s)>> button.

Select
Chooser
Find Criteria
Course ID Course Title
I AddSelectedRow(s) > | Add AllRow(s) >> ||
| Search Result: |
Find Result ] Selected ltems %]
| ] = | |
EN31 Fund Eng | u EN31 Fund Eng |
EN3Z Fundengll
EN33 Prin Eng |
EN33C Cc-POFEI
EN34 Prin Eng Il
EN34C Cc-POFEI
EN35W AA Sop
EN35W2 AA Sop

Figure 2.94 — Chooser Screen, Selected ltems

7. Once all of the courses have been selected from the current search results, another
Find can be conducted by entering different criteria and clicking the Find button.
This can be repeated until all of the courses are listed in the Selected Items grid.
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8. Once all of the courses are listed, click the Select button to add them to the group.

Find ! Select)
Chooser
Find Criteria
Course ID Course Title
Acd SelectedRow(s) > | | AddAlRow(s) >> |
| Search Results |
Find Result (] Selected Items ("]
ourse ID ourse Title % [ Line[Course ID Course Title
ENG2 World Lit [w [ i EE Fund Eng |
PP69 World His/geog [ maaALG1A Algebra 1A
5822 World Hist/g ,_ ¢

1 scaz Life Science
I ss21 world Histg

Figure 2.95 — Chooser Screen, All Items Selected

9. The courses are listed in the Group Courses grid. To save this list, click the Save
button at the top of the screen.

Course Group [«
School Name: Hope High School  Schosivear 2040.2011

Courses | Description
MNames
[Sth Grade Core - Semester 1

L] 1N

Wgrlg Histig
Figure 2.96 — Course Group Screen, Courses Added.

10. To remove courses from the list, check the box in the X column and click Save.
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ScHooL Roowm

Each section of a course is assigned to a room, based on the class size that can be
accommodated in the room. Room availability and class size can be used in the creation of
the schedule, so these values must be configured before the schedule can be created. To
add the available rooms:

1. Go tothe School Room screen, found under Synergy SIS > System > Setup

School Room
School Hepe High Sehaal  School Year 2040-2011

Foom |

[ a0 @]

Room
Class =
il moomtame  [G [ scmottenr [ gt [ oom e -

Figure 2.97 — School Room Screen

2. To add a room, click on the Add button. A new blank line is added.

School Room
School Hope High School  Schoovear 2090-2041

Class _
s

Figure 2.98 — School Room Screen Adding

Enter the name or the number of the room in the Room Name column.

Enter the total number of students that can attend a class in the room in the Class
Size column.

5. Enter the starting year of the school year in focus as a 4-digit number in the School
Year column.

6. Select the Department and Room Type for the room if applicable. The department
list is the same department lookup table as used by the District Course screen. This
information is used by both ClassBoard and Master Schedule Builder.

Continue adding rooms by clicking the Add button to add additional lines.

To edit an existing room, simply click in the columns to change the information. To
delete a room, check the box in the X column.

9. Click the Save button at the top of the screen to save the changes. To cancel the
changes, click the Undo button.
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Chapter Three:
SCHEDULING SETUP

In this chapter, the following topics are covered:
» Defining the bell schedule
Where to set up a rotating period schedule
How to define the number of class period, the terms, and tracks
How to setup the school scheduling options
What are wheels, and how are they used in scheduling

YV V V V V

How to set classes to record students as teacher aides
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CLASS PERIODS

Before scheduling, the number of periods in use at each school needs to be defined. To
configure the number of periods:

1. Gotothe School Setup screen, found under Synergy SIS > System > Setup.

‘ ;i:! ‘ gg Status: Ready ‘ & E&]&'
School Setup |

School Name: Hope High School School Year: 20122013

Basic Info [ Options SIS Data Options _ Labels _TeacherVUE

Period Definition | Type Information Q
Start Period|End PeriodJHomeroom Period]Homeroom Meeting Day| School Type School Attendance Type
1 10 3 b High School ¥ |Both Period and Daily Attendance ¥
School Atiendance Taken School Atiendance Reason Type
By Bell Perio Regular b
Grade Attendance Calculated
-
Concurrent Enroliment Type
Full Concurrent - Able to send and receive concurrent stude
ALC school Type School Category Calendar Type
b ¥ |Regular b
Grade Selection O‘ ‘ Grading Options (| Roll Over Defaults Q
Grade. rading Period Enter Code Enter Date
L-._'J MJ-&J‘-—"‘-’"J“ ¥ & ¥ guar &= L

‘ ‘ - |

Figure 3.1 — School Setup Screen

2. Enter the class periods offered in the Period Definition section. Enter the number
used for the first period (generally 1 or 0) in the Start Period box, and then enter the
number for the last period in the End Period box.

3. If the students are assigned a homeroom, indicate the period in which the
homeroom is schedule in the Homeroom Period box. If there is not a standard
homeroom period, this box may be left blank.

4. If the homeroom is only scheduled for once a week, the day of the homeroom
should be selected in the Homeroom Meeting Day drop-down. For more
information about setting up period rotation, please see Chapter 3 in the Synergy
SIS — Attendance Administrator Guide.

5. Click the Save button at the top of the screen to save the changes.

For more about assigning homerooms, please see Chapter 8 of this guide.
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TERM DEFINITION

Terms are the time in the year during which classes are held. A single term may have
multiple grade reporting periods. The terms generally define when classes start and end,
but a grade reporting period may indicate a significant milestone in the class such as the
date of the midterm. Courses are then defined as to which term they are held. Terms must
be defined every school year at every school. To define the terms:

1. Gotothe School Setup screen, found under Synergy SIS > System > Setup.

School Setup

School Name: Hope High Scheol  school Year: 2010-2011

Basi[:lnful Options | SIS Data Options | Labels ~ TeachervUE

Period Definition ) Type Information (]
Start Period End Period Homeroom Period Homeroom heeting Day School Type School Attendance Type
0 £l 1 b High Schaool * | |Both Period and Daily Attendance v

School Attendance Taken School Attendance Reason Type

By Section ~ | Regular v

Concurrent Enraliment Type
Full Concurrent - Able to send and receive concurrent students v

IALC school Type School Category Calendar Type

v ~ | \Regular b

Grade Selection (J|| Grading Options (/| Roll Over Defaults (]
Grade Grading Period Enter Code Enter Date

CersCK Col Cio2 0504 Third Quarter v E2-First Arizona enrall ¥ =
CosCosCo7 Co8 o990

V11 1212+

Term Definition ‘

Figure 3.2 — School Setup Screen

2. Click on the Add button in the Term Definition section to add a new blank line where
the term can be defined.

Add__ | show Detall | @)

School Setup

Schoal Mame: Hepe High Sehool School Year 2010-2011

Basiclnfnl Options | 513 Data Options | Labels | TeachervVUE

Period Definition (J Type Information ("]

Start Period End Period Homeroom Period Homeroom hMeeting Day Schoal Type Schoal Attendance Type

0 9 1 b High School + | |Both Period and Daily Attendance %

School Attendance Taken School Attendance Reason Type
By Section ¥ | [Regular b

Concurrent Enrollment Type
Full Concurrent - Able to send and receive concurrent students

8L C school Type School Category Calendar Type

b +~ | [Regular b
Grade Selection (J|| Grading Options || Roll Over Defaults (]
Grade Grading Period Enter Code Enter Date
CPSCK Col TCo2Cos T og Third Quarter v E2-First Arizona enroll %
Cos Cos o7 o Voo
Vi1 212+

T

Term Definition Add Shaow Detail | (Y
= = = | =2 ‘
~ [

Figure 3.3 — School Setup Screen, Adding a Term
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Enter the Term Number, the Term Name such as Fall Semester or First Quarter,

and the Term End Date. The date should be entered in the format MM/DD/YY or
may be selected by clicking the Calendar Ei# button. Click the Save button at the top
of the screen, and the Term Begin Dates are automatically entered based on the
school calendar and the end dates entered.

School Setup

School Name: Hepe High School  school vear: 2010-2011

Basic |nfu| Options | SIS Data Options | Labels | TeachervUE

Period Definition ()} Type Information (]
Start Period End Period Homeroom Period Homeroom Meeting Day [School Type School Attendance Type
0 9 1 b High Schoal ~ | |Both Period and Daily Attendance v

[school Aftendance Taken School Aftendance Reason Type

By Section ~ | Regular b

IConcurrent Enroliment Type

Full Concurrent - Able to send and receive concurrent students

4L C school Type School Category Calendar Type

b ~ | |Regular ¥

Grade Selection (| Grading Options (/| Roll Over Defaults @
Grade Grading Period Enter Code Enter Date
CpsCK Co1 Co2C 03004 Third Guarter v E2-First Arizona enroll ¥
CosCosC o7 Coskosin
V11 W12 12+
Term Definition [ Add Shaw Detail
% = = g \
I 1 Fall 08/31/2010 1272072010 2 1, YR
I 2 Spring 01/03/2011 0632011 [ 2R

Figure 3.4 — School Setup Screen, Terms Defined

4. Next, the valid term codes need to be added to each term. This is done through the
detailed screen of each term. To access the detailed screen of the term, click the

Show Detail button.

Codes section.

Click on the term to modify. To add a term code, click on the Add button in the Term

School Setup

School Name: Hepe High School  school vear: 2010-2011

Basic Info | Options

SIS Data Options

Labels | TeacherWUE

Period Definition () Type Information (@]
Start Period End Period Homeroom Period Homeroom Meeting Day Schoal Type School Attendance Type
0 9 1 b High School + | Both Period and Daily Attendance v

School Attendance Taken School Attendance Reason Type

By Section ~ | Regular b

Concurrent Enrollment Type
Full Concurrent - Able to send and receive concurrent students

|5 C school Type School Category Calendar Type

v ~ | |Regular b
Grade Selection || Grading Options || Roll Over Defaults (]
Grade Grading Period Enter Code Enter Date
CPsTK o1 Co2C 03004 Third Cluarter - E2-First Arizana enrall ¥ [
CosCoslC o7 o8~ o910
Il P12 12+
Term Definition | Add H Hide Detail ‘ Q@

[ine
1B
I -

Term Mumber Term Mame Term End Date

[1 Fall 1212002010

Term Codes (’— Add —l N
= = N N
[ ik 51 - |

Figure 3.5 — School Setup Screen, Term Definition Detall

6. Enter the Term Code Number, which should match the Term Number selected, and
select the Term Code such as S1 for Semester 1 from the drop—down list.
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7. Add as many codes as are in use at the school during that term. When finished,
click the Save button. Note that the terms selected appear in the Current Term
Codes column.

School Setup

School Name: Hepe High School  School vear: 2010-2011

Basic Info | Options | SIS Data Options | Labels | TeachervUE

Period Definition (3 Type Information (]
Start Period End Period Homeroom Period Homeroom Meeting Day School Type School Attendance Type
(] 9 1 b High School | |Both Period and Daily Attendance %

School Attendance Taken School Attendance Reason Type

By Section ~ | [Regular v

Concurrent Enrolirment Type
Full Concurrent - Able to send and receive cancurrent students  »

(LC school Type School Category Calendar Type

- ~ | [Regular b

Grade Selection (J|| Grading Options (3| Roll Over Defaults ("]
Grade Grading Period Enter Code Enter Date

CPSCK Cio1 Clo2 o3 Cod Third Cuarter v E2-First Arizana enroll v

Cos CosC o7 Cosogvio

Vi1 12 12+

Term Definition [ ade [ showDetal |
x <l £ |

I 1 Fall 08/31/2010 12/20/2010 51, YR

o 2 Spring 01/03/2011 DEA3E2011 32, 7R

Figure 3.6 — School Setup Screen, Completed Term Definitions

The available term codes may be customized to fit the district’'s naming preferences. To
modify the available term codes:

1. Go to the Lookup Table Definition screen, found under Synergy SIS > System >
Setup.

Click on the triangle next to K12.Schedulelnfo to expand the list of tables.
Select the Term Codes table.

Name: Term Codes namespace: K12.5chedulelnfo  Locked: N

[~ Use Cade as the State Code - all values reported to state will be used fram the lookup code and not evaluate to the State Code unless the State Code is non-blank 2

Lookup Values ( [ eda |()
w1

x | | e e

u 1 YR Year ¥ ~ v

[ 2 S1 Semester 1 F v v

u 3 52 Sermester2 1 ~ v

u 4 al Quarter 1 1 v v

u 5 Q2 Quarter 2 2 ~ v

u B a3 Quarter 3 3 v v

u 7 Q4 Quarter 4 4 ~ v

u 8 T Trimester 1 v v

u 9 T2 Trimester 2 ~ -

[ 10 T3 Trimester 3 v v

Figure 3.7 — Term Codes Lookup Table Screen

Click the Add button to add a new code.

The order in which the values are displayed can be set by entering the order
number in the ListOrder column. If the numbers in the ListOrder field are the same
or are all-blank, the Code is used to sort the list and then the Description.

6. Enter a code for the term in the Code column. This value must be unique since it is
used internally to link the tables in the database and it is displayed in the drop-down
list.

7. Enter the description of the code in the Description column.
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8. The Other SIS column is used to import data during the conversion process from
another student records system. Enter the code used in the old system in this
column.

9. If appropriate, a start date and end date may be entered for the code in the Status
column to activate or deactivate the code for a particular year. If a code is inactive, it
shows in data already entered but is not available for selection for new records. For
example, if a code is no longer valid for records beginning FY2008, select 2008 for
the end year.

10. The State Code, Alt Code 3, and Alt Code SIF are not needed since this
information is not uploaded to the state. The checkbox at the top of the table Use
Code as the State Code is not used as well.

11. Click the Save button at the top to save the changes.

To delete a code, click the box under the X column and click the Save button.

BELL SCHEDULE DEFINITION

Once the number of periods has been defined in the School Setup screen, the start and
stop time for each period needs to be identified in the Bell Schedule Definition. This is also
outlined in the Synergy SIS — Attendance Administrator Guide. Multiple bell schedules may
be defined at a school, but only one schedule may be selected as the default schedule. To
setup the bell schedule:

1. Go tothe Bell Schedule Definition screen, found under Synergy SIS > Schedule >
Setup.

N

| .:(_() .:C_D [:.)_)) é‘] Find | Undo ( Add ) Delete | Form Status: Find | @ %\QT_?
i N N < A J ‘
Bell Schedule Definition
Code:  Bell Schedule Mame:  School  Schoal Year:
. Bell Schedule |
Code Bell Schedule Mame
|EIeII Schedule Creation Assistant Q|
Bell Schedule Definition (]

Figure 3.8 — Bell Schedule Definition Screen

2. Click on the Add button at the top of the screen, and a new screen pops-up.
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3. Enter a code for the bell schedule in the Code field, and give the schedule a name
in the Bell Schedule Name box. For example, the default schedule may use a code
of DBS and the name of Default Bell Schedule.

Save Close
Bell Schedule Definition

Code Bell Schedule Name
DBS Default Bell Schedule|

Figure 3.9 — Bell Schedule Definition, Code & Name
Click the Save button at the top of the screen to save the new schedule name.

The new schedule appears with a line for each period defined in the School Setup
screen. The times for each period may be entered manually, or it can automatically
be filled in using the Bell Schedule Creation Assistant. To see the creation assistant,
click on the down arrow in the Bell Schedule Creation Assistant section.

Bell Schedule Definition

Code; DBS Bell Schedule Mame: Defautt Bell Schedule  School: Hope High School  School Year: 2010-2011

| Bell Schedule |
Code Bell Schedule Name
[DBS |Default Bell Schedule
|Ele|| Schedule Creation Assistant ( (6] >
Bell Schedule Definition hea
b4 1
4 2

Figure 3.10 — Bell Schedule Definition, Created

6. Enter the time of the first bell in the Start Time of First Period box. The time should
be entered in standard clock format with AM or PM following (non-military time).
Enter the Total Minutes Per Period and the Passing Time In-Between Periods in
the boxes provided, and click the Create Bell Schedule button.

Bell Schedule Definition

Coce: DBS Bel Schedule Name: Default Bell Schedule  School: Hope High School  School Year: 2010-2011

| Bell Schedule |

Code Bell Schedule Mame

DES |Defau\t Bell Schedule

Bell Schedule Creation Assistant D)

Mote: This will generate a bell schedule for all periods based on your input. After you build the
pell schedule, you can editthe schedule In the Bell Schedule Definition group box.

.00 Akt Start tirme of first period

55 Total minutes per period
5 Passing time in-between periods

Create Bell Schedule |

Bell Schedule Definition (@]

L= I T SR Y N o N R

Figure 3.11 — Bell Schedule Creation Assistant
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7. A schedule is created for each period based on the number entered. Once the
schedule appears, the numbers can be edited directly in the boxes provided. A
period may also be deleted from the schedule by clicking on the red X under the
Delete column.

Bell Schedule Definition

Code: DBS  Bel Schedule Mame: Default Bell Schedule  School Hope High School  School Year: 2010-2011

Bell Schedule |
Code Bell Schedule Mame
DBS IDefauIt Bell Schedule
Bell Schedule Creation Assi (]
Mote: This will generate a bell schedule for all periods based on your input. After you build the
hell schedule, you can edit the schedule in the Bell Schedule Definition group Dox.
Start tirne of first period
Total minutes per period
Passing time in-hetween periods
Create Bell Schedule
Bell Schedule Definiti (]
I3 1 §:00 A §:55 AM 055 |5
I3 2 9:00 A 9:55 A 0:28 |5
% 3 10:00 Ah 10:55 Ah 0:85 |5
I3 4 11:00 A 11:55 A 0:55 |5
I3 g 12:00 P 12:55 P 028 |5
o 6 1:00 Pl 1:55 Phd 0:55 |5
I 4 7 2:00 P 2:55 P 025 |5
£ g 3:00 P 3:55 P 0:25

Figure 3.12 — Bell Schedule Definition, Completed
8. When the schedule is finished, click the Save button at the top of the screen.

To edit or delete an existing bell schedule:
1. Use the Find or Scroll buttons to locate the definition.

MUES[E] [, h guick launch

[ e EECYe TONE] NN
N =

i b Az Bell Schedule Definition

Figure 3.13 - Bell Schedule Definition screen

2. Edit the numbers directly in the boxes provided to edit the schedule, and click the
Save button at the top of the screen.

3. To delete a schedule, click the Delete button at the top of the screen.

Once the bell schedules have been defined, each date in the school calendar needs to be
assigned a schedule. Only one bell schedule may be assigned to a calendar date. For
instructions on how to define the school calendar and assign bell schedules, see the
section on School Calendars in the Synergy SIS — Attendance Administrator Guide.
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PERIOD ROTATION

At some schools, classes may be taught during different periods on different days, or some
classes may not meet every day. To configure the schedule to accommodate these
classes, the period rotation must be setup. To setup the rotating periods:

1. Go to the School Scheduling Options screen, found under Synergy SIS > System >

Setup.

[Menuv] 555 | _sove | undo

Status: Ready ‘ @ En @@

School Scheduling Options

«

School Name: Hope High School School Year: 2012-2013

Section Options | Course Request and Walk-In Options

House/Team/Exclusion

Options

Include In Grading Option @

Class Size Limit

Class Size Limit Password

Track Class Deletions for Add/Drop Report

checking the following checkbox:
Only Create Grade Records For Homeroom Section.

Section ID Width

Auto Seguence

w

Enable Section ID Validation Warnings

Creation of "Grade" records can be limited to just the Homeroom Section by

When the include grade option or minimum class enroliment days are blank, the
district default will be used (Grade Option '0', Minimum Class Enroliment Days of
10). If Always or blank is selecied then the Minimum Class Enroliment Days field
is disregarded. If evaluate is selected, then the student must have been enrolled
in the course for at least the number of days indicated in the Minimum Class
Enroliment Days textbox below to have a grade in the course.

Include Grade Option
| v

Minimum Class Enroliment Days

Meeting Days add | B
L =l =l 2
1 M M
2 O T
3 w w
4 R R
5 F F

Figure 3.14 — School Scheduling Options Screen

2.

In the Meeting Days section, click the Add button for each day in the period rotation.

For example, if there were 4 days in the rotation, enter four meeting days.

Menu'é'i’” Save | Undo |

Status: Ready | @ % @@

School Scheduling Options

School Name: Hope High School

Section Options | Course Request and Walk-In Options

School Year 2012-2013

House/Team/Exclusion

Options

Include In Grading Option Q)

Class Size Limit

Class Size Limit Password

Track Class Deletions for Add/Drop Report

Section by checking the following checkbox:
Only Create Grade Records For Homeroom Section.

Section ID Width

Auto Sequence

Enable Section ID Validation Warnings
Creation of "Grade" records can be limited to just the Homeroom

When the include grade option or minimum class enrollment days
are blank, the district default will be used (Grade Option '0",
Minimum Class Enroliment Days of 10). If Aways or blank is
selected then the Minimum Class Enroliment Days field is

v disregarded. If evaluate is selected, then the student must have
been enrolled in the course for at least the number of days
indicated in the Minimum Class Enroliment Days textbox below to
have a grade in the course.

Include Grade Option
Always include active classes in grading v

Minimum Class Enrollment Days

Meeting Days Add
X = = =
1 M Monday
2 Tu Tuesday
3 W Wednesday
4 Th Thursday

Figure 3.15 - School Scheduling Options screen, Meeting Days section

screen to save the changes.
Next, go to the District Setup screen, found under Synergy SIS > System > Setup.
On the System tab, scroll to the bottom of the Other Options group box.

Select the Do not clear rotation periods when increasing the number of days in
the cycle and the Do not clear rotation periods when decreasing the number of

Enter a Code for each day and a Description. Click the Save button at the top of the
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days in the cycle checkboxes. This allows the rotation periods to stay in the grid
and not be deleted if changes are made on the Period Rotation Definition screen.

Click Save.
Go to the Period Rotation Definition screen, found under Synergy SIS > Attendance
> Setup.
Period Rotation Definition G

Sehool. Hope High School Sl ves Nisln

R Days |

Mumbes of Days in Tyt { ] |

Raeasion Definition ]

Figure 3.16 — Period Rotation Definition Screen

9. Enter the number of days used in a full rotation in the Number of Days in Cycle box.
For example, if the periods change every other day, the number of days would be
two. Or if the periods change every day until the 5th day is the same as the 1st day,
the number of days would be four.

Period Rotation Definition «
School: Hope High School  School Year: 2010-2011
| Rotation Days | Rotation Periods
Murnber af Days in C\u"CIElA— Restore Defaults
Rotation Definition | | \ @
A, M-Monday b Day A
B Tu-Tuesday A Day B
C WoWednesday A Day ©
) Th-Thursday i Day D

Figure 3.17 — Period Rotation Definition Screen, 4 Days in Cycle

10. Click the Save button at the top of the screen, and the Rotation Definition section is
automatically filled in with a Day Code for each day in the cycle.

11. Assign the meeting days created in the School Scheduling Options screen to each
day in the cycle by selecting it from the Schedule Code drop-down.

12. Click the Save button at the top of the screen.
13. To setup the rotation, click on the Rotation Periods tab.
Period Rotation Definition E

School: Hepe High Scheool School Year: 2010-2011

Raotation Day Rotation Periods

Set Rotating Default Set Non-Rotating Default

Period Definition (]

|r ‘r [ r |

[==R IR = R N S Y G

Figure 3.18 — Period Rotation Definition, Rotation Periods Tab

14. To set a non-rotating schedule where each period is at the same time every day in
the cycle, click the Set Non-Rotating Default button.
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Period Rotation Definition («
Schoaol Hope High School School Yesr: 2010-2011

Rotation Days | R jon Periods|
Set Rotating Default Set Non-R.otating DeFaD

e —
Period Definition ("]
D Day A

[= N IR N R -
o~ |0 th & | =
IR SR
0|~ |00t &= (W h | =
IR -

g8

Figure 3.19 — Rotation Periods, Non-Rotating Default
15. To set up a rotating schedule, click the Set Rotating Default button.

Period Rotation Definition

School: Hope High School School Year: 2010-2011

Rotatiop [a Rotation Periods |
Set Rotating Default D Set Mon-Raotating Crefaulk |

Period Definition @]

Line |Period Day A DayB DayC DayD
1

[ 1 1 2 3 4
2B 2 3 4 5
:E 3 1 5 B
7l g 4 5 B 7
A5 5 5 7 8
[ B 7 3 1
7 7 8 1 2
5[ 5 1 2 3

Figure 3.20 — Rotation Periods, Rotating Default

16. Either default distribution can then be manually edited to adjust the rotation. Once
the schedule is finished, click the Save button at the top of the screen to save the
changes.

17. To assign each rotation day a specific date in the school calendar, go to the School
Calendar screen found under Synergy SIS > Attendance > Setup.

School Calendar

School Mame: Hope High School  School Year: 2010-2011

School Calend | School Report Periods
Bell Default (3| Rotation Default @

Default Bell Schedule Set Bell Diafault C Mo Fil Sat Rotation Default

DBS-Default Bell Schedule v] " Fill Rotating Days Skipping Over Holidays

€ Fill Rotating Days Holidays Count As Rotation Day

Customize the Rotation default by date and type |

School Calendar

Aug - 2010 a DES 10 DES[11 DES|12 DES13 DBS

16 DE3 17 DES[18 DE3S[19 DEB3|20 DBS
23 DES 24 DES|25 DES|26 DB= |27 DB
30 DES 31 DES

Sep - 2010 1 DEZ|2 DBS|3 DBS
& | Hol K DES|8 DES|9 DB=10 HDN
13 DES 14 DES(15 DES|16 DES17 DBS
20 DES 21 DES|22 DES|23 DB 24 DBS
27 DES 28 DES|29 DES|30 DES

Figure 3.21 — School Calendar Screen

Copyright© 2013 Edupoint Educational Systems, LLC 75



Scheduling and Course Guide

Chapter Four

18. To have the rotation automatically assigned to the calendar, with the rotation
skipping over the holidays, click the Fill Rotating Days Skipping Over Holidays
option and then click the Set Rotation Default button. The meeting day codes from
the Period Rotation Definition screen are automatically filled in to the Rot column for

each date.

School Calendar

School Cal

| _School Report Periods

School Mame: Hope High School Schaol Year: 2010-2011

Bell Default

&)

Rotation Default

@

Default Bell Schedule
DEBS-Default Bell Schedule

w

Set Bell Default

Mo Fill

@ Fill Rotating Days Skipping Over Holidays

© Fill Rotating Days Holidays Count As Rotation Day

Customize the Rotation default by date and bype

Sef Rotation Default

School Calendar

Figure 3.22 — School Calendar, Rotating Days Skipping Holidays

| Type| Rot || [ Type|Rot 1 [ Type|Rot 1 | Type | Rot |1 | Type|Rot |1

Aug - 2010 9 A |DBE/1D FEEER ¢ |oes|i2 D |DBS[13 EEE
2 15 B |oesi? ¢ |oes|is PREEELE A |oBs|20 B |DBS
B 23 ¢ [foes]e D |oBs[zs A |oBs|28 B |DBS[27 ¢ |oBsS
[ 4 30 o | oeslp EEE

Sep- 2010 1 FEEEE SRR D |oBS
[ s 6 Hal 7 A |DBS|8 FREEEE ¢ |DpBs[10 D |HOW
[~ 13 A | oesha FEEEE ¢ |oeg|is D |DBS[17 PEEE
B 20 B | oeslp ¢ |os|22 0 |oBs|23 A |oBs|24 B |0BS
E 27 ¢ | ceslps D [oBs[2s A |oesla B |DBS
[ 10 — 1 EEE
[ 4 D |pes[s EEEE FREEEE ¢ |pBSjs D |DBS
[12 11 A |oBs12 FREEELE ¢ |oBs[ta Des|15 PEEE
| 13 18 |Vac 18 [Wac 20 Wac 21 |Wac 22 B |DBS
[14 25 c |oes|2s D |oBs|27 A |DBs|28 B |DBS[29 ¢ |oBS

19. To have the rotation automatically assigned to the calendar, with holidays counting
as a rotation day, click the Fill Rotating Days Holidays Count As Rotation Day option
and then click the Set Rotation Default button. The meeting day codes from the
Period Rotation Definition screen are automatically filled in to the Rot column for

each date.

School Calendar

School Calendar | _School Repart Perinds

School Name: Hope High Scheel Schod vear: 2010-2011

Bell Default

(| Rotation Default

Q

Default Bell Schedule

DES-Default Bell Schedule

v

Set Bell Defaulk © Mo Fill

© Fill Rotating Days Skipping Over Holidays

# Fill Rotating Days Holidays Count As Rotation Day

Customize the Rotation default by date and type

Set Rotation Default

School Calendar

[Day| Tyme | Rot_[Bell [Day| Tyne| Rot [ Bell [Day| Tyne| Rot | Bell [Day| Tyne Rat [Bell [Day] Tyne| Rot [
(] 25 - 2010 a A |oBg/10 B |DBS 11 ¢ |oBs)i2 0 |oBsiis A |oBS
[ 2 16 8 |oes)i7 D 0 |oBs)9 A |oBS20 8 |oBs
e 23 ¢ |oms/ 0 |DBS[28 A |0BS|26 B |DBS|27 ¢ |oBs
30 o [oEs 3 A |oBS

Figure 3.23 — School Calendar, Rotating Days Counting Holidays

20. To set up a different rotation for part of the year, click the Customize the Rotation
default by date and type button.
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[a]4 Close
SetDefaultRotationCalendar

By setting the start date, the rotation will begin from the start date to the end of the calendar. This gives you the capability
to make an update mid-year without affecting the beginning of the schaool calendar.
Start Date Rotation Code Rotation Default
B v ol
 Fill Rotating Days Skipping Over Holidays
 Fill Rotating Days Holidays Count As Rotation Day

Figure 3.24 — Set Default Rotation Calendar Screen

21. Select the date to start the new rotation in the Start Date field. The dates should be
entered in the format M/D/YY or may be selected by clicking the Calendar E¥ button.
Select the Rotation Code from the drop-down list to start the rotation, and select the
Rotation Default. The No Fill option clears the rotation. Click OK to fill in the
calendar.

22. Once the rotation has automatically been filled in, it can also be manually edited by
clicking in the Rot column and selecting the Day code.

School Calendar

School Mame: Hepe High Scheol  School Year: 2010-2011

School Calendar | School Report Periods

‘ Bell Default (|| Rotation Default Q)
‘Defau\t Bell Schedule Set Bell Default Mo Fill Set Rotation Default
|DES-Defauit Bell Schedule ~]  Fill Ratating Days Skipping Over Holidays

& Fill Rotating Days Holidays Count As Rotation Day

Customize the Rotation dsfault by date and type |

School Calendar

Aug - 2010 E] A |DBS|10 g |oes {1 EERE D |DBs|13 & |DBS
16 5 |oes|i7 B SEREERE] A |DBs|20 B |DBS
23 EEEEED ADay a5 5 A |pes|26 EEEEE ¢ |oBs
a0 D |DBs|31 E-Day B

Sep - 2010 C-Day © B |DBS|2 SREEEE D |DBS
& |Hol 7 D-Day O SEEE o |oBs|io A | HDM|
13 B |DB3|14 Reizan b3 SRR A |DBS|17 E |DBS
20 R D |DpBs22 & |pas|2a B |DBS|24 ¢ |oBs
27 D |DBs|28 A |pBs|29 ERCEEER c |oes

Figure 3.25 — School Calendar Screen, Rotation Column

23. Once all of the rotation days have been filled in, click the Save button at the top of
the screen to save the changes.
24. The final step in the process is to assign each section to a period for each rotation

day. To assign a period to a section, go to the Section screen found under Synergy
SIS > Schedule or use the Sched Section screen in the Option Set if using Mass

Scheduling.
Section

Section ID: 0001  Course Title: Life Science  School Year: 2008-2009

Current Students | Student Enrallment History Meeting Daysl Additional Staff

Section ID Course ID 4= Course Title Staff Mame 4 Foom MName 4
[ono1 |scaza | |Life Science| |Tofft, Robert| [120 |
Meeting Days @
Cycle Cod
Line |Period _—
A B
| Begin 1 v 2 v
7 End 1 v 2

Figure 3.26 — Section Screen, Meeting Days Tab
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25. Click on the Meeting Days tab. For each Day Code from the Period Definition
screen, select the period assigned to the section.

26. Click the Save button at the top of the page to save the changes. The periods must

be assigned for each section in the rotation.

STAFF

Each section of a course is assigned to a staff member. Therefore, staff must be added to
Synergy SIS and assigned to the appropriate schools prior to the creation of the schedule.
For grouping and reporting in ClassBoard, or for use with Master Schedule Builder, it is also
helpful to assign departments to staff. Instructions on how to add and update staff
assignments are found in the Synergy SIS — System Administrator Guide.

The assignment of staff to a section of a course can also be tracked historically by checking
the box Enable Historical Tracking of Staff in Sections on the System tab of the District
Setup screen, found under Synergy SIS > System > Setup.

Menu'g‘i’}‘ Save ‘ Undo |

e
Status: Ready | ek w7

District Setup

SrA-T-L Ll

District Setup

Options Svslernl Grade Setup = TeacherVUE  Labels = Auto-Sequence

Reports

Waivers | Mobile Apps

‘ Course Options

9

Other Options

Discipline Type
Incident v

Student Nofification
lcon 3

Disable Unigue State Number
¥] Allow Negative Seat Totals

v|Enable Announcement Dismissal

Incident Violation Display
Entire Violation v

Badge Number Update Type

Manual override of badge numk ¥

Adult ID Update Type
Auto Generate

Fee Total Type

Include fees for all organizations and all ye '+

¥|Enable historical tracking of staff in sections I

v| Disable Section Locking

Validate Student Classes

Auto Assign District Staff To Schools

Show Warning and Allow Data to be Saved if Student Classes Overlap

Student Profile Report Release Statement [25] (Q

P

v

District Group History Filter
All Groups for the Current Year for the Current Sch %

Figure 3.27 — District Setup screen, System Tab
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TRACKS

If students at the same school have different school calendars, this is referred to as a multi-
track school. Each track represents a different school calendar. This is commonly used to
juggle limited space in school facilities. To configure tracks, please refer to the section on
Tracks in the Synergy SIS — Attendance Administrator Guide.

Once the tracks have been setup, each class section must be assigned to a specific track in
multi-track schools. Tracks are assigned manually using the Section screen, found under
Synergy SIS > Scheduling, or may be assigned automatically through the Mass Scheduling
process. For more information about creating sections through the Mass Scheduling
process, please see the section on Schedule Control in this guide.

Section

Section ID: 1077 Course Title: American Government School Year: 2008-2009

| Current Studentsl Student Enrollment History = Meeting Days = Additional Staff

Section ID Course ID 4 Course Title Staff Name « Room Name 4 Track

[1077 |ss51 | |american Government| [User. Teacher| [216 | v
Figure 3.28 — Assigning Tracks to Sections

Each student is also assigned to a specific track through the enrollment process. Each
enrollment can only be assigned to one track. Student enrollments are entered through the
Student screen, found under Synergy SIS > Student. For more information about the
student enrollment process, see the Synergy SIS - Student Information Administrator Guide
and Synergy SIS - Student Information User Guide. Students may also be mass assigned a
track using the Mass Assigh Track screen. Instructions on this screen can be found in
Chapter 8 of this guide.

Student &

Student Mame: Abbott, Billy C. Schoo: Hope High School Homeroom:  Teacher:

| Demngraphiml Parent/Guardian = Other Info  Emergency | Enrollment © Enrollment History | Classes | Documents | Student Contact Log
Last Narme First Narne Middle Mame  Suffi  Perm D Grade Gender  Track
Abbott [Billy e | |o05483 12 v |Male v v

Figure 3.29 — Assigning Students to Tracks

Copyright© 2013 Edupoint Educational Systems, LLC 79



Scheduling and Course Guide Chapter Four

CLASS SIzE LIiMIT

Using either the Sched Section screen during Mass Scheduling or the Section screen
during Scheduling, a maximum number of seats in the class is entered for each class.
However, there may be times when it becomes necessary to exceed these class size limits.
For example, a counselor may add a new student to a class before withdrawing other
students that are known to be dropping the class. To allow the class to be overridden:

1. At the district level, this is controlled using the System tab of the District Setup
screen, found under Synergy SIS > System > Setup. Check the box Allow Negative
Seat Totals to allow the class size limits to be exceeded.

-y =
Menuv| &35 ‘ Save ‘ Undo | Status: Ready | & %‘i’;ﬂ
B ; ok B "
District Setup G
District Setup
Options _ System I Grade Setup = TeacherWVUE  Labels = Auto-Sequence = Reports = Waivers = Mobile Apps
‘ Course Options Q‘
Other Options Q)
Discipline Type Incident Violation Display District Group History Filter
Incident ~ Entire Violation b All Groups for the Current Year for the Current Sch v
Student Notification Badge Number Update Type
Icon ~ Manual override of badge numk v

Disable Unigue State Number Adult ID Update Type
7| Allow Negative Seat Totals | (AUI0 Generate 4

7|Enable Announcement Dismissal ~€€ Total Type
Include fees for all organizations and all ye

v|Enable historical tracking of staff in sections
v| Disable Section Locking
Auto Assign District Staff To Schools
Validate Student Classes
Show Warning and Allow Data to be Saved if Student Classes Overlap v

Student Profile Report Release Statement [55

Figure 3.30 — District Setup screen, System Tab

2. Atthe school level, the class size limit is regulated on the School Scheduling
Options screen, found under Synergy SIS > Mass Scheduling > Setup. From the
Class Size Limit drop-down, select either Add Student, No Message to allow the
student to be added without a warning message, Add Student, with Message to
allow the student to be added but with a warning message, Don’t Add Student to
not allow students to be added to classes when the limit is reached, or Require
Password to require a password to add a student once the class limit is reached.

80 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Three

Scheduling and Course Guide

rens=] 55 | _sme |

Status: Ready ‘ & %:_T!f@‘

=
School Scheduling Options

School Name: Hope High School School Year: 2012-2013

Section 0plions| Course Request and Walk-n Options | House/Team/Exclusion

Options

Include In Grading Option ]

Section ID Width
4

Class Size Limit
Don't add student
Auto Sequence
Manual

Class Size Limit Password
v
7] Track Class Deletions for Add/Drop Report [v] Enable Section ID Validation Warnings

Creation of "Grade" records can be limited to just the Homeroom
Section by checking the following checkbox:

Only Create Grade Records For Homeroom Section.

When the include grade option or minimum class enroliment days
are blank, the district default will be used (Grade Option '0",
Minimum Class Enrollment Days of 10). If Always or blank is
selected then the Minimum Class Enroliment Days field is
disregarded. If evaluate is selected, then the student must have
been enrolled in the course for at least the number of days
indicated in the Minimum Class Enroliment Days textbox below to
have a grade in the course.

Include Grade Option
Evaluate active classes against Minimum Days Enrolled Thre: +

Minimum Class Enroliment Days

10

Meeting Days Add =]
= & E =

1 M M

2 T T

3 W W

4 R R

5 F F

Figure 3.31 — School Scheduling Options screen

The override can also be limited to certain users or user groups. On the Security
Settings tab of either the User or User Groups screen, found under Synergy SIS >
System > User. In the for Allow Override of Max Students in Class field, select

either Add Student, No Message to allow

the student to be added without a

warning message, Add Student, with Message to allow the student to be added

but with a warning message, Don’t Add Stud

ent to not allow students to be added

to classes when the limit is reached, or Require Password to require a password to

add a student once the class limit is reached.

;":}| Save | Undu| Add |

[vens+]| (D @

L=

Status: Ready ‘ & Gt

User Groups

l

User Group Name: Admin Hope High

Members = Organizations _ Mavigation Menu | Options  Security Senings| POV

User Group Name Name of user group in LDAP (if

synching with LDAP)

|Admin Hope High

Discipline (3| |Conference (]
Discipline Security Discipline Organization Security Conference Visitation
v v v
Student Enrollment History (]
Student Enroliment Organization Security
v
Student Enroliment Year Security
v
Scheduling | | Special Education ("]
llow Override of Max Students in Class Require Password| v Exempt From Student Team
w
Oth
o Add Student no Message Systemwide Case Manager
TeacherVUE Administrator ~| Adnm] : 9 v
Add Student, with Message
LessonVVUE Security Don't add student Grade Book (]
Workf Require Password Grade Book Security
District  StandardsMominatedin b
ApprovedReview  for Public ProgressReview

Transportation Role Type

Transportation Role Type

Teacher || Transportation || Routing

Figure 3.32 - User Groups screen - Security Settings tab
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Class size limits can also be overridden in Mass Scheduling during a scheduling and that is
covered in Chapter 6.

The School Scheduling Options screen defines the school-wide options for class sections. It
also sets up the rules applied to student course requests and the Walk-In Schedule
process. The options for the Walk-In Schedule process are mostly the same as those
available for the Mass Scheduling process, as defined in the Schedule Control screen.
Finally, the houses and teams used for the school schedule are also defined in this screen.

To setup the options for the class sections:

1. Go to the School Scheduling Options screen, found under Synergy SIS > Mass
Scheduling > Setup.

[renuv] 655 | _seve | [unee. s reney & S IYD
School Scheduling Options

School Name: Hope High School School Year: 2012-2013

Section 0plions| Course Request and Walk-In Options = House/Team/Exclusion
Options 3| Include In Grading Option ]

Class Size Limit Section ID Width When the include grade option or minimum class enroliment days
are blank, the district default will be used (Grade Option '0",

Don't add student b 4 1=
Minimum Class Enrollment Days of 10). If Always or blank is
Class Size Limit Password Auto Sequence selected then the Minimum Class Enrollment Days field is
Manual v disregarded. If evaluate is selected, then the student must have

been enrolled in the course for at least the number of days

7| Track Class Deletions for Add/Drop Report [/] Enable Section ID Validation Warnings | indicated in the Minimum Class Enroliment Days textbox below to

Creation of "Grade” records can be limited to just the Homeroom AR EEER

Section by checking the following checkbox: Include Grade Option

Only Create Grade Records For Homeroom Section. Evaluate active classes against Minimum Days Enrolled Thre: +

Minimum Class Enroliment Days
10

Meeting Days Add =]
*® e =) £
1 M M
2 T T
3 W W
4 R R
5 F F

Figure 3.33 — School Scheduling Options Screen

2. When the maximum number of students allowed in a section has been reached, as
defined by the Max number of students in the Student Seat Totals, the option
selected from the Class Size Limit drop-down determines if the student can be
added to the section anyway. If the student should not be added, select Don’'t Add
Student. If the student should be added, select Add Student, No Message, or Add
Student, with Message. If the With Message option is selected, a pop-up appears
that notifies the staff member that the class limit has been reached. This option
works in conjunction with setting in the User or User Groups screen and at the
district level, as explained in the previous section in this chapter.

3. To set the number of characters that are used when creating the ID for each
section, enter the number of characters in the Section ID Width box. This also limits
the number of characters possible if manually creating the sections.

4. If the sections will be created using the Mass Scheduling process, select how the
section ID will be created by selecting the option to be used from the Auto
Sequence drop-down list. If Manual is selected, the section ID will not be
automatically created and must be manually entered. If Period and Counter is
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selected, the section ID will start with the period number of the section followed by a
sequential number based on the order in which the sections are created. If Course
and Period is selected, the section ID will start with the Course ID followed by the
period of the section. This option is only appropriate if there will never be two
sections of a course taught in the same period. If Counter is selected, each section
is assigned a sequential number starting with one for the first section created. If
Course and Period and Counter is selected, the section ID will start with the
Course ID, followed by the period of the section, followed by a sequential number
starting with one for the first section created. If Course and Counter is selected,
the section ID matches the same sequence as the Master Schedule Builder. The
Section ID field is populated with the ID created during the Master Schedule Builder
build process. If Course and Manual is selected, the system generates a Course
ID. Then the user creates the Section ID and the generated Course ID is appended
to it.

5. When sections are deleted from a student’s schedule (instead of the student being
withdrawn from the section), these sections are automatically deleted from the
student’s record. If these sections should be retained for reporting purposes, check
the Track Class Deletions for Add/Drop Report box. These classes will then be
added to the Student Classes Deleted screen, and will be included in reports.

6. To pop-up a warning if a manually entered section ID does not meet the character
width requirements, check the Enable Section ID Validation Warnings box. This
also produces a warning if the number of characters entered is hot enough for the
automatically calculated section ID option.

7. If students will only receive grades for their homeroom class, check the Only Create
Grade Records for Homeroom Section box. This is primarily used by elementary
schools that want to track student participation in other classes, but have all grades
issued by the homeroom teacher.

8. The Include in Grading Option section of this screen determines when a class will
be available for marks to be entered. For more information, please see the Synergy
SIS — Grading Administrator Guide.

9. The Meeting Days section of the screen sets up the number of different schedule
days when using Period Rotation. For more information, please see the section on
Period Rotation earlier in this chapter.

10. When all of the options have been selected, click the Save button at the top of the
screen to save the changes.

Copyright© 2013 Edupoint Educational Systems, LLC 83



Scheduling and Course Guide

Chapter Four

The Course Requests & Walk-In Options apply to student requests entered in both
the Schedule Request screen in Synergy SIS and the Course Request page in the
PARENTVUE & STUDENTVUE software. These options also only apply to the Walk-In
Schedule screen, and do not change the options used when mass scheduling students.
To setup the options to be used for Course Requests and Walk-In Scheduling:

1. Click on the Course Request and Walk-In Options tab of the School Scheduling

Options screen, found under Synergy SIS > Mass Scheduling > Setup.

£al 44 st ieody | 52 ) it
School Scheduling Options

School Name: Hope High Scheol  School Year 20022013

stons  Course Request and Walk-ln Options | Houze Team/Exciuzion

Course ﬂn;quan ! Walk In Options =)

| Shew Teacher Preference [FPiwvatkn Cut O

¥iSnow Allermale Course ¥ Show Term Ovemde

Override Term Codes aga |

+| Show Term Preference | _: {1 -3 v
Using Wheels (m| 2 82 v

4| Show House

| Show Team

/| Show Qualied Alternale Funding

Enforce the lollowing rules 3 Balance Options - |

Use Teacher Preferences w Course: Request Sequence 2

Check Corequisites Balance Oplion e

Prerequisite Option Full Enforcement (checks CH Mass Options =)

Allow Aternate Course When a student is added 10 a Section and a Course Hequest exists but i5 already being used Perform the 1oiiowing acton

Use Room Seal Limil »

Check Term Override:
Check Term Preference w
Check Student Resinctions
Check Teacher Restrictions
House Cpbon ae
Team Option ¥
Cuaplicate Course Request -

Max tame to spend per student (n seconds; defaull value i 1 second)

Figure 3.34 — School Scheduling Options Screen, Course Request and Walk-In Options

To allow the student to select a preferred teacher for a course, check the Show
Teacher Preference box. The Use Teacher Preferences box under the Enforce
the following rules section of the screen should also be selected to apply the
preferences to the schedule. There are two options to select from when enforcing
teacher preferences, Try and Must Have.

If the student can select an alternate course to be used in case their primary course
request cannot be scheduled, check the Show Alternate Course box. The Allow
Alternate Course box under the Enforce the following rules section of the screen
should also be selected to apply the preferences to the schedule. Only one alternate
course can be selected for each course requested.

If the student can be assigned to a house, check the Show House box. A House
Option should also be selected under the Enforce the following rules section of the
screen if this is checked. Select Automatic House Enforcement to assign students
to sections with the same house assigned to both student and section. Selecting
Match Sections with Houses tries to assign sections for each house that match
each house’s course requests. If No House Enforcement is selected, houses are
not used during the walk-in scheduling process, even if houses are assigned to
students or sections.

If the student can be assigned to a team, check the Show Team box. A Team
Option should also be selected under the Enforce the following rules section of the
screen. Select Automatic Team Enforcement to assign students to sections with
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the same team assigned to both student and section. Selecting Match Sections
with Teams tries to assign sections for each house that match each house’s course
requests. If No Team Enforcement is selected, teams are not used during the walk-
in scheduling process, even if teams are assigned to students or sections.

6. If the student can select a preferred term for each course, check the Show Term
Preference box. The Check Term Preference box under the Enforce the following
rules section of the screen should also be selected to apply the preferences to the
schedule. There are two options to select from when enforcing term preferences,
Try and Must Have.

7. If wheel definitions are used during the scheduling process, check the box labeled
Using Wheels.

8. To specify which students in a specific section qualify for alternate funding such as
JTED in Arizona, check the Show Qualified Alternate Funding box. This adds an
additional column to the Classes tab in Student screen, the Section screen, and the
Student Classes screen where each student can be checked off as participating in
an alternative funding program

9. Enter the last date on which walk-in schedules may be created in the Walk-In Cut
Off box. The date must be entered in the MM/DD/YY format, or it can be selected by
clicking the Calendar [ button. This is strictly for informational purposes and does
not disable the Walk In Scheduling screen.

10. Each course is assigned to a Term in the District Course screen, and some courses
may not be offered every term. To allow student course request to override the
default term assigned to the course and select a different term for the course, check
the Show Term Override box. The term codes that can be used during the override
process must also be added by clicking the Add button in the Override Term Codes
section. Enter a number to indicate the order in which the code is displayed in the
Term Code drop-down in the Screen Order column, and select the term code from
the Override Term drop-down. The Check Term Override box under the Enforce
the following rules section of the screen should also be selected to apply the
preferences to the schedule.

11. The Use Teacher Preferences box applies any teacher preferences indicated in
student course requests to the schedule. Show Teacher Preference must be
enabled as well. There are two options to select from when enforcing teacher
preferences, Try and Must Have

12. To enforce the co-requisite requirements defined for each course in the District
Course screen, check the Check Corequisites box. If the co-requisite course is not
requested, the main course is not scheduled.

13. Select how the pre-requisites defined for each course in the District Course screen
will be checked from the Prerequisite Option drop-down list. To disregard the pre-
requisites during scheduling, select No Enforcement. If Full Enforcement (checks
CHS) is selected, the student’s course history will be checked to verify the student
has completed the pre-requisites successfully and does not schedule the course
unless the pre-requisites are met. If Schedule Requests in Prereq Order is
selected, course requests that are a pre-requisite for another request will be
scheduled in the first term of the schedule. This option is useful when creating
student schedules for an entire year or if student grades have not yet been posted
to the student’s course history. For example, if both Pre-Algebra and Algebra are
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14.

15.

16.

17.

18.

19.

20.

21.

22.

requested and Pre-Algebra is a pre-requisite of Algebra, Pre-Algebra would be
scheduled for the first semester and Algebra would be scheduled for semester 2.

The Allow Alternate Course box applies any alternate course preferences to the
schedule. Only one alternate course can be selected for each course requested.
This takes the one-to-one course alternate, and does not affect the alternates for
electives. Show Alternate Course should also be enabled for course requests.

To limit the number of students that can be assigned to a section based on the
capacity of the room assigned to the section (as entered in the School Room
screen) instead of the seat limit assigned directly to the section, check the Use
Room Seat Limit box. This is rarely used, since the class size for the section gives
more flexibility to adjust class size based on the course or teacher.

To include any term override options selected in course requests, Check Term
Override should be enabled. Also, enable Show Term Override for course
requests.

To use a student’'s term preference for a course in the schedule, enable Check
Term Preference. Also, enable Show Term Preference for course requests.
There are two options to select from when enforcing term preferences, Try and
Must Have

If some students should not be scheduled into the same class, a student restriction
can be created in the Student Schedule screen covered in Chapter 5. To use these
restrictions in scheduling, enable Check Student Restrictions.

If a student should not be scheduled in a particular teacher's class, a teacher
restriction can also be setup in the Student Schedule screen covered in Chapter 5.
To use this restriction in scheduling, enable Check Teacher Restrictions.

A House Option should also be selected under the Enforce the following rules
section of the screen if this is checked. Select Automatic House Enforcement to
assign students to sections with the same house assigned to both student and
section. Selecting Match Sections with Houses tries to assign sections for each
house that match each house’s course requests. If No House Enforcement is
selected, houses are not used during the walk-in scheduling process, even if houses
are assigned to students or sections.

A Team Option should also be selected under the Enforce the following rules
section of the screen. Select Automatic Team Enforcement to assign students to
sections with the same team assigned to both student and section. Selecting Match
Sections with Teams tries to assign sections for each house that match each
house’s course requests. If No Team Enforcement is selected, teams are not used
during the walk-in scheduling process, even if teams are assigned to students or
sections.

If a student has requested a course twice, select how these duplicate requests will
be handled from the Duplicate Course Request drop-down list. If Reject All
Duplicates is selected, none of the duplicate course requests will be schedules.
Selecting Schedule All of the Duplicates will schedule all duplicate courses, and
selecting Schedule 1 of the Duplicates will schedule only one of the duplicate
requests. This setting overrides the Duplicate Course Request setting for each
course set in the District Course screen.
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23. Max Time to Spend Per Student sets the maximum amount of time the scheduling
process tries different scheduling options for each student. The amount entered is in
seconds, and the default is .1 second. This should only be increased if a schedule
conflict indicates that max time was the reason a student was not scheduled, and it
should only be increased by .025 increments.

24. When course requests are scheduled, the Course Request Sequence sets the
order by which the requests are processed. Selecting By Course Request Priority
and By Difficulty will schedule courses first by the Schedule Priority (Core or
Elective) defined in the District Course screen and then by the difficulty of
scheduling the section. By Difficulty only schedules courses in the order of
difficulty. The difficulty is determined by the number of sections available for the
course and the number of periods in which the course is offered.

25. When assigning students to a section, the scheduling process can try to balance the
demographics of the students in each section to create a diverse group of students
in each section based on the Balance Option selected. The students in a section
may be balanced by one of the following: Balance Property, Ethnicity, Gender,
Gender and Balance Property, Gender and Ethnicity, or Total Students. The
Balance Property is the district-defined set of values used for balancing students in
classes in addition to the options pre-defined in Synergy SIS. This may be one or
more values such as ELL or SPED or Home Language. The Balance Property is
setup in the Lookup Table K12.MassSchedulelnfo.User Balance. All of the options
entered in this lookup table are used when the Balance Property is selected. The
students are assigned the corresponding Balance Code in the Schedule Request
screen.

26. You can decide how pre-schedules should be handled when the course request has
already been scheduled using the When a student is added to a Section and a
Course Request exists but is already being used. Perform the following action
field. The options are Prompt with error, which is the default, Use existing
Course Request that replaces the new request, or Create New Course Request.

27. Click the Save button at the top of the screen to save the changes.

Copyright© 2013 Edupoint Educational Systems, LLC 87



Scheduling and Course Guide Chapter Four

The House/Team/Exclusion options create the houses and teams that can be used in the
scheduling process. For complete instructions on setting up houses and teams, see the
chapter in this guide on Houses & Teams. These options also setup the Term Exclusions
Codes. The Term Exclusion Codes are used to define a group of courses so that only one
of the courses in the group may be taken in a term. For example, a school may have a rule
that only one art course may be taken in a term. All of the Art course sections would then
be assigned the same Term Exclusion Code so that only one of the Art courses would be
scheduled in a given term. To setup a term exclusion for a group of courses:

1. Click on the House/Team/Exclusion tab.

| school Scheduling Options =

Echool Hame Hopa High School Smos e HIB301

Secion Ciphgny | Courss Baguest prd Walcin Opbons | HoussiTeamiEaciusion |

Frep Same Tapche

[
B Taam B Heep Same Tapche
[ Taam C Fmap Sams Tepche

Figure 3.36 — Term Exclusion Codes Section
Enter a Code for the group of courses, and enter a Description of the group.

To add another group, click on the Add button again. To delete a group, check the
box in the X column.

5. Click the Save button at the top of the screen to save the changes.

88 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Three Scheduling and Course Guide

After the code for the group of courses has been defined, the sections to be grouped need
to be assigned the code. To assign the code for the section:

1. Gotothe Sched Section screen of an option set in Mass Scheduling.

Sched Section («

Section ID: 1-00000002 Course Title: Cheerleading Run Name: 98 Working Copy

| Current Students | Meeting Days

Section ID Course ID 4 Course Title  Staff Name 4 Room Name 4

1-00000002 PE41 | Cheerleading| |Becker A Allison| [101 |

Section Info (|| Student Seat Totals (6]

Period Begin  Period End Term Code Male Female Total Max Open Seats

1 v v|s2 v o jo o j20 20

Exclude Attendance Exclude Grading Teacher Aide Totals 6]
b b Total Max Open Seats

Instructional Minutes Override [ Using Elementary Minutes IU I IU

Restrictions

@
Grade Range Low Grade Range High Gender Restriction Credit House Team erm Exclusion™N
10 ¥||12 v v IU.SUU hd \g v
[~ No Term Override [T Exclude From Mass Scheduling
Figure 3.37 — Sched Section Screen

2. Select the group code from the Term Exclusion drop-down list.

3. Click the Save button at the top of the screen to save the changes.

P
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SCHEDULE OVERLAP

Another option can be set to determine how to check to see if a student’s course schedule
is structured so that different sections overlap in the same period. This validation can be set

at both the district level and the school level. To setup the schedule overlap validation at the
district level:

1. Go to the District Setup screen, found under Synergy SIS > System > Setup, and
click on the System tab.

Menu ¥ :i:r' | Save L | Status: Ready | @ Em *l:f'
District Setup Qr=rr Y
District Setup

Options Sys‘leml Grade Setup  TeacherWVUE  Labels = Auto-Sequence  Reports = Waivers |~ Mobile Apps
| Course Options

S
Other Options @
Discipline Type Incident Violation Display District Group History Filter
Incident b Entire Violation > All Groups for the Current Year for the Current Sch ¥
Student Notification Badge Number Update Type
lcon M Manual override of badge numk ¥

Disable Unique State Number Adult ID Update Type
| Allow Negalive Seat Totals Aulo Generale b

7|Enable Announcement Dismissal €€ Total Type
Include fees for all organizations and all ye

v|Enable historical tracking of staff in sections

V| Disable Section Locking

Auto Assign District Staff To Schools

[Vaiidate student Classes
Show Warning and Allow Data to be Saved if Student Classes Overlap v

Student Profile Report Release Statement 5] Q

Figure 3.38 — District Setup Screen
Scroll to the bottom of the screen to the Other Options section.
From the Validate Student Classes drop-down, select either Do Not Validate

Student Classes to ignore any schedule overlap, Show Error and Do Not Allow

Data to be Saved if Student Classes Overlap, or Show Warning and Allow Data
to be Saved if Student Classes Overlap.

4. Click the Save button at the top of the screen to save the changes.
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To check for class overlap setting at the school level:
1. Goto the School Setup screen, found under Synergy SIS > System > Setup.
,WH :i:r' | Save | AL | Status: Ready | @ %&“
School Setup \

School Name: Hope High School School Year: 2012-2013

Basic InfDI Options SIS Data Options  Labels | TeacherVUE

Period Definition Ol Type Information ]
Start Period End Period Homeroom Period Homeroom Meeting Day |Sch00l Type School Attendance Type
1 40 b High School | B =riog and DailyAttendapas. v

MNeeds Values
Other Info

Exclude from State Reportingjvalidate Student Classes Scheduling Options

Report Sub Schools Show Warning and Allow Data to be Saved if Student Classes C ¥ | Traditional Schedule Tracking (Defaul
7| Enable College Credit Default Locker Combination Improvement Status

Combination 1 v

Charter
Generic Teacher Aide Course @]
Course ID 4 Course Title 4 Credit Given
lTAQQQI ITe_acner A\de! From Section Credit b
Programs (]
All students enrolled in this school year are in the +| FRM program.
Programs / Needs (& ]

Language Arts (Verbal) Giftedness Show Detail
1
Mailing Permit Setup (%]
Permit City Permit State Permit Number
w

Figure 3.39 — School Setup Screen

2. From the Validate Student Classes drop-down, select either Do Not Validate
Student Classes to ignore any schedule overlap, Show Error and Do Not Allow
Data to be Saved if Student Classes Overlap, or Show Warning and Allow Data
to be Saved if Student Classes Overlap.

3. Select the desired scheduling method from the Scheduling Options drop-down:

¢ Traditional Schedule Tracking (default) — a section created for each
course/period a teacher instructs and school office staff enrolls students in the
appropriate sections manually or through mass scheduling.

e Homeroom and Associated Course Enrollments — courses defined with
associated courses (those courses expected to be taught by the homeroom
teacher) in the District Course screen. Sections are created for homeroom and
courses not taught by the homeroom teacher. School office staff enrolls
students in the appropriate sections, manually or through mass scheduling.
When the extract is generated, enrollment records are created for the sections
in a student’'s schedule as well as for those courses associated with the
homeroom course.

e Linked Sections — a section created for each course/period a teacher
instructs and the Linked Teacher field is populated with the homeroom
teacher name. When a student is enrolled in the homeroom section, an
enrolliment record is automatically created in all linked sections.
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Note: When Linked Sections is selected,
the Exclude From Link Section Process
check box displays on the Section screen.
If checked, the section will not be
automatically added to a student's schedule
when the homeroom section is added.

Click the Save button at the top of the screen to save the changes.

Change the focus and switch to another school in the district, and repeat the steps
above. The validation must be set for each school in the district, or the district-level
setting is applied.
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ELEMENTARY SCHEDULING OPTIONS

Depending on the type of scheduling option selected on the School Setup screen,

additional setup may be required to properly assign and track homerooms and linked
classes.

To configure Homeroom and Associated Course Enrollments:
1. Navigate to Synergy SIS > Course > District Course screen.

2. On the Associated Courses tab, find the desired homeroom course record.

e[ @D B [ 5
District Course

Course ID: 0400 course Title: 4th Grade

Course  Description  Year Override  Pre/Corequisite SchnmlsTeachlnd Associated Courses | }

| | add | peete |

Course ID Course Title Course Short Title jue’Always Show In Course History Add
[o400 4th Grade [4th Grade

Courses

5 g

ELAD4 4th Grade English Language Arts

j | MATO4 4th Grade Math

| SOC04 4th Grade Social Studies

j | SClo4 4th Grade Science

3. Using the chooser, add the courses associated with this homeroom course. The

homeroom teacher will be the teacher of record for these courses each time the
extract is generated.

4. Create sections for homeroom classes and any courses not taught by the

homeroom teacher such as Physical Education or Music. (Please see Chapter 8
for detailed instructions on creating sections.)

5. Enroll students in the section for each course. (Please see Chapter 8 for
detailed instructions on enrolling students in sections.)

To configure Linked Sections:
1. Navigate to Synergy SIS > Schedule > Section screen.

2. Create sections for homeroom classes and leave the Linked Staff Name field blank.

(Please see the Synergy SIS Scheduling Guide for detailed instructions on creating
sections.)

Note: Homeroom sections must be set to the period of the day as
the Homeroom defined on the School Setup screen.

Create sections for additional subjects taught.

In each new section, enter the homeroom teacher name in the Linked Staff Name
field by clicking on the arrow next to the field label.
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Note: If the teacher of record will be the same as the homeroom
teacher, leave the Linked Staff Name field blank.

Section

Section ID.  Course Title:  School Year:

| Current Student: | Student Enrollment History | Meeting Days | Additional Staff = Staff History

Section ID Course ID 4 Course Title Staff Name 4 Room Name,(Linked Staff Name 4= Wrack

I | | | 4
| Section Info |

|Rnnin Darind Fnd Darind Tarm Mnda

5. Enroll students in homeroom sections. (Please see Chapter 6 and Chapter 8 for
detailed instructions on enrolling students in sections.) When the record is saved,
an enrollment record will be created for each student in each of the linked classes
with the same enrollment date as the homeroom record.

Student Classes

Student Name: Watts, Denise A. School Adams Elementary  Status: Active Homeroom: 0015

_ Current Classes |_Class Enrollment History
Last Name: First Name Middle Name  Suffix =~ Perm D Grade Gender Track
|Watts ‘Demse Ann 976087 04 v |Female v b

|Dr0p Class, Filter and Override Options
Current Class Schedule

| penod Homeroom class | s
J"l 1 |YR |20456 |0400 4th Grade e Higgins. Susan (001504 |04 |02/17/2012 )
2 |2 |YR |20461 |PE | Physical Education I Sl | Bryant. Tom loo0 |04 |04 |l02r17/2012 |
| 3 2 |YR |20457 |ELAO4 | 4th Grade English Language Aris by Higgins. Susan (001504 |04 |02/17/2012

3 3 |YR |20462 |ART Art by Goings, Steve 0053 |04 |04 |02/17/2012
: 3 3 |YR 20458 MATO4 | 4th Grade Math hd Robinson. Debra|0015 |04 |04 | 02/17/2012
| G 4 |YR |20459 SCI04 4th Grade Science by Higgins. Susan (001504 |04 |02/17/2012
| 4 4 |YR |20463 |MUSIC |Music e Hendrix. Pat 04 |04 |02/17/2012
| 8H 5 |YR |20460 |SOC04 |4th Grade Social Studies by Higagins. Susan (001504 |04 |02/17/2012

Note: When Linked Sections is selected, the Exclude From
Link Section Process check box displays on the Section
screen. If checked, the section will not be automatically added
to a student's schedule when the homeroom section is added.
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WHEELS

Wheels are used to define sets of courses that should be scheduled during the same year.
For example, if sophomores should be scheduled for Algebra I, the wheel definition would
include both the first semester and second semester courses for Algebra Il. Or if a middle
school wanted to schedule multiple electives for all the students in 7™ grade, they might
create a wheel that would include all of the electives.

The wheels created in the Wheel Definition screen are used for both the Mass Scheduling
process and the Walk-In Scheduling process. For walk-in scheduling, sections may also be
mapped to each of the courses in the definition using the Walk-In Scheduling Wheel Def
screen. To create a wheel definition:

1. Go to the Wheel Definition screen, found under Synergy SIS > Scheduling > Setup.

[Fenue] | (A (3D (8 | 55 | e | O Az D | Shataa: P | 7 I?‘;lg
Wheel Definition T g

SChool  Soseslvesr

Courss | Descip

(b == W] i

Courss Goid Choozar |l.}|

| g =l =]

Figure 3.40 — Wheel Definition Screen

2. Click the Add button at the top of the screen, and a new screen pops-up.

( save ]) close |

Wheel Definition («

Wiheel 1D Marne

Figure 3.41 — Adding a Wheel Definition

3. Enter an abbreviation for the wheel in the Wheel ID box, and enter the full
description of the wheel in the Name box.

Click the Save button to save the new wheel.

After the definition has been created, the courses associated with the wheel need to
be added. To add the courses to the wheel, click the Chooser button.

Wheel Definition [

Echool Hope High Schoal  School Year: 3895-2811

Courses |_Descnption
Whesl ID Hame

AT Foptmors Wath .
Couree Geid (@)

S
= | 2 i

Figure 3.42 — Adding Courses to a Wheel

6. The Chooser screen pops-up. Enter all or part of the Course ID and/or Course Title
to be found, and click the Find button. A list of courses matching the criteria entered
is listed in the Search Results grid.
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oser
Course ID Course Title
[Mad] |
AddSekcted Rowis) > | AddalRow(s >> |
_ Search Resullsl
[ Find Result @ [ Selected ltems
| [ Line| |

I madn Algebra I

MA402 Algebra Il

MAA W Accel Alg Il

A4 WD Acc Algebra Il

Chapter Four

Figure 3.43 — Chooser Screen, Find Results

7. Click on a course to add, and it becomes highlighted in blue. To select multiple
courses, hold down the Shift button and click on all the courses needed. Once all of
the courses are selected, click the Add Selected Row(s)> button to add the

courses to the Selected Items grid. To add all of the courses listed, click the Add All
Row(s)>> button.

Find Seleck
Chooser

Find Criteria (6]
Course D Course Title

I [

I Add Selected Rowls) > | Add AllRowls) >= ||

| Search Result |

Find Result (] | Selected ltems
| ! % | |
M4 02 Algebra ll | MAA0
A TV Accel Alg ll

[ Acc Algebra ll

Figure 3.44 — Chooser Screen, Selected ltems

Algebra ll

8. Once all of the courses have been selected from the current search results, another
Find can be conducted by entering different criteria and clicking the Find button.
This can be repeated until all of the courses are listed in the Selected Items grid.

9. Once all of the courses are listed, click the Select button to add them to the wheel.

Find! Select ’

Chooser

Find Criteria @
Course D Course Title

Add Selected Rowls) > | AddalRowis) == |

| Search Resullsl
Find Result @

] s
MAL T2

IMAd2

Selected ltems @
\ | X | |
Accel Alg ll I MAAD

ACE Algehra I r WALD2
Trigonometry

Figure 3.45 — Chooser Screen, All Items Selected

10. The courses are added to the definition. To save the added courses to the definition,
click the Save button at the top of the screen.

Algebra |
Algebra |l
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fron]| D DD [ 5 Come Do | i | oo | an et | 25 o )
Wheel Definition |

ISchool Mope High Seheal S vean 318-3011

Coursss | Deseriplion
Whesl ID Hame
MAT1] Bophmions Walh

L e Akt |
Figure 3.46 — Courses Added to the Wheel Definition

11. To delete a course from the definition, click in the X column next to the course, and
click the Save button at the top of the screen.

To edit the Wheel ID or Name of an existing Wheel Definition:
1. Click on the Menu button at the top of the screen.

]| @A) |5 =

Edit Courseiwheel Data I

Wiew audit Detail For Wheel Definition|
Figure 3.47 — Menu Options, Wheel Definition Screen

2. Click on the Edit CourseWheel Data option.

3. The Wheel ID and Name fields turn white and the text can then be edited. Make any
changes and click the Save button at the top of the screen.

To associate sections with the courses in a wheel to be used during Walk-In Scheduling:

1. Go to the Walk-In Scheduling Wheel Def screen, found under Synergy SIS >
Schedule > Setup.

Menu:l @ @ @I‘ g;f—j | Find Undo Formm Status: Find | @ %@'
Walk-In Scheduling Wheel Def

Wheel ID:  mame:  School  Year

L Opliunsl

wheel ID Mame

Option Grid Add Shaow Detail | Q)

Figure 3.48 — Walk-In Scheduling Wheel Def Screen
2. Find the wheel definition to edit using either the Scroll buttons or Find mode.

3. Once the definition is found, click the Add button in the Option Grid to show the
courses in the existing wheel definition.

Walk-In Scheduling Wheel Def («
Wyheel ID; MAT10  name: Sophmore Math  School Hope High School  Year: 2008-2009
Opliunsl
wheel ID Marme
MAT1D |Saphmore Math e
Option Grid Add owe Detail [ (Y

Figure 3.49 — Walk-In Scheduling Wheel Def Screen, Wheel Definition
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4. Enter a name to define the sections that will be assigned to the courses in the

Option Name field, such as period 1. Multiple sets of sections may be defined as
options for each wheel.

\Z{CD \:C}) l:)}) | :‘i‘)‘ Save Endo Form Status: Ready (Update Made) ‘ @ E&j?
Walk-In Scheduling Wheel Def

Wheel ID: MAT10  name: Sophmore Math  School Hope High School  Vear: 2008-2009

s

0

Opliunsl
wheel ID Mame

|MATID |Sophmare hath
Option Grid

ol
I Feriod 1

Figure 3.50 — Walk-In Scheduling Wheel Def Screen, Option Added
Click the Save button at the top of the screen to save the option.

Add (| Show Detail |

Click on the Show Detail button to screen the courses attached to the wheel. The
courses display for the first option. To edit a different option, click on the Option
Name in the left-hand side of the screen. The currently selected option is highlighted

in blue.
Walk-In Scheduling Wheel Def («
Wheel ID: MAT10 Name: Sophmore Math  School: Hope High Sehool  Year: 2008-2009
Optionsl
Wwheel D Mame
[maTiO Sophmore Math
Option Grid [ add | Hide Detsil | &
J Option Detail |
- Period 1 Option Section Grid Q@
MA402 Algebrs | \ - ’
14240 Algebra |l

Figure 3.51 — Walk-In Scheduling Wheel Def Screen, Detailed Screen

7. Click on the gray arrow in the Section ID column next to the course and the Find:
Section screen pops-up.

( Fred s 2 Cloar Salnction
TFIa: Section

Find Criteria

%]

Section ID Beqin Period Term Code Foom Number

Iax Students Grade Range High Grade Range Low
v Il

Swarch Results |
Find Result

ol Pl [Toko B [Tt St | - [Opim Sete Gt v Fi [

Figure 3.52 — Find Section Screen

8. Enter the criteria to be used to find the section in the fields in the Find Criteria
section, and click the Find button at the top of the screen. The sections matching
the criteria entered are listed in the Find Result section. Sections can be searched

by Section ID, Begin Period, Term Code, Room Number, Max Students, Grade
Range High, and/or Grade Range Low.

Frd | cose(] seet | )dlear selection |

Find. Section

Find Criteria

Section 1D Begin Period  Term Code Room Murmher Max Students Grade Range High Grade Range Low
0140 v v |

v v

Search Resultsl
Find Result

JUMU 1 51 128 16 14 30 23 a
Figure 3.53 — Find Section Screen, Find Results
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9. Click on the section to be assigned to the course, and click the Select button at the
top of the screen. The section ID displays in the Section ID column.

':<:<) ':C:D ':):)) ;‘f“j ‘ Save ! Undo Form Status: Ready (Update Mode) | @ %
Walk-In Scheduling Wheel Def

Wheel ID: MAT10 tame: Sophmore Math  School Hope High School  Year: 2008-2009

&l

L Optiunsl

Wheel ID Narmne

{maT10 Sophrnore Math

Option Grid [ add | Hide Detail |

| Option Detail |

- Period 1 Option Section Grid @
A402 Algebra |l 11404
MA4D Algebra |l 0140«

Figure 3.54 — Walk-In Scheduling Wheel Def Screen, Sections Added

10. Save the section assignments for the highlighted option by clicking on the Save
button at the top of the screen. To return to the main screen of the screen, click the
Hide Detail button.

11. To delete a set of section assignments, click in the box in the X column next to the
option name and click the Save button at the top of the screen.

':<_() ‘:C_D |\)_>) :‘f“j ‘ Sam Unda Form Status: Ready (Updste hMode) ‘ @ % @
Walk-In Scheduling Wheel Def [«

Wheel ID: MAT10 name: Sophmore Math  School: Hope High School  Yest: 2008-2009

| Options |

Wheel ID Marne

jmaTio Sophmare Math
Option Grid | add | Show Detail |
% |
u Pariod 1

Figure 3.55 — Walk-In Scheduling Wheel Def Screen, Deleting
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TEACHER AIDES

If students will be teacher aides in courses, the best way to record teacher aide
participation is by creating a generic teacher aide district course. By using this generic
course, it is not necessary to create a duplicate section for every course that has a teacher
aide, but it will still record the student’s participation as a teacher aide in the student’s

grading record and course history.

To setup a generic Teacher Aide course:

1. Create a District Course using the instructions in the District Course section in this
chapter. Be sure to check the option Teacher Aide.

| DDA |5
District Course

Course ID- TR999 Course Title: Teacher Aide

satus reacy | ) Fn &

add | Delete |

Cour-'-E| Description  Year Override  Pre/Corequisite ~ Schools Teaching = Associated Courses | Standards  Opt In Options ~ Course Fees

Course ID Course Title Course Short Title Mandatory Inactive Always Show In Course History Add

|TA909 |Teacher Aide | v
Course Info &)
Course Duration Department College Prep Credit Max Credit Course History Type
S1-Semester 1 | |MI-Miscellaneous ¥ 0.50 0.50 M

Extended Day

V| Teacher Aide

Academic Type

v

Coliege Approved
Pass/Fail Only
Dual Credit

Distance Learning Course
Online Course
Allow School Course Title Override

Figure 3.56 — District Course Screen, Teacher Aide Course

The schools offering teacher aide positions must opt-in to the Teacher Aide course,
as outlined in the School Course Opt-In section in this chapter.

Remove Unused Opt-In Courses ‘ ] | save || undo

‘
suts oy | @ T 150

School Course Opt-in
School Name: Hope High School  School Year: 20122013
Course OptIn |
Subject Area Course D Course Short Title Course Title Short Description
b Search
Search Results Q|
‘ ki Electives. TAQ99 Teacher Aide

Figure 3.57 — School Course Screen, Teacher Aide Course

3. In the School Setup screen, add the course created as the generic Teacher Aide
course for the school by clicking on the gray arrow next to Course ID.
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.ru’.',?ﬁl
>
2l

Menuw

Status: Ready | @ Eﬁ]&é

School Setup

[

School Name: Hope High School School Year 2012-2013

Basiclnfo' Options SIS Data Options ~ Labels = TeacherVUE

Period Definition Ql Type Information Q|
Grade Selection @H Grading Options @“ Rall Over Defaults Q|
| Term Definition Add Show Detail | Q|
|Track Selection Q|
Policy Code o Q
MNeeds Values

Other Info Q|
Generic Teacher Aide Course ]
Course ID 4 Course Title 4= Credit Given

7A900|  [Teacher Aide| [From Section Credit v

Programs (]
All students enrolled in this school year are in the +| FRM program.

Programs / Needs

Language Arts (Verbal) Giftedness

Show Detail

Figure 3.58 — School Setup Screen, Generic Teacher Aide Course

4. Select the amount of credit the student will earn as a teacher’s aide from the Credit
Given drop-down. They can either earn the credit assigned to the section in which
they are a TA (From Section Credit), a percentage of this credit (Percent of
Section Credit), or a fixed amount (Fixed Credit Value). If percentage is selected,
enter the Percent in whole number (20 instead of .20). If a fixed amount is selected,

enter the Credit amount to be assigned.

5. Assign the student to the regular course section of the class in which they will be a
teacher aide, using either the Sched Section screen in Mass Scheduling or the
Section screen during regular scheduling. Check the Teacher Aide box to indicate
that the student is a teacher aide. This removes the student from the Student Seat
Totals. Also, add the number of teacher aides for the course in the Max box in the

Teacher Aide Totals section.
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|®®®|§;—j| Save| Undo| Add ‘ De\ate|

Status: Ready | @ %@l

Section

Section ID: 0150 Course Title: TrigiPre-Calc  School Year: 2012-2013

Current Stud | Student Enrollment History = Meeting Days = Additional Staff = Staff History

Instructional Minutes Override || Using Elementary Minutes Section Record Type
E

Instructional Strategy Instructional Method Category Code Override [ Distance Learning
2 2 4

[“]Independent Study

College Credit  Online Course Override State Course Override 4
]| &

Instructional Unit ID Local Master Schedule ID

Section ID Course ID 4 Course Title Siaff N\ame « Room Name
[o150 MA45WX|  [Trig/Pre-Calc [O'Neill. Patrick|

Section Info @” Student Seat Totals (@]
Begin Period  End Period Term Code Male Female  Totals Max Open Seats
K vl R ¥ [10 J12 22 32 10

Exclude Attendance Exclude Grading Attendance Type | Teacher Aide Seats Q)
inciude in Attendance v/ include in Grading | ~| Total e open Seats

Supplemental Funding Category IU 1 0

b [Grade Book Specialist [

Grade Book Specialist Group

State Reporting QD
7] Course Excluded From State Reporting

Exclude From State Reporting NCLB Core
-

Restrictions (|| Staff Contributions (J|| TeacherVUE Security (9
Grade Range Low Grade Range High Gender Restriction Credit House Responsibility Primary Staff Atiendance
+ | o | v 1000 “ |l 2 |
Team Amount Additional Staif Atiendance
v ~
Term Exclusion  [“|No Term Override || Exclude From Mass Scheduling
v
Students Chooser | ()
Q :
tude ame e ende LEERIEL ade er Date e Da cue or A
D Race/Etl Ci Cla 0 d
ding
Becknd. 943213 [Female  |White 12 oereot2 [ &l g 0O
Cook, Paul R 976107 [Male White 12 ‘08.’25.’2012 =] = v &
Done Carl B 135151 [Male White 10 logr20r2012 &l [E2 ] v [l

Figure 3.59 — Section Screen, Section

with Teacher Aide

If the student has been designated as a teacher’s aide, the Student Classes and Student
Grades screen display the section number for the course in which the student is an aide but
the Course ID and Course Name display the id and name of the Teacher Aide course. The
grade transferred to Student Course History will also be for the Teacher Aide course.

o] [ €55 | [ smue || oo

Status: Ready ‘ & &@

Student Classes
Student Name: Becklund, Joan D. School: Hope High School Status: Active Homeroom: P-25
_ Current Classes | Class Enrollment History
Last Name First Name Middle Name  Suffix  Perm ID Grade Gender
|Beckiund [soan o Joaa213 12 v Female v
‘Drop Class, Filter and Override Options Q|
Current Class Schedule Add Chooser | (3
Feriod ection|Course |Course eeting ades . - = Qualifies
: : tepeat Tag eacher [Roo D ollege Cred 0 ouse |Tea
Beg d D D tle Da ow| Hig D Aide |Class|Override [, op e
Rel Rel No
S2 1869 |NC902 [Time A 2 Time. Room 08/28/2012 ¥ B ] v 5821000 417 (=]
Hr Rel Time!
Teacher O'Neill
1 1 YR |0150 |TAcgo |(E3° v ek P25 08/28/2012 [ v &l w21 32 11 [l
& Ries.
2 82 1271 SS52W2Amer v RS, lhop 08/28/2012 [ N @B E vila2 32 B
Eunnil v Lianne
Govt
Stained Smith
3 3 Sz 1303 AR4D | oF v Christine 202 08/28/2012 ¥ B | B vi26 (26 B
I IRel

I
Figure 3.60 — Student Classes Screen

Note: This is only for teacher aides in a specific course. Separate

courses must be setup for other types of
aides that are not associated with a course.

aides such as office
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AUDIT CLASSES

If students at your school or district have the option to take a class without receiving course
credits or having the grades count towards their GPA, they can be flagged as audited
classes. When the ability to audit classes is set up, a checkbox to indicate the student is
auditing a class displays on the Student Classes screen, the Student screen, the Student
Course History screen, and the Section screen. After tagging the student class record as
audited the regular processes for scheduling, grading, updating course history, and printing
transcripts.

To allow audited classes:
1. Goto the District Setup screen, found under Synergy SIS > Schedule > Setup.

Menu~ ﬁj | save Status: Ready | @ % Al-:f@|
District Setup

District Setup

i

Options Sysleml Grade Setup  TeacherWUE | Labels = Auto-Seguence = Reports = Waivers = WMobile Apps

|Enr0|lmem Options

|f-‘~.l:|t|ress Options

| Bulk Mailing

Grading Setup

L0 C|C|

Audit Class Options
] Allow student classes to be flagged as audited
The following options determine how audited classes should be displayed in reports:

Audit Symbol Show Audit Symbol After
* Course D v

Course Options

| Other Options

| SIS Data Import Options

| Graduation Requirements

| Communication Options

100 0|ele

|F'hoto Attach

Figure 3.61 — District Course Screen, Teacher Aide Course

2. On the System tab, select the Allow student classes to be flagged as audited
checkbox to enable the audit class functionality.

3. Enter the code that will print on reports next to the audited classes in the Audit
Symbol filed. The symbol can be up to four characters long.

4. Select where to show the audit symbol in the Show Audit Symbol After field. The
selections are Course ID or Course Title.

5. Click Save.
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SECTION Lock

Sections are locked by default one the term has started. Users cannot change the term
code, period begin or end dates, course ID, or meeting days after the term has started.
This feature an be disengaged on the District Setup screen.

and Update Course History Proceses.

Caution — Edupoint does not recommend turning off the section lock
feature. Turning off this feature can cause duplications when running the
Update Grade process, and generate various errors with the Update Grades

1. Goto the District Setup screen, found under Synergy SIS > Schedule > Setup.

Options Sys‘leml Grade Setup  TeacherVUE  Labels = Auto-Sequence  Reports

Menu v/ :i!;' | Save SN | Status: Ready | & Eﬁ] él-;‘\'
District Setup = Y
District Setup

W

Waivers  Maobile Apps

| Course Options

Disable Unique State Number Adult ID Update Type
7] Allow Negative Seat Totals Aulo Generale b

7|Enable Announcement Dismissal €€ Total Type
Include fees for all organizations and all ye

v|Enable historical tracking of staff in sections

V| Disable Section Locking I

Auto Assign District Staff To Schools
Validate Student Classes
Show Warning and Allow Data to be Saved if Student Classes Overlap v

Student Profile Report Release Statement 5] Q

Figure 3.62 — District Course Screen, Other Options

9
Other Options (]
Discipline Type Incident Violation Display District Group History Filter
Incident b Entire Violation > All Groups for the Current Year for the Current Sch ¥
Student Notification Badge Number Update Type
lcon M Manual override of badge numk ¥

2. On the System tab, select the Disable Section Locking checkbox allow changes to

the section after the term has started.
3. Click Save.
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Chapter Four:
HOUSES & TEAMS

In this chapter, the following topics are covered:

>

>
>
>
>

What are Houses & Teams

How to create Houses & Teams

How to assign Houses & Teams to students

How to assign Houses & Teams to sections

How to define period restrictions for a house or team
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WHAT ARE HOUSES & TEAMS?

Houses and teams are used to keep groups of students together in the same sections or
keep sections assigned the same teacher or period. Houses are used to group students
together so they can be scheduled in the same sections. This is helpful for students that
have scheduling constraints such as ROTC or sports team members, or it can be used to
keep students together that have similar academic schedules such as AP. Teams are used
to assign sections to the same teacher, room, or period throughout the academic year.

Both students and sections can be assigned to teams and houses. Each student and each
section may only have one house and one team. Teams and houses must be evenly
matched, meaning that they must have the same number of sections assigned and the
same number of seats in each section throughout the academic year.

Students may be mass assigned to houses and teams using the Mass Assign House and
Team screen, or they may be individually assigned to houses and teams using either the
Schedule Request screen or the Walk-In Schedule screen. Once a student has been
assigned to a house and/or a team, course requests may be assigned to students in bulk
using these house and team assignments.

Sections may be assigned to teams within the Schedule Section screen from the selected
Option Set in the Schedule Control screen. All sections assigned to a house must be
assigned to the same house.

When houses are used during the scheduling process, they can be processed by one of the
following methods. The method used is selected in the option set in the Schedule Control
screen, or on the Course Request and Walk-In Options tab of the School Scheduling
Options screen for walk-in scheduling.

e Automatic House Enforcement - Students may or may not have been
assigned a Team in the Student Schedule. If a student is manually assigned to a
house in Student Schedule, houses are exactly matched with the student
assigned house. If a house is not manually assigned to a student in Student
Schedule, the schedule tries different house assignments until a positive 100%
schedule is reached for the student to a section-defined house. If a section does
not have a house assignment, then the student can be placed into that section.

e Match Sections with Houses - This option matches sections with the House
that is assigned to students within Student Schedule, and is best used when
students have been assigned a House in the Student Schedule. Houses are not
assigned to students during a schedule run. Any course that is requested that
has any section with a house assigned in that section then forces a house match
from the student to a matching section. If none are found, the reject type will be
house restriction.

¢ No House Enforcement - Students may be assighed to a House and sections
may be assigned to a House, but the scheduling process does not use the
house assignments when calculating the schedule.

When teams are used during the scheduling process, they can be processed by one of the
following methods. The method used is selected in the option set in the Schedule Control
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screen, or on the Course Request and Walk-In Options tab of the School Scheduling
Options screen for walk-in scheduling.

¢ Automatic Team Enforcement - Students may or may not have been assigned
a Team in the Student Schedule. If a student is manually assigned to a team in
Student Schedule, teams are exactly matched with the student assigned team. If
a team is not manually assigned to a student in Student Schedule, the schedule
tries different team assignments until a positive 100% schedule is reached for
the student to a section-defined team. If a section does not have a team
assignment then the student can be placed into that section

e Match Sections with Teams - All Team Logic is used. This actively enforces
assigning sections with the same Team code that is assigned to a student.
Students may be scheduled into multiple teams. All sections of the teamed
courses must be assigned a team code. Students will be scheduled into the first
team available for their schedule if they are not assigned to a team in Schedule
Request. Students who are assigned to a team (through their Schedule
Request) will be scheduled into that team.

e No Team Enforcement - Teams will not be considered during the scheduling
run. Any team assignments will not be used.

Students assigned to a team are scheduled in that team depending upon availability.
Students not assigned a team are scheduled in the first team available for their schedule.

Possible Schedule Rejections for Teams:

e Full - Other students are scheduled in the sections, or the seat count or max
total is not even for all the sections within the team.

e Team — Sections are not evenly teamed, teams are not defined correctly, or,
depending upon the team option selected, the teams may not be defined evenly
by teacher, room, and period.

Students may be scheduled in one section of the team and not the other if sections are not
available for the other course within the team or if sections are not evenly created for all
courses within the team.
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CREATING HOUSES AND TEAMS

Teams and Houses are defined for each school in the School Scheduling Options screen.
To create houses and teams:

1. Go to the School Scheduling Options screen, found under Synergy SIS > Mass
Scheduling > Setup.

2. Click on the House/Team/Exclusion tab.
School Scheduling Options &

Echool Hame Hope High School  Schoo vear: 2898-211

Section Optons | CGourss Reguesi and Walk |..-:._-§n; HoussiTeam (Exchesics | >

Taam Exchesion Codes Add =] Hesse Codas e @

Team Cesles

Figure 4.1 — School Scheduling Options Screen
3. To create a new house, click on the Add button in the House Codes section.

School Scheduling Options
Sehood Mame: Hope High Bohool  Schesl e JHO-RHA

Saction Opbions | Course Request and Wak-n Opiions: | Homse!TeamExe|usion | / N\

T Exclusion Codes #eid (=] Hoiisa Coles A

= Dplin
Figure 4.2 — School Scheduling Options Screen, Adding a House Code

4., Enter a Code for the house, and enter the full name for the house in the
Description column.

To remove a house code, click the box in the X column next to the code.

To save the changes to the house codes, click the Save button.
To create a new team, click the Add button in the Team Codes section.

School Scheduling Options
SChoo Hame: Mope High Sehool S vesr 18201

e

Sectan Ctins | Cours Raguist and Walkdn Opting | | HousalTaam/Esckesion |

I == it Gratks Hamicaim
lil_z AP Advancad Placemant
IFIE = Fuctall

Figure 4.3 — School Scheduling Options Screen, Adding a Team

8. Enter a Code for the Team, and enter the full name for the team in the Description
column.

9. Select the option to be used for the team from the Option drop-down list. Teams can
Keep Same Period, Keep Same Room, Keep Same Teacher, or Keep Same
Period and Teacher.
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School Scheduling Options [
Echool Hame Hope High School  Scheol vesr 348-2011

Section Oplons__ Courss Reguest and Wlkdn Opions | HousalTaomiEschesion |
Tarm Exchesion Codas

sl i)
,7 4 e | ith Grade Homeroom
ICE | Aduanced Plocomea
I = Foalbal

,ir o HM lHurmlmm Heap Same Preriod -

,ir ] L= | Lab Ao Krap Same Room b

,ir SRS | Phiyical Education Keep Same Teacher b

I R ROTE

Krap Same Penicd and Teacher L

Figure 4.4 — School Scheduling Options Screen, Team & House Codes

10. To remove a team code, click the box in the X column next to the code.

11. To save the changes to the team codes, click the Save button.
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INDIVIDUALLY ASSIGN HOUSE AND TEAM

To assign a house or a team to a student using the Schedule Request screen:
1. Gotothe Schedule Request screen, found under Synergy SIS > Mass Scheduling.
2. Click on the Options tab.

| Schedule Request =|
IEﬁ.l:Ierl MHam= Abbodt. B O, Dowol Hope High Sthool  Sxbiee Actws  Heorercoer 334
Lassbame @ WiddieMame Bt PermiD | Grade | Gerder  Locked b Vadsed
Wbt Bk 5 A0R4E3 K wifos ¥ (Yar ¥ Yex ¥
SchebelegUptiess D) ParesVUE keimaiion |
Loww Poiog High Period Lochoed (N FanenfVLE |ocked i Dabe
- e ey % |III-1II:I1I'NI'| 1341:m

Srmocn HoLsR Wabdaled ParmnPAIE Vakdated Dain

(dE] - Yea = 20 13100

Srrechan Tesam D

Hi1 -

Exempl Hoiisa Esampl Team

Balarca Coda

-

Figure 4.5 - Schedule Request Screen, Options Tab

3. Select the House from the Schedule House drop-down list, and select the Team
from the Schedule Team drop-down list.

4. To not use the house or team assignment during the scheduling process for this
student, check the boxes for either Exempt House or Exempt Team.

5. Click the Save button at the top of the screen to save the changes.

To assign a house or a team to a student using the Walk-In Schedule screen:
1. Go to the Walk In Schedule screen, found under Synergy SIS > Mass Scheduling.

‘ ‘ ((9 (CD ()9 | ;jﬁ | el | oo | | Print Schedule | = ?5 H = Status: Ready| @ %%@
| walk In Schedule

Student Name: Abbott, Billy C. School: Hope High School Status: Active Room Mame: 108

Il Quick Placement JRequest § Analysis = Schedule

Last Name First Name Middle Name  Suffix ~ Perm 1D Grade Gender Schedule
Abbott |Billy Ic | |905483 12 v Male v

Filter || Select the terms to schedule D
Term Stari] | Term End | | Filter Term To ScheduleAll Terms v

Drop and Enter date for class changes Q|| Quick Add &
Drop Date Enter Date Add By Group

04/24/2013 04/25/2013 v

Lock all courses ‘ Un-Lock all courses ‘ Delete Mon-Scheduled Course Request(s)

Course Request Chooser | ]
* Denotes alternate courses that were scheduled in lieu of the requested course.

* Denotes Sections associated with a Wheel course request

Scheduling Options (&)
Low Period High Period Schedule HousefSchedule Team

3 v Hsa v A 3

[[]Student Exempt From House Restrictionllj Student Exempt From Team Restrictionl

Figure 4.6 — Walk In Schedule Screen
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2. On the Request tab, scroll to the bottom of the screen. Select the House from the
Schedule House drop-down list, and select the Team from the Schedule Team
drop-down list.

3. To not use the house or team assignment during the scheduling process for this
student, check the boxes for either Student Exempt from House Restriction or
Student Exempt from Team Restriction.

4. Click the Save button at the top of the screen to save the changes.
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MASS ASSIGN HOUSE AND TEAM

To assign students to a house or team by groups of students:

1. Go to the Mass Assign House and Team screen, found under Synergy SIS > Mass

Scheduling.
Assign Form Status: Ready (Updste Mode) | @ %fﬁ
Mass Assigh House And Team e
School: Hope High School  Schaool Year: 2008-2009
_ Options |_Additional Filters
House and Team (| | Period Restrictions Q)
House Madify Only If Blank Low Period Waodify Only If Blank
. - . -
Team Modify Onby If Blank High Period Modify Onby If Blank
v o - -

Grade Filter || Gender Filter (@]
 Exclude © Include & Mat Used Gender

Grade [T
Cogranr11 2

v

—————

Students ( Chooser »
e
[ Line | | \

Figure 4.7 — Mass Assign House And Team Screen

Select either the House or Team to assign from the drop-down lists. Each house
and team should be processed separately. To clear all current assignments, select
the Clear All option.

To only update students who have not been assigned a house or team, check the
box by House or Team labeled Modify Only if Blank. To override the existing
assignments, leave these boxes blank.

Period restrictions can restrict the mass scheduling process from scheduling
students during certain periods. For more information about period restrictions,
please refer to the section in this chapter on Period Restrictions.

The house or team can be assigned by grade level using the Grade Filter. To select
which grades to assign to the house, check the boxes next to the Grades or use the
Check All €< boxes to check/uncheck all of the grades. Click the Include option
to include the selected grades in the assignment, or click the Exclude option to
assign the house or team to all grades except those selected. If grades will not be
used to filter the assignment, click Not Used.

The assignments can also be filtered by gender. Select the gender of the students
to be assigned from the Gender drop-down.

Specific students can also be selected for assignment by clicking the Chooser
button in the Students section.

The Chooser screen pops-up. Enter the information known about the students to be
assigned in the Find Criteria section, and click the Find button at the top of the
screen. The students may be found using any part of the criteria, including last
name, first name, middle name, perm ID, grade or gender. Partial information may
be used as well, such as the first letters of a last name or first name.

112

Copyright© 2013 Edupoint Educational Systems, LLC

Chapter Four



Chapter Four

Scheduling and Course Guide

F | Jelect
Chooser
Find Criteria Q)
Last Mame First Name Middle Mame  Perm D Grace Gender
v =
Add Selected Raw(s) ‘ dd All Rowls) »> |
Search Resullsl
Find Result &) Selected ltems [~
[ e | e e e e e
Kennecly
| Smith Albert | Carl 89281211 Male  |High
School
Kennety
Smith Albert  |Jason 961655 11 Male  High
School
Kennecy
Smith Albert  William |B73264(12 Male  |High
School
h Hope High
Srith Andrew | Lowell  |B74429(12 Male School
Kennecy
Smith Anthony Brandon 20704410 Male  High
School
Kennecy
Smith Anthony Randall | 80931511 Male  |High
School
Hope High
Smith Ashley  ‘Marie 82987411 Female School

Figure 4.8 — Chooser Screen, Results

9. Once the Find button is clicked, a list of students that match the criteria appears in
the Search Results section. Click on the name or names of the student(s) to add
and click the Add Selected Row(s) button to add the student(s) to the Selected
Items section. Multiple searches may be made until all students have been found
and added to the Selected Items section. Multiple rows may be selected by holding
down the Ctrl key and clicking on all the students needed. To remove a student from
the Selected Items section, click the box under X column. To add all of the students
found in the Search Results list to the Selected Items section, click the Add All

Row(s) button.

Find Select
Chooser
Find Criteria Q)
Last Name First Marme Middle Name  Perm ID Grade Gender
| | “__L__..._..___J__.‘ v -
Add Selected Row(s) > 3 add all rowis) 3> |
_ Search Results |
| Find Result =] Selected ltems [*]
e s _pom> = [ e i b P for =
Kennedy Kennedy
mith Albert  |Jason 961695 11 Male |High I Smith Albert Carl | 89251211 Male High
School School
= Kennecy
Smith Albert  |William |873264/ 12 Male  |High
School
) Hope High
Smith Andrew |Lowell  |B74425912 ale schoal
Kennedy
Smith Anthony|Brandon 207044/ 10 Male  High
School
Kennecdy
Smith Anthony|Randall 308315/ 11 Male  |High
School
. . Hope High
Smith Ashley |Marie  |229874 11 FemmESEth

Figure 4.9 — Chooser Screen, Selected Items Section

10. Once all of the students to be assigned have been selected, click the Select button
at the top of the screen to add them to the assignment.
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Assign

Form Status: Ready (Updste Mode) | & Em m

Mass Assign House And Team
School: Hope High School  School Vesr: 2008-2009
_ Options |_Additional Filters
House and Team (|| Period Restrictions (6]
House Modify Only If Blank Low Period Modify Only If Blank
Football b il A r
Team Modify Only If Blank High Period Modify Only If Blank
b | b r
Grade Filter (|| Gender Filter Q)
C Exclute © Include & Mot Used Gener
Grade[Jj) v
L= o
Students Chooser |O
([ Line] \ \
N amith, Andrew L 12 574429

Figure 4.10 — Mass Assign House and Team, Students Added

11. Student assignments can also be further refined using custom filters by clicking on

12.
13.

14.

15.

16.

the Additional Filters tab.

Mass Assigh House And Team

School: Hope High School  School Vear: 2008-2009

Options ¢ Additional Filters [) =
Conditions [ E
¢ [ Line| | \ | "

I ‘ | City (Student) v ~| | Contains DR |

Figure 4.11 — Mass Assign House And Team, Additional Filters Tab
To add another filter, click on the Add button.

Select the Property to be used to filter the assignments. Properties are student
values such as city or birth date.

The Not and Operator fields work together. Select how to evaluate the value from
the Operator field. It can be Contains, Ends With, Equal To, Greater or Equal,
Greater Than, In List, Less Than, Less Than or Equal, or Starts With. If Not is
select, it excludes all the records that match the selected operator. For example, if
the condition is that all records must contain the value entered, when not is selected
the filter will use all records that do NOT contain the value entered.

Enter the value to be compared against the records in the Property in the Value
column. For example, if the filter is assigning a house to all students from a specific
city, the Property would be set to City, the Operator would be set to Contains (in
case of inexact data entry), and the Value would be the city name.

Once all of the criteria for assignment have been entered into the screen, click the
Assign button at the top of the screen to assign the house or team to the students.

e o)

Mass Assign House And Team

School: Hepe High School  schoal vear: 2008-2009

Form Status: Ready (Update Mace) ‘ = % :m

Options |_Additional Filters

House and Team Q|| Period Restrictions Q)
House Maodify Only If Blank Lowy Period Modify Only If Blank
Football & I he I
Team Modify Only If Blank High Period Iodify Only If Blank
- r v r
Grade Filter Q|| Gender Filter Q
C Exclude C Include & Mot Used Gender
Grade Jjeld) b
CosCorC1ri2
Students [ Chooser 1@

Figure 4.12 — Mass Assign House and Team Screen
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ASSIGNING HOUSES & TEAMS TO SECTIONS

Before Houses & Teams can be assigned to sections, the Option Set must be run as
outlined in Chapter 6. To assign Houses & Teams to sections:

1. Go tothe Schedule Control screen, found under Synergy SIS > Mass Scheduling.

2. Click on the icon for the Option Set to be used.

™) &5 | Lsme |_ume |

Status: Ready | @ By l"_W[Q

Schedule Control

&«

School: Hope High School  Year 20122013

Scheduling Option Sets |

Create/Copy Option Set
Option Sets =]
ecked
g Optio g AMme pe 0 ; . D
ed ed
- MSB .
Lunch Test IU_TM Master Schedule Builder Qg 0 0
LE= Wilson 12/03/2012
Scheduling 'Lu__qyt Scheduler b R‘l 99.23% 2742 2721 - 2742 2721 2199.23%00:01:21
Rob 20:31:19
rial Run #1
Mass 03/07/2013
Scheduling 'Lu__qyt Scheduler b T1% 2748 1951 121125 2748 1951 797 71%00:03:58)
rial Run #2 o
Master
Schedule Wilson
Builder IU_T'J( Master Schedule Builder VM Q 0 0
Simulation #1
Master
Schedule User 09/23/2012 -OA-
Builder '”_WC Master Schedule Builder vAdmm % 2545 190120 3139 0| 3138 % 00:04:485]
Simulation #2
Run 1 -
Master - 01/15/2013 -2~
Eloc hedule Ty Master Schedule Builder % 2749 014:28:54 2749 o 27409 %I00:03:21
Builder
11/26/2012 -2~
rial run @ Scheduler b 7.68% 2747 211{].{:4,| a7 2747 210 2537 7.64%00:03:24|
STry 2 Ty, heduler b 99 23% 2742 2721;%23‘3812 2742 2721 2199.23%00:01:21
Figure 4.13 — Schedule Control Screen
Note — If another user has checked out the option set, you cannot edit
sections unless the Allow unchecked out users to edit sections check
— box is selected.
3. Click on the Open Schedule Section link.
[[menu~] ‘ CICIC] ‘ gg] | Lsave || unco || oetete | Status: Ready ‘ 2w
Schedule Option Set
Run Name: Try 2 Schedule Run In Progress: No
Optionsl Fill Open Periods
Currently Checked OULTO | cpony out
Last Schedule Run (|| Current Stats Q@
Date/Time Total Scheduled Rejected Optimized % Total Time Total Scheduled Rejected %
I 2742 2721 21 |99.23%
Basic Information (| Quick Links ]

Run Name|Try 2 Schedule Now

Run Description [5] @

Term to Reschedule: If blank, scheduling entire year
A

@ Open Student Schedule

==7|: Open Schedule Section

B Open School Options

@ Open Option Set Wheel

@ Open ClassBoard

Figure 4.14 — Schedule Option Set Screen

[“]Allow unchecked out users to edit sections
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either the Scroll buttons or Find mode.

I RAG ‘lg‘jj |t || uodo || agd || oekre

In the Sched Section screen that pops-up, find the sections to be assigned using

Farm Stetus: Find | f )

Sched Section

[«

Section D0 Course Title:  Run Mame.

Current Stud | Meeting Days
Section ID Course ID 4= Course Title Staff Name 4« Room Name 4
Section Info (/| Student Seat Totals Q)
Period Begin -~ Period End Term Code Male Female  Total [ERS Open Seats
3 3 3 I I I I I
Exclude Attendance Exclude Grading Teacher Aide Totals Q|
b b Total [{E=RY Open Seats
Instructional Minutes Override [~ Using Elementary Minutes | | |
Restrictions Q)
Grade Range Low Grade Range High Gender Restriction Credit House Team Term Exclusion
v v v v v v
[~ Mo Term Override [~ Exclude From Mass Scheduling
Students Chooser ‘O|
[ e |

drop-down lists.

fclc)e)

'-:,'r"
&l

Save | Undo

Figure 4.15 — Sched Section Screen

‘ ;Qdd | Deleta|

Once the section to be assigned is found, select the House and/or Team from the

Form Status: Ready (Update Moce) | @

Sched

Section

Section ID: 0001  Course Tile: Life Science  Run Name: Try 2

Current S | _MWeeting Days
Section ID Course ID 4 Course Title Staff Mame 4 Room Name 4
0001 |scazz | |Life Science| |Tofft, Robert) [120 |
Section Info (|| Student Seat Totals Q)
Period Begin - Period End Term Code Male Female  Total Iz Open Seats
n =N v ||52 v |3 |2 5 5 i
Exclude Attendance Exclude Grading Teacher Aide Totals Q)
Exclude from Attendance | |Exclude from Grading % Total Il Open Seats
Instructional Minutes Override [~ Using Elementary Minutes ID I ID
Restrictions Q)
Grade Range Low Grade Range High Gender Restriction Credit House Team Term Exclusion
v v ~ | |50.000 FB ~ | LAB v v
[~ No Term Owerride [~ Exclude Fram Mass Scheduling

Figure 4.16 — Sched Section Screen, Adding House & Team

6. Click the Save button to save the assignment. Repeat these steps for every section
that needs to be assigned a house and/or a team.
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PERIOD RESTRICTIONS

Occasionally, there may be students or a group of students that cannot be scheduled
during certain periods. For example, perhaps students participating in a work-study
program may need to have the afternoons off to participate in their work program. To
restrict the mass scheduling process from assigning classes to those students during those
periods, period restrictions can be assigned to these students.

To set the period restriction for a group of students or for all students:

1. Gotothe Mass Assign House and Team screen, found under Synergy SIS > Mass

Scheduling.
| ssion | Form Status: Reatly Update Movke) | & 2 (o
Mass Assigh House And Team («
School: Hope High Sehool  School ear: 2008-2009
| Optionsl Additional Filters
House and Team (Il Period Restrictions (]
House Modify Only I Blank Low Period Modify Only I Blank
w r w m
Team Maodify Only If Blank High Period Modify Cnlby If Blank
v r v r
Grade Filter (|| Gender Filter (&
" Exclude € Include # Mat Used Gender
Grade [T w
Coar oz
Students Chooser | @
%[ Line | | \

Figure 4.17 — Mass Assign House And Team Screen

2. In the Period Restrictions section, select the earliest period in which the students
can be scheduled from the Low Period drop-down list.

3. Select the latest period in which the students can be scheduled from the High
Period drop-down list.

4. To only update students who have not been assigned a house or team, check the
box by House or Team labeled Modify Only if Blank. To override the existing
assignments, leave these boxes blank.

5. The restrictions can be assigned by grade level using the Grade Filter. To select
which grades to restrict, check the boxes next to the Grades or use the Check All
e boxes to check/uncheck all of the grades. Click the Include option to include
the selected grades in the restrictions, or click the Exclude option to assign the
restrictions to all grades except those selected. If grades will not be used to filter the
restrictions, click Not Used.

6. The restrictions can also be filtered by gender. Select the gender of the students
from the Gender drop-down.
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Assign Form Status: Ready (Update Mode) | (=] %@
Mass Assign House And Team «

School: Hope High School  School ear: 2008-2009

_ Options |_Additional Filters

House and Team (3| | Period Restrictions (]
House Modify Onlty IF Blank LowPeriod  Modify Only If Blank
w o R r
Team Modify Only If Blank High Period  Modify Only If Blank
. - . -
Grade Filter (|| Gender Filter (&
" Exclude ¢ Include # Mat Used Gender
Grane e -
Cog o112

Students Chooser | @
% [ Line \ | \

Figure 4.18 — Mass Assign House And Team Screen

7. Specific students can also be selected by clicking the Chooser button in the
Students section.

8. The Chooser screen pops-up. Enter the information known about the students in the
Find Criteria section, and click the Find button at the top of the screen. The students
may be found using any part of the criteria, including last name, first name, middle
name, perm ID, grade or gender. Partial information may be used as well, such as
the first letters of a last name or first name.

Eelact
Ctooser
Find Criteria (@]
Last Mame First Mame Middle Name  Perm D Grade Gender
| | | 3 3
Add Sekcted Rowis) > | Add allRawis) 5> |
| Search Resultsl
Find Result ("] Selected Items ("]
e pornn) [==] B e e e e
Kennedy
Smith Albert | Carl 892812 11 Male  |High
Schoal
Kennedy
Smith Albert  |Jason  |S61695 11 Male  |High
School
Kennedy
Smith\albert  |William |873264)12 Male  |High
School

Figure 4.19 — Chooser Screen, Results

9. Once the Find button clicked, a list of students that match the criteria appears in the
Search Results section. Click on the name or names of the student(s) to add and
click the Add Selected Row(s) button to add the student(s) to the Selected Items
section. Multiple searches may be made until all students have been found and
added to the Selected Items section. Multiple rows may be selected by holding
down the Ctrl key and clicking on all the students needed. To remove a student from
the Selected Items section, click the box under X column. To add all of the students
found in the Search Results list to the Selected Items section, click the Add All
Row(s) button.
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Find Select
Chooser
Find Criteria Q)
Last Name First Marme Middle Name  Perm D Grade Gender
I I A w
Add Selected Row(s) > 3 add all Rowis) => |
_ Search Results |
| Find Result "] Selected ltems [®]
e s pom> | X g o for =
Kennedy Kennedy
mith Albert  |Jason 96169511 Male  High u Smith AlbertiCarl  |89251211 Male High
School School
= Kennecy
Smith Albert  |William |873264/12 Male  High
School
) Hope High
Smith Andrew |Lowell  |57442512 ale schoal
Kennedy
Smith Anthony|Brandon 207044 10 Male  |High
School
Kennecy
Smith Anthony|Randall | 309315/ 11 Male  |High
Schoaol
; . Hope High
Smith Ashley |Marie  |929874 11 Female Schoal

10. Once all of the students have been added to the Selected Items section, click the

Figure 4.20 — Chooser Screen, Selected ltems Section

Select button at the top of the screen.

Assign Form Status: Ready (Uptiate Wode) | = Emm
Mass Assign House And Team
Schoal: Hope High School School vear: 2008-2009
Options |_Additional Filters
House and Team (|| Period Restrictions (]
House Wodify Only If Blank Low Period Moty Only If Blank
Football v v b r
Team Modify Oy If Blank High Period Moty Only If Blank
- r - r
Grade Filter (|| Gender Filter Q)
€ Exclude € Include @ Not Used Gender
Grade [Tk, b
FosCor11raz
Students Chooser | (@
7 [[Line| [ [
|1 1 smitn, Ancrew L 12 674429

Figure 4.21 — Mass Assign House and Team, Students Added

11. The process can also be further refined using custom filters by clicking on the

Additional Filters tab.

Mass Assigh House And Team
School: Hope High Sehool  School Vear: 2008-2009
Opliunsm e
Conditions (D) )
¢ [ Line| | \ | Dt
I ‘ | City (Student) v + | | Contains v |

Figure 4.22 — Mass Assign House And Team, Additional Filters Tab
12. To add another filter, click on the Add button.

13. Select the Property to be used to filter the assignments. Properties are student
values such as city or birth date.

14. The Not and Operator fields work together. Select how to evaluate the value from
the Operator field. It can be Contains, Ends With, Equal To, Greater or Equal,
Greater Than, In List, Less Than, Less Than or Equal, or Starts With. If Not is
select, it excludes all the records that match the selected operator. For example, if
the condition is that all records must contain the value entered, when not is selected
the filter will use all records that do NOT contain the value entered.
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15. Enter the value to be compared against the records in the Property in the Value
column. For example, if the filter is assigning a house to all students from a specific
city, the Property would be set to City, the Operator would be set to Contains (in
case of inexact data entry), and the Value would be the city name.

16. Once all of the criteria for the students have been entered into the screen, click the
Assign button at the top of the screen to assign the period restrictions to the

students.
Form Status: Ready (Update Mosle) ‘ =l %@
Mass Assign House And Team

School: Hope High School  School vear: 2008-2009

Options |_Additional Filters

House and Team Q|| Period Restrictions Q)
Hoilise: Wndity Only If Blank Low Period Moty Only If Blank
Fantball v IF v r
Team Modify Only If Blank High Period Iodify Only If Blank
> r v r
Grade Filter Q| Gender Filter Q
" Exclude ¢ Include @ Mot Used Gender
[Grade e v
CosCorC1ri2

Students [ chooser ]@]

Figure 4.23 — Mass Assign House and Team Screen

To set the period restrictions for an individual student using the Schedule Request screen:

1. Goto the Schedule Request screen, found under Synergy SIS > Mass Scheduling.
2. Click on the Options tab.

Schedule Request («

Student Name: Abbott, Billy C. Schook Hope High School  Status: Active  Homeroom: 231

Regues| Options |

Last Mame First Narme Middle Mame  Suffix  Perm 1D Grade Gender  Laocked In Yalidated
[abbott [Billy Jc | Jaos453 12 v Male v Yes v||Ves v
Scheduling Options (3| PXP Information (%
Low Period High Period AP Locked In PP Locked In Date
b b Yes ~ | |04/03/2009 13:41.00
Schedule House ‘alidated PP validated Date
FB b Yes b IDMDSQDDQ 13:41:00
Schedule Team
Hi v

Exempt House Exernpt Team
r r
Balance Code

Figure 4.24 - Schedule Request Screen, Options Tab

3. Select the earliest period in which the student can be scheduled from the Low
Period drop-down list.

4. Select the latest period in which the student can be scheduled from the High Period
drop-down list.

5. Click the Save button at the top of the screen to save the changes.
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To set the period restrictions for an individual student using the Walk-In Schedule screen:
1. Go to the Walk In Schedule screen, found under Synergy SIS > Mass Scheduling.

‘ | ((9 (CD (9 ;iz} Save | Undo | | Print Schedule | = ;:5 u ® ciatne: Ready | [ %%@‘
Walk In Schedule

Student Name: Abbott, Billy C. School: Hope High School Status: Active Room MName: 108

l_Quick Placement IRequestI;’-‘xnaI\'sis Schedule

Last Name First Name Middle Name  Suffix Perm ID Grade Gender schedule
Apbott |Billy lc | |905483 12 v |Male v
Filter (|| Select the terms to schedule Q)
Term Start] +| Term End | | Filter Term To ScheduleAll Terms v
Drop and Enter date for class changes ] Quick Add Q)
Drop Date Enter Date Add By Group
04/24/2013 04/25/2013 v
Lock &ll courses | Un-Lock all courses | Delete Mon-5cheduled Course Request(s)
Course Request Chooser | ]
* Denotes alternate courses that were scheduled in lieu of the requested course.
= Denotes Sections associated with a Wheel course request
Scheduling Options @
Low Period High Period Schedule House Schedule Team
v v IHsA vl A v

[[]student Exempt From House Restriction [] Student Exempt From Team Restriction
Figure 4.25 — Walk In Schedule Screen

2. On the Request tab, scroll to the bottom of the screen. Select the earliest period in
which the student can be scheduled from the Low Period drop-down list.

3. Select the latest period in which the student can be scheduled from the High Period
drop-down list.

4. Click the Save button at the top of the screen to save the changes.
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Chapter Five:
COURSE REQUESTS

In this chapter, the following topics are covered:
» The three methods for entering course requests
» How to mass assign course requests
» How to individually assign course requests

» How students and parents can make their own course requests
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Course requests can be entered into Synergy SIS three ways. They can be assigned to
students in bulk based on a student’'s gender, grade level, house, or team using the Mass
Assign Course Requests screen. Requests can also be entered individually for each
student using the Schedule Request screen. Finally, students and parents can make course
requests using the PARENTVUE & STUDENTVUE software.

Mass assignment is generally used when the majority of students in a grade are required to
take a set of core courses. It can also be used to assign a set of courses to a group of
students based on grade, gender, house, or team. If a course is discontinued in the midst of
the scheduling process or replaced by a different course offering, the mass assignment
function can quickly correct all requests for the discontinued or changed course.

Entering requests for an individual student is helpful when students are allowed a choice of
required or elective courses. Editing course requests is also most easily done on an
individual student basis.

If the school or district is using the PARENTVUE & STUDENTVUE software, students can
enter their selection of electives themselves, which can increase data accuracy and reduce
the data entry required by staff.
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MASS ASSIGN COURSE REQUESTS

To mass assign course requests:

1. Go to the Mass Assign Course Requests screen, found under Synergy SIS > Mass

Scheduling.

@D

.-:iﬁ | Find Delete | Replace Courses |

Status: Find | @ % &{

Mass Assign Course Reguests

Name:

| Mass Assign | Selected Students | Other Info

Name

[[lInclude In Quick Assign Groups

["] Allow Duplicate Course Reguests

Courses To Add Chooser | | | Courses To Find and _
Filter Options
Gender (]
Gender
w
Grade (6]
") Exclude () Include ) Notused
[Grade el |
Ly PEEI. e . « Disabiiy
[“IPreschool - Speech/Language Delay [Cvisual Impairment
[CI Traumatic Brain Injury ["1severe Mental Retardation
[CInMultiple Disabilities - Severe Sensory Impairment
[_| Orthopedic Impairment

Figure 5.1 — Mass Assign Course Requests Screen

Click the Add button to define a group of courses that can be assigned to students.
These groups are available for every school year and can be re-used each year.

A new Mass Assign Course Requests screen pops-up. Enter a Name for the group

of courses.

Save Close

Mass Assign Course Requests &

Name

Include In Quick Assign Groups

Allow Duplicate Course Requests
Figure 5.2 — Mass Assign Course Requests Screen, Adding

To also define this group of courses as a Quick Assign Group, check the box
labeled Include in Quick Assign Groups. Quick Assign Groups can be used with
the Schedule Request, Schedule Student, and Walk-In Schedule views to quickly

assign a group of courses to an individual student.
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5. The Allow Duplicate Course Requests box allows this group to assign duplicates
The log notes which duplicates have been assigned.

Note — The duplicate course request comparison is based on what
courses the student is currently assigned. Duplicate course requests
can still be assigned to students at one time without selecting this
option if the student does not have the course to add as an existing
request.

Click the Save button to save the new group.
To add the courses, click the Chooser button in the Courses To Add section.

8. To search for the course by the course ID or the course title, enter this information in
the appropriate fields of the Find Criteria section and click the Find button.

9. All courses matching the search criteria entered appear in the Find Result grid.

Find | Select
Chooser
Find Criteria
Course 1D Course Title
Add SelectedRom(s) = | addAlRon(s) 2> |
~Search Results |
Find Result [%] | Selacted ltems Q ‘
\ 555 tine) \ |
. ||ENDSIC Sth Eng-Corr
L ZENDS2C 9th Eng-Corr
L =|ENDSCC 9th Eng Corr
L BN Beginning Esl
L |EN112 Beginning Esl
[EEF Intermed Esl
R EHE Inter Esi{Lang)
[ EEE Fund Eng |
L =|EN32 Fund Eng Il
L |EN33 Prin Eng |
|| Ensac Cc-POfE|
| |EN34 Prin Eng Il
EEEE Co-POfEN
[IEE Enasw AA GOp
[ EE AA GOp
[ Ema0 Shakespeare
BN Cr Think&writ
L G| EN42C Cc-Short Storie
5| ENd4 Creative Wrt
| Z0|ENd5 Col Prep Wit
123

Figure 5.3 — Chooser Screen, Find Result Grid

10. If the desired course is not shown in the first grid, click a page number at the bottom
of the Find Result grid to display the next page of courses.

11. Click the Line number of the row containing the desired course. The course is
highlighted.

12. Click the Add Selected Row(s)> button.

13. The course is moved from the Find Result grid to the Selected Items grid. Multiple
courses may be selected by continuing to highlight the courses and clicking the Add
Selected Rows button. To select multiple courses, on the same page, at the same
time, hold down the Ctrl key while clicking and highlighting the courses. To add all
courses listed, click the Add All Row(s)>> button.
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Find Select
Chooser
Find Criteria
Course 1D Course Title
| |

< Add Selected Row(s) = |> Acd all Rowis) >> |
_ Search Resultsl
Find Result ] Selected ltems "]
| | % |

[ ENDaic ath Eng-Corr nl EM31 Fund Eng |
[P Ena2C Sth Eng-Carr ' EN2 Fund Eng I
[E|EnDsce 9th Eng Carr
[ 4[ER Beginning Esl
ez Beginning Esl
e S Intermed Esl
[ ENz12 Inter Esl{Lang)
[ SRR Fund Eng |
N Ena2 Fund Eng II
I EEE Prin Eng |

Figure 5.4 — Chooser Screen, Selected Items Grid

14. When all of the courses have been added to the Selected Items grid, click the
Select button at the top of the screen and the courses will be added to the group.

‘ '<:<) ':C:D ':>}) ‘ :ig Save | Undo | Add ‘ Delete | Replace Courses ‘ Status: Ready | @ %&!
Mass Assign Course Requests l

Name: 10th Grade Regular Core

| Mass Assign I Selected Students ~ Other Info
Name
10th Grade Regular Core

v|Include In Quick Assign Groups
Allow Duplicate Course Reguests

Courses To Add [ chooser || | Courses To Find and Replace [ chooser |@
X | | Lock] W | Line | |

ENS1 Lit Explor b

3551 Am Govt b/

SC492  |Biology M

MA312  |Alt Geom 2nd Sm b

EN33 Prin Eng | b

AR41 Beqg Ceramics b

1S322  Driver Educ M

15321 Driver Educ ™

SC49  Biology >

MA402  |Algebra Il b

Figure 5.5 — Mass Assign Course Requests Screen, Courses Added

15. To select a specific term for which the course should be assigned, select it from the
Preferred Term drop-down list.

16. To lock the courses so that students or parents cannot remove the course from the
request list in the ParentVUE & StudentVUE software, check the Lock box.

17.If the pre-requisite courses defined in the District Course screen for each course
should not be enforced, check the box Pre-req Not Required.

18. Click the Save button at the top of the screen to save the course group.

19. To delete a course from the list, check the box in the X column and click the Save
button at the top of the screen. To delete an entire group, first delete all of the
courses then click the Delete button at the top of the screen.
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Once the group of courses has been created, the next step is to select the criteria used to
assign the courses to students. Students may be selected by gender, grade, house, or
team, or individual students may be selected. All selected filters are added together, so the
students assigned must match all criteria entered. To select the filter options:

1. On the Mass Assign tab of the screen, courses may be assigned by Gender by
selecting the student’s gender from the drop-down list.

2. To assign courses by grade level, check the boxes next to the Grades or use the
Check All 2«1 boxes to check/uncheck all of the grades. Click the Include option
to include the selected grades in the assignment, or click the Exclude option to
assign the house or team to all grades except those selected. If grades will not be
used to filter the assignment, click Not Used.

3. To assign courses by house, check the boxes next to the House or use the Check
All Ei=1 boxes to check/uncheck all of the houses. Click the Include option to
include the selected houses in the assignment, or click the Exclude option to assign
the course to all houses except those selected. If houses will not be used to filter the
assignment, click Not Used.

4. To assign courses by team, check the boxes next to the Team or use the Check All
=) boxes to check/uncheck all of the teams. Click the Include option to include
the selected teams in the assignment, or click the Exclude option to assign the
course to all teams except those selected. If teams will not be used to filter the
assignment, click Not Used.

5. To assign courses by ELL Status, check the boxes next to the ELL_Level or use
the Check All i< boxes to check/uncheck all of the ELL Levels. Click the Include
option to include the selected ELL Levels in the assignment, or click the Exclude
option to assign the course to all ELL Levels except those selected. If ELL Levels
will not be used to filter the assignment, click Not Used.

6. To assign courses by Gate Status, check the boxes next to the Gate Code or use
the Check All 21 boxes to check/uncheck all of the Gate Codes. Click the
Include option to include the selected Gate Codes in the assignment, or click the
Exclude option to assign the course to all Gate Codes except those selected. If
Gate Codes will not be used to filter the assignment, click Not Used.

7. To assign courses by Student Group, check the boxes next to the Student Group
or use the Check All &< boxes to check/uncheck all of the Student Groups. Click
the Include option to include the selected Student Groups in the assignment, or
click the Exclude option to assign the course to all Student Groups except those
selected. If Student Groups will not be used to filter the assignment, click Not Used.

8. To assign courses by Special Ed Student Services, check the boxes next to the
Special Ed Student Services or use the Check All 2 boxes to check/uncheck
all of the Special Ed Student Services. Click the Include option to include the
selected Special Ed Student Services in the assignment, or click the Exclude option
to assign the course to all Special Ed Student Services except those selected. If
Special Ed Student Services will not be used to filter the assignment, click Not
Used.

9. Click the Save button at the top of the screen to save the changes. The filter options
entered are not used when using the Quick Assign Groups function in other views.
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10. To assign the group of courses to specific students, click on the Selected Students

tab.

| QDI |5

Save | Undo ‘ Add | Delete | Replace Courses | Status: Ready ‘ @ %E@

Mass Assign Course Requests Pl Bl T

Name: 10th Grade Regular Core

Mass Assign  Selected Students I Other Info

Name
10th Grade Regular Core

V! Include In Quick Assign Groups

Allow Duplicate Course Requests

Selected Students [ Chooser | @

([ ting

NOTE: The selections in the Student Condition Filter grid are treated like an 'and' condition to the results of the Mass Assign tab

Student Condition Filter [

add | @

[ Line | | | |

Figure 5.6 — Mass Assign Course Requests Screen, Selected Students Tab

11. Click the Chooser button to select the students, and the Chooser screen pops-up.

12. Enter the information known about the students in the Find Criteria section, and click
the Find button at the top of the screen. The students may be found using any part
of the criteria, including last name, first name, middle name, perm ID, grade or
gender. Partial information may be used as well, such as the first letters of a last

name or first name.

= i\ect
oser
Find Criteria (@
Last Name First Mame Middle Name  Perm ID Grade Gender
I I I = d
AddSelected Rowls) > | Add AlRow(s) = |
Search Resultsl
Find Result %) Selected ltems (&)
R pom) = %] e e e
Kenney
Smithl Albert  |Carl 92512 1 Male  |High
School
Kennecdy
Smith|Albert  |Jason  |961695 11 Male  |High
School
Kennedy
Smith| Albert  |William 573264 12 Male  |High
School
Hope High
Srnith| Andrew |Lowell 874428 12 Male Sehoal
Kennedy
Smith|Anthory Brandon|207044 10 Male |High
School
Kennedy
Smith|Anthory Randall (909315 11 Male |High
School
) Hope High
Smith|Ashley |Marie 929874 11 Female| School

Figure 5.7 — Chooser Screen, Results

13. Once the Find button clicked, a list of students that match the criteria appears in the
Search Results section. Click on the name or names of the student(s) to add and
click the Add Selected Row(s) button to add the student(s) to the Selected Items
section. Multiple searches may be made until all students have been found and
added to the Selected Items section. Multiple rows may be selected by holding
down the Ctrl key and clicking on all the students needed. To remove a student from
the Selected Items section, click the box under X column. To add all of the students
found in the Search Results list to the Selected Items section, click the Add All

Row(s) button.
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Find Select
Chooser
Find Criteria Q)
Last Name First Marme Middle Name  Perm D Grade Gender
I I A w
Add Selected Row(s) > 3 add all Rowis) => |
_ Search Results |
| Find Result "] Selected ltems [®]
N pom = e e i R P for =
Kennedy Kennedy
mith Albert  |Jason 96169511 Male  High u Smith AlbertiCarl  |89251211 Male High
School School
= Kennecy
Smith Albert  |William |873264/12 Male  High
School
) Hope High
Smith Andrew |Lowell  |57442512 ale schoal
Kennedy
Smith Anthony|Brandon 207044 10 Male  |High
School
Kennecy
Smith Anthony|Randall | 309315/ 11 Male  |High
Schoaol
; . Hope High
Smith Ashley |Marie  |929874 11 Female Schoal

Figure 5.8 — Chooser Screen, Selected Items Section

14. To add a student condition filter, click Add on the Student Condition Filter grid. A
new line is added to the grid.

‘ @D ‘ = ‘ save | Undo | add | pelete | Repiace courses status: reacy | & Bop 2@
Mass Assign Course Requests A=l e

Name: 10th Grade Regular Core

Mass Assign  Selected Students | Other Info
Name

|10th Grade Regular Core
vlinclude In Quick Assign Groups

Allow Duplicate Course Requesis

Selected Students Chooser | (|
7 [ ine]

[ Anbot. Billy © 12 905483
NOTE: The selections in the Student Condition Filier grid are treated like an 'and' condition to the results of the Mass Assign tab.
Student Condition Filter Aol | Q)
5 Line] \ \ | \

[T] @ |newTous (Student IL) v v Equal ~ [true

Figure 5.9 — Mass Assign Course Requests Screen, Student Condition Filter grid

15. Select a Property Name, an Operator, and a Value in the new row.
16. Click Save.

Note — The selections made in the Student Condition Filter grid are
applied in addition to any filters and conditions set on the Mass
Assign tab of the Mass Assign Course Requests screen. The filters
and conditions set on the Mass Assign tab are applied first, and the
filter set in the Student Condition Filter is applied to the results.

17. Once all of the students to be assigned have been selected, click the Select button
at the top of the screen to add them to the Selected Students section.
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| ((9 (CD (9 :i':; | Save | Undo | Add | Delete | Replace Courses Status: Ready | @ %&!
Mass Assign Course Requests are=rr iy

Name: Close out Jewelry move to Photo

Mass Assign | Selected Students = Other Info
Name
Close out Jewelry move to Photo

Include In Quick Assign Groups

Allow Duplicate Course Requests

Courses To Add | Chooser \ (3| | Courses To Find and Replace | Chooser | (%]
* | | [ Lock S |
AR32 Beg Photo v ARS4 Beg Jewelry

Figure 5.10 — Mass Assign Course Requests Screen, Selected Students Tab

18. Click the Save button at the top of the screen to save the students. To remove a
student from the list, check the box in the X column.

19. To run the assignment once all of the filter options have been selected, click the
Replace Courses button at the top of the screen.

‘ (‘9 (CD ()D =zl Save | Undo | Add | Delete |I Replace Courses I Status: Ready | @ %&5
Mass Assign Course Requests [

MName: 10th Grade Regular Core

| Mass Assign | Selected Students | Other Info
Name
10th Grade Regular Core

V]|Include In Quick Assign Groups
Allow Duplicate Course Requests

Courses To Add | Chooser |O Courses To Find and Replace | Chooser |0
% | [Lock| | R |

ENS51 Lit Explor >

5551 Am Gowt M

Figure 5.11 — Mass Assign Course Requests Screen

To include a description of the course grouping to help others understand the purpose of
the group:

1. Click on the Other Info tab.

| (49 (CD (9 | :i'} Save | Undo | Add | Delete | Replace Courses Status: Ready | @ %ﬁ@
Mass Assign Course Requests =t Y

Name: 10th Grade Regular Core

Mass Assign  Selected Students IO‘lher Infol
e

Name:
10th Grade Reqular Core

V| Include In Quick Assign Groups
Allow Duplicate Course Requesis

Description 5]

Figure 5.12 — Mass Assign Course Requests Screen, Other Info Tab
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2. Enter a description of the group in the Descriptiobox. The description may also
be checked for spelling by clicking the Spell Check ~ button.

3. Click the Save button at the top of the screen to save the changes.
To replace an existing course request with a new course:
1. Create a new course request group as outlined above.
2. Select the new course using the Chooser screen in the Courses to Add section.

| k@ (CD \’9 ﬁj | Save | Undo | Add | Delete | Replace Courses | Status: Ready | % E&je‘:ﬁm‘"
Mass Assign Course Requests ar=ralm iy

Name: Close out Jewelry move to Photo

Mass Assign | Selected Students = Other Info
Name
Close out Jewelry move to Photo

Include In Quick Assign Groups

Allow Duplicate Course Reguests

Courses To Add [ chooser | @| | Courses To Find and Replace [ chooser | @
X | | [ Lock | HES |
AR32 Beg Photo w ARS4 Beq Jewelry

Figure 5.13 — Mass Assign Course Requests Screen, Replacing Courses

3. Select the course to be removed using the Chooser screen in the Courses To Find
and Replace section.

4. Click the Replace Courses button at the top of the screen.
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INDIVIDUALLY ASSIGN COURSE REQUESTS

Courses can be assigned for individual students in several locations: the Schedule Request
screen, the Student Schedule screen with the option set in the Schedule Control screen,
and the Walk-In Schedule screen. The options available for course assignment in these
views are based on the configuration selected on the Course Request and Walk In Options
tab of the School Scheduling Options screen. For more information about the School
Scheduling Options screen, please refer to the section in Chapter 3 of this guide.

To modify an individual student’s course requests using the Schedule Request screen:
1. Gotothe Schedule Request screen, found under Synergy SIS > Mass Scheduling.

|®@®|§|HM k‘!‘"5‘.tatu5Reaﬂy|‘%‘g %@@
Schedule Request
Student Name: Zipperer, Russell L. School: Hope High School  Status: Active Homercom: No Room
Reques1s| Restrictions | Options
Last Name First Name Middle Name  Suffix  Perm ID Grade Gender  LockedIn
[[zipperer [Russel L 874072 12 v Male v No v
Validated
No v
Quick Add Q@
Add By Group| v
Student Requests Chooser ()
e|Course ID|Course Title  |Preferred Te erm Override  |Repeat Tag eacher| ., .. 'I' : "'_" =
MA45W2 Pre-Calculu " v s - [l &
NC912 |Rt 1st Per 3 3 s - B B
NCO22 |Rt2nd Per v v Ve |e B &
INC962 |Ri6th Per N e Y= L ] ]
SC81  |Physics by b ¥ - - I} 0
5SC812  |Physics v " ¥ & - | [
5891  |Am Govt b b v @ - [ m

Alternates for Electives Chooser |

erred Prio purse 1D

Figure 5.14 — Schedule Request Screen

2. To assign the student all of the courses included in a Quick Assign Group, select the
group name from the Add By Group drop-down list.

To add courses manually, click the Chooser button.

To search for the course by the course ID or the course title, enter this information in
the appropriate fields of the Find Criteria section and click the Find button.

5. All courses matching the search criteria entered appear in the Find Result grid.
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Find | Select
Chooser
Find Criteria
Course 1D Course Title
| I
Add SelectedRom(s) = | addAlRon(s) 2> |
~Search Results |
Find Result [%] | Selacted ltems Q ‘
\ [ [ Line \ |
. ||ENDSIC 9th Eng-Corr
| ZENDS2C 9th Eng-Corr
L =|ENDBCC 9th Eng Corr
L BN Beginning Esl
I E|ENT1Z Beginning Esl
[EEF Intermed Esl
R EHE Inter Esi{Lang)
[ EEE Fund Eng |
L =|EN32 Fund Eng Il
L |EN33 Prin Eng |
|| Ensac Cc-POfE|
| |EN34 Prin Eng Il
[ Enaac CcP OTE N
N EER AA BOp
S EEE A4 S0p
5| EN4D Shakespeare
BN Cr Thinké&writ
L G| EN42C Cc-Short Storie
5| ENd4 Creative Wrt
| Z0|ENd5 Col Prep Wit
123

Figure 5.15 — Chooser Screen, Find Result Grid

6. If the desired course is not shown in the first grid, click a page number at the
bottom of the Find Result grid to display the next page of courses.

7. Click the Line number of the row containing the desired course. The course is
highlighted in blue.

Click the Add Selected Row(s)> button.

The course is moved from the Find Result grid to the Selected Items grid. Multiple
courses may be selected by continuing to highlight the courses and clicking the Add
Selected Rows button. To select multiple courses at a time, hold down the Ctrl key
while clicking and highlighting the courses. To add all courses listed, click the Add
All Row(s)>> button.

Chooser
Find Criteria
Course D Course Title
| |
< dd Selected Row(s) = |> Acdd all Rowis) >> |
_ Search Results |
Find Result ] Selected ltems %]
| | % |
[ END9IC ath Eng-Corr ' EM31 Fund Eng |
[ END92C 9th Eng-Corr 'l ENGZ Fund Eng I
[ Ennace 9th Eng Corr
[ ENTT Beginning Esl
| ENT12 Beginning Esl
e S Intermed Esl
N EE Inter Esl{Lang)
[ SRR Fund Eng |
I Ena2 Fund Eng Il
I EEE Prin Eng |

Figure 5.16 — Chooser Screen, Selected Items Grid

10. When all of the courses have been added to the Selected Items grid, click the
Select button at the top of the screen and the courses are added to the Course
Requests grid.
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|®®®|§‘£M k‘!.-)Statu:;:Reaﬂy|E@ %@'@
Schedule Request
Student Name: Zipperer, Russell L. School: Hope High School Status: Active  Homeroom: No Room
| Requesisl Restrictions = Options
Last Name First Name Middle Name  Sufiix ~ Perm ID Grade Gender  Locked In
[zipperer |Russel L 874972 12 v Male ¥ No ¥
Validated
No v
Quick Add &
Add By Group v
Student Requests Chooser | (J
purse ID|Course Title |Preferred Te erm Override  |Repeat Tag '.' S 'II"'II' : '.""
MA45W2|Pre-Calculu v v v« - | |
NCO12 |Rt1stPer v v v e - ] B
NCO22 |Rt2nd Per b v | - B &
INCOB2 |REGth Per v v v e - | B
SC81  |Physics v h/ +« - [} a
:5C812 |Physics v b * - @ O
83851  |Am Govt e ' Y|« - ] ]

Alternates for Electives Chooser | ()

Figure 5.17 — Schedule Request Screen

11. If the student can select in which term they would like to take the course, select the
Preferred Term from the drop-down list.

12. To allow the student to attend the class for a term other than the one indicated in the
sections created in the master schedule, select the term from the Term Override
drop-down list.

13. If the student is repeating the course, select the reason they need to repeat it from
the Repeat Tag drop-down list.

14.If a teacher preference can be indicated, click on the gray arrow in the Teacher
column and select a teacher using the Find Staff screen.

15. To select a course to be used in the schedule if the selected course will fit the
student’s schedule, click on the gray arrow in the Alternate Course column and
select a course using the Find Course screen.

16. If the pre-requisite courses defined in the District Course screen for each course
should not be enforced, check the box in the Pre-Req Not Required column.

17.To prevent the student or parent from changing the requested course in the
PARENTVUE & STUDENTVUE software, check the box in the Course Request Lock
column.

18. Several courses may also be added to the Alternates for Electives section using
the Chooser screen as outlined above.

Alternates for Electives Chooser | ()
[[une[  PreferreaPrioty [  cowsew  -[  CowseTtle -
’iﬁ ! PE42 Pom Pom

IF1E - 5576 Psychology |

= EE Enga Paperhack Lit

Figure 5.18 — Alternates for Electives
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19. Once the Alternate courses have been added, indicate the order in which the
courses should be used in the Preferred Priority column.

20. Click the Save button at the top of the screen to save the changes.
21. Additional options may be set on the Options tab of the Schedule Request screen.

Schedule Reguest

Efucent Hame AbDott. Bailly C. Scrool Hope High School  Staim Actes  Hemarcser 311
Lass Mame Firs! hame Wirdie Mame Bt Pe=m I Grade Cendes Locked in Validated
Aot Bk i< 2 ICAER] 12 SiMae % iYas  SHYar W
[T —— 1] ParsssVUE isfeemation

oo Pesnicad High Pesica ocked In Parer@VLE Locked in Dabe

- ves | (DD 13:41.00
Srhedian Holks akdalnd FarmnRAIE Vakdated Daie
Fa = Yed = A0 X100

Srreakin Team
HK -

Figure 5.19 — Schedule Request Screen, Options Tab

22. The Low Period and the High Period indicates the Period Restrictions to be used
when scheduling the student. The Schedule House and Schedule Team options,
as well as the Exempt House and Exempt Team boxes, control the house and
team options used. For more information about these options, please see Chapter 4
in this guide.

23. The Balance Code is the district-defined set of values used for balancing students
in classes in addition to the options pre-defined in Synergy SIS. This may be one or
more values such as ELL or SPED or Home Language. The Balance Code is setup
in the Lookup Table K12.MassSchedulelnfo.User Balance. Select which code
should be assigned to this student, balancing the sections.

24. The PXP Information section controls the status of the student requests submitted
through the PARENTVUE & STUDENTVUE software. For more information on
managing these requests, please see the Synergy SIS - PARENTVUE &
STUDENTVUE Administrator Guide.

25. Click the Save button at the top of the screen to save the changes.

Note — Students may not be pre-scheduled using the Schedule
Request screen. When a student is pre-scheduled, a section is
manually assigned to the student course request and the request is
exempt from the Mass Scheduling process.
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To modify an individual student’s course requests using the Schedule Control screen:
1. Gotothe Schedule Control screen, found under Synergy SIS > Mass Scheduling.

2. Click on the icon for the Option Set to be used.
Schedule Control [«

School: Hope High Scheol vear: 2009-2010

Scheduling Option Setsl

Create/Capy Option Set

Option Sets %)

Master Test | g WESTEISEHEI ~| | Wilson, Rob 1} 0 0

Try 2

First Try 7 | | Wilson, Rob 99.23% 2742 2721(12/07/2009 20:31:19 | 2742 2T 211 99.23% 000121
[
T

~| | ilson, Rob 97.16% 2742 2664|10/20/2009 17:94:42 | 2742 2664 78 97.16% 00:00:31

s

Figure 5.20 — Schedule Control Screen
3. Click on the Open Student Schedule link.
7‘@®®‘§|EM@ %{mﬂeaﬂy‘-@ﬁ\
Schedule Option Set

Run Name: Try 2 Schedule Run In Progress: No

0p|.ions| Fill Open Periods
Currently Checked OUtTO | chony out

Last Schedule Run (|| Current Stats Q@
Date/Time Total Scheduled Rejected Optimized % Total Time Total Scheduled Rejected %

| | | | | | | 2ra2]| 2721 21 [99.23%
Basic Information (| Quick Links Q@
Run Name|Try 2 Schedule Now @ Open Student Schedule |
Run Description [§%] @ 223 Open Schedule Section [“]Allow unchecked out users fo edit sections

& Open School Options
@ Open Option Set Wheel
@ Open ClassBoard
Term to Reschedule: If blank. scheduling entire vear
Figure 5.21 — Schedule Option Set Screen
4. Requests can be added and modified on the Requests tab of the Schedule Student
screen in just the same fashion as through the Schedule Requests screen outlined

above. However, note that courses may also be assigned a pre-scheduled section
in this screen once the option set has been run.

BID| 5 | || _segonnci | _contetee | Ay b Py | 8
Schedule Student

Student Hama: Abkar, Billy & 2o Run Hawe: Trp 2

|/ Rogueats | fnakysis | Schaduk

Ll Name First Hame Midde Name  Suffc  Perm D Graos Ganger Scheckin

[Azton By C EEL] 12 * [k =

Elecine (Low) - AR41+ | Bea Ceamics [ 0206 - Beq Jewsiry ¥+ X
Frin Ena il Cove Hign] - - r & X
Eng (R Le Cove High] - - r & X
Frinkgrac Eron Eleciive (Low) - - [ & M
1 o Fer Elecine Low) - - r + X
it t Fer Elecine (Low) - - r & X
1 6 Far Elerine (Low) - - r & X
i & Fer Eleciive (Low) - - [ & M
Inlermedizte Arang Elecine (Low) - - [ + X

* Denoles Vhes Courss Fequests

[ o—
ILow Peviod High Period  Sehedule House Schedule Team
- «|Fa | H -

| Efudent Exempt From House: Resiriction
| Shacend Exgmga From Team Resinclion
Balarce Code

-

Figure 5.22 — Schedule Student Screen
5. Click the Save button at the top of the screen to save the changes.
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To modify an individual student’s course requests using the Request tab on the Walk In
Schedule screen:

1. Go to the Walk In Schedule screen, found under Synergy SIS > Mass Scheduling
or Synergy SIS > Schedule.

| @ @ @ | :‘;3 | ESS | Lt ‘ | T @ stotus: Ready | & %%!
Walk In Schedule [

Student Name: Zipperer, Russell L. School: Hope High School  Status: Active  Room Name: No Room

Quick Placement I Requesll Analysis = Schedule
Last Name First Name Middle Name ~ Suffix  Perm 1D Grade Gender scheduie
Zipperer |Russell J | |a74072 12 v Male v

Filter (3| | select the terms to schedule 3
Term Start ~| Term End v Fiter Term To ScheduleAl Terms v

Drop and Enter date for class changes Q|| Quick Add Q|
Drop Date Enter Date Add By Group

lo4r2412013 lo4r25/2013 | v

Lockall courses | Un-tockal courses | | Delete Non-Scheduled Course Request(s) |
Course Request Chooser [y

% | Line|Locked|Ci D Ce Title [T Override e 0 Pre-Req Not Required| P! heduled Sectios
4 | Line|Locl ourse ourse erm Te e resc n
- Course ID|Course Title|
[

Not Scheduled

[@] 2 sce1 Physics v * ] (%
ICIE 551 Am Govt v« * & ™
[ 4 Fall

E Spring

[m] & NCO12 Rt 1st Per v« « & 1871 - Rt 1stPer 3¢
[@] 7 NCazz Rt 2nd Per Je e B 1872 -Rtznd Per B
[m] & MA4SW2 Pre-Calculus v« « & 1350 - Pre_CalculusSH ¢
[m] 9 sce12 Physics v« - B 1064 - Physics {3
[m] 10 NCO62 Rt 6th Per v « « & 1876 Rt 6th Per  |dhl¢
(] Summer

* Denotes alternate courses that were scheduled in lieu of the requested course.

* Denotes Sections associated with a Wheel course request

Scheduling Options &
LowPeriod  High Period  Schedule House Schedule Team

| | || e | oA

[] Student Exempt From House Restriction [ Student Exempt From Team Restriction

Figure 5.23 — Walk In Schedule Screen

2. Requests can be added and modified on the Requests tab of the Schedule Student
screen in just the same fashion as through the Schedule Requests screen outlined
above. However, note that courses may also be assigned a pre-scheduled section
in this screen once the option set has been run.

3. Click the Save button at the top of the screen to save the changes.
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To modify an individual student’s course requests using the Quick Placement tab on the
Walk In Schedule screen:
The Quick Placement tab offers a simplified version of the walk in scheduling process.

1. Go to the Walk In Schedule screen, found under Synergy SIS > Mass Scheduling
or Synergy SIS > Schedule.

| @ @ @ | @ | Save | Undo | | I Print Schedule I é Status: Ready | % %@@
Walk In Schedule [

Student Name: Abbott, Bobby C. School: King High School Status: Active Room MName: 410P

_QuickPIacementl Regquest  Analysis | Schedule

Last Name First Name Middle Name  Suffix  Perm ID Grade Gender I e I
|abbott |Bobby |Christian [ [160523 10 v Male v
Options 0‘
[Quick Add (by Section ID or Course ID) add Drop Date Enter Date erm To Schedule
05/05/2013 05/06/2013 Current Term Only %
Manually Schedule Student o)

< | Linele T Schedule Period
ol ne|Course erm
4 [ [ 2 [ 3 [ a4 [ s [ & |[7[s]9
Course: EN51 Course: MAZ12 Course: 5535 Course: IT81 Course: §851
Q4 Section: 018D Section: 0310 Section: 0228 Section: 0224 Section: 0418 a Q
Toh: Nebel, 0. % [Toh: Th 6% | 7o Sessions, 6.% | Toh: dohnson, H. % | Toh: Myers, n %
) | I = r i i
]| vl 5534 - Amer History | YR | Section: 1_850 5524| Section: 2 192 5534 Section: 3 192 ion; 4_850_; ion; 5 461 ion: B_288 3334
Teh Stephenson, B. | Teh: Jacobs, L. Th Jacobs, L. | Th: B.| Teh: Johns, S Teh: Mebel, D
) I - ] ] ]
= | EN51 - Lit Explor 52 schion. 0180 Section: 1031 Section: 0168 Saction: 0436 ‘Section: 0752 Section: 0034
Teh hebel, D Teh: Kelley, M. Teh: Bolks, 5. Teh: Foster, V. Teh: Foster, V Teh: Boka, 5.
] ] ] ]
-] I MA312 - Alt Geom 2nd Sm |S2 Section: 0474 Section: 0310 Section: 1621 Section: 0287 Section: 1206
Teh: Fesbles, [ | Toh: Thompson, G. | Teh: M.|  Teh: Rady, J. Teh: Williams, M.
) ] ] ] ] i
-] < 5535 - Amer History I 52 Seotion: 1801 Section: 1428 Section: 0228 Section: 1550 Section: 1433 Eeotion: 1552
Toh: Mebel D | Th: B. | Toh: Sessions, G. | Toh: Foberts, T Toh: Hale, C. Toh: Foberts, T
] i r
= E 1791 - Auto Tech | 52 Section: 1654 Section. 0224 Section: 0303 Section: 0316
Teh: Ghisinen, 0. | Toh: Johnson, H | Toh: Johnson, H | Toh: Johnson, H
I I ] I
= | SA52 - Sa Soc Stu 52 Section: 0603 Section: 1071 ‘Saction: 1250 Section: 1216 Section: 0743
Teh: Holes-Bacon, G Toh: Msclas, R Toh: Hoimes-Bacon, G| Toh Kaufman, B. | Teh: Macias, R
] ] O ] i
-] ] 5551 - Am Govt 52 Section: 1425 ‘Section: 0831 Section: 0423 Section: 0695 Section: 0418 Section: 1513
Teh: Hoffland, J. Teh: John, R Teh: Marquez, 6. | Teh: Mamuez, G Teh: Myers, N Teh: Fischer, D
] ] ] ]
]| 11791 - Auto Tech | YR | Section: 1_004 1791 | Section: 2 004_IT91 | Section: 3_004_IT91 Zaction: §_004_ITH1
Teh: Staff, 5. Teh: Siaff, 5. Teh: Staff, 5. Teh: Staff, 5.
] r ] r i ]
= alil SAS2 - Sa Soc Stu YR | Section: 1.072 3A52| Section: 2 461 SA52|  Section: 0950  |Section: 4 072_ ion: 5 418 ion: 6 053 SA52
Teh: Buck, E. Teh: Johns, S. | Teh: Hutchinson, M. | Toh Buck, Th: Ide. K. Teh: Bizar, S
) ] ] ] i
"N (1 5834 - Amer History | 52 Seetion: 1337 Section: 1338 Saction: 2214 ‘Section: 1813
Teh: Johns, 5. Teh: Johns, 5. Teh: Hitchinson, M. | Toh: Johns, 5.
) O ]
]| WV SS35 - Amer History il YR Section: 4_196_S525 Section: 5 777_S525
Toh: De Ls Tomre, G. | Toh: Foberts, T
] ]
] 151 5557 - Am Govt YR Section: 2 418_SS51 \Section: 5 418_S551
Teh: Ide, K. Teh: Ide, K.
‘ Display Preferences Q|

Legend

[] - Course scheduled, class has open seats

. - Course not scheduled, class has open seats

|:| - Course scheduled, class has no open seats

] - Course not scheduled, class has no open seats
Course Title in itallics also indicates course is scheduled
* = Course multiple sections for the given time period

e Print Schedule — click to print the STU202-Student Schedule report for the
student.

e Schedule - click to run the Walk In Scheduler.
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e Quick Add - enter any combination of Section IDs and Course IDs (separated
by a comma) to have added to the student’s schedule.

e Add - click to add the Section IDs and Course IDs entered into the Quick Add
field.

e Drop Date - enter the date the student should be dropped from the section.
e Enter Date - enter the date the student should be enrolled in the section.
e Class - select or deselect a class section by clicking in this checkbox.

e Legend - explains the various indicators on the screen.

Display Preferences QD

Show Infoln Cell b Term and Period ¥ |Sort/Group by
Show Class Max Size
Show Totals By Gender
Show Open Seats
Show Room
7] Show Section ID
7] Show Teacher
/| Show Labels
Show Multiclass Indicator

7| Show Schedule Summary by Term

e Show Info - select where the options that can be selected below will be viewed.
The options in the dropdown are In Cell, In Cell and Mouse Over, Mouse Over
and None.

Note — Selecting None will override any checkboxes
selected and no information will show in cell or mouse
over.

e Sort/Group by - select how the courses should be sorted on the screen. The
options in the dropdown are Course Id and Term and Period.

e Show Class Max Size - the max class size from the section will display.

e Show Totals By Gender - totals will display for both Male and Female students
enrolled in the section.

¢ Show Open Seats - the number of open seats in the section will display.
e Show Room - the room assigned to the section will display.

e Show Section ID - the Section ID of the class in the cell will display.

e Show Teacher - the teacher assigned to the section will display.

e Show Labels - labels to identify the display options will display.

e Show Multiclass Indicator - an * (asterisk) displays in the cell indicating there
is more than one section of the course that meets during that period and term.
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Show Schedule Summary by Term - schedule will be separated by terms as
defined in the Term Definitions (Synergy SIS > System > School Setup).

Note — When the Show Schedule Summary by
Term option is selected, the ability to search all
available sections for the selected period/term
becomes available.

Manually Schedule Student

Course: EME1
Section: 015 Section: 0210
Teh: Nebel, ch: Thompson, G.Qﬁ
[ [l
¥R | zection: 1_850_5534| Section: 2_192_S534
Toh: Stephenson, B. | Teh Jscobs, [
EN51 - Lit jEi O
Explor 52 Eection: 0120 Saection: 1031
Teh: MNebel, O Teh: Kallzy: M.

The search icon is listed for each period, term, and
meeting day. The icon opens a list of sections that
meet during a particular term, period, and meeting
day.

Section Availability

Available Sections I

[[]Show only classes with open seats [[] Show only classes for requested courses

Available Sections

’; ’E’E Open = |Room = [Term =

’_1 Add |0011 MA302  |Geometry Kass, James |26 30 4 52 1
!_2 | 2 o018 SC402  [Biology st g 8 D sz 1
!_3 | aad Jo021 535 AmerHistoryll Soanders gy lgp o sz N
’_4 | add 0023 WL23W  (Spanish i Sweador, Chris 28 30 |2 R 1
’75 | add | 0049 EN3OW2 AA J E{L‘i’g‘"“amer’ 30 @6 |0 s2 1
’_6 | add 0065 EN45  |ColPrepWrt (Curry, Barbara 28 (26 [0 s2 1
’_7 | add 0083 EN46  [PrinEng Frias, Irene 28 26 [0 s2 1
’78 ﬂoogﬁf PE76 Weight Trn Boys Jones. Marvin -~ |37 33 0 52 1
’_9 | aad_|0007 EN34  |PrinEng Bolka, Scott 26 (26 [0 s2 1
Mmm MUs4 Symphonic BandWedge, Vincent |47 100 53 R 1
W [ aad Jo102 MU74  (chorusvivo  JOITSIM o7 oo 73 R 1
’? | add |0118 EN34  PrinEng I ;‘;‘fyhe'sme’ 25 26 s2 1
m Ad ‘ 124 E2872 Iy i Do Kinn Timnthu 18 24 2 1

You can narrow the results in the Section Availability
screen by clicking in one or both of the checkboxes at
the top of the screen.

140

Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Five

Scheduling and Course Guide

e Show only classes with open seats option will
remove those sections that are full (zero open seats)
from the list.

e Show only classes for requested courses option will
remove any sections that do not correspond to the
course requests the student has listed on the Walk In
Schedule screen.

Selecting both options will display a list of sections
with open sets only that correspond to the student’s
course requests on the Walk In Schedule screen.

' Section Availability

| Available Sections |

Show only classes with open seats

Show only classes for requested courses

Available Sections

| =[5 - ° [rox -
54 57 57 57
0011 MA302  |Geometry Kass, James 26 130
. Peterson,
add |0018 SC402  Biology i 20 P28

You can then select one of the sections to add to the
student’s schedule by clicking on the Add button.

oo

Tch: Kass, J.Q [Tch: Thompson, G.Q Tch: Sessions, GQ Tch: Johnson, H.Q

Section: 1_850_S534 Section: 2_132_S534| Section: 3_192_S534 Section: 4_850 553

M lly Schedule Stud
P
G : MAZDZ
Q4 Saction: 001"
5534 -
Amer YR
HI"SIO{]{ ! Teh: Stephenson, B.
ENSt-Lit |g, | M
I oon.
Explor Teh: Nebel D.
fmazo2- |, 1
Geometry ﬁ”}}';fﬂf
MA3T2 -
Alt Geom |52 Section: 0474
2nd Sm Tch: Peebles, O

Coursa: MA3Z12
Section: 0310

Teh: Jacobs, L.

Section: 1031
Toh: Kelley, M.

Section: 1752
Tch: Peebles, O

b
Section: 0310

Tch: Thompson, G. | Teh: Magnusson, M.

Course: 5535
Section: 0223

Teh: Jacobs, L.

Saction: 0163
Teh: Bolka, 5.

Section: 1450

Toh: Samusls, B.

Section: 1621

The system adds the section to the student’s schedule
immediately after the user selects it from the Section
Availability screen. A student schedule can then be
printed to reflect the change.

Course: ITS1
Section: 0224

Teh: Stephenson, EB.

Section: 0436
Tch: Foster, V.

Section: 1817
Tch: Peebles, O

Section: 0387
Teh: Radu, J.
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To enter course requests in the Quick Add field and allow the scheduler to place the
student into sections:

1. Enter the Course ID into the Quick Add field, the enter date into the Enter Date
field and press the Add button to add it to the list of course requests. The course
request will show at the bottom of the list with the available sections showing in the
darker color.

2. Click in the Class checkbox to select which section to enroll the student in, enter the
Enter Date, and save the changes. The student is now enrolled in the section.

:To enter Section IDs in the Quick Add field:

e Enter the Section ID into the Quick Add field, the enter date into the Enter Date
field, and press the Add button to add it to the list of course requests. The section
will be added to the student’s schedule.

To select which sections the student should be enrolled in using the list of existing course
requests:

1. From the list of course requests, click in the Class checkbox of the section to
schedule.

2. Enter the enter date in the Enter Date field.

3. Save the changes. The student is scheduled into the section.
To drop a class:

1. Deselect the section to drop by clicking in the Class checkbox.

2. Enter the drop date in the Drop Date field.

3. Save the changes. The class is dropped from the student’s schedule.

Note — The course request will remain in the list.

Tips:

e Refer to the legend at the bottom of the screen for an explanation of the
blocks’ color-coding. The student’s current scheduled sections are
indicated by gray blocks.

e When there is more than one section available, the section that displays
in the grid is the one with the best availability for balancing. This is the
N1 section the scheduler would have placed the student in for that period.

e Clicking on the course link on this screen opens District Course.

e Sections that meet on several different days will show all periods in the
zero period column, regardless of the section-meeting period.

e The Quick Placement screen settings are defined in the Class Size Limit
field on the School Scheduling Options screen.

142 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Five Scheduling and Course Guide

PARENTVUE & STUDENTVUE COURSE
REQUESTS

Students and parents can enter course requests for the student on the Course Request
page of the PARENTVUE and STUDENTVUE software. Requests here can be limited to the
type of course (Core, Elective, or Non-Core) and the number of courses that can be
selected. The student can also be restricted to entering requests during a defined date
range. For more information about the Course Request function, please see the Synergy
SIS — PARENTVUE & STUDENTVUE Administrator Guide.

ﬁd‘i?qujn(
Schog] District

Good morning, Billy Abbott, 5/21/2008

:
—— Billy
tudent In Hope High School (949.555.1212), 20072008 School Year Counselor: Jos Diaz J
Attendance . .
Health Thank you for using our online course request system. Course requests are now being accepted for the Fall semester. The last date to make
a request is September 1. Requests will be processed on a first-come, first-serve basis. and your final schedule will be distributed on
Discipline September 3. To finalize your selection, don't forget to lock in your requests!
Selected Course Requests
Conference
Click here to change course requests Lock Course Requests
S Eenale Ln Department Course Title Course ID Elective | College Credit Term Comment
Grades Prep Override
X 1 (BE) Accounting | BE4T 0.50
Course History
2 (BE) Bus Cons Law BE39 0.50
Fenen| Banahy 3 (B Comp Foundation CB10 0.50 Taken: 5/2003 (F)
District Events 4 (FS) Cc-Persnl Dev. FS32C 0.50 Taken: 7/2003 (A)
Course Request 5 (MU) Full Conc Orch Mu91 Yes 050
| : e Adv Wt Boys PET82 Yes 0.50

Total Credit 3.00

Alternate Elective Requests (in preference order) - Select at least 1 alternate

Ln Department Course Title  Course ID Elective College Prep | Credit Term Comment
Override
1 (AR) Int Phato AR33 Yes 0.50
2 (AM) Automotive  AM10 0.50
Tech

- Click here to change course requests _ Lock Course Requests -

Figure 5.24 — PARENTVUE and STUDENTVUE, Course Requests
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To allows parents and students in the district to request courses online:
1. Navigate to Synergy SIS > System > ParentVUE and StudentVUE Configuration.

This screen controls the ParentVUE and StudentVUE configuration at the district

level.
| Menuw ;33| Save | Undo | Status:Ready| @ EEDQ

ParentVUE and StudentVUE Configuration

EreerEricy

| PVUE Configuration | Activation Key Configuration = Contact / Privacy | Contact

Course Requests = Email  Languz

Parent Active Modules

Q@

Student Active Modules

@

V| Attendance

V| Course Request

Course Request Edit Option
Editable v

¥] Current Schedule
7| Discipline
v|Conference
v|Fees

7] Grade

V| Gradebook

¥| Course History

V| Health Visits

V| Health Conditions
v|Health Immunizations
7] School Information
7] District Information
V| Digital Locker

7] Streams

7| Special Ed

V| Class Websites

V| Attendance

V| Course Request

Course Request Edit Option
Editable b

¥] Current Schedule
/| Discipline

V| Conference

V| Fees

J] Grade

V| Gradebook

| Course History

V| Health Visits

V| Health Conditions
V| Health Immunizations
v] School Information
/] District Information
/| Digital Locker

7] Streams

7] Special Ed

V| Class Websites

Figure 5.25 ParentVUE and StudentVUE Configuration screen

On the PVUE Configuration tab, select the Course Request check box in the Parent

Active Modules to enable course requests in ParentVUE.

Select to make the course request editable or view-only in ParentVUE from the
Course Request Edit Option field.

Select the Course Request check box in the Student Active Modules to enable

course requests in StudentVUE.

Select to make the course request editable or view-only in the Course Request Edit

Option field.
Click Save.
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If your district allows students to begin entering course requests and return at another time

to finish, enable the Hide Lock Course Request Button from online course requests.

To hide the Lock Course Request button on the ParentVUE and StudentVUE screens

1. Navigate to Synergy SIS > System > ParentVUE and StudentVUE Configuration,

and go to the Course Requests tab.

Menuw

;i:l| Save | Undo ‘ Status: Ready | ) %@!

ParentVUE and StudentVUE Configuration

l

PVUE Configuration  Activation Key Configuration ~ Contact / Privacy = Contact  Course Requests | Email = Languages

Figure 5.26 ParentVUE and StudentVUE Configuration screen

2. Select the Hide Course Request Button check box.
3. Click Save.

Course Request Details (6]
Request School Year Open Request Window  Close Request Window

2012-R v 06/23/2012 08/23/2013

Greeting [5 Q

Search Page Message [35]

Minimum Credit and Minimum Class Count could be mandatory depending on the value selected in the Selection Type drop down (|
Minimum Selection Type Minimum Class Count  Minimum Credit

Course Request Count ¥ 2

Maximum Requests

10

Additional Options (]
Alternate Minimum Alternate Maximum Prereq Required to Select Request ide Lock Course ﬁequest Button

1 2 v
Request Type Registration Type Show Graduation Requirement Credit Grid

All b Course '~ ¥
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To allows parents and students at your school to request courses online:

1. Navigate to Synergy SIS > System > ParentVUE and StudentVUE School

Configuration. This screen controls the ParentVUE and StudentVUE configuration

at the school.

Menu~ :i;' | Save | =il Status: Ready | @ %Qi
ParentVUE and StudentVUE School Configuration [

School Mame: Hope High School School Year: 2012-2013

add | Delete |

| PVUE Configuration | Course Requests | Options

Disabled Parent Modules

Q@

Disabled Student Modules

Aftendance

I Course Request I

Current Schedule

Course History
Health Visits

Health Conditions
Health Immunizations
School Information
Digital Locker
Streams

Special Ed

Class Websites

Attendance

Course Request I

Current Schedule

Discipline Discipline
Conference Conference
Fees Fees
Grade Grade
Gradebook Gradebook

Course History
Health Visits

Health Conditions
Health Immunizations
School Information
Digital Locker
Streams

Special Ed

Class Websites

Figure 5.27 ParentVUE and StudentVUE Configuration screen

2. On the PVUE Configuration tab, ensure the Course Request check box is not
selected in the Disabled Parent Modules to enable course requests in ParentVUE.

3. Ensure the Course Request check box is not selected in the Disabled Student
Modules to enable course requests in StudentVUE.

4. Click Save.
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If your school allows students to begin entering course requests and return at another time
to finish, enable the Hide Lock Course Request Button from online course requests.

To hide the Lock Course Request button on the ParentVUE and StudentVUE screens

1. Navigate to Synergy SIS > System > ParentVUE and StudentVUE School
Configuration, and go to the Course Requests tab.

| Menu~ ;jj| Save | S0 | Add | Delete | Status:Ready| i %Q@|
ParentVUE and StudentVUE School Configuration

School Name: Hope High School School Year: 2012-2013

PVUE Configuration  Course Requestsl Options

@

| Grade Level Time Window Override Add | @

Minimum Credit and Minimum Class Count could be mandatory depending on the value selected in the Selection Type o

|Course Request Details

drop down

Additional Options ]

Alternate Minimum Alternate Maximum Hide Lock Course Request Button

1 ]

Request Type Registration Type Show Graduation Requirement Credit Grid

- L'

|F'assword could become mandatory based on Setting selected @

Add (&

| Property Order
Figure 5.28 ParentVUE and StudentVUE School Configuration screen

Select the Hide Course Request Button check box.
Click Save.
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STUDENT SCHEDULE & REQUEST ANALYSIS

The Student Schedule & Request Analysis screen enables users to find students who are
either not scheduled into a class or is missing specific course requests. The user creates
student and course filters to identify which students or group is missing a course request or
a schedule course.

To create and run a filter:

1. Navigate to Synergy SIS > Schedule > Student Schedule & Request Analysis. The
Student Schedule & Request Analysis screen displays.

‘ @ ® @ | g;'—j ‘ Find | Undo ‘I Add I Delete | Status: Find ‘ & E&j@@
Student Schedule & Request Analysis
Step 1: Student Filter | Step 2: Course Filter | Step 3: Results
Filter Name Filter Type
| \ 3
Student counselor filter (]

[C]Only include students who have counselor

Students associated with the selections made below will be evaluated unless the Student Counselor Filter is selected, in which case the student must be in
both lists to be evaluated.

Students who are in the following selected grades @
GradeH

[Clog [C110 [C144 [T142

Or student is in a class taught by the following teachers Chooser |
Or student is a member of any of the following groups Chooser |

Or any students included below Chooser [

Figure 1: Student Schedule & Request Analysis screen - Add
2. Click Add. The Student Schedule & Request Analysis add screen displays.

Close

Student Schedule & Request Analysis
Filter Name Filter Type

[missing AC | |students missing course requestsy] v/

Figure 2: Student Schedule & Request Analysis add screen

3. Enter a Filter Name and Filter Type.

4. Click Save. You are returned to the Student Schedule & Request Analysis screen.
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|®®®|g¢;'—j||5avel Undo| Add | Delete|

Status: Ready | @ %@

Student Schedule & Request Analysis

IStep 1: Student Filter I Step 2: Course Filter  Step 3: Results

Filter Name Filter Type

|Mi55ing AC Students missing course requests N
Student counselor filter ("]
[“]Only include students who have counselor v

Students associated with the selections made below will be evaluated unless the Student Counselor
Filter is selected, in which case the student must be in both lists fo be evaluated.

Students who are in the following selected grad Q)

GradeH
[Clog [Cl10 111 [[112

Or student is a member of any of the following groups Chooser [(@
Des pio oup pe
Or any students included below Chooser | (@

Figure 3: Step 1: Student Filter screen

5. Onthe Step 1: Student Filter tab, select the appropriate student filters.

6. Click Save.
I| @@@ | g;—j|| Save I Undo | Add | Delete |

Status: Ready | @ %@l

Student Schedule & Request Analysis
Step 1: Student Filter IStep 2: Course Filterl Step 3: Results

Filter Name Filter Type
lmissing AC Students missing course requests v
Condition Q|

[[1Exclude Selections |

Courses associated with selections made below will be evaluated. If the "Exclude Selections” checkbox is
selected only those students who have requests or classes in the selected courses will show in the results
grid. If the "Exclude Selections" checkbox is not selected then students who are missing requests or classes
will be included in the results grid.

|Courses associated with the following departments (&
Department| .,/
[CIFine Arts [[JLanguage [CImath [ science [ special Education
[ClArt S%gscrgspace S%ggcrgultural [ Business Education [ Computer/Business
: [CIFamily and [Clindustrial L miltary : [CIMusic/Performing
LJEnglish Consumer Sciences Technology i’cnf;‘ce" Leadership  ang
Sli?;ﬁ;zal [ Reading &gg;al [C] Traffic Safety [CIworld Languages
[ Elementary : [ special : [[East valley Institute
e [[IMiscellanecus T s [C] Transfer Credit of Technology
[CIEnglish
Language [C]american History
Development
Or any courses included below Chooser |(

Course ID =
Figure 4: Step 2: Course Filter

7. On the Step 2: Course Filter tab, select the appropriate course filters.
8. Click Save.
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‘Student Schedule & Request Analysis

Step 1: Student Filler | Step 2. Course Filer. | SEREIREE]

Filter Name

Filter Type

|M|55mg AC

SUCEnts Missing COUrse requests -

Search

‘Query Detail

Kel

Results

(lAcosta, John A

Line [Student Name 5 7 Request

150265

[walkin Sched Exception Reason
Missing: Air Cond Tech

871626 hale

Missing: Air Cond Tech

Sadair, Timothy S,

aBa621 hale

Missing: Air Cond Tech

lAdams, Albert L

889844 hale

Missing: Alr Cond Tech

889314 Wale

Missing: Air Cond Tech

Adams, Larry A
SAdams, Martin C

887623 hale

Missing: Alr Cond Tech

’_?

Figure 5: Step : Result
On the Step 3: Results tab, click Search. The

criteria are listed in the Results grid.

guilar, Stephen A 108367 Male Missing: Air Cond Tech

]— guirre, Mary R. 952375 Fernale Missing: Alr Cond Tech
CAnIstrom, Jack M 888112 Male Missing: Alr Cond Tech
mAKagawa‘ Adam H 169923 Male Missing: Air Cond Tech
ke, Joshua J 889794 hiale i Missing: Air Cond Tech
E:mn, Elizabeth 886019 Female 1 [ s Missing: Air Cond Tech

students who meet the selected
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Chapter Six:
MASS SCHEDULING

In this chapter, the following topics are covered:

>

>
>
>
>

Where to analyze the overall number of course requests
How to setup and test possible schedules
How to finalize the schedule

How to change sections after they are assigned in bulk

How to handle scheduling after the master schedule has been

set

Copyright© 2013 Edupoint Educational Systems, LLC
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COURSE REQUEST ANALYSIS

Once all of the student course requests have been entered, various schedules can be
tested to see what options will accommodate the majority of students using the Schedule
Control. However, before possible schedules are tested, the overall course request totals
should be reviewed to see if any course offerings should be modified. For example, by
examining the totals the school may decide to discontinue a course due to low enroliment,
or they may decide to add additional teachers to accommodate an increase in the requests
for a particular course.

To screen and analyze the overall course requests:

1. Go to the Course Request Analysis screen, found under Synergy SIS > Mass
Scheduling.

2. Courses can be viewed by Department, Course ID, Course Title, or by the status
of the PXP Locked and PXP Verified fields. Less Than Requests displays any
courses that have a fewer number of requests than the number entered. Once the
criteria have been entered, click the Filter button.

Course Request Analysis («
Analysis |
Department Course ID Course Title F¥P Locked PXP Wweriffied Less Than Reguests
& | -
Course Request Analysis =]

Figure 6.1 — Course Request Analysis Screen

3. Once the filter is applied, the list of courses match the criteria entered is listed. For
each course, the total number of requests by grade level and gender are displayed,
and the total number of times the course was requested as an alternate course

request.
Course Reguest Analysis |=
Amadial I
Depariment Course D Course Titke FXF Locked PXP Venfied Less Than Regoesis
. - - Fiter
[ Ana
L I ——
AR | AR32 - B Prosn 1 | 3 48 11 18 13 15 S5 &0 138 E
AR ARN - Inl PRoio 3 = L 1& 2 & 1= =3 ay
#5 | ARA4. - Ady Pholo 7 1 A - & it
| dEns AHAD - Sl Gy [ 2 ® o M 4om W i
AR | ARAY - Bog Coramis [ | 28 &1 3 19 F3 6 & & 172
jas AR42 - Il Sian Clags 1 d & = s = ma
- 1 |48 4 o @ 28 1% o4
B 1 1 1 E T 1 8
ies 4 4 4B 41 S5 3@ R a4 100
E.JR 2 9 4 12 12 23 1& a0

Figure 6.2 — Course Request Analysis Screen, Filter Results

4. To modify course requests, click on the Course Name to screen the students who
have requested the course. For example, if only one student has requested a
course it will probably not be offered, and the students requesting that course
should be reassigned a different course.
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5.

10.

11.

The School Course Detail screen appears, listing the students who requested the
course.

School Course Detail

Paimary Conssa Rt | A0<0le O Rl
mﬂ'ﬂ'ﬂ Cuum 0 I:uum TIIE'
| amnd | e deweiny]

Fh- Hoquesi NMdHuml Loy Reqmueat Filnes Options Iﬂ
!::Eﬂll!ll‘:ﬂ Lo 55 Tt F‘A:u:e e l-Cd\ne Twa - _tfuur‘se Trres = Fi
| | B DG |
[t =)
Soadesis
T > i
AREOR. Bty G Rl | 1i Wi
Acar Alan W -ralw | 1 e
] A, Jusiua L T 11 Male
Alesander Grorge M. JECr=ats] | 12 kiaie

Figure 6.3 — School Course Detail Screen

To remove the student request, click in the box in the X column and click the Save
button at the top of the screen.

To transfer the student’s request to another course, click on the gray arrow next to
Destination Course and select the substitute course using the Find Course screen.

Once the course is selected, click the Transfer button to switch the student to the
new course.

To further filter the list of requests to show the students who requested this course
and other courses, select other courses by clicking the gray arrows next to Course
One, Course Two, and/or Course Three and click the Filter button. This can be
helpful to see where the overlap is between singleton or doubleton course requests.

To screen students who selected this course as an alternative course, click the
Alternate Course Request tab.

School Course Detail =

Primary Criiie Raguesi (N Conire Fag) -"r
Depariment Course I Courss Tl
4R | lasz | [BeaFnotw |

Figure 6.4 — School Course Detail Screen, Alternate Course Request Tab

To remove the alternate student requests, click in the box in the X column and click
the Save button at the top of the screen.

After completion of the analysis, the course offerings and student requests should be
adjusted prior to starting the schedule testing process. The number of students requesting
each course can also guide the determination of the number of sections to create for each

course.
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To further check the course requests for accuracy and validity, it is recommended that the
following reports be printed:

OSM409 Student Course Request Verification Listing — when running this
report, change the focus to show both active and inactive students. This report
lists students and their course requests. The report should be checked for
inactive students with course requests, and those course requests should be
deleted. Inactive students are listed in parenthesis on the report.

OSM®601 Course Request Totals — when running this report, change the focus
to only show active students. This report lists each course available within the
school and the total number of students requesting each course. The totals for
each course are broken down by gender and grade level.

OSM602 Student Request Exception — when running this report, change the
focus to only show active students. This report lists students who have
requested fewer courses than specified in the report. These students’ requests
should be maodified to make sure they have requested a full course load.

For more information about each of these reports, please refer to Chapter 9 of this guide.

DEFINING & TESTING SCHEDULES

Once all of the student requests and courses offered are finalized, different schedules can
be tested to see which option will fit the majority of student requests. To test possible
schedules:

1. Gotothe Schedule Control screen, found under Synergy SIS > Mass Scheduling.

Schedule Contral i

| Schrislaliog
Crawtn/Copy Cption Sat )
Cipfuce LB (]

School Hope High SEheal vear 182911

oo S |

=
| : [ -] = o < g o | ¥)
Figure 6.5 — Schedule Control Screen

®

2. Each test of possible schedules is referred to as an Option Set. To create a new

Option Set, click the Create/Copy Option Set button.

Agd (== I
Add New Option Set

Oiptien Sal Basie Info [

Mame Schecule Type

Capy of Last Year Scheduler *

Descripaon [

Create Dptions [~
Ciopyy Opfion i
Copy las) vear's echaduls = | -0 -

Figure 6.6 — Add New Option Set Screen

3. Enter a Name for the option set, and a Description. The description can be

checked for spelling by clicking the Spell Check ¥ button.
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4. Select a Copy Option from the drop-down list. Select Blank to create a new option

set with no options selected. The option is mostly used for schools new to Synergy
SIS or when the scheduling options have drastically changed. For most schools, the
first set created to begin creating a new year’s schedule will be Copy Last Year’'s
Schedule, which copies last year's master schedule. To copy any option set from
any year, select Copy Existing Option Set. To copy the existing master schedule
for the current school and year, select Copy Current Master Schedule. The option
is generally only used to readjust the schedule mid-year.

If Blank is selected, no additional options are needed.

Create Options (&]
Copy Option
Blank b

Figure 6.7 — Create Options, Blank Copy Option

If Copy Last Year's Schedule is selected, choose the last school year from the
Year drop-down list.

Crnain Options "
Copy Option Yiar
Copy last weais schdula w | 0082010 w

Figure 6.8 — Create Options, Copy Last Year's Schedule Copy Option

If Copy Existing Option Set is selected, choose the Year and Scheduling Option
Set to be copied from the drop-down lists. To copy the student schedules that
resulted from the existing option set, check the box Copy Student Results.

Cropin Options [
Copy Oplion Yedr Sehviualing Oplion Sel

Capy exinling Oplion St - - -

oy Sackend Reslifts

Figure 6.9 — Create Options, Copy Existing Option Set Copy Option

If Copy Current Master Schedule is selected, choose the Term to Schedule from
the drop-down list. The option removes all existing course requests, and replaces
them with the current student schedules. To preserve the current student schedules
as prescheduled classes, select which classes to preserve from the Preschedule
Current Student Classes drop-down list. Classes that can be prescheduled are All
Classes, Year-Long Classes Only, or No Classes.

Creain Options (&
Copy Opion Sekecl Term 10 S i Pede CUmenl Satens Classes
Copy cuttanl masbar schadula (= Fal w |l Classas -

WARNING: Using 1his option will sftect sxisting courss reguests, Al sxishng courss requests will be remaved ang
repiaced wih course requests bassd on sfudent's current schedules

Tres OpBon 5 mesh ofen s for mid vear re-ediedulng s nof curndg e protess of setivg up T rew vear sohedoing
Typicaly B oy Qabon 'Copy Las! pears schediie' & Used Juni] nes yoedd SChadiing Praase wanfy Bedara adoing Mes

oplion sal

Figure 6.10 — Create Options, Copy Current Master Schedule Copy Option

Once all of the options have been selected, click the Add button to create the new
Option Set.
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An unlimited number of option sets may be created to test different scheduling scenarios.
The list of option sets created is displayed on the Schedule Control screen. For each
option set, it lists the success of the last test with the percentage of students scheduled by
the set, the total number of students, and the total number of students schedule by the set.

| "Schedule Control

School Hope High Schoal esr 1182011
Sheduling Opsicn Sots |

Wastarn = | WiEEON,
Teat | % Master Schadule Buider l}m P d p

= B, ooy 1
WA Hlim o7 1E% ez

1IRZ0
175442

Figure 6.11 — Schedule Control Screen

IT4Z 2664 TEOF. 16% 00003

To delete an option set, check the box in the X column and click the Save button at the top
of the screen.

To edit the options used by an Option Set or to test the scheduling results:
1. Click on the icon next to the Option Set Name.
| Schedule Control

School Hope High Schoal esr 1183011
Scheduling Option Sets |

o | 1Z0EZAD
Fary I

[} a o

w | PiEmON. . - glep b il .
|3Q:E 97 1E% ITex 266-'-1?._”_12 T4z 2664 TE AT 16% 0000 3

Figure 6.12 — Schedule Control Screen

2. The Schedule Option Set pops-up. When an option set is first created, the options
cannot be edited as the Option Set is “checked in” or locked for editing. To edit, or
“check out” the Option Set to modify the options used, click on the Check Out
button.

Schedule Option Set

Run Name: Second Try Scheculs Run In Frogress: Ho

Options |_Fill Open Periods

Currently Checked Out T checkou

Figure 6.13 — Schedule Option Set Screen
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3. The options in the Option Set can then be edited. When checked out, no one else
can edit the set except the user listed. To unlock it again, click the Check In button.

‘ \(9 \CD \’D Save [| Undo || Delete Status: Raﬂdy| & W
Schedule Option Set |

Run Name: Try 2 Schedule Run In Progress: No

»-:_?I
s
Eal

Ogtiorls| Eill Open Period,
Currently Checked Out 10 1

User, Admin
Last Schedule Run (|| Current Stats (&
Date/Time Total Scheduled Rejected Optimized % Total Time Total Scheduled Rejected %
| | | | | | | 2742 2721 | 21 [99.23%
Basic Information (J| Quick Links QD
Run Name Try 2 Schedule Now Open Student Schedule
Run Description [Z5] G Eu:f,:—‘ Open Schedule Section Allow unchecked out users to edit sections

&«r Open School Options
@ Open Option Set Wheel

U?% Open ClassBoard
Term to Reschedule: If blank, scheduling entire year

-
Enforce the following rules (3| Balance and Sequence Options QD
Use Teacher Preferences b/ Grade Order|High Grade to Low Grade ¥ Sequence By Difficulty b
Check Corequisites. Course Request Sequence By Course Schedule Priority and Difficulty »
Prerequisite Option Schedule Requests In Prereq Ordi % Balance Option Total Students 3

V| Allow Alternate Course
Exclude the following students (&

Do Not Process the Following Grade Levels [y,
01 109 IC1H0 0141 0142

Do Not Process the Following Houses gy
AVID LJELL ILTHSA L IHSB LISPED

Do Not Process fhe Following Teams e/,

Allow Global Alternate Courses

Use Room Seat Limit

Check Term Override

Check Term Preference w

Check Student Restrictions

Check Teacher Restrictions SEEECED
Lock Schedule for Skipped Students - NOTE: If this is not checked and grade
House Option Mo House Enforcement B levels (above) are selected to be skipped, the skipped student's class

Figure 6.14 — Schedule Option Set, Edit Mode

4. To save modifications to the options, click the Save button at the top of the screen.
Each of the options available is outlined in the following sections of this guide.

Basic Information

In the Basic Information section, the name of the option set and the description can be
modified in the Run Name and Run Description fields.

Basic Information Q)
Run NamEISecnnd Try Schedule Mow
Run Description &5 &
Copy of last year's master schedule =
|
Terrn to Reschedule: If blank, scheduling entire year
“

Figure 6.15 — Schedule Option Set Screen, Basic Information

If the option set was created as a copy of the current master schedule, the Term to
Reschedule can be selected from the drop-down list. If this is left blank, the entire year will
be rescheduled.
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The Schedule Now button runs the option set to see what student schedules would be
created by this option set. It does not make any changes to the student schedule views
found in the Scheduling module. The test schedule can only be viewed from within the
Option Set.

Enforce the Following Rules

In the Enforce the Following Rules section, many options can be set for the scheduling
process as follows:

Enforce the following rules &

[~ Use Teacher Preferences

[~ Check Coreguisites

Prerequisite Optian v

¥ Allow Alternate Course

¥ Allow Glabal Alternate Courses

[~ Use Room Seat Limit

[~ Check Term Override

[~ Check Term Preference

House Option Mo House Enforcement hd

Team Option Mo Team Enforcement e

Duplicate Course RegUest Schedule one of the duplicates b
Exceed max class size for CORE classes by this %I—
Exceed max class size for ELECTIVE classes by this %l—
Exceed max class size for OTHER classes by this %l—
Special Run OptionPerform schedule optimization %

hax time to spend per student (in seconds; default walue is .1 second)
1.0000

Figure 6.16 — Schedule Option Set Screen, Enforce the Following Rules

To use the student’s selection of a preferred teacher for a course during the
scheduling process, check the Use Teacher Preferences box.

To enforce the co-requisite requirements defined for each course in the District
Course screen, check the Check Corequisites box. If the co-requisite course is
not requested, the main course is not scheduled.

Select how the pre-requisites defined for each course in the District Course
screen will be checked from the Prerequisite Option drop-down list. To
disregard the pre-requisites during scheduling, select No Enforcement. If Full
Enforcement (checks CHS) is selected, the student’s course history will be
checked to verify the student has completed the pre-requisites successfully and
does not schedule the course unless the pre-requisites are met. If Schedule
Requests in Prereq Order is selected, course requests that are a pre-requisite
for another request will be scheduled in the first term of the schedule. This
option is useful when creating student schedules for an entire year or if student
grades have not yet been posted to the student’s course history. For example, if
both Pre-Algebra and Algebra are requested and Pre-Algebra is a pre-requisite
of Algebra, Pre-Algebra would be scheduled for the first semester and Algebra
would be scheduled for semester 2.

To use the alternate courses selected in case the primary course request cannot
be scheduled, check the Allow Alternate Course box.
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e To use the alternate courses selected for any electives, check the Allow Global
Alternate Courses box.

e To limit the number of students that can be assigned to a section based on the
capacity of the room assigned to the section (as entered in the School Room
screen), check the Use Room Seat Limit box.

o Each course is assigned to a Term in the District Course screen and section, and
some courses may not be offered every term. To allow student course request to
override the default term assigned to the section and select a different term for the
course, check the Check Term Override box.

e To use the student’s selection of a preferred term for each course during the
scheduling process, check the Check Term Preference box.

e Select how houses will be used in the schedule from the House Option drop-down
list. Select Automatic House Enforcement to assign students to sections with the
same house assigned to both student and section. Selecting Match Sections with
Houses will try to assign sections for each house that match each house’s course
requests. If No House Enforcement is selected, houses will not be used during the
scheduling process, even if houses are assigned to students or sections.

e Select how teams will be used in the schedule from the Team Option drop-down
list. Select Automatic Team Enforcement to assign students to sections with the
same team assigned to both student and section. Selecting Match Sections with
Teams will try to assign sections for each house that match each house’s course
requests. If No Team Enforcement is selected, teams will not be used during the
scheduling process, even if teams are assigned to students or sections.

¢ If a student has requested a course twice, select how these duplicate requests will
be handled from the Duplicate Course Request drop-down list. If Reject All
Duplicates is selected, none of the duplicate course requests will be scheduled.
Selecting Schedule All of the Duplicates will schedule all duplicate courses, and
selecting Schedule One of the Duplicates will schedule only one of the duplicate
requests. This setting overrides the Duplicate Course Request setting for each
course set in the District Course screen.

e To allow the scheduling process to schedule more students in classes than set in
the Max Class Size field for the section, enter the percentage by which the size can
be exceeded for the CORE, ELECTIVE, and OTHER courses in the Exceed Max
Class Size for XXX classes by this % boxes.

o Two special options are also available from the Special Run Option drop-down list.
Select Ignore Max Class Size to test the schedule to see if there are any inherent
conflicts in the schedule not due to the class size. This option is recommended for
the first few runs of the schedule to resolve any issues not due to class size. Once
all students are scheduled with this option turned on, it can be turned off so size
issues can then be addressed. The other option available is Perform Schedule
Optimization. When selected, the scheduling process removes previously
scheduled students out of a section to open up a seat for a student that had a
scheduling conflict to see if the conflict can be resolved. While this option can fix
many scheduling issues, it can be very time consuming as well. However, the
optimization process will not try to resolve a course scheduling issue that cannot be
resolved.
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e Max Time to Spend Per Student sets the maximum amount of time the scheduling
process tries different scheduling options for each student. The amount entered is in
seconds, and the default is .1 second. Only adjust this when the reason for not
scheduling a course appears as Max Time Exceeded, and adjust in increments of
.025. It is not recommended to exceed .5.

Once all the rules have been adjusted, be sure to save the changes by clicking the Save
button at the top of the screen.

Balance and Sequence Options

The Balance and Sequence Options control which courses and grades are processed first,
and how students are placed in a section to maintain a diverse student population.

Balance and Sequence Options (@

srade OrderHigh Grade to Low Grade » | SEOUENCE By Difficulty w
Course Reduest Sequence By Course Schedule Priority and Difficulty b

Balance CplionGender and Ethnicity b
Figure 6.17 — Schedule Option Set Screen, Balance and Sequence Options

To select the order in which students are processed by grade level, choose the option from
the Grade Order drop-down. Students can be processed by either High Grade to Low
Grade, Low Grade to High Grade, or Not Used.

The Sequence By option also controls the order in which students are processed. The
order can be set to Alpha A to Z (by last name), Alpha Z to A (by last name), Difficulty
(by the number of sections and periods available for the student course requests), or
Random (no specific order).

When course requests are scheduled, the Course Request Sequence sets the order by
which the requests are processed. Selecting By Course Schedule Priority and Difficulty
will schedule courses first by the Schedule Priority (Core or Elective) defined in the District
Course screen and then by the difficulty of scheduling the section. By Difficulty only
schedules courses in the order of difficulty. The difficulty is determined by the number of
sections available for the course and the number of periods in which the course is offered.

When assigning students to a section, the scheduling process can try to balance the
demographics of the students in each section to create a diverse group of students in each
section based on the Balance Option selected. The students in a section may be balanced
by one of the following: Balance Property, Ethnicity, Gender, Gender and Balance
Property, Gender and Ethnicity, or Total Students. The Balance Property is the district-
defined set of values used for balancing students in classes in addition to the options pre-
defined in Synergy SIS. This may be one or more values such as ELL or SPED or Home
Language. The Balance Property is setup in the Lookup Table
K12.MassSchedulelnfo.User Balance. All of the options entered in this lookup table are
used when the Balance Property is selected. The students are assigned the corresponding
Balance Code in the Schedule Request screen.

Tip — For the best scheduling results, set the Course Request
W7 Sequence to By Difficulty so that the most difficult courses to
schedule are scheduled first.
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Exclude the Following Students

Occasionally it may be necessary to exclude students from the scheduling process. For
example, perhaps all of the students in a grade, house, or team already have a schedule
and there are just a few miscellaneous students missing a schedule. The process can then
be run for just the remaining students and the students with a schedule in place can be
preserved to save processing time. To exclude students from the process:

Esirflei i fodborasing stuidianis &
D Wl Pz ass (he Folkmiesg e Leve Bl el
o (] sl 12

Do Bof Frocess The Following Houses e |

i AR PR
Do hok Frocess The Folowing Teams[ el
HdT AR PE ROTC |
&l ek Sy for Shipped SI0en1s - NOTE: 0 s s fof checked and racks
ke (A00NT) &g gl bac 00 Ded KRR, Thi BRIEEG STUdanTs f1ass

BESIgAMONIG Wil D 1 s )

I Do Mol Process Fully Schedued Siadents

Figure 6.18 — Schedule Option Set Screen, Exclude the Following Students

e To exclude students by Grade Level, check the boxes for the grades to exclude.
Use the Check All 2= boxes to check or uncheck all grades.

o To exclude students by House, check the boxes for the houses to exclude. Use
the Check All 2#1 boxes to check or uncheck all houses.

e To exclude students by Team, check the boxes for the teams to exclude. Use
the Check All 2= boxes to check or uncheck all teams.

To keep the schedules for students that are excluded, check the box Lock Schedule for
Skipped Students. If this box is not checked, the class schedules will be removed from
students that are excluded during the scheduling run.

To save processing time, check the box to Do Not Process Fully Scheduled Students.
Students that have a complete schedule will not be processed.

Clear All Results & Debug

To remove all schedules previously created when this option set was processed, click the
Clear All Schedule Results button. Pre-scheduled students will be retained.

Clear All Results Q|

Clear all schedule results

NOTE: This will clear all current stucient scheduled results in this option set. All prescheduled sections are preserved. IFyou want to start with a blank
student result, copy this Option Set to a new option set
Debug Q
[verbose Messages

r

Figure 6.19 — Schedule Option Set Screen, Clear All Results & Debug

When the Verbose Messages checkbox in the Debug section is checked, more detailed
error messages are logged for the scheduling process. This is for use by the Edupoint
Development team only.
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Quick Links

The Quick Links section of the option set provides links to the following views:

e Open Student Schedule — the Schedule Student screen, which is only
available through an Option Set. It provides the same functionality as the
Schedule Request screen.

e Open Schedule Section — the Schedule Section screen, which is only available
through an Option Set. It provides the same functionality as the Section screen.

e Allow unchecked out users to edit sections — if a user has checked out the
option set, other users are still able to edit sections.

e Open School Options — the School Scheduling Options screen

e Open Option Set Wheel — the Option Set Wheel screen, which is only available
through an Option Set. It uses the same wheels defined in the Wheel Definition
screen, but can assign specific sections to the courses in the wheel.

e Open Class Board — the ClassBoard screen provides a graphical screen of the
schedule, and it is outlined in Chapter Seven of this guide.

Quick Links (]
Open Student Schedule
L:agf,f‘ Open Schedule Section Allow unchecked out users to edit sections

&f Open School Options

@ Open Option Set Wheel

_'% Open ClassBoard

Figure 6.20 — Schedule Option Set Screen, Quick Links
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Schedule Student

The students’ course requests can be modified directly from the Option Set through the
Schedule Student screen, as outlined in the section on individually assigning course
requests in Chapter 5. This screen can also pre-schedule students into sections as outlined
in the section on Pre-Scheduling Students later in this chapter.

@l |\j|\ﬂ}|\ﬂ|j‘;‘j | |I £ Corfict | Conlict 5 |I 0y h:muﬂ@
Schedule Student
Sluden! Hame: Abbott, Billy ©. Scezzt Hopa High School  Stetss: Actha Horsaroors 25 RssHore: Try 2 Schadsls Stetse: Bajecied
. Rep | Arabme | Schadube
Last Hame First Mame Midde Hame  Sulle  Fem D Grade Gender @
|asbatt [y [e EEE] 12 v Ml o
Quick Add &}
[k By o -
Comrsn Requeesns Choasar |G
AGSL | B kweiry Eleitive L ow) * | ARdY+ | e Coransg r e - B ey (| 3
ERaf Prin Eng 1 Coe {High wl | r & X
Enigi ety 1Lt e (High w | r & X
o FST7 | Prinkpr, n Elative {L ow) o |- r w
HCDE1 | BLSID P Elertive (| ow) wl | r & X
HCGSZ | BLSIN Per Elecive il ow) o |- r X
HOXE | RBEAID Per Elagtive (L ow) w | r & X
i HCoEZ | BLEIN Per Elecive il ow) o |- r X
PABE | iermnediale Acting | Elecive {Low) - |- r el
FETA1 | Waeight Tm Bows | Eleclive (Low) o |- r X
FETAZ | wweighi Tm Bors Eletive (L ow] w | r &M
PETAZ | Weight Trn Bowe | Elacive {Low) o |- r w
SC49 | Fagkogy Core (Hgh) |- r |
bl 5551 AT G e (High' w | r i)
5551 A Cacead Lo (High w | r &M
™ Dargtes, Wivesl Course Requesss
Echeduling Options X | Alersates b Elnctias Choaeer |
Low Peripd  High Peied  Schedule House Schaduk Team [ [ Uma]  Peidarred Pty = | Courseld - | CowsaTéa - |
v w |FB w | v

Balange Code

w

| Studen! Exempl From Hous= Resincion
T IEugent Exempt From Team Resincion

Figure 6.21 — Schedule Student Screen, Requests Tab

Individual students may be scheduled through this screen by clicking on the Schedule
button found on each tab of the screen. The student’s schedule will be processed according
to the options saved for the open Option Set.

To quickly identify student schedules that have conflicts, click the Conflicts buttons at the
top of the screen to scroll back and forth to the next student schedule that has a conflict.
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The Analysis tab of the Schedule Student screen lists the student’s schedule results and
shows the reason why a course was not scheduled. For each course, it shows the periods
in which a section for that course is scheduled. A indicates the section is available, F
indicates the section is full, and if a number appears the student is scheduled for that
section for the period number.

Schedule Student

Student Mame: Abbott, Billy C. Schoot Hope High School  Status: Active Homeroom: 231 Run Name: Try 2 Scheduls Status: Rejected

Requests | Analysis | Schedule

Last Name First Mame Middle Mame  Suffix  Perm D Grade Gender -
|Abbott |Billy Ic | |s05483 12 v |Male v
Filter (| Quick Add (J| Current Stats ("
Ter’m Filer Add By Group Total Scheduled Rejected %
\ | | 2742 | 2ee4 | 78 [97.18%

Schedule Analysis %]

Line [Cy D C Titl SectionlD T Period PerindD Schedule Period R

ine (Course ourse Title ection| erm 2 ejection Reason
L I NN Y
YR

7] Not Scheduled
[ pase Intermediate Acting A Period canflict
[l sca9 Biology 51 FlaalalF|aa
[ Fall
’75 ARS4 Eeg Jeweslry 0208 51 (2 2 AZIAA A Pre-5cheduled Section
5551 American Government 0368 51 (3 3 F|F FI3|F|AF
E7E1 Weight Trn Bows 0944 51 |4 4 AAA 4 A
pring
[l ENGO Eng (brit) Lit 1119 52 [1 1 1 A
] Fs77 Prin&prac Econ 1238 52 |2 2 2| A
[ Ends Prin Eng Il 1318 52 |3 3 FFBIFlaA
* Denotes alternate courses that were scheduled in lieu of the requested course
** Denotes Sections associated with a Ywheel course request A=Available F=Full
Restrictions

G=Grade E=Gender P=Period

M=Term H=House T=Team S=5taff
Color Key

[]- Term Qwerride
Figure 6.22 — Schedule Student Screen, Analysis Tab

The Schedule tab of the Student Schedule shows the scheduled and unscheduled course
requests similar to the Analysis tab, but without the details. It can be filtered by the Term by
selecting the term from the drop-down list and clicking the Filter button.

Schedule Student

Student Name: Abbott, Billy C. Schoot Hope High School  Status: Active  Homeroom: 231 Run Name: Try 2 Schedule Status: Rejected

Requests  Analysis  Schedule |

Last Mame First Narme Middle Name  Suffic  Perm 1D Grade Gender Sehedule
Abott [Billy Jc | [ons4a3 12 v Male v
Filter (6]
Term Filter
-
Schedule
Intermediate Acting Period conflict
Biology
Beq Jewelry 0206 51 2 2 Sullivan, Joe
American Government 0369 51 3 3 Jackson, Kathy
Weight Trn Boys 0944 51 4 4 Rustad, Shawn
Endg (brit) Lit 1119 52 1 1 Munes, Kathy
Prin&prac Econ 1235 52 2 2 Patenge, Sara
Prin Eng Il 1319 52 3 3 Munes, Kathy

* Denotes alternate courses that were scheduled in lieu of the requested course.
= Denates Sections associated with & Wheel course request

Student Requests Chooser | ()

[7<[lme[courseib  [courseTwie  |[PreferredTerm  |[Teacher  |AMernateCouwrse |  PreReqNotRequred
Beq Jewelry  ~ - - r
Prin Eng Il - - - r
Eng (hrit) Lit - P - -

Figure 6.23 — Schedule Student Screen, Schedule Tab
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Schedule Section

Before the Option Set can be run for testing, the sections that will be in use at the school
must be added to the Schedule Section screen. Each Option Set can have a different list of
sections. To reduce data entry, it is recommended to add the sections to the first option set
created each year. Then copy this first option set for subsequent option sets so that it will
not be necessary to enter the full list of sections again.

1. To add a new section for the given Option Set, open the Schedule Section link.

3.

4.

o ~ - —
‘ [C1eJE) ‘ 5 | [ pna || unco || aga | oete Status: Find ‘ & #e
Sched Section
Section ID: Course Title: Run Name
| Current Students | Meeting Days
Section ID MSB Section ID course ID ¢ Course Title Staff Name 4« ROOM Name 4
Section Info (| Staff Contributions()| Student Seat Totals Q)
Period Begin Period End Term Code Responsibility Male Female  Total Max Open Seats
v v v ~ | | | |
Exclude Attendance Exclude Grading Amount Teacher Aide Totals Q)
% b Total Max Open Seats
Instructional Minutes Override Instructional Method [~] Using Elementary Minutes
3 College Credit
v
Ri (|| Staff Contributions &
Grade Range Low Grade Range High Gender Restriction Credit House: Team Term Exclusion Responsibility
v v v v ~ v
No Term Override [ Exclude From Mass Scheduling Amount
} Q|

Figure 6.24 — Sched Section Screen

Click the Add button at the top of the screen. A new Sched Section screen pops-up.
The fields highlighted in green are mandatory and must be entered.

Save Close

Sched Section
| Current Sludemsl
Section ID MSB Section ID Course ID 4 Course Title Staff Name 4 Room Name
Section Info (| Staff Contributions(3| Student Seat Totals (6]
Period Begin  Period End Term Code Responsibility Male Female  Total Max Open Seats
v v v v [
Exclude Attendance Exclude Grading Amount Teacher Aids Totals =)
v v
Total Max Open Seats
Instructional Minutes Override Instructional Method [~ Using Elementary Minutes
b College Credit
v
Restrictions (|| Staff Contributions (&]
Grade Range Low Grade Range High Gender Restriction Credit House Team Term Exclusion Responsibility
v v v = v v v
No Term Override [“]Exclude From Mass Scheduling Amount
Students | chooser |
[ | | | | | ]

Figure 6.25 — Section Screen, Adding

If the Section ID is set to automatically generate by the option in the School
Scheduling Options screen, it does not need to be entered. Otherwise, enter a
unique Section ID. See page 82 for Auto Sequencing options.

The MSB Section ID is populated during the Load Simulation process with the
Section ID created during the Master Schedule Builder build process.
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5. Select the Course ID by clicking on the gray arrow next to Course ID and selecting
the course by using the Find Course screen.

The Course Title automatically populates based on the Course ID.

Select the Staff Name by clicking on the gray arrow next to Staff Name and
selecting the course by using the Find Staff screen.

8. Select the Room Name by clicking on the gray arrow next to Room Name and
selecting the course by using the Find School Room screen.

9. Select the starting and ending period for the section from the Begin Period & End
Period drop-down list.

10. Select the Term Code assigned to the section from the drop-down list.

11. Select how the section will be handled in the attendance and grading views from the
Exclude Attendance and Exclude Grading drop-down lists. Attendance may be
set to Include in Attendance, Include in Attendance — No Scan Sheet, or
Exclude from Attendance. Grading may be set to Include in Grading, Include in
Grading — No Scan Sheet, or Exclude from Grading.

12. To override the number of instructional minutes assigned to this section by the Bell
Schedule, enter the number of minutes to be used in the Instructional Minutes
Override box. This may be needed for sections that meet over the lunch period. For
example, if Period 4 in the bell schedule includes 30 minutes for lunch and 60
minutes for the section, the section instructional minutes should be set to only 60.

13. Select the type of Instructional Method this course uses. The types of
Instructional Methods available are controlled by the
K12.Schedulelnfo.InstructionalMethod lookup table.

14. When Using Elementary Minutes is checked, the number of minutes submitted to
the state for the section can be customized for each day of the week. A hew section
will appear on the Section screen above the Students grid with spaces to indicate
the number of minutes for each weekday.

Elementary Minutes D
Maonday Tuesday Wednesday Thursday Friday

Figure 6.26 — Elementary Minutes Section

15. Select the College Credit for this course. The college credit options are controlled
by the K12.Schedulelnfo.College_Credit lookup table.

16. Select the Staff Contributions Responsibility and Amount. The responsibilities
are controlled by the K12.Schedulelnfo.Staff Responsibility lookup table.

17. Enter the maximum number of students that can enroll in the class in the Max field
in the Student Seat Totals section. Also indicate the maximum number of teacher
aides for the class in the Max field in the Teacher Aide Seats section.

18. To restrict the section to students in a certain grade range, select the Grade Range
Low and Grade Range High from the drop-down list.

19. To restrict the class to a particular gender (such as a physical education section),
select the gender from the Gender Restriction drop-down list.

20. To override the credit assigned to the course in the District Course screen, enter the
number of credits for the section in the Credit field.
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21. To assign the section to a House and/or Team, select the values from the drop-
down list. For more information about Houses and Teams, see Chapter Four in this
guide.

22. Select the Term Exclusion from the drop-down list to assign the section to a Term
Exclusion group. For more information about Term Exclusions, see Chapter Four in
this guide.

23. To prevent students from enrolling in the section during a term other than what is
assigned to the section, check the No Term Override box.

24. If this section should not be included in the mass scheduling process, check the box
Exclude from Mass Scheduling.

25. Click the Save button at the top of the screen to save the new section.

The Meeting Days tab is used for school with rotating schedules. For instructions on how
to configure a section for a rotating schedule, please see Chapter Three.

Option Set Wheel

The Option Set Wheel defines the sections assigned to the courses in each wheel
definition. To define a wheel option:

1. Find the wheel definition to edit using either the Scroll buttons or Find mode.

| {<) q) >i>) ‘ ,“i_’, | Find Unda Form Status: Find ‘ =] @
Option Set Wheel [

Wheel ID: Name  Schook  Year

Optinnsl
Wheel ID Name

Option Grid Add ] showDetail | Q)]
i [ Line| |

Figure 6.27 — Option Set Wheel screen

2. Once the definition is found, click the Add button in the Option Grid to show the
courses in the existing wheel definition.

Option Set Wheel («
YWheel ID: ALG  Mame: Algebra + School Hope High School  Year: 2009-2010
Options |
Wheel 1D Name
[ac Jaigebra +
Option Grid (| Add ” Qmw Detail |O
([ Line o ]

Figure 6.28 — Option Set Wheel Screen, Wheel Definition

3. Enter a name to define the sections that will be assigned to the courses in the
Option Name field, such as period 1. Multiple sets of sections may be defined as
options for each wheel.
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Option Set Wheel (=
Wheel ID; ALG  Mame: Algebra + School Hope High School  Year: 2009-2010
| Options |
Wheel 1D Mame
[aL Algebra +
Option Grid Add (" Show Detail ‘Q'
b S————
o Period 1

Figure 6.29 — Option Set Wheel Screen, Option Added
Click the Save button at the top of the screen to save the option.

Click on the Show Detail button to screen the courses attached to the wheel. The
courses display for the first option. To edit a different option, click on the Option
Name in the left-hand side of the screen. The currently selected option is highlighted

in blue.
Option Set Wheel («

Wheel ID: ALG Name: Algebra+ School Hope High School  ‘Year: 2009-2010

| Options |

wheel ID Narme

[ALG Algebra +

Option Grid [ aed J[HideDetall | @

Option Detail |
Petiod 1 Option Section Grid [
) MA2T Algepra | -
MAZF2 Algebra | «

Figure 6.30 — Option Set Wheel Screen, Detailed Screen

6. Click on the gray arrow in the Section ID column next to the course and the
Find:SchedSection screen pops-up.

Find Close: Select Clear Selection
Find: SchedSection

Find Criteria ("]

Section 1D Period Begin -~ Feriod End Term Code Room Simple Max Students
v v ~|[

Grade Range Low Grade Range High

v -

Search Results |

Find Result Q]

\ \ \ \ | |
Figure 6.31 — Find Section Screen

7. Enter the criteria to be used to find the section in the fields in the Find Criteria
section, and click the Find button at the top of the screen. The sections matching
the criteria entered are listed in the Find Result section. Sections can be searched
by Section ID, Period Begin, Period End, Term Code, Room Simple (Number), Max
Students, Grade Range High and/or Grade Range Low.

Fd | Yicee | selest | clear selection
Find: SchedSection

Find Criteria @

Section 1D Period Begin Period End Term Code Room Simple Max Students
[1245 v v ~|[

Grade Range Low Grade Range High
v v

Search Results |
Find Result Q

1248 2 2 52 308 28
Figure 6.32 — Find Section Screen, Find Results

8. Click on the section to be assigned to the course, and click the Select button at the
top of the screen. The section ID displays in the Section ID column.
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Option Set Wheel («

Wheel D ALG  Name: Algebra + School Hope High School  ‘Year: 2009-2010

| Optionsl

Yheel D Mame

jaLG Algebra +

Option Grid [ Add | HideDetail | &

Option Detail |

- Period 1 Option Section Grid @
WAZT Algebra | 0246 &
MAZT2 Algebra | 1546 4=

Figure 6.33 — Option Set Wheel Screen, Sections Added

9. Save the section assignments for the highlighted option by clicking on the Save

button at the top of the screen. To return to the main screen of the screen, click the
Hide Detail button.

10. To delete a set of section assignments, click in the box in the X column next to the
option name and click the Save button at the top of the screen.

Option Set Wheel [«
Wwheel |[D; ALG  rame: Algebra +  School Hope High School  Year: 2009-2010
Omiunsl
Wheel D hame
[aLG Algebra +
jon Grid add | Show Detail | ()
=
Cml Period 1

Figure 6.34 — Option Set Wheel Screen, Deleting

Fill Open Periods

Filling open periods will schedule the same course, such as a study hall or homeroom
course, for all students who do not have a course scheduled during a selected period or
periods. To fill a student’s open periods:

1. Click on the Fill Open Periods tab of the Schedule Option Set screen.
Schedule Option Set

Fun Name: Secend Try Schedule Run In Pragress: Ho

Options _ Fill Open Periods |

currently Checked Ot TO checkn
Liser, Admin

Options
Fill all Student open periods for the term:

Fall v
with the following course:
\NC901| Rel Time AHr

in the following period range:
0 |- |5 w

Fill Open Periods

Figure 6.35 — Schedule Option Set Screen, Fill Open Periods Tab
2. Select the term to fill from the drop-down list.
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Select the course to be used by clicking on the gray arrow.
Select the period range from the drop-down lists.
Click the Save button at the top of the screen.

o g > w

Once the selections have been saved, click the Fill Open Periods button to
complete the process. Note that this process cannot be reversed!

Pre-Scheduling Students

Pre-scheduling students reserves a seat for a student in a specific section. Students who
have been pre-scheduled in a section will not be re-assigned to another section for that
course by the mass scheduling process, and this section assignment can only be manually
changed. Note that pre-scheduling students can limit the options available to the mass
scheduling process when scheduling the rest of the student’s classes.

Students may be pre-scheduled in a section using either the Sched Section screen or
Schedule Student screen in the Option Set, or by using the Walk In Schedule screen.
To pre-schedule students in the Sched Section screen:

1. Find the section to pre-schedule using the Scroll buttons or Find Mode.

Sched Section

Section D 0001 Courss Tie: Life Sclenca  Hun Mame: First Try

| Current Students | 1o Doy

Section ID Course 1D + Course Tile Staff Name + Room Name +
oot EIe e Lite Science’ Tofft. Robert; 120
Section Info | Student Seat Totaks a
Period Begin Penod End Term Code Male Female Total M Open Seats
L) il Milsn _§|| ] 17 26 9
Expiuoe Allendance Expiuge Gramng Teacher Aide Totalks (]
Extlude from Aftendante | Exclude from Grading = Total Max Open Seats
Instructional Minutes Overmice [~ Lsing EIBmentany Minues - o
-

Grade Range Low Grade Range High Gender Restriction Credit House Team Term Exclusion

- - ~ [s0000 - - -
™ Ko Term Cwverride ™ Exclude From Mass Schedusng
Studants | e
|1 [ Lina[Studors Hame [Permi  [Gandur [Grada T Toachor Alde [Torm Override. 1 ProSchadula
i .i.\n'\n—. Billy C. SO5463 Male 12 r = I—"7

Figure 6.36 — S.ched Section ‘Screen
2. Check the box in the Pre-Schedule column next to the student’s name.
3. Click the Save button at the top of the screen.
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To pre-schedule students in the Schedule Student screen:

1. To add a prescheduled section, click on the green + sign.

[ren] | (DD | 5 | iecerfict | comber s | Ay SRy | 8

- Schedule Student

Sludent Hame: Abbsott, Billy . Scezst Hopa High School  Ststas: Acths  Horseroors 3 Ras Hare: Trp 2 Schedsl Sistan: Rejecied.

. R | Arokme | Schaduls

Las! Hame First Hame= Midde Hame Suffic  Perm D arads Gender rheis

Azbatt [Baty | |mEag |12 v [Male =

Quick Add [

o By v -

Loy Repuesse Choasar |3
AR | P kowiky Elise v {1 v} w |ARAT4 | Bes oM r OO0 - By Jowwely || X
EMa6  |PmEngn | Cove gy~ | e | ' r ' [
e oo pandan e = i
FS77  |Prmdpe Eoon | Elecive (Low) | - = r [ %
i e oasaden 4 < - O«
Mg |BESn Per | Bectve iLow) | = |- r |||
bosdn .EJ‘M_De'n . w ! . | .'- C .*.x.
MCo2 | BE6D Per | Bectve iLow) | = |- r || ¢
PARR | Wiermedials Aling | Elecive (Lo w = r &|x
PETH! |WeiqniTm Fons | Elecive (Low) | - = r [
PETR? |Weaght Trm Fows | Elacive Low) | o = r C
PETG |WesahiTm Bows | Blecove iLow) | - [« r [
T [eacten Lowt 10 = i
— .%—UH ! It = e
5 .ff“—wl .M_H o =i = i

** Denotes Whesal Course Requests.

Echeduling Options i e Elcsives Choozar |y

Liw Period |HU1PHrHHI _lmnauunanuuaqlfc"nauumuml [<[ins| ProlmedPrody -] Cwrsel -] CowsaTAe |

w » FB £l ¥

* | Student Exempl From Houss Resiicion
| Student Exempt From Team Resincion
BNt Cook

Figure 6.37 — Schedule Student screen

2. The Schedule Section screen pops-up with a list of all of the sections available for
the course. Click on the section to schedule, and then click the Select Section

button.

‘ g Select Section_/ Close

Form Status: Rex

. Schedule Section

Course [D: MA42  Course Title: Trigonometry

Section |

Choose Section (%]
: 0 0
D Be ouse ea = . otal |[Max |Ope
ade e on |Lo

0044 |P-01 |Haws, Kavle 0 0 51 - 14 16 |30 (30 |0
Harder,

0143 103 Rachel 1 1 51 - 14 16 |30 (30 |0

0144 |P-01 |Haws, Kayle|1 1 51 = 15 15 |30 (30 |0
Topoozian

0154 126 |Manc 1 1 51 - 14 16 |30 (30 |0

Figure 6.38 — Schedule Section Screen

3. Click Save at the top of the Schedule Student screen to save the prescheduled

section.

4. To delete a prescheduled section, click on the red X next to the section.
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To pre-schedule students in the Walk In Schedule screen:

1. To add a prescheduled section, click on the green + sign.

| @ @ @ | @ | Save | Undo | | Frint Schedule ® {% ‘a @Astatus: Ready |\ﬁ§ %%ﬁ
Walk In Schedule |

Student Name: Abbott, Billy C. School: Hope High School Status: Active Room MName: 108

Quick Placement Requestl Analysis = Schedule

Last Name First Name Middle Name  Suffix_ Perm ID Grade Gender Schedule
|Abbott |Billy e 905483 12 v [Male v
[ |sc49 Biology Ve * ] BT
[ [sc4g Biology v« « ] Bt
[ |ss51 Am Govt ¥« « o T
Fall
Spring
[ |ss51 Am Govt M - - B 1077 - Am Govt
[ |ppszz2 Consumer Math v« « ] jiEe - Consumer g y¢
O |[ss51 Am Govt ¥ - - O 1269 - Am Govt
[ |pE762 Weight Trn Boys ¥« - ] égss Weight Tm |7, ¢
1435 - Prindprac
FS77 Prin&prac Econ ¥ « * ] E?g: Pringprac o, ¢
NC952 Et 5th Per M| - - ] 1875 - Rt 5th Per o X
[ |Wcos2 Rt 6th Per M - - ] 1876 - Rt 6th Per il
Summer
O (madiw Accel Alg ll 2k ] - ] 0349 - Accel Alg ll - (g 3
* Denotes alternate courses that were scheduled in lieu of the requested course.
** Denotes Sections associated with a Wheel course request
Scheduling Options D
Low Period High Period Schedule House Schedule Team
| Y| Y| Y| 4
[[] Student Exempt From House Restriction [_] Student Exempt From Team Restriction

Figure 6.39 — Walk In Schedule Screen

2. The Schedule Section screen pops-up with a list of all of the sections available for
the course. Click on the section to schedule, and then click the Select Section
button.

]| e | e
‘Schedule Section q

Conrse Il $501  Courne T em Garwt
Sectinn |

S i — | - s —
~ [Gendar - [fmds Low - | Geade High - |Famai [Mole [Tote | B - [Opn

1 [T 216 Aaslison, a5 o o ! ! I 6 13 28 32 |4
21 B2 s Srad 5 1 L] % 25 A T
g 0177 I[-5%] Rants. Jaffey | § il 1 | | | | | 13 |0 23 33 @
f| arr [ZH Dt jefley |56 2 2 | | | | N R
bl 0340 Fil} ABekion, Koty |31 3 3 12 16 |30 133 2
 nasn FiT dgckuon Kaing St 4 1 W[5 |5 la= 7

Figure 6.40 — Schedule Section Screen

3. Click Save at the top of the Walk In Schedule screen to save the prescheduled
section.

4. To delete a prescheduled section, click on the red X next to the section.
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FINALIZING THE SCHEDULE

Once the best schedule has been identified using the Schedule Control screen, the
selected schedule, or option set, needs to be run for a final time to copy the sections and
student schedules to the Schedule Module. This is the final step in creating the master
schedule for the new school year. Once the Update Schedule process has been run for a
school, all other changes to the student’s schedule should be made using the views
outlined in Chapter Eight in this guide.

Before finalizing the schedule, make a copy of the selected Option Set and name it
something to indicate that it was the option set used to create this year’'s schedule. To
create the final option set:

1. Goto the Schedule Control screen, found under Synergy SIS > Mass Scheduling.
2. Click the Create/Copy Option Set button.

Schedule Control

School: Hope High School  ear 2009-2010
| Scheduling-Optien-Sats |

< Create/Copy Option Set )

Option Sets ("]

=

Figure 6.41 — Schedule Control Screen

3. The Add New Option Set screen pops-up. For the Name and Description of the
set, enter a name and description that indicate that it is the master schedule.

e

Add New Option Set

Option Set Basic Info (&
Mame
[2008-09 Master Schedule

Diescription [BH &
Final schedule for 2008-2009 ;l

H
Create Options )

Copy Option Year Scheduling Option Set
Copy existing Option Set | [2003-2009 ¥ (Try 2 b

¥ Copy Student Results

I Add all missing Staff, Course and Rooms

Figure 6.42 — Add New Option Set Screen

4. Select Copy existing Option Set from the Copy Option drop-down list, and select
the Year and the final Scheduling Option Set.

5. Check the boxes to Copy Student Results and to Add All Missing Staff, Course
and Rooms.

6. Click the Add button at the top of the screen to save the final Option Set.

Tip — To prevent anyone from making changes to the Mass Scheduling views after the
schedule has been finalized, it is recommend that Synergy SIS security be modified to
\H«" remove the entire Mass Scheduling folder from the Navigation (PAD) Tree for most users.
- For instructions on how to modify PAD security, please see the Synergy SIS - Security
Administrator Guide.
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To run the final option set and create the master schedule:
1. Go to the Update Schedule screen, found under Synergy SIS > Mass Scheduling.
Update Schedule

Organization Name: Hepe High Secheol School Year: 2008-2009

Update Schedul |

WARMING: This process will delete all current sections from the current master schedule and student schedules and then copy the selected option
set schedule results ta the current master schedule and student schedules.

Select Option Set to Copy to Current Master Schedule and Student Schedules
PN0E-09 Master Schedule Percentage Scheduled: 57.16% Run Date: 10/21/2008 17:54:42 b

Initiate Update Schedule Process »

Figure 6.43 — Update Schedule Screen
2. Select the option set to be used from the Select Option Set drop-down list.
3. Click the Initiate Update Schedule Process button.

Caution: The Update Schedule process deletes all existing
sections and student schedules before it creates the sections
for the master schedule and assigns students to the sections.

After the Update Schedule process is complete, all further schedule changes should be
made using the views in the Schedule module.

MASS ASSIGNING SECTIONS

The Mass Assign Sections screen allows schools to make global changes to student
schedules in the Options Sets, replace sections, and to pre-schedule multiple students at
one time. This does not change the section assignments in the final student schedule.

To assign a list of sections to a group of students:

1. Go to the Mass Assign Sections screen, found under Synergy SIS > Mass

Scheduling.
P
FR@0® 5] =1 (=) ] I ——
Mass Assign Sections 4
Mass Amsige |_Siudent Salsction
—— Opfion =t

Trez Sl borwineg will look for Bl Sludents Wi are eniddied in the Sections To Find and Replece and wil addreplaieiremoe them wilh e
Sectont To Ada

Snctions To Add | dad [ Chosasar |l:}| Snctions To Find and Beplace | Add | Cresser |¢|
ot [ e o &l - [ e o ER ol |
Cigtinics i
Course Riequesls .
Prescheduled L
Student Filiem N

Gender ks

e
a0 4142

Figure 6.44 — Mass Assign Sections Screen

2. Click the Add button to create a new mass assign definition. A new screen pops-up/
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Save Close
Mass Assigh Sections
Mame Option Set

Grade
CoaC o112

Figure 6.45 — Mass Assign Sections, Adding

3. Enter a name for the definition in the Name box, and select the option set to which
the mass assignment will be applied from the Option Set drop-down list.

4. To restrict the assignment to a specific grade or grades, check the Grade levels to
which the definition will apply.

5. Click the Save button at the top of the screen to save the definition.

Each definition can add sections in three ways:

e Add - the section is added to all students that match the options, gender, grade
or selected students in the definition.

o Replace - the section is added to all students that match all of the other criteria
and that are scheduled for the section to be replaced. The section that is
replaced is removed from the student schedules.

o Keep - the section is added to all students that match all of the other criteria and
that are scheduled for the section to be replaced. The section that is replaced is
kept in the student schedules.

To define how sections are added:

1. To select which sections should be added to the student schedules, click the Add
button to add a single section or click the Chooser button to add multiple sections.

Mass Assign Sections =

Mass Assage | 5lotent Sakict
Fiatie Dphen e
12h il Tiy 2

The dodlowirg will inok o ol shuckenss wio are enrclied in the Sections To Find and Replace and will addireglaceiremove them wish e

Sactone To Add
St To fuld S ctions To Fased and Ruplnce | chaaer i)
[T wma] " Setan = | Comtram - [T ema] sectonds = [ Cowmitr - [ Gomramiua - [CAowa - |

S -

[y P -

Presc heduled -

Student Fillers e
Sender b

[ |

g anr 1 =g

Figure 6.46 — Mass Assign Sections Screen

2. When adding a single section, the Find SchedSection screen pops-up. Enter the
criteria to be used to find the section and click the Find button.
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Find Close ¢ Select [ Clear Selection
: Sched@Section
Find Criteria Q
Section ID Period Begin ~ Period End Term Code Room Simple Wax Students
[1077] v v [
Grade Range Low Grade Range High Course D Course Title
v «|[
Search Resultsl
Find Result [£]
1077 1] o 52 216 32 5551 Armn Govt

Figure 6.47 — Find SchedSection Screen

3. All sections matching the criteria entered will be listed. Click on the section to add
and click Select.

4. When adding multiple sections, the Chooser screen pops-up. Enter all or part of the
Section ID and click Find to list the matching sections.

Chooser

Find Criteria (@]
Section D
[107

Add scectedRon(s) > | | add &l Row(s) >

_ Search Resultsl
‘ Find Result &) | Selected ltems @ ‘
x

[ Line

070
I om
s I
[ 1073
I 1075
I 1o7s
[ 077
(e EE]

Figure 6.48 — Chooser Screen

5. Click on a section and click the Add Selected Row(s)> button to add the section to
the Selected Items grid. To select multiple sections, hold down the CTRL key while
clicking. To add all the sections in the Find Result section, click the Add All Row(s)
> button. To find a different range of section ID, enter a new ID and click Find again.
The items in the Selected Items section will remain. To remove a section from the
Selected Items grid, check the box in the X column.

——
Find ! Select )

Chooser
Find Criteria Q)
Section ID
J107

Add Selected Rowils) = | Add All Rowis) ==

_ Search Results |
[ Find Result [+ Selected ltems [+
| X |
] 1070 r 1077

I 1071
I 1072
e 1073
s 1075
I 107E
I 107

Figure 6.49 — Chooser Screen

6. Once all of the sections are listed in the Selected Items grid, click the Select button
at the top of the screen and the sections will be added to the Sections to Add
section.
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Mass Assign Sections =
Woss Al | Stutent Saisction
Hame Opfion E=f
13t Grade Try 2 -
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Gandar -
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"l:"-:-n'ml'n?u |
Figure 6.50 — Mass Assign Sections Screen, Section Added
7. If this definition will only add sections, leave the Sections To Find and Replace

10.

11.

12.

13.
14.

15.

16.

empty. To replace existing sections, add the existing sections by clicking the Add
button to add a single section or click the Chooser button to add multiple sections

Once the sections have been added, select how the existing sections should be
treated from the Action drop-down list. To remove the existing section, select
Replace Section. To retain the existing section, select Keep. To remove the course
request associated with the section in addition to removing the section (for courses
no longer offering sections for the term), select Remove Course Request.

If the section should only be added to the student schedule if the student has a
course requests for the section, select Only replace sections if a student has
matching requests from the Course Requests drop-down list.

To add the section as a pre-schedule section, select the option Preschedule
student into the section(s) from the Prescheduled drop-down list.

To restrict the students receiving the new section to one gender, select the Gender
from the drop-down list.

The students may also be filtered by Grade by checking the grade levels to receive
the new section.

Click the Save button at the top of the screen to save the complete definition.

To assign the section(s) to specific students, click on the Student Selection tab.

‘ @ @ @ ‘ g;’j ‘ Save || Undo add | Delete Assign Sections Form Status: Ready (Update Mote) | = R&u&j
Mass Assigh Sections
Mass Asslgn‘ Student Selection | ’
Marne e Option Set
12th Grade Second Try b
Selected Students add Chooser | (3

Figure 6.52 — Mass Assign Sections Screen, Student Selection Tab

To select which students should have the section added to their schedules, click the
Add button to add a single student or click the Chooser button to add multiple
student.

Click the Save button at the top of the screen to save the selections.
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17. To run the definition and assign the section(s) to the students in the option set, click
the Assign Sections button at the top of the screen.

)| @D @[50~ | | w | s | G ]y s | 3 T B
Mass Assign Sections [«

WMass fmsige | Student Sslection
hiame: Opfion St
|12th Grade Try 2 -

Thee: Bolicwing wll;mkl:rnl BILIENR Who are aniolied in ihe Sections Ta Find and Replice 8nd Wil a00mepiBraremove them wilm me
$ectans To

Sudi-'l'-kl-d feil Chiasar Q Sud—'l'-m-llhphm [T @

IT _1_|1.T_z Ea01 am.-in.u: |_ f] 107s 535 A.meruluq Rrlacs Sel:b:n

e Raepeels Onily regdaca sactions i a shidant has maiching rguesis -

Frescheduied Prescheduls student nio the secion(s) o
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eai 30 r 4143

Figure 6.53 — Mass Assign Sections Screen

HANDLING WALK-IN REQUESTS

Once the master schedule has been finalized, and the sections and student schedules
have been created, any new student schedules are created using the Walk In Schedule
screen. This screen will be used for new students that enroll after the start of the school
year, for example. To create walk-in schedules:

1. Go to the Walk In Schedule screen, found under either Synergy SIS > Mass
Scheduling or under Synergy SIS > Schedule.

Walk In Schedule

Student Name. Abbott, Billy €. school Hepe fgh School - Sisus Active  Room Nane.

| Mpquest | Anslysis | Scheduls
Last Name First himme Middlg bame  Sufftc  Perm ID Grade GRNDET b I
[Abbots [By kE feosama nz ~ [Male ~
[Filar Seloct the torms to schedula -
Tierm StartSpneg | Term Endspnag v e Tuem To SerwguielCume Torm Facwan

anl Enter date for class ch Quick Add =
TN FI O S CARSL TR By Group :
oo [Fowsaeon [ v

Lockeoses || Unlodsloourses | Delete Morr Schadued Colrst Request(s) |

Course Request Chonser | X

s,:nml-a | |
P [‘—3 il viEgnt Tm v - « s r |alx
[CIME]  spring | | | | | I 1
= ‘BCEEE Am Gend v| vl - - r 1077 - & Govt | e M|
u Hl P EMNdR Prin Eng il » v|¢- - - r 1116 - Prin Eng B s )|
L P s B z LI |« |+ i [ —Punka: 100
FIE| r |nces2 Bt 50 Per ...| v|e - - r 1875 - Bt St Per | & K|
FIBE r |scass Biology | ~|* - - r 1766 - Bioloqy | gk X
* Denotes afermale courdes that were scheduled in lieu of e requested course,
** Denotes Sections assockated wih a Wheel courss request A=pvaliable F=Full

Beariction:
G=Grade E=Gendar P=Period

[ Schoduling Options
LowPeriod  HighPeriod  Schedule House Schedule Team

[~ Student Exempt From House Restncion ™ Student Exempt From Team Restncnen

Figure 6.54 — Walk In Schedule Screen

2. To change the list of course requests displayed, select the Term Start and Term
End from the Filter section and click the Filter button.
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3. To select which term to schedule, select the option from the Term to Schedule
drop-down list. The screen can show All Terms, Current Term Forward, or
Current Term Only.

4. To set the leave and enter date used for all sections in the schedule, enter the dates
in MM/DD/YY format in the Drop Date field and Enter Date field. The dates can
also be selected using the Calendar button.

5. To quickly add a standard group of courses, select a quick assign group as defined
in the Mass Assign Course Requests screen from the Add By Group drop-down
list.

6. Course can be locked so that students and parents cannot modify the requests in
the PARENTVUE & STUDENTVUE software. To lock or unlock all the course requests,
click the Lock All Courses button or the Unlock All Courses button. To lock or
unlock individual courses, check or uncheck the box in the Lock column next to the
course request.

7. To select the term in which the student wants to take the course, select the
Preferred Term from the drop-down list. To override the term assigned to the
section and allow the student to take the course in a non-standard term, select the
correct semester to assign to the course from the Term Override drop-down.

8. If the student prefers to take the course from a specific teacher, the teacher can be
selected by clicking on the gray arrow in the Preferred Staff column and selecting
the staff name from the Find Staff screen.

9. To assign an Alternative Course request in case the primary course cannot be
scheduled, click on the gray arrow in either the Course ID or Course Title columns
and select the course using the Find Course screen.

10. If the pre-requisite courses defined in the District Course screen for each course
should not be enforced, check the box in the Pre-Req Not Required column.

11. The period restriction, house and team can be set at the bottom of the screen in the
Scheduling Options section as outlined in Chapter 4 of this guide.

12. Once all of the requests and options have been identified, the student can be
scheduled by clicking the Schedule button towards the top of the screen.

Walk In Schedule

Studlent Name: Abbott, Billy €. School: Hope High School  Status: Active  Room Name: 231

 Request | Analysis | Schedule 7~ N
Last Name First Name Widdle Name  Suffix  Perm D Grade Gender Scheduls
[Abbott [Billy Jc Jo05483 12 v [Male
Filter (| | Select the terms to schedule Q)
Term Start ~ | Term Enc v | Fiker Term To Schedule Curent Term Forward

Figure 6.55 — Walk In Schedule Screen, Schedule Button

To see the results of the schedule, click on the Analysis tab. This tab lists the student’s
schedule results and shows the reason why a course was not scheduled. For each
course, it shows the periods in which a section for that course is scheduled. A indicates
the section is available, F indicates the section is full, and if a humber appears the
student is scheduled for that section for the period number. Course requests can also
be added and deleted from this tab using the Chooser button or by clicking in the box in
the X column.
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‘Walk In Schedule

Student Name: Abbett, Billy ©. Schoot Hops Migh Schocl  Stotux: Actie  froom Nema: 21
Fequest | Analysis | Schecos

Last Nama First Name Micdle Name  Sufftk  Perm D Graps Genger
=T = o : sereado |
Tian 10 SEREOUIG Cumont Term Forward v

Filter Duick el

Term Start v Tenn Eng v |peaeycoud

Fer |

P

i

[CI0 | MetScheduled
T |Muge
B FT
T lgsa Amencan Gowemmant 007752 (28 4 31 [0 0 |
P |aRS | Ben Jewelry loiDg26 (24 12 st [1 |1 | | [Pre-Scheduled Section
7 |page \Nermegate Acing (025830 17 13 vR |2 2 | a1 Pre-Scheduled Section
.P' u mm_u_n_um .M.'Jﬁ .'}fl .||] .:il .:| ‘ I AMAA T .Pn'\-ﬁ:l‘lﬂtlulﬁﬂ Secthion
P |Enen Eng(umill  (G4ze30 18 12 91 4 @ | [ an 4] [ [ |Pre-scnequied sestion
I |scag gy 022 24 4 |S1 6 6 FasaEag | |
‘sering (SRS ENNRERERR
|86 amencan Govemnmant 1077132 (27 8 |2 0 O oaasaas |||
¥ |EN46 | ErinLEng il (laa632 8@ 2 sz 1 0 | AWFFFAA | | [Pre-Scheduled Section
P |PABG IMemenate Ading (025830 17 [13 YR |2 2 2 Pre.Scheduled Section
r |pem2 Weiont TmBovs (1933096 (35 1 (52 |3 18 AngaA ||| ]
F |Ealt Prinfrat Ecan (1435032 16 [16 |52 |4 & U A ||| [pre-Scheduled Section
r|wesss B 55 Per 1675999/324 675 (52 [5 |8 8]
© |BESd Stugert Store 17087 0 2 sz |7 7 TFAAAAANT ||
* DEndtes AMBMaNE COLrses that wers Schoduaed In lied of the requested course.
= Dienotes Stetions associated weh 3 Whael Course request Aspvalanle F=Ful
Eestrictions
‘G=Grade E=Genoer P=Renod
M=Term H=House T=Team S=Start
Solor Key
- Tem ovemde

Figure 6.56 — Walk In Schedule Screen, Analysis Tab

13. Continue adjusting the course requests and clicking the Schedule button until the

student has a complete schedule

The Schedule tab of the Walk In Schedule screen shows the scheduled and unscheduled
course requests similar to the Analysis tab, but without the details. It can be filtered by the
Term by selecting the terms from the drop-down lists and clicking the Filter button.

Walk In Schedule

Student Name: Abbott, Billy €. School: Hope High School  Status: Active  Room Name: 231

Reguest  Analysis | Schedule |
Last Name First Name Middle Name  Suffix  Perm 1D Grade Gender Schedule
Apbott [Bily C | [ans43 12 v Male v
Term To Scheduls Current Term Forward |
Filter Q)
Term Start v | Term End| | e |

Schedule

€]
Period
Line |Course ID Course Title Section ID Term = Teacher Name Rejection Reason
Begin End
51

|Fall
li" 5551 American Government 0077 0 a Jackson, Kathy
[ aR5a Beg Jewelry 0106 S1 1 1 Suliivan, Jog
ARG Intermediate Acting 0258 YR 2 2 User, Teacher
E761 Weight Trn Boys 0963 S1 3 3 Joseph, Thomas
NED Eng ibrit) Lit 0426 s1 4 4 Snyder, Joan
C49 Eiology 0726 S1 [ 3] Taofft, Robert
| spring
(el 5551 AMEtican Government 1077 52 0 [i] User, Teachet
[E[EE Prin Eng i 1116 52 1 1 Gordon, Kim
[l Pags Intermediate Acting 0258 YR 2 2 User, Teacher
| FlPETE2 Weight Trn Boys 1933 52 8 k] Swartz, Mark
[ EFs77 Prin&prac Econ 1435 52 4 4 Patenge, Sara
14 [[ezlpd Rt 5th Per 1875 52 g a Rel Time, Fel Time
SIBES4 Student Store 1708 52 7 7 User, Teacher

Figure 6.57 — Walk In Schedule Screen, Schedule Tab
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Once the student’s schedule is complete, course requests that were not scheduled may be
removed from the course request list by clicking the Delete Non Scheduled Course
Requests button on the Requests tab of the Walk In Schedule screen.

Walk In Schedule

Student Name: Abbott, Billy C. School Hope High School  Status: Active  Room Name: 231

Request | Analysis = Scheduls

Last Name First Mame Middle Name  Suffic  Perm D Grade Gender Scheduls

Aot [Bitly B | 05483 12 v Male v

Filter (3| Select the terms to schedule ]
Term Start « | Term End % Filter Term To Schedul Current Term Fareard b
Drop and Enter date for class changes (3| | Quick Add (&1
Drop Date Enter Date Add By Group
10/04/2009 10/05/2009 v

Lock all courses | Un-Lock all courses C Delete Mon-Scheduled Course Requestis) )

Figure 6.58 — Walk In Schedule Screen, Delete Non-Scheduled Course Requests Button

The current Student Schedule report for the student may also be printed from this screen
by clicking on the Menu button, selecting Reports, and clicking on the Student Schedule
report. The report pops-up as a PDF in a separate window.

|

veru~]| (9 @ () | &5

Edit Student Data
Reports tdent Schedule (STU202
Wiew Audit Detail For Walk In SEheduIeiml: Hope High School  Status:

Figure 6.59 —Walk'In Schedule, Menu Options

Save | Undo |

L
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Chapter Seven:
CLASSBOARD

In this chapter, the following topics are covered:
» How to setup ClassBoard
» How to adjust the ClassBoard display
» How to edit the schedule within ClassBoard
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OVERVIEW OF CLASSBOARD

ClassBoard is a tool to graphically display and update a schedule created by an Option Set.
ClassBoard is available for Option Sets in the Scheduler. In ClassBoard, sections can be
modified, added, deleted, or moved between periods. The simulation or option set can then
be run from within ClassBoard to see the effects of the modifications to the sections.
However, student schedules cannot be individually modified within ClassBoard.

Etyoint

FILE EDIT VIEW Hope High School - First Try 8 User: admin

2,719 of 2,742 (99.2 %)

0

Afjrotc I

Afjrotc I

Afjrotc 1T
Afjrotc IT
Afjrotc IIT
Afjrotc TV
Afjrotc IV
Colorgrd/drill Mhs Rotc 1 of 5
Celorgrd/drill

Animal Sci
Expl Agric
Landscape D&m I

I T T
L 0 250 L arh et

4

Mhs Retc 0 of 25

Wwhs Rotc 0 of &

Mhs Rete 0 of 2
Wwhs Rotc 0 of 5

Erv— oww awm eaw e

Mendoza...28 of 38
Sargent 1 of 10

Mendoza... 2 of 32

o ewe cswsn  osewes csenn @
I

Figure 7.1 - ClassBoard

CLASSBOARD SETUP

ClassBoard uses Microsoft's Silverlight viewer. To work with ClassBoard, the Silverlight
viewer must be installed on the desktop or laptop that will be using ClassBoard. The
Silverlight installation can be started from the following website:

http://www.microsoft.com/silverlight/get-started/install/default.aspx

In addition, each Synergy SIS web site that will be using ClassBoard must have the SSL
setting for the site defined using the DBTools utility. To modify the SSL setting:

1. Start DBTools. This tool is installed by default on the web server, or it can be
installed on any server. The shortcut is placed in the Edupoint folder in the All
Programs menu. Multiple sites can be accessed and maintained from one

installation of DBTools.

2. If needed, add the configuration for each website to DBTools using the Add New
Web.Config/Database Access option from the Databases menu.

3. Modify the SSL Setting for each website by using the Edit Web.Config/Database
Access option from the Databases menu.
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e Select SSL Only for sites that are setup to use SSL exclusively.

e Select Both Non-SSL & SSL for sites that are setup to use both SSL and non-
SSL.

Select Non-SSL Only for sites that are not setup to use SSL.

Gt T &

Data Access Name
| f<urtitied:
WwebConfig.xml Location
[C:\inetpub\wwwroot \Web Corfig ]
—Database Type —Connection Information
¥ Microsoft SQL Server Server
I{Incal}
i~ Oracle S
IFIevelatinn
User ID Schema Owner
—web Server Options ———————————— IHE'“'
[T Multi-Web Site Installation Password
I™ Primary Database in Multi-Web [~
Site Installation Confirm Password
Wileb.Config SSL Setting [~
Il ;I Extra Database Connection Parameters
Jﬁwmﬁ |
Both Mon-55L & 551
Test Connection | oK Cancel Apply

Figure 7.2 - DBTools

4. Save the changes by clicking OK, and then click OK again to modify the web.config
file when prompted.
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STARTING CLASSBOARD

Once Silverlight has been installed and the SSL setting configured, ClassBoard can be

accessed by:

1. Open the Schedule Control screen, found under Synergy SIS > Mass Scheduling.
Menu = é: save |_unco | Status:Ready|@ %[TLT)['
Schedule Control |
School Hope High School Year 2012-2013
Scheduling Option Sets |
Create /Copy Option Set
Option Sets [&]
{ . S I e P o o
Final
Master | Scheduler VS | o995y 2742 2720029312012 1 5749 2721 2109.23%00.01:21
for 2012/13
Initial Run 7] Master Schedule Builder “%ﬂ 15.34% 3149 4831;{33‘3212 3149 483 2666/15.34%|00:05:58|
Mass
?ﬁgf‘gﬂ'g”g | Scheduler vﬁjﬁ'ﬂ 00.23% 2742 2?21%3@?{?312 2742 2721 21/99.23%(00:01:21
#1
o Figure 7.3 - Schedule Control
2. Open the option set to be used with ClassBoard by clicking on the Option Set icon.
Note — If another user has checked out the option set that you have
selected, ClassBoard opens in view-only mode. You are only able to
view information in ClassBoard, not edit it.
3. If needed, check out the Option Set by clicking on the Check Out button.

vl @ Q3

s
Py
Eal

Status: Ready ‘ & [

Schedule Option Set

Run Name: Try 2 Schedule Run In Progress: No

L Options' Fill Open Periods

Currently Checked Out To M

Last Schedule Run

(J|| Current Stats Q@
Date/Time Total Scheduled Rejected Optimized %  Total Time Total Scheduled Rejected %
| | 2742 2721 | 21 [99.23%
Basic Information (| Quick Links Q

Run Name|Try 2
Run Description [ @

Schedule Now

Term to Reschedule: If blank, scheduling entire year

=] Open student Schedule
‘:;.“,f| Open Schedule Section Allow unchecked out users to edit sections
et P
&r Open School Options

Open Option Set Wheel

_-& Open ClassBoard

Figure 7.4 - Schedule Option Set
4. Click on the Open ClassBoard link in the Quick Links section.

Note: When working with ClassBoard, the entire schedule from the Option Set
is copied to the local hard drive of the computer using ClassBoard. Changes
made using ClassBoard are not copied back to the Option Set until the changes
are saved from within ClassBoard. Any changes made to the schedule using
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other links such as Open Student Schedule or Open Schedule Section while the
option set is open in ClassBoard will be overridden when the schedule is saved
from ClassBoard.

CHANGING THE DISPLAY

Once in ClassBoard, the name of the school and Option Set is displayed at the top of the
screen as well as the name of the user who has checked out the option set. The current
percentage of students scheduled as well as the number of students scheduled over
the number of students requesting courses is displayed in the top left hand corner.

Edu i ' FILE EDIT VIEW | Hope High School - 97 Working Copy a User: adminl

/ % *E’ m| ATl Left: Dept/Course Top: Term/Period ~ [ [on a0 =1

I. 2,252 of 2,253 (100.0 %) 1st Semester E
o | 1 | 2 | = | s |
(L s @i T
L @) @0 @ (@t (0efn
Animal Sci Woijcik 0 of 30
Expl Agric Sargent 0 of 10
Landscape D&m I ‘Wojcik 0 of 28
(L s s
Am Govt Myers 0 of 10
Am Govt
Am History 1 Myers 0 of 5 Myers 0 of 5
American Govt Romero 1 of 10
American His IT
Basic Math
Consumer Math Sargent 0 of 17 Sargent 0 of 10
Consumer Math
Driver Train Atwoed S. 0 of 10
)

Figure 7.5 - Default ClassBoard Display

At the top of each section (which may be changed using the screen as explained below),
the total number of spaces available is shown with the total number of students scheduled
in those spaces. For example, in the screenshot above, 1 student has been scheduled in

the 118 available spaces for 1% Semester Period 3 for the classes in the department of
American History.

Note: Since the courses and staff displayed in ClassBoard are aggregated by
their assigned department, it is helpful to ensure all courses and staff is
assigned to their current department before using ClassBoard.

186 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Seven Scheduling and Course Guide

Views

Sections can be displayed in ClassBoard in a number of different ways. By default, sections
are sorted by Department, then Course name, from top to bottom and by Term, then
Period, from left to right. This view is called the Left: Dept/Course Top: Term/Period

view. To select a different view, click on the View: drop-down at the top of the screen and
select one of the available views.

a FILE EDIT  VIEW Hope High School - 97 Working Copy & user: admin
Ely)omt

V[l Left: Dept/Course Top: Term/Period ~ [ECC401EEH

Left: Dept/Teacher Top: Term/Period

2,252 of 2,253 (100.0 %)

Left: Dept/Teacher Top: Periods/Meeting Days
Left: Dept/Teacher Top: Meeting Days/Periods

S T——— Left: Teacher Top: Dept/Course

Left: Dept/Course Top: Term/Period
Animal Sci

Left: Dept/Course Top: Teacher
Expl A

=el 0N Left: Dept/Course Top: Periods/Meeting Days
Landscape D&m I Left: Dept/Course Top: Meeting Days/Periods

[£] American History Left: Term/Period Top: Dept/Course

Am Govt Left: Room Top: Dept/Course

Am Govt Left: Room Top: Term/Period

Am History T Myers 0 of 5 Myers 0 of 5
American Govt Romero 1 of 10

American His II
Basic Math

Consumer Math Sargent 0 of 17 Sargent 0 of 10

Consumer Math

Driver Train Atwoed S. 0 of 10

Figure 7.6 - Selecting a Screen using the Drop-Down
Views may also be selected from the menu by clicking on the View menu and choosing the
View Selector.

User: admin

Edl..l i I FILE EDIT VIEW Hope High School - 97 Working Copy
Jo m View Selector » Left: Dept/Teacher / Top: Term/Period
Rules ¥

Left: Dept/Teacher / Top: Periods/Meeting Days

2,252 of 2,253 (100.0 %) Preferences Left: Dept/Teacher / Top: Meeting Days/Periods
o ‘ Schedule Options Left: Teacher / Top: Term/Period
Windows L Left: Teacher / Top: Dept/Course -
[E] Aerospace Science
v Left: Dept/Course / Top: Term/Period
L G (ot
= Left: Dept/Course / Top: Teacher
Animal Sci Wojeik 0 of 30

Left: Dept/Course / Top: Periods/Mesting Days
Expl Agric Sargent 0 of 10

Left: Dept/Course / Top: Meeting Days/Periods
Landscape D&m I

Left: Term/Period / Top: Dept/Course
—1

Left: Room / Top: Dept/Course

Am Govt

Left: Room / Top: Term/Period
Am Govt
Am History T Myers 0 of 5 Myers 0 of 5
American Govt Romero 1 of 10

American His IT
Basic Math

Consumer Math Sargent 0 of 17 Sargent 0 of 10

Consumer Math
Driver Train Atwoed S. 0 of 10

A - .
Figure 7.7 — Selecting a Screen using the Menu

Generally, the sections can be sorted by teacher, course or room and then by term, period
or meeting day.

Note: When sorting sections by either teacher or room, a row or

column displays all the sections that do not have either a teacher
or room assigned.
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Scroll Bars

To scroll through the display, use the scroll bars on the right and bottom of the main
display. Click on the dark blue arrow, drag it along the bar, and release it at the new point in

the list of sections to be focused upon.

As the scroll bars are dragged, a pop-up box displays the location of the scroll bar within
the list of sections. When the mouse is released, the display will move to that location.

Elﬂ:)oin'l:

EDIT VIEW

Hope High School - 97 Working Copy

‘ User: admin

9_. *E m| LT Left: Dept/Course Top: Term/Period ~ [ Sed:ECH -

2,252 of 2,253 (100.0 %)

(L s

0 1

Animal Sci

Expl Agric
Landscape D&m I

[£] American History

Am Govt

Am Govt

Am History I
American Govt
American His I
Basic Math
Consurmer Math
Consurner Math

Driver Train

Wojcik 0 of 30
Sargent 0 of 10

Myers 0 of 5

Sargent 0 of 17

1st Semester [-]

Wojcik 0 of 28
Myers 0 of 10

Myers 0 of 5

Romero 1 of 10

Atwood S. 0 of 10
—

2 s

4

Sargent 0 of 10

<

FILE

El_lﬂaoint

Figure 7.8 — Scroll Bars

EDIT VIEW

Hope High School - 97 Working Copy

‘ User: admin

2,252 of 2,253 (100.0 %)
[-] course

Basic Math

Consumer Math

Consurmer Math

Driver Train
English

English

Ess Reading/wr
Evep

Fa Writing

Fres Ent

Fres Ent
Function/writng
Functional Math

Functional Math

Govd/law/rit

0 | 1

Sargent 0 of 17

Myers O of 10

Romero O of 10

1st Semester [-]

:

Animal Sci
Expl Agric

Atwoed S. 0 of 10

| _

Landscape D&m I

E American History

Myers 0 of 10 Mye Am Govt
Myers 0 of 2 Am Govt
Am History I
American Govt
American His IT
Basic Math
Sargent 0 of 10
Myers 0 of 5
Murohv 0 of 15

Figure 7.9 — Scroll Bars, Pop-Up List
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Note: If Real-Time Scroll is enabled under the Preferences options, the
display will scroll as well as the list of locations. To access the
Preferences, click on the Screen menu and choose Preferences or click
the Preferences button on the toolbar.

r
Preferences &
| Save || Cancel

Preferences
Select the data that you want to view inside a section

Section

|| Course ID |__| Department

|+| Coursa Title |+| Teacher

|| Room |+ Class size

|| Period |+| Total students enrolled

|| Term || Available enrcliments
Docking panes

|| Section Details || Section Rules

Section Statistics | | Saction Studants
Functionality
|| Disable drag'n drop |__| Confirm changes
|| Jump to |+| Real time scrall

Maximum visible classes Minimum visib ses, |

'y -L‘n. — L
Standard colors
| ENEEE

Figure 7.10 - Preferences, Real Time Scroll

Minimize & Maximize

To minimize the number of sections displayed at the top or left, click on the minus sign
next to each section. For example, in the screenshot below click on the minus sign next to
the department of Agricultural Science to only display the department name and to not list
the courses and sections within the department.

Q (0 of 0) (0 of 40) (0 of 28)
al Sci Waojcik 0 of 30

Expl Agric Sargent 0 of 10
Landscape D&m I Wojcik 0 of 28
Figure 7.11 - Minimizing Areas

To maximize the display for the section again, click on the plus sign next to the section.
The sections at the top can be minimized and maximized as well as the sections to the left.

O (0 of 0) (0 of 40) (0 of 28)

Figure 7.12 — Maximizing Areas
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Section Display

In the main grid of the ClassBoard display, each section created in the Option Set is
displayed by a colored bar. In each bar, it displays the last name of the teacher, the number
of students scheduled in the section, and the number of maximum seats for the section.

Myers 14 of 10

Myers 5 of 5 Myers 0 of 5

Romero 1 of 10
Figure 7.13 — Section Display

Each bar is also color-coded to indicate the status of the section such as empty or full. The
default colors are:

Myers 14 of 10 Over Maximum Size
Myers 5 of 5 Full
Romero 1 of 10 Students are scheduled in the section, but

seats are available
Myers 0 of 5 Em pty

The color-coding for each section is referred to as Rules. Each rule, or color-coding, can be
turned on and off by clicking on the down arrow in the bar above the section grid. Click on
the name of the rule to toggle them off.

FILE EDIT VIEW Hope High School - 97 Working Copy a User: admin

-
cdupoint
ATl Left: Dept/Course Top: Term/Pericd ~ EfE[Ssd:==H 3
| Empty, Full, Over

“ 2,252 of 2,253 (100.0 %) 1st Semester [-]

Figure 7.14 — Controlling Rules Using the Toolbar

The rules can also be turned on and off by clicking on the Screen menu and clicking on
each rule under the Rules sub-menu. Click on each rule to toggle them on or off.

FILE EDIT VIEW Hope High Schoel - 97 Working Copy User: admin

Wiew Selector 3

Eg)oint

2,252 of 2,253 (100.0 %) Preferences v Class full

sirma Tame Tarmm/Darvind =

Rules » ¥ Class empty

Schedule Options ¥ Class over maximum size

Windows -

[£] Aerospace Science

Figure 7.15 — Controlling Rules Using the Menu

190 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Seven Scheduling and Course Guide

To change the colors of the rules or the section information displayed in each bar:

1. Click on the Preferences button, or select Preferences from the Screen menu.

Edu i l FILE EDIT VIEW Hope High School - 97 Working Copy s User: admin
= 4 @ *‘E" ﬁ ‘ AU Left: Dept/Course Top: Term/Pericd ~ ESEl=d=1=5H =

Figure 7.16 — Preferences Button

Edu i l FILE EDIT VIEW Hope Higlj School - 97 Working Copy 8 User: admin
~ J View Selector 3
urse Top; Term/Period = SRV E0IELH =
Rules » '

2,252 of 2,253 (100.0 %)

Preferences

Schedule Options

Windows

[5] Aerospace Science

Figure 7.17 — Preferences from the Screen Menu

2. The Preferences box pops-up. To select which information is displayed in each
section bar, check the boxes in the Section area of the Preferences box. By default,
each section bar shows the Teacher, Class size, and Total students enrolled.

P

Preferences lg
Save Cancel
Preferences
Select the data that you want to view inside a section
Section
|_| Course ID |_| Department
|+ course Title [ Teacher
|| ream |+] class size
|| period |w] Total students enrolled
Term Available enrollments

Section Rules and Colors I
Color code sections by

[Enrollment - ]

Rules and colors
| Rule Color

|[Class empty |
ICIass full

Class over maximum size

Select color
H EEENER

I I I I I I I I I I Remove color from rule

Standard colors
HE ENEENE

Figure 7.18 - Preferences Box

3. Other options are Course ID, Course Title, Room, Period, Term, Department,
and Available Enroliments.
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4. To modify the color selected for a rule, select how the sections are color-coded from
the Color code sections by drop-down field. The options are Enrollment, House,
and Team.

Select the rule from the Select Rule and Color grid.
To remove the color, click in the box labeled Remove Color From Rule.
To assign a new color, click on the box for the new color under Select Color.

© N o »

To save the changes to the preferences, click the Save button at the top of the
Preferences box.

Windows/Docking Panes

Four additional windows, or docking panes, can be displayed on the ClassBoard screen to
show more details about a section or the ClassBoard. To turn these windows on and off

1. Click on the Screen menu, and select the window to turn on or off under the
Windows sub-menu.

E@Oint FILE EDIT ‘

2,252 of 2,253 (100.0 %)

VIEW Hope High School - 97 Working Cop g User: admin
View Selector 3 "

surse Top: Term/Period v [ERERIHEEH
Rules 3

Preferences

Schedule Options

‘Windows Section Details
[] Aerospace Science
Section Rules

[] Agricultural Science

. Section Students
Animal Sci Wojcik 0 of 30

Sargent0of 10
Figure 7.19 — Windows Sub-Menu

Section Statistics
Expl Agric

2. Alternatively, the windows can also be turned on and off from the Preferences box
by checking and unchecking them under the Docking Panes area.

Preferences lg
Save Cancel
Preferences
Select the data that you want to view inside a section
Section
|| Course 1> || Departmant
|+| Course Title |+| Teacher
|| Room |+ Class size
|| Period |+| Total students enrolled
| | Term | | Available enrcliments
Docking panes
|| Section Details || Section Rules
Section Statistics Section Students
unctiona
|| Disable drag'n drop |_| confirm changes
L_| Jum'lu '. y.al time scjl . A

C) T N ..'
Standard colors

Figure 7.20 - Preferences Box, Docking Panes
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The Section Details window shows the details of the section selected in the main grid. If no
section is selected, the window will be blank. These are all of the same details available in
the Sched Section screen of the option set.

Details * 0 x
|Wojc:ik 0 of 30 |

Details |
Department Agricultural Scienc
Teacher Wojcik, J

Course AG31

Room AGL

Section ID 0101

Section Info =
Start pericd 1

End pericd 1

Term Code YR

Exclude Attendanc Include In Attend:
Exclude Grading  Include In Grading
Instructional Minut
Using Elementary I

Student Seat Totals =
Max 30

Total 0

Male 0

Female 0

Open Seats 30
Teacher Aide Totals =
Max

Total 0

Open Seats W]

Restrictions =

Grande Range Low
Grande Range Higt
Gender Restriction

Credit 1.000
House -
Go Ta| |Edit

Figure 7.21 - Section Details Window

The Section Rules window lists the three section rules (Empty, Full, Over) and shows the
currently assigned color for each rule. The rules can also be turned on and off from the
window by checking and unchecking the box in the Active column.

Rules > 1 x
Rule Color | Active
Class empty

Class full

Class over maximum size

4] | L3

| Details | Rules | Statisbics |

Figure 7.22 - Section Rules Window

Copyright© 2013 Edupoint Educational Systems, LLC 193



Scheduling and Course Guide Chapter Seven

The Section Statistics window lists the total number of requests for the section selected
on the main grid, and the total number of students scheduled for the section.

Statistics > o x
Class Requests: 14
Class Scheduled: 14

Details | Rules | Statistics
Figure 7.23 - Section Statistics Window

The Section Students window lists all of the students scheduled for the section selected in
the main grid. Each student can be marked as a Teacher Aide or Pre-Scheduled for the
section from this window as well by checking the appropriate box.

Students - X
e st Gargr | rcher e or v |
Abbott, Billy 12 Male .
Abernethy, Anne 11 Female |
Acevedo, Andrew 12 Male

Acevedo, Ashley 11 Female

Acosta, Jehn 12 Male

Acosta, Billy 10 Male

Acunia, Kenneth 11 Male

Adair, Alan 12 Male

Adair, Diane 11 Female

Adair, Timothy 12 Male

Adams, albert 12 Male

Aguilar, Michelle 10 Female L
Aguilar, Stephen 12 Male L

Figure 7.24 - Section Students Window

Each of these four windows can either be displayed as a Dockable window, a Floating
window, a Tabbed Document, or an Auto Hide window. Each window's display is set
individually for each window. To change a window’s display:

1. Click on the downward-pointing triangle in the upper-right hand corner of the
window.

Rules™™ [~ x
Rule Floating
Class emi /' pockable
Class full
Class ove Tabbed document
Auto hide
Hide

T
Figure 7.25 - Changing the Window Position

2. From the drop-down menu, select Floating, Dockable, Tabbed Document or Auto
Hide.

194 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Seven Scheduling and Course Guide

In Floating window mode, each window appears as a small box over the main ClassBoard
screen. The window can be dragged and dropped to place it on the screen, and the window
can be adjusted in size by dragging and dropping the edges of the window. To close the
window, click on the red X in the top right-hand corner of the window.

FILE EDIT VIEW Hope High School - 97 Working Copy & user: admin

AT Left: Dept/Course Top: Term/Period ~ =SS0 811550 ]

El.y)oin'l:

R x
2,252 of 2,253 (100.0 %) esi = Students =]
0 e 1 | 2 3 Students - X
Animal Sci Wojcik 0 of 30 MWW Teacher Aide | Pre Schedule
- Abbott, Billy 12 Male v
Expl Agric SErznil Ll Abernethy, Anne 11 Female v
Landscape D&m T Wojcik 0 of 28 Acevedo, Andrew 12 Male v
Acevedo, Ashley 11 Female V|
] a isto Acosta, John 12 Male -f
Am Govt | Myers 140f 10 | Acosta, Billy 10 Male v
- - Acunia, Kenneth 11 Male M
Am Govt Adair, Alan 12 Male V|
A History T Myers 5 of § Myers gf{ |Adair Diane 11 Female v
. Adair, Timothy 12 Male ¥
American Govt Romero 3} | adams, Albert 12 Male v
American His 11 Aguilar, Michelle 10 Female 7 L
Aguilar, Stephen 12 Male v 3
Basic Math =
Foancimear Math Rarasnt 0 nf 17 I
Figure 7.26 — Floating Window

In dockable window mode, the windows can be dragged and dropped to various positions
on the right-hand side of the main grid. They can be stacked on top of each other with tabs
appearing at the bottom. Or they can be stacked up and down, or from left to right. To
remove a window, click on the X in the top right-hand corner of the window.

BLer
| Myers 14 of 10 |
2 | s
| - ||| Details ==
|_ Department American History _|

Course FF76
Room 133
Section ID 1685

Wojcik 0 of 28

-
Go To | |Edit

. Myers 14 of 10 | Details | Rules | Statistics
Students > o x

Romero 1 of 10 Abbott, Billy 12 Male -
Abernethy, &nne 11 Female 7
Acevedo, Andrew 12 Male
Acevedo, Ashley 11 Female
Acosta, John 12 Male
Acosta, Billy 10 Male
Acunia, Kenneth 11 Male -
Adair, Alan 1z Male
Atwood 5. 0 of 10 Adair, Diane 11 Female
Muars M Af 10 Muars 1 Af § Adair, Timothy 12 Male r
4| | 3

Figure 7.27 - Dockable Window

Note: Clicking on the Pin icon in the top of each window turns
the window on Auto-Hide, as described on th,e\next page.

Details - X
| Myers 14 of 10 |
Figure 7.28 - Pin Icon
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In Tabbed Document mode, each window appears as a tab in the main section grid.

| | Rules | petails | Students | Statistics |

Rule Color | Active Pricrity
azs empty | o (o]
Class full o 0
Class over maximum size o 0

Figure 7.29 - Tabbed Document Windows

In Auto-Hide mode, each window appears as a small box on the right-hand side of the
main grid. When the mouse hovers over each box, the window slides out to the left.

Students i
gQe EMOE 'E
o
Abbott, Billy 1z Male w
Abermethy, Anne 11 Female E
Acevedo, Andrew 12 Male e
Acevedo, Ashley 11 Female %
Acosta, John 12 Male B
Acosta, Billy 10 Male in
Acunia, Kennseth 11 Male I
Adair, &lan 12 Male _E
Adair, Diane 11 Female A
Adair, Timothy 12 Male e
Adams, Albert 12 Male
Aguilar, Michelle 10 Female
Aguilar, Stephen 12 Male
Aguirre, Mary 1z Female

Figure 7.30 — Auto-Hide Mode

Clicking on the Pin icon changes the window back to a regular Dockable window.

Students += )

Gender

Abbott, Billy Male

Aharnethy Anne 11 Famals
Figure 7.31 — Pin Icon

Jles |Details

For all windows in any mode, clicking on the Hide option closes the window.

Rules [ x|
Rule Floating
@ v Dockable
Class full
Class ove Tabbed document
Auto hide
I Hide

Figure 7.32 - The Hide Option '
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MODIFYING THE SCHEDULE

Once the display has been adjusted to a user’s preferences, the work of modifying the
schedule can commence.

Viewing Section Details

ClassBoard can display all of the same details of a section as shown in the Sched Section
screen in an Option Set. To screen the details of an existing section:

1. Double-click on a section in the grid.

Myers 14 of 10

Myers 5 of 5 Myers 0 of 5

Romero 1 of 10
Figure 7.33 — Double-Click to Screen Section Details

2. ORright-click on a section in the grid and choose Screen Section Details.

‘14&10&} (1 0f 118)

| Myers 14a” "~ )
—— Add Class

Delete Class

Wiew Section Details

Cpen Class Builder
Figure 7.34 — Right-Click to Screen Section Details

3. The Section Details box pops-up.

1685 Am Govt [
| Edit | | Close |
Section details | Meeting days | Students I
Section ID  Course ID Course Title Staff Name Room Name
PP76-Am Govt Myers, T 133
Section Info v || Student Seat Totals v
Period Begin Period End Term Code Department Male Female Total Max Open Seats
I o 2 51 American History
Meeting davs
Exclude Attendance Exclude Grading Teacher Aide Totals &
Include In Attendance Include In Grading
= Total Max Open Seats
Instructional Minutes Override Using Elementary Minutes
|
Restrictions w
Grade Range Low Grads Range High Gender Restriction Credit House Team Term Exclusion
Mo Term Override Exclude From Mass Scheduling

Figure 7.35 — The Section Details Box

To see the meeting days, click on the Meeting Days tab. To see the students
scheduled, click on the Students tab. Close the box by clicking the Close button.
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Editing a Section

To edit a section:

1. Open the section details by either right-clicking or choosing Screen Section
Details or by double-clicking a section. These details can also be seen in the

Section Details window if displayed.

14aq” - )
.M Add Clazs

Delete Class

I iew Section Details

Open Class Builder
Figure 7.36 — Right-Click to Screen Section Details

2. Click on the Edit button at the top of the box.

E e s
Edit Close

Section details | Meeting days l Students |
Section ID  Course ID Course Title Staff Name Room Name
1685 PP76-Am Govt > Myers, T v 133 >
Section Info Student Seat Totals w
Period Begin Period End Term Code Department Male Female Totzl Max Open Seats
2 + [z + |[s1 ~ | American History g 5 14 10 ||-4
Meeting days
Exclude Attendance Exclude Grading . Teacher Aide Totals ~
Include In Attendance - Include In Grading - Totsl Max Open Sests
Instructional Minutes Override Using Elementary Minutes - T
Restrictions w
Grades Range Low Grade Range High Gender Restriction Credit House Team Term Exclusion
- - ~ ||o.500 - - -
Mo Term Override Exclude From Mass Scheduling
Figure 7.37 — Editing Section Details
3. Make any changes to the section on the Section Details tab.
4. Change the meeting days on the Meeting Days tab.
Save Cancel
Section detailsq Meeting days ?Students |
Cycle Codes
Period ¥
M | Th . Tu | W
Begin B SJE IE! -l -
o E ) r )2 | *J

Figure 7.38 - Meeting Days Tab
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5. Remove students from the section by clicking on the Students tab and clicking the
Drop button next to the student.

Section details | Meeting days
e et oo

Drop | Aguado, Bobby Male
Drop | Aguilar, Michelle 10 Female
Drop | Aguilar, Carolyn 11 Female

Drop | Aguilar, Stephen 1z Male
Drop | Aguirre, Mary 1z Female

Figure 7.39 - Students Tab

6. Students can also be marked as a Teacher Aide or Pre-Scheduled for the section
by checking the appropriate box on the Students tab.

7. Click the Save button at the top of the box to save any changes, or click the Cancel
button to cancel the changes.

The easiest way to modify the schedule and see the impact of the change is to drag and
drop the sections between periods. To change the period the section meets in, click on
the section bar in the main grid and drag it to the new period. Release the mouse when the
section bar appears in the correct period.

Myers 14 of 10

| Myersaofs | [ myers1ofs |

Romeroc 1 of 10 | 1 of 10

Figure 7.40 - Dragging and Dropping Sections

Once a section has been moved, sections that have been impacted by the move are
marked with a dark blue outline in the grid.

Note: Classhoard also allows you to drag and drop sections
between terms.
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To prompt to confirm a section’s change when dragging and dropping sections in the grid,
go to the Preferences box (found under the Screen menu by clicking on Preferences) and

check the Confirm Changes box. To turn off dragging and dropping completely, check the
Disable Drag’n Drop box.

-

Preferences &

Save Cancel

Preferences
Select the data that you want to view inside a section

Section
|| Course ID |__| Departmant
|+| Course Title |+| Teacher
|| Room |+ Class size
|| Period |+| Total students enrolled
|| Term || Available enrcllments
Docking panes
|| Section Details || Section Rules

Section Statistics Saction Students
Functionality
|| Disable drag'n drop |_| Confirm changes
|| Jump to |+ Real time scrall

Maximum visible classes Minimum visible classes

=y -L‘n...-u.A

Standard colors
HE ENEEN

' Figure 7.41 — Preferences, Confirm Changes

When Confirm Changes is turned on, a box pops-up after a section is moved to confirm if
the section should be moved or if the change should be cancelled.

l Please confirm [é .

ove section?
@ | Cancel

— —

Figure 7.42 - Confirm Changes Box

Another way to edit section details is by using the Section Details window. To edit a section:

1. Turn on the Section Details window using the Preferences box or the Screen
menu.

2. Click on the section to edit in the main grid, and the details of the section appear in
the Section Details window.

Details - 4 x
|Mvers 50f5 |
Details =
Department American History |
Teacher Myers, T

Course PP73

Room 133

Section ID 0850 f

B @)

Details | Rules | Statistics
| I Sl E——

Figure 7.43 - The Edit Button in Section Details
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Click the Edit button from with the Section Details window.

When the section is in Edit mode, any detail can be changed in the windows by
clicking in the boxes or drop-downs. Scroll down to see all of the details that can be

changed.
Details X
|R.omero 1 of 10 |
Details =~
Department American History
Teacher Romero, 5 v
Course PFO7
Room 232A -
Section ID 0386

Section Info

Start peried 3

-

=

-

|Ga To | |Revert Changes | [Exit Edit Mode |

Figure 7.44 — Editing the Section Details

5. To save the changes and stop editing, click the Exit Edit Mode button. To cancel
the changes and stop editing, click the Revert Changes button.

the section can quickly be brought into screen agai
the Section Details window.

Details

Tip — If a section is displayed in the Section Details window, and the main grid has
been scrolled away from the section so that it is no longer displayed in the main grid,

n by clicking the Go To button in

|Gc- To||E|:|i‘t|

Rules | Statistics

Figure 7.45 — Go To Button

X
|Mvers 5of 5 |
Details =~
Department American History
H Teacher Myers, T
¢ Course PP75
Room 133
Section ID 0850 F
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Adding & Deleting Sections

To add a section to a course:

1. Right-click in any space on the line for the course in the main grid, and choose

Add Class.
| e r
Add Class =
Delete Class m

WView Section Details
Open Class Builder
SAMgE e
Figure 7.46 — Right-Click, Add Class

2. OR click on the Edit menu and choose Add Class.

- FILE EDIT VIEW
Lupoint
Delete Class

Figure 7.47 — Edit Menu, Add Class

3. The Add a New Class box pops-up. Enter all of the information for the section, and
click the Save button.

—
Al new class 0 1 3 @
Save ancel

etails | Mesting days | Students

Section ID  Course ID Course Title Staff Name Room Name

‘ | l PPO7-Amernican Govt - J l - J l - J

w || Student Seat Totals v

Male Female Total Max Open Seats

Section Info

| Period Begin Period End Term Code Department

|0 ~Jlo i | = )| Amencan History 1
Meeting days

Exclude Attendance Exclude Grading

! M| L M|

Instructicnal Minutes Override |=] Using Elementary Minutes
| | L

Restrictions

Teacher Aide Totals v
Total Max Open Seats

Grade Range Low Grade Range High Gender Restriction Credit House Team Term Exclusion

( = [ v - - -

|=| No Term Override |=| Exclude From Mass Scheduling

Figure 7.48 — Adding a New Class

Caution: Even if the section ID is set to be auto-generated within Synergy
SIS, section ID must be manually assigned within ClassBoard since the

data set is stored on the local computer and is no longer connected to
Synergy SIS.
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To delete a section:

1. Right-click on the section and choose Delete Class.

Add Class =
I Delete Class ol

WView Section Details
COpen Class Builder
SAMgE e .
Figure 7.49 — Right-Click, Delete Class

2. OR with the class selected, click on the Edit menu and choose Delete Class.

- FILE EDIT VIEW
Elyo I nt : / Add Class

| Delete Class | l

Figure 7.50 — Edit Menu, Delete Class

3. The confirmation box pops-up. Click the Delete button to confirm the deletion of the
section.

[_F'iease confirm EJ (2 ﬁ

re you syes-way want to delete the section?
1 Cancel

Figure 7.51 — Confirmation Box
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Class Builder

Class Builder can modify student course requests, and manually assign students to a
specific section of a course. To start Class Builder:

1. Right-click anywhere in the main grid, and choose Open Class Builder. It will
default to the course that was clicked on in the grid, but any course can be seen by
modifying the drop-down list.

| M'?Er‘\ﬂ:ﬂ:: l

Add Class

T

Delete Class

View Section Details

Cpen Class Builder

Sargeﬂ
Figure 7.52 — Right-Click, Open Class Builder

2. The Class Builder box pops-up.

e Buskder e ———— [

Enralicd Students Course Roguest Sectiom Raster
Susent Lt Desarnmern | Math - Secten [Diedida j wass

Ceuse Trgenemetry

RSN NS | |t w0 s o <o R S A A
—— SR : e p——
P——— N ; —
S e : e
——
S

s,

'
»
'
1
»
!
'
2 »
2 car, Ty »
u u prm— »
x dama b (]
2 suma oy .
u u ama Sreshar s
u u pre—— 0
u u - '
® ' g, catn
u " g, S »
u ' gt Carshn !
u . gaa. by »

Ll e, Bamrin u v Mot e

FPREERERERRRIRES
|

g U [ " e Dacs 1 ' Swrge, ket

Figure 7.53 - Class Builder

3. The left-most box, the Enrolled Students box, shows all students enrolled at the
school, and lists their Grade (Grd), Gender (Gen), Name, EL, SP, GT, and the total
number of course requests (Reqs).

Enrolled Students
Student List

6d Y Gen Name YT 8o T s 6T T Reg= T =

12 M Abbott, Billy 10 o
i1 F Abernethy, Anne i
iz M Acevedao, Andrew 9
i1 F Acevedo, Ashley i
0 M Acaosta, Billy i
12 M Acosta, John g9

Figure 7.54 - Enrolled Students Box
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4. To sort by a column, click on the column. To reverse the sort, click on the column
again. A triangle displays the direction of the sort. To remove the sort, click on the

triangle.
@,

Zuniga, Kathlzen

Zierk, Barbara
Figure 7.55 - Sorting

5. Tofilter the list of students by one or more of the column values, click on the funnel
icon in the column. Check the values to display from the list of values. To show all
values, check the Select All box. To specify one or two custom values, select an
option from the drop-downs under Show Rows With Value That and enter the value
in the blank white box. Click the Filter button to apply the filter. Click the Clear Filter
button to remove a filter.

] e
i 1
e | Clear Filer |
T[] select Al
k-l ] 0 A
1 L) 1
= 2
1 = g
5 [
[] 1o
1 [] 14 |
1 Show rows with value that
El Is equal to -
>
g And
g Is equal to -
8 | |
0 | Filter |

Figure 7.56 - Filtering

6. The middle box, the Course Request box, shows all of the course requests for the
selected department and course. The Total number of requests is displayed as well
as the number of Available Seats. All students who have requested the course are
listed, and if the student has been scheduled for the course, a Y appears in the
Sched column.

Copyright© 2013 Edupoint Educational Systems, LLC 205



Scheduling and Course Guide

Chapter Seven

Course Request
Department | Math

Course | Trigonometry

Total Requests: 867 Total Available Seats: 420

12 M Abbott, Billy

12 M Aceveds, Andrew
12 M Acosta, John

12 M Adair, Alan

12 M Adair, Timothy
12 M Adams, Albert
12 M Adams, Martin
12 M Adams, Larry

Figure 7.57 — Course Request

7. All of the other columns are the same as in the Enrolled Students box, and the
columns have the same sorting and filtering options as outlined previously.

9.

To remove a student course request, click on the student in the Course Request
list and then click on the button with the double-arrows pointing towards the Enrolled
Students box. To add a course request, click on the student in the Enrolled
Students list and click on the button with the double-arrows pointing towards the
Course Request box.

Student List

Enrolled Students
Course

abbor, Billy 10 1

Abernethy, Anne 1 1z
Acevedo, Andrew 3 12
Acevedo, Ashley 1 12
Acosta, Billy 1 12
Acosta, John 9 12
Acunia, Kenneth 1 12
Adair, Dizne 1 1z
Adair, Alan k] w 1z
Adair, Timothy 9 &J 12
Adams, Albert 9 12
Adams, Martin 8 12

= = = = m =¥ 2 ¥ T = T =

Department | Math

M

m = =T = = = = = =

]

Course Request

J

 Trigonometry

)

Total Requests: 867 Total Available Seats: 420

Abbort, Billy
Acevedo, Andrew
Acosta, John
Adair, Alan
dair, Timothy
Adams, Albert
Adams, Martin
Adams, Larry
Aguilar, Stephen
Aguirre, Mary

Ahlstrom, Jack

Figure 7.58 - Adding & Removing Course Requests

Gd T  Gen Name T 88T T 6 T sced T o
J

¥

< =« = = =

To screen a different course, change the department and course in the drop-
downs at the top of the Course Request box.

10. To manually edit an existing section’s roster, select the section from the drop-down
at the top of the Section Roster box, the right-most box in the Class Builder.
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Section Rostar
Section || 0443:51 / MA42Z v
G6rd YT Gen Name T BB T s T GGT T PeShed T |l
1z F Aguirre, Mary
iz F Baum, Jans
12 F Brimhall, Susan
1z F Camevale, Rebecca
1z M Everstt, Jos
iz M Figueroa, Shawmn

Figure 7.59 — Section Roster

11. A list of students currently enrolled in the section displays below. If a student has
been pre-scheduled for the section, a Y will appear in the PreSched column.

12. All of the other columns are the same as in the Enrolled Students box, and the
columns have the same sorting and filtering options as outlined previously.

13. To remove a student from a section, click on the student in the Section Roster list
and then click on the button with the double-arrows pointing towards the Course
Request box. To add a student to a section, click on the student in the Course
Request list and click on the button with the double-arrows pointing towards the
Section Roster box.

Course Request Section Roster
Department | Math -] Section [ 0443:51 / MAd2 -]
Course [ Trigonometry ~

1z ] Abbott, Billy v 1 12 F Baum, Jane

12 L Acevedo, Andrew ¥ 12 F Brimhall, Susan

12 M Acosta, John ¥ 12 F Carnevale, Rebecca

12 M Adair, Alan ¥ 12 M Everett, Joe

12 " Adair, Timothy v 12 M Figueroa, Shawin

12 M Adams, Albert ¥ 12 F Fullagar, Jane

12 M Adams, Martin 12 M Greene, Michas|

12 M Adams, Larry m 12 F Hardison, Pamela

12 M Aguilar, Stephen v li] 12 F Hatch, Deborah

12 F Aguirre, Mary v 12 M Hise, Eugene

Figure 7.60 - Modifying Section Rosters

14. To close the Class Builder and save the changes, click the red X in the top right-
hand corner of the Class Builder box.
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Finalizing the Schedule

Before re-running the schedule based on the changes made in ClassBoard, it may be
necessary to adjust the school scheduling options. These are the same options found in the
School Scheduling Options screen in Synergy SIS. To modify the School Scheduling

Options:

Edu int FILE EDIT VIEW

1. Click the Schedule Options button on the toolbar.

Hope High School - 97 Working Copy & User: admin

Figure 7.61 — Schedule Options Button

Elﬂ:oint

FILE

2. OR click on the Screen menu and select Schedule Options.

EDIT VIEW Hope Hig
View Selector »
Rules »

,395 of 2,253 (61.9 %)
0

Windows 3
-] Aerospace Science

Figure 7.62 — Schedule Options from the Screen Menu

3. The Schedule Options box pops-up. Modify the settings as needed.

Preferences

w0

Schedule Opticns

Schedule Options

@ HCEI

Enforce The Following Rules

|| Use Teacher Preferences
|| Check Carequisites
Prerequisite Option

l No Enfoercement .2 ]

|| Allow Alternate Course

|| Allow Global Alternate Courses
|| Use Room Seat Limit

|| Check Term Owverride

|| check Term Praference

f| LI check Student Restrictions
|| Check Teacher Restrictions.

House Option

l No House Enforcement .2 ]
Team Option

l No Team Enforcement .2 ]

Duplicate Course Request
l Schedule all of the duplicates - ]

Exceed max class size for CORE classes by this % | 0 |

Schedule Options

Balance and Sequence Options
Grade Order

| Not Used - |
Sequence By

l Difficulty A ]

‘Course Request Sequence

l By Difficulty A ]
Balance Option
| Total Students - |

Exclude the following students
Do Mot Process the Following Grade Levels

|U09|_|10|_|11|_|12 |

Do Mot Process the Following Houses

| || oth Grade Homeroom |_| Advanced Placement | | Football |

Do Not Process the Following Teams
| || Homeroom | | Lab Room | | Physical Education || ROTC |

Exceed max class size for ELECTIVE classes by this % | g

Exceed max class size for OTHER classes by this % |

Special Run Option

l Perform schedule optimization A ]

I Max fime to spend per student (in seconds; default value is .1
second)

0.1

|| Lock Schadule for Skipped Students - NOTE: If this is
not checked and grade levels (above) are selacted to
be skipped, the skipped student's class assignments
will be cleared

|| Do Mat Process Fully Scheduled Students.

FigUre 7.63 — Schedule Options

are saved back to the option set.

4. Click the Save button at the top of the box to save the changes. These changes
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To reverse any change within ClassBoard, click the Undo button or click on the File menu
and select Undo. The Undo function will reverse any changes within ClassBoard from most
recent all the way back to the first settings available upon opening ClassBoard. This can
reverse anything from section changes to student enrollment changes.

Edu int FILE EDIT VIEW Hope High School - 97 Working Copy & User: admin
S voR B m ‘ (IR Left: Dept/Course Top: Term/Period v [eR(a i |

Figure 7.64 — Undo Button

FILE EDIT VIEW

Eoupoint o

Reschedule

426 of 2,253 (63.3 %) Save
Figure 7.65 — File Menu, Undo

Since changes to a section will only reschedule the students directly impacted by the
change, the schedule should be completely re-run to screen the total impact of any
ClassBoard changes. To completely re-schedule all students in the ClassBoard option set,
click the Reschedule button or choose Reschedule from the File menu.

Edl..l il‘lt FILE EDIT  VIEW Hope High School - 97 Working Copy & user: admin

Figure 7.66 — Reschedule Button

- FILE EDIT VIEW
Elyo ! nt Undo “
|

Reschedule

426 of 2,253 (63.3 %) Save
Figure 7.67 — File Menu, Reschedule

Since the Reschedule process can take some time, a box pops-up to confirm the
reschedule before processing.

Message from webpage ll

' Are you sure you want to reschedule the entire option set?

ok I Cancel |

Figure 7.68 - Reschedule Confirmation Box

To finalize any changes in the ClassBoard and save them back to the option set, click the
Save button or select Save from the File menu.

“ FILE EDIT VIEW Hope High School - 97 Working Copy & user: admin
Edupoint

Figure 7.69 — Save Button
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- FILE EDIT VIEW
Elyo I nt | Undo “

Reschedule

426 of 2,253 (63.3 %) HEE | m
Figure 7.70 — File Menu, Save

While the save is processed, a Job Queue Status window displays the progress of the
save.

 job Queue Status =S
1l Job Queue Status
‘ |
Jeb ID | SAVE_CLASSEOARD |
Description |5ave Class Board Data J

Status Complete: Job is now complete

Figure 7.71 — Saving, Job Queue Status
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Chapter Eight:
MANUAL
SCHEDULING

In this chapter, the following topics are covered:

» How to setup sections & assign students to sections
How to make changes to the student’s schedule in bulk
How to assign classes to students individually
How to assign a track to students in bulk
Where to see classes that have been deleted

YV V. V V V

How to enter the date for the end of the term
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The Scheduling screens are either used to modify a student’s schedule after the completion
of the mass scheduling process or used to create student schedules when the mass
scheduling process is not used. For smaller districts, the manual scheduling process may
be easier to use. To use the Scheduling screens to create student schedules, first create
the sections using the Section screen. Once the course sections have been created,
students can be assigned to sections using several different screens.

CREATING SECTIONS

To add a section to the school:

1. Go to the Section screen, found under Synergy SIS > Schedule.

;,'| Find ‘ Undo | Add | 3-ee:e|

== ®9@

o
=

Status: Ready | @ % @!

Section

Section ID:  Course Title:  School Year

Team
v

Term Exclusion  [[]No Term Override [_|Exclude From Mass Scheduling

Amount

Additional Staff Attendance

v

Current Studemﬁ| Student Enrollment History = Meeting Days = Additional Staff = Staff History
Section ID Course ID 4 Course Title Staff Name 4 Room Name ¢
Section Info Student Seat Totals &
Begin Period  End Period Term Code Male Female  Totals Max Open Seats
3 d o | | I |
Exclude Attendance Exclude Grading AM PM Attendance Type Teacher Aide Seats QD
b bt b b Total Max Open Seats
Supplemental Funding Category [ | |
53 Grade Book Specialist Q)
Instructional Minutes Override [“]Using Elementary Minutes Section Record Type Grade Book Specialist Group 4
“
Instructional Strategy Instructional Method Calegory Code Override [|Distance Learning State Reporting Q)
b 3 b [ |Independent Study [ Course Excluded From State Reporting
College Credit  Online Course Override State Course Override 4 Exclude From State Reporting NCLB Core
> v - -
Primary Section Instructional Unit ID
“
Local Master Schedule ID
Restrictions (|| Staff Contributions (|| TeacherVUE Security &
Grade Range Low Grade Range High Gender Restriction Credit House Responsibility Primary Staff Attendance
hd hd W ~ A s e

-
Students [ chooser |
y =7 ~ =~ ~ hvd hvd = ~ =~

Figure 8.1 — Section Screen

2. Click the Add button at the top of the screen. A new Section screen pops-up. The
fields highlighted in green are mandatory and must be entered.
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save | Close
Section
_ Current Sludentsl
Section ID Course ID 4 Course Title Staff Name ¢ Room Name ¢
Section Info (|| Student Seat Totals (&]
Begin Period  End Period Term Code Male Female  Totals Max Open Seats
v v v |
Exclude Attendance Exclude Grading AM PM Attendance Type Teacher Aide Seats Q)
b b b hé Total Max Open Seals
Supplemental Funding Category
v
Grade Book Specialist Q|
Instructional Minutes Override [] Using Elementary Minutes Section Record Type Grade Book Specialist Group 4
v
Instructional Strategy Instructional Method Category Code Override [] Distance Learning State Reporting [£]
o be o Independent Study College Credit Course Excluded From State Reporting
v
Exclude From State Reporting NCLB Core
Online Course Override State Course Override ¢ v v
v
Instructional Unit ID Local Master Schedule ID
Restrictions (|| Staff Contributions (|| TeacherVUE Security (3
Grade Range Low Grade Range High Gender Restriction Credit House Responsibility Primary Staff Attendance
v v v v v v
Team Amount Additional Staff Attendance
v v
Term Exclusion Mo Term Qverride [ Exclude From Mass Scheduling
-
Students [ chooser |
5
[ [Fig" < [oener - e | G oG e g ¢

Figure 8.2 — Section Screen, Adding

3. If the Section ID is set to automatically generate by the option in the School
Scheduling Options screen, it does not need to be entered. Otherwise, enter a
unique Section ID.

4. Select the Course ID by clicking on the gray arrow next to Course ID and selecting
the course by using the Find Course screen.

The Course Title populates based on the Course ID selected.

Select the Staff Name by clicking on the gray arrow next to Staff Name and
selecting the course by using the Find Staff screen.

7. Select the Room Name by clicking on the gray arrow next to Room Name and
selecting the course by using the Find School Room screen.

If using tracks, select the Track assigned to the Section.

Select the starting and ending period for the section from the Begin Period & End
Period drop-down list.

10. Select the Term Code assigned to the section from the drop-down list.

11. Select how the section will be handled in the attendance and grading views from the
Exclude Attendance and Exclude Grading drop-down lists. Attendance may be
set to Include in Attendance, Include in Attendance — No Scan Sheet, or
Exclude from Attendance. Grading may be set to Include in Grading, Include in
Grading — No Scan Sheet, or Exclude from Grading.

12. For schools taking daily attendance, the section can be designated as either a
morning or afternoon section by selecting it from the AM PM drop-down list. It can
be set to AM, PM or Both.
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13. For schools taking positive attendance such as for Supplemental Funding or Area
Learning Centers (ALC), select Positive from the Attendance Type.

14. If the section is used for supplemental funding, select the funding category from the
Supplemental Funding Category drop-down list.

15. To override the number of instructional minutes assigned to this section by the Bell
Schedule, enter the number of minutes to be used in the Instructional Minutes
Override box. This may be needed for sections that meet over the lunch period. For
example, if Period 4 in the bell schedule includes 30 minutes for lunch and 60
minutes for the section, the section instructional minutes should be set to only 60.

16. When Using Elementary Minutes is checked, the number of minutes submitted to
the state for the section can be customized for each day of the week. A new section
will appear on the Section screen above the Students grid with spaces to indicate
the number of minutes for each weekday.

Elementary Minutes [&]
Monday Tuesday Yednesday Thursday Friday

Figure 8.3 — Elementary Minutes Section
17. Select the Section Record Type to be used from the drop-down list.

18. Select the Instructional Strategy to be used in the section from the drop-down list.
These values can be customized by district in the Lookup Table Definition screen.

19. Select the Instructional Method to be used in the section from the drop-down list.
These values can be customized by district in the Lookup Table Definition screen.

20. To override the category assigned to the district course, select the category from the
Category Code Override drop-down list.

21. Check the boxes to indicate if the section is a Distance Learning or Independent
Study class.

22. Select the College Credit to be used in the section from the drop-down list. These
values can be customized by district in the Lookup Table Definition screen.

23. To override the online course designation assigned to the district course, select the
Online Course Override drop-down list.

24. To override the state course, select the gray arrow next to the State Course
Override field.

25. Enter the Instructional Unit ID.
26. Enter the Local Master Schedule ID.

27. Enter the maximum number of students that can enroll in the class in the Max field
in the Student Seat Totals section. Also indicate the maximum number of teacher
aides for the class in the Max field in the Teacher Aide Seats section.

28. To assign a Grade Book Specialist Group to the course, click the gray arrow next to
the Grade Book Specialist Group field and select the appropriate group.

29. To exclude the course from state reporting, select the Course Excluded From State
Reporting checkbox. To exclude or include just this section from State reporting,
select yes or no from the Exclude From State Reporting drop-down.

30. Select To restrict the section to students in a certain grade range, select the Grade
Range Low and Grade Range High from the drop-down list.
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31

32.

33.

34.

35.

36.

37.

38.

39

. To restrict the class to a particular gender (such as a physical education section),
select the gender from the Gender Restriction drop-down list.

To override the credit assigned to the course in the District Course screen, enter the
number of credits for the section in the Credit field.

To assign the section to a House and/or Team, select the values from the drop-
down list. For more information about Houses and Teams, see Chapter Four in this
guide.

Select the Term Exclusion from the drop-down list to assign the section to a Term
Exclusion group. For more information about Term Exclusions, see Chapter Four in
this guide.

To prevent students from enrolling in the section during a term other than what is
assigned to the section, check the No Term Override box.

If this section should not be included in the mass scheduling process, check the box
Exclude from Mass Scheduling.

Select the staff member’s responsibility from the Responsibility drop-down and
they Amount of time they spend in that role for this section.

Select the attendance security to assign to the primary teacher and additional staff
in the TeacherVUE Security section. For more information, please see the Synergy
SIS - TEACHERVUE Administrator Guide.

. Click the Save button at the top of the screen to save the new section.

Once the section has been created and students scheduled, the students currently enrolled
in the section will be listed at the bottom of the Current Students tab.

Note: If the course for which you created a section is an online or
virtual course taught at a virtual or other school, select the virtual
school and section in the Primary Section drop-down field on the
Section screen and click Save. This links both sections at the
Home school and the Virtual school. When a student adds or
drops the class, both sections are updated.
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655 [ [sove [ une
£ | [ save |[ und

e ]| D D B

o ‘ Add | Delete|

Status: Ready ‘ @ EQ] @!

Section

[

Section ID: AG31-1-0000000000001 Course Title: Animal Sci

Current Studems| Student Enrollment History  Meeting Days

School Year. 2012-2013

Additional Staff = Staff History

Section ID Course ID 4 Course Title Staff Name 4 Room Name 4
AG31-1-000000000000 animai sci| sherwin. Bob)||
Section Info (3| Student Seat Totals &
Begin Period End Period Term Code Male Female  Totals Max Open Seats
1 >l vI[YR ¥ |3 J1 Ja 50 46
Exclude Aftendance Exclude Grading AM PM Attendance Type Teacher Aide Seats Q|
Include in Attendance ¥ (Include in Grading % A b Total Max Open Seats
Supplemental Funding Category 0 0
b Grade Book Specialist Q|

Instructional Minutes Override
W

Instructional Strategy Instructional Method Category Code Override
W w W

Using Elementary Minutes Section Record Type

Distance Learning

Grade Book Specialist Group

State Reporting &)

Term Exclusion
W

No Term Override [ ] Exclude From Mass Scheduling

Independent Study Course Excluded From State Reporting

College Credit  Online Course Override State Course Override 4 Exclude From State Reporting NCLB Core:

w A - w
Instructional Unit ID Local Master Schedule ID
Restrictions (|| Staff Contributions (J|| TeacherVUE Security (|
Grade Range Low Grade Range High Gender Resfriction Credit House Responsibility Primary Staff Attendance
10 w12 b b 1.000 b b -
Team Amount Additional Staff Aitendance

b e

Students = ‘d
-
> A o = S = < = ~ < =
,Ha\g;g;.nggﬁ Male White 12 08/31/2012 >
PEN0EL oaazas ale  \wite 12 08/31/2012 4
BIOWD. ggi2a2 Male  |White 12 08/31/2012 -
Dianlcs. g74332 Female |White 12 08/31/2012 "
=1

Figure 8.4 — Section Screen, Students Added

From here, the students can be withdrawn by entering a Leave Date and clicking the Save
button at the top of the screen. The entire section can be deleted from the student’s
schedule by clicking the box in the X column next to the student’s name and clicking the
Save button. Students can also be assigned as the Teacher Aide by checking the box, or
the student can audit this class by selecting Audit Class checkbox. A Term Override may
be assigned to a student. Student who Qualifies for Alt Funding can be selected.
Students may also be added to the section by clicking on the Chooser button and selecting
the students using the Chooser screen.

To add students to a section using the Section screen:

1.
2.

Go to the Section screen, found under Synergy SIS > Schedule.

Find the section using either the Scroll buttons or Find mode.

Once the section is shown, scroll to the bottom of the screen and click on the

Chooser button.
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p— — )
| @ @ @ | g:;j | Save | Undo ‘ Add | Delete | Status: Ready ‘ @ %Q‘!
Section [
Section |D: AG31-1 1 Course Title: Animal Sci - School Year: 20122013
Current St.udems| Student Enrollment History = Meeting Days ~ Additional Staff = Staff History
Section ID Course ID ¢ Course Title Staff Name 4 Room Name 4
AG31-1-000000000000 lanimai sci| [sherwin. Bob)||
Section Info (3| Student Seat Totals &
Begin Period End Period Term Code Male Female  Totals Max Open Seats
i |1 vl[yr | |3 1 [ 50 46
Exclude Attendance Exclude Grading AM PM Attendance Type Teacher Aide Seats fe
nclude in Attendance v linclude in Grading v/ | ~| vl Total Max Open Seats
Supplemental Funding Category o 0
b Grade Book Specialist Q|
Instructional Minutes Override [“]Using Elementary Minutes Section Record Type Grade Book Specialist Group 4
W
Instructional Strategy Instructional Method Category Code Override [ Distance Learning State Reporting Q)
| "‘ ‘ "‘ ‘ "‘ [“]Independent Study [~ Course Excluded From State Reporting
College Credit  Online Course Override State Course Override ¢ Exclude From State Reporting NCLB Core
| | “l
Instructional Unit ID Local Master Schedule ID
Restrictions (|| Staff Contributions (J|| TeacherVUE Security (|
Grade Range Low Grade Range High Gender Resfriction Credit House Responsibility Primary Staff Attendance
10 =12 o | i 1.000 |l &)l ]
Team Amount Additional Staff Aitendance
C
Term Exclusion  [“|No Term Override [ | Exclude From Mass Scheduling
W
Students Chooser | (3
EE e ende RESOED i er Date eave Date SRS S : !.-‘
D Race/Ethnici : - - - Aide Cla Dverride
ding
Adams.
Coward 7873985 Male White 12 08/31/2012 .‘ . ] ] 3 B
Aelvoet
e 044233 Male White 12 08/31/2012 \ 0 0 v ]
Brown
eeT (81232 Male White 12 08/31/2012 \ m m v ]
Dianics.
SRuth T 874332 Female |White 12 \OB,’31.'2012 ‘ = ] v |}

Figure 8.5 — Section Screen, Chooser Button

4. The Chooser screen pops-up in a separate window. Enter the criteria to be used to
select the students in the Find Criteria section and click the Find button.

Find_ Select

Chooser
Find Criteria I
Last Name First Name Middle Name Suffix Perm ID Gender Grade

& “l

Add Selected Row(s) = | Add All Row(s) == |

| Search Results |

Find Result ("] Selected ltems ("]

Figure 8.6 — Chooser Screen

5. The students matching the criteria entered are then listed in the Find Result grid.
Click on a student name to select them, and then click the Add Selected Row(s)>
button. To add multiple students at a time, hold the CTRL button down while clicking
on multiple student names to select them. To add all the students matching the
criteria, click the Add All Row(s)>> button.
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6. The student names are moved to the Selected Items grid. To remove a student from
the Selected Items grid, click the box in the X column. When all the students needed
are in the Selected Items grid, click the Select button to add them to the Students
grid.

7. Click the Save button at the top of the Section screen to save the added students.

To see a list of students that have withdrawn from the section, click on the Student
Enrollment History tab. Students that have been withdrawn from school are enclosed in
parenthesis.

[Menu~]| (D (@D @D | 55| |_save || tndo || acd | elete | — e
Section

Section ID: AG31-1-0000000000001 Course Title: Animal Sci School Year: 2012-2013

Current Students I Student Enroliment Hismryl Meeting Days ~ Additional Staff = Staff History
Section ID OUrsE 1D & Course litle Staff Name « Room Name 4

AG31-1-000000000000 lanimal sci [sherwin. Bob|

[ Dropped Students [&]
‘ 5 | A‘ Al Al = a‘ Al = =

hvad v hvd V‘ ~ v
Aelvoel Jesse J. 944233 Male 12 08/31/2012 04/19/2013 v

Figure 8.7 — Section Screen, Student Enroliment History Tab

Students can be permanently deleted from the section by clicking in the box in the X
column and clicking the Save button at the top of the screen. To re-enroll the student in the
section, delete the Leave Date and click the Save button at the top of the screen.

If the school uses a rotating schedule and the section does not meet every day, the meeting
days can be set on the Meeting Days tab. For more information about rotating schedules,
please see the section on Period Rotation in Chapter Three.

‘ \9 \CD \9 ;iﬁ Save | Undo ‘ Add | Delete | Status: Ready | @ Eﬁj@@
Section

Section ID: AG31-1-0000000000001 Course Title: Animal Sci  School Year: 2012-2013

Current Students ~ Student Enrollment History IMeeling Daysl Additional Staff = Staff History

Section ID Course ID 4« Course Title Staff Name 4 Room Name
|AG31-1-000000000000 lanima sci] [sherwin. Bob|
Meeting Days ]
Begin b b
End he b

Figure 8.8 — Section Screen, Meetings Days Tab
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To set other section options and assign additional staff to the section:
1. Click on the Additional Staff tab.

[eno~]| [ 5 |sme [ | s eony | 2 B
Section =

‘SeCt0N ID; 1870 Course Tibe: Rel Time A Hr - School Year. 2012-2013
Cusrent Stiforts | Student Eniobmen History | Mestiog Days | AddKbonal SiT] St History

e
Secon ID Course I 4 Course Tibe  Slaff Name = Room Name &
fiero hCs2|  [Bel Time AHr|Arthur A Andrea) o Room|
[ Teaching Options TeacherVUE >
Primary EL Language Team Teaching Primary Siafl Grades Additional Staff Grades
v - e b
Addisional Staff Chovser | Q)
| Coatrbutions ToacherVUE Socurity o
LSON. foener Substiute ¥ 1160 (04202013 [05312013 [ ¥ Long Tarm Substitute “ 100 Updata “ Update -

Figure 8.9 — Section Screen, Additional Staff Tab

2. Select the primary language used in the section from the Primary EL Language
drop-down list.

3. If more than one teacher shares the responsibility for teaching the class, the type of
Team Teaching can be selected from the drop-down list. It can be set to either Job
Share or Team Teaching.

4. Select the grading security to assign to the primary teacher and additional staff in
the TeacherVUE Security section. For more information, please see the Synergy
SIS — TEACHERVUE Administrator Guide.

5. To add additional staff to the section, click on the Chooser button and select the
Staff to add using the Chooser screen.

6. Once the staff has been added, the staff's Class Role, Start Date, End Date, EL
Language, Responsibility, Amount, and TeacherVUE Security can be selected
from the drop-down lists. To prevent the staff from being included in the state data
upload, check the box Exclude from State Reporting.

¥ 1009  l0azaR013 r';- w

Durctor
Maintenance
Principal
Substitule
Tazchar

| =}
.'.' 1]
Counselor

Figure 8.10 — Section Screen, Additional Staff
7. To save the changes, click the Save button at the top of the screen.

8. To remove a staff from this section, check the box in the X column and click the
Save button at the top of the screen.

Copyright© 2013 Edupoint Educational Systems, LLC 219



Scheduling and Course Guide Chapter Eight

Additional staff (such as a substitute teacher) can be added to multiple sections at the same
time. To add additional staff to multiple sections at the same time:

1. Goto the Assign Additional Staff screen, found under Synergy SIS > Schedule.

2. In the Step 1 group box, select the teacher who needs the substitute or additional
staff assigned to their sections by clicking the gray arrow next to the Staff Name
field. When a teacher is selected, the sections they teach populate the Select
Sections Assignments grid.

3. Enter a Start Date and End Date for which the teacher will need an additional staff
member assigned. A Start Date is required.

4. Inthe step 2 group box, select the additional staff member by clicking the grey arrow
next to the Staff Name field, which opens the Find: Staff screen.

Note: If the staff member selected does not have a TeacherVUE
user account, a message will display under the Staff Name field.
If you would like the additional staff member to have access to
the primary teacher's TeacherVUE account, you will need to
create an account for them in Synergy SIS.

5. In the step 3 group box, you can assign the additional staff member a specific Class
Role, indicates their EL Language, and/or give the additional staff member access
to view or enter grades and attendance using TeacherVUE in the TXP Attendance
and TXP Grades fields.

Note: The items in step 3 are not required to complete the
additional staff assignment.

6. In the step 4 group box, select the sections the additional staff member will be
assigned to in the Select Sections Assignments grid.

7. Click the Assign Additional Staff button at the top of the screen. A notification
appears informing the user that the selected additional staff member was added to
the number of selected sections. The additional staff member appears on the
Additional Staff tab of the Section screen.
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To see a list of staff members and additional staff members that have been assigned to the
section, click on the Staff History tab.

o] | @D DB | 5| _soe |_vs | g | owene | s vty | 2 0 B
Section &
Section IDX 1870 Course Tise: Rel Time A Hr - School Year 7012.2013

Cument Students | Student Enroiment History | Meeting Days | Additional sranlMHE!

Section 1D Course ID « Course Ttle  Staff Name «  Room Hame &

TeacherViUE Sacurmy

; ; ; : . ; m ;
art | ¥ & = *, 3 o = - ~|  Sate
=l I o i -9

F{ Y500, fooened Substiute. % 1189 04012013 [P04192013  [9 % Long Tarm Substitute # 1.00 Update % Update -

Figure 8.11 — Section Screen, Staff History Tab

Staff members can be permanently deleted from the section by clicking in the box in the X
column and clicking the Save button at the top of the screen. To re-assign the staff member
to the section, delete the End Date and click the Save button at the top of the screen.

To delete a section:

1. Delete all students from both the Current Students and Student Enrollment
History tab.

Delete all the staff from the Additional Staff tab.
Click the Delete button at the top of the screen.

‘@®®‘§| Save| Und0| Add(DeIete)
Section

Section [D; 0077 Courze Title: American Government  School Year: 2009-2010
Figure 8.12 — Deleting a Section

To edit the Section ID:

1. Click on the Menu button at the top of the screen, and choose Edit Section Data.

renu] | €53 | Lsoe J e |

Edit Section Data | L
Reports 4 A
Synchronize Section Totals

Synchronize All Section Totals H
Synchronize Section Meeting Day Periods|
Duplicate Section ﬁ

Synchronize Staff History
Synchronize Gradebook Class
View Audit Detail For Section

Figure 8.13 — Menu Options

2. The Section ID box will turn white, and the information can be edited.
Section

Section ID: 0077 Course Title: American Government  School Year: 2009-2010

Current Stud | Student Enrollment History  Meeting Days ~ Additional Staff
Section ID Course ID & Course Title Staff Mame «  Room Mame 4
||DD?? |8851 | |American Guvemmeﬂt\ |Jack5c|n Kath)d |M |

Figure 8.14 — Section Screen, Editing Section ID

3. Click the Save button at the top of the screen to save the changes.
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The Class Student report for the student may also be printed from this screen by clicking
on the Menu button, selecting Reports, and clicking on the Class Student report. The
report pops-up as a PDF in a separate window.

| Edit Section--Data
[Reports T U408 - Class student],

Synchronize Section Totals

Synchronize All Section Totals
Synchronize Section Meeting Day Periods|
Duplicate Section

Synchronize Staff History

Synchronize Gradebook Class

History = Meeting Days
Course Title  Staff Nz

Rel Time A Hr Enhur;

View Audit Detail For Section

Figure 8.15 — Section Screen, Menu Options

To update the totals in the Student Seat Totals and Teacher Aide Seats for the section:

Student Seat Totals ]
hale Female Taotals  Max Open Seats
18 15 33 [32 o

Teacher Aide Seats &
Tatal Mz Open Seats

In | In

Figure 8.16 — Section Screen, Student Seat Totals & Teacher Aide Seats

1. Click on the Menu button at the top of the page.

Menuw |
I
|

]
*
A
"

— N
|_Edit Section Data
[Report

L

Synchronize Section Totals
Synchronize All Section Total

*a

5 H

Synchronize Section Meeting
Duplicate Section
Synchronize Staff History

View Audit Detail For Section

Day Periods|

ﬁ

Synchronize Gradebook Class

Figure 8.17 - Menu Options

2. Select Synchronize Section Totals to update the totals for the section in focus, or
select Synchronize All Section Totals to update all sections at the school in focus.
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If the section meeting days have been updated in the Section screen for schools with
rotating periods, they need to be synchronized with the periods. To update the section
meeting day periods:

1. Click on the Menu button at the top of the page.
| Save Undo

Edit Section Data L
Reports 4
Synchronize Section Totals ‘
anchronize All Section Tota_ls H
anchronize Section Meeting Day Periodsfl ¢
Duplicate Section ﬁ
Synchronize Staff History

Synchronize Gradebook Class

View Audit Detail For Section

Figure 8.18 - Menu Options

~
*>
zald
R

2. Select Synchronize Section Meeting Day Periods.

3. The Synchronize Section Meeting Day Period Options screen pops-up. Select from
the Synchronize Option drop-down list to either Update All Sections or just
Update Sections Without Meeting Days for those sections no longer using
meeting days.

_ Synchronize Section Meeting Day Period Optiunsl

Synchronize Option v

Figure 8.19 — Synchronize Section Meeting Day Period Options Screen

4. Click the Synchronize button to run the process.

To quickly create a section with all of the same options as the section in focus
1. Click on the Menu button at the top of the page.

| :i':rl Save Undo
Edit Section Data L
Reports YA

Synchronize Section Totals

Synchronize All Section Totals
Synchronize Section Meeting Day Periods
Duplicate Section

Synchronize Staff History

Synchronize Gradebook Class

View Audit Detail For Section

Figure 8.20 - Menu Options

|l

2. Select Duplicate Section. A new section windows pops-up with all of the same data
as the section in focus.
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Save | Close
Add Section
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Figure 8.21 — Duplicate Section

3. Edit the section information as needed. To also duplicate the student enroliments,
click the Load Student Enrollments from Duplicated Section button.
4. Click the Save button at the top of the screen to save the new section.

If the section’s staff members or additional staff members have been updated in the Section
screen, the staff history can be synchronized for the current school in focus or across the
entire district. To update the staff history:

1. Click on the Menu button at the top of the page.
| Save Undo

Edit Section Data

Reports 3
Synchronize Section Totals

Synchronize All Section Totals
Synchronize Section Meeting Day Periods
Duplicate Section

Synchronize Staff History

Synchronize Gradebook Class

View Audit Detail For Section

Figure 8.22 - Menu Options
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Select Synchronize Staff History.

The Synchronize Staff History Options screen opens. Select from the Synchronize
all sections across the entire district checkbox to update all staff history in the
district.

Synchronize Staff History Options

Synchronize will create historical staff records based on the primary staff associated for each section
within the current focus.

Synchronize

Synchronize all sections across the entire district
Figure 8.23 — Synchronize Staff History Options Screen

4. Click the Synchronize button to run the process.
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If your school uses Grade Book, you can synchronize any changes that you have made to
the section, so they also appear in Grade Book. To update class section in Grade Book with
the changes made on the Section screen:

1. Click on the Menu button at the top of the page.
| Save Undo

Edit Section Data

Reports b
Synchronize Section Totals

Synchronize All Section Totals
Synchronize Section Meeting Day Periods
Duplicate Section

Synchronize Staff Histo

Svnchroni_ze Gradebook Clais

View Audit Detail For Section

Figure 8.24 - Menu Options

]
>
20
.

—

=

—=Tx

2. Select Synchronize Gradebook Class to update the class in Grade Book with the
changes.
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ASSIGN MULTIPLE STUDENTS TO SECTIONS

Two screens can be used to assign sections to multiple students at a time. One is the
Assign Students to Sections screen. The other is the Class Assignment screen. To assign

sections, or classes, to multiple students at a time using the Assign Multiple Students to
Sections screen:

1. Go to the Assign Students To Sections screen, found under Synergy SIS >
Schedule.

2. To assign one section to a group of students, use the By Student tab. Select the
section to be assigned by clicking on the gray arrow next to Section ID.

’W‘:‘iﬁ | Assign Students ta Section | | @ Forim Status: Resdy (Update Mods) ‘ @ %ﬁf’
Assign Students To Sections («

Organization Name: Hope High School School vear: 2008-2009

By Student | By Section

Section _ @

Section I[(d-)nurse D Course Title Staff MName Total Students Max Students Open Seats

| ]l || || || || || |

Assignment Options (]

Start Date I~ Don't Allow Crverlapping Sections

Students Chooser |O

[ tine | | | |

Figure 8.25 — Mass Assign Sections Screen

3. The Find Section screen pops-up. Enter some or all of the criteria at the top of the

screen and click the Find button to find all the sections that meet the criteria
entered.

Find ) Cose | Select | Clear Selection |
/

Find: Section

Find Criteria

Section 1D Begin Period  Term Code Room Number Iax Students Grade Range High Grade Range Low
[ v v I

- -
Course ID Course Title Last Mame First Mame Midldle Name
Search Resultsl

Find Result

Figure 8.26 — Find Section Screen

4. Click on the section to schedule in the Find Results list, and click the Select button.
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Find Close Select Clear Selection
Find: Section
Find Criteria Q
Section 1D Begin Period Term Code Room Mumber Max Students Grade Range High Grade Range Low
107 v v | - v

Caourse 1D Course Title Last Mame First Mame Middlle Mame

Search Results |

Find Result [%]
1079 |3 51 GYM |0 0 o 40 40 PE4T1|Boys Pe Eﬂ'ackb“m Matt
10706 52 M7 |0 00 28 28 5C492 Biology Nedergaard|Jenny
1071 )1 52 17 10 14 |24 24 0 SC712|Chemistry MNedergaard Jenmy
1072_|2 52 M7 10 14 |24 24 0 SC712|Chemistry  |Nedergaard Jeriny
1073 |3 52 117 11 13 |24 24 0 SC712|Chemistry MNedergaard Jenmy
1075 |5 52 n7 o 00 28 28 5C492 Biology Nedergaard|Jenny
| American
1077 |0 52 216 |18 17 a2 32 i ss51 [grentan o |User Teacher
1078 |0 52 218 1 0o a0 29 5535 ﬁmerH'smw wong Lilian

Figure 8.27 — Find Section Screen, Find Results

5. Enter the Start Date to be entered for the section in the students’ schedules. The
date can be entered in MM/DD/YY format or it can be selected by clicking on the

Calendar [# button.

Assign Students To Sections («
Organization Name: Hope High Sehool School Year: 2009-2010
By Student |_Ey Section
Section (%]
Section ID 4 Course ID Codrse Tide Staff Narmne Total Students Max Students Open Seats
‘1077’ | |SSS1 | |American Gnvernment| |User, Teacher‘ |32 ‘ |32 | |D |
Assignment Options Q)
Start Date % Don't Allow Overlapping Sections
03/01,/2009

-

Students chooser D3
> [ Line | | | |

Figure 8.28 — Assign Students To Sections Screen

6. To prevent scheduling conflicts, check the box labeled Don’t Allow Overlapping
Sections.

Select the students to be assigned to the section by clicking the Chooser button.

The Chooser screen pops-up. Enter the information known about the students to be
assigned in the Find Criteria section, and click the Find button at the top of the
screen. The students may be found using any part of the criteria, including last
name, first name, middle name, perm ID, grade or gender. Partial information may
be used as well, such as the first letters of a last name or first name.
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Find Criteria Q)
Last Mame First Mame Middle Mame  Perm D Grade Gender

Add Selected Raw(s) ‘ dd All Rowls) »> |

Search Resullsl
Find Result &) Selected ltems [~

| B [pormwlorase[oor o - el e ™ oo

kennedy
| Smith Albert | Carl 89281211 Male  |High
School
Kennedy
Smith Albert  |Jason 961655 11 Male  High
School

Kennedy
Smith Albert  William |B73264(12 Male  |High
School
Hope High
School
Kennedy
Smith Anthony Brandon 20704410 Male  High

School

Kennedy
Smith Anthony Randall | 80931511 Male  |High
School
Hope High
School

Figure 8.29 — Chooser Screen, Results

Smith Andrew Lowell 87442912 Male

Smith Ashley  |Marie  |929874/11 Female

9. Once the Find button clicked, a list of students that match the criteria appears in the
Search Results section. Click on the name or names of the student(s) to add and
click the Add Selected Row(s) button to add the student(s) to the Selected Items
section. Multiple searches may be made until all students have been found and
added to the Selected Items section. Multiple rows may be selected by holding
down the Ctrl key and clicking on all the students needed. To remove a student from
the Selected Items section, click the box under X column. To add all of the students
found in the Search Results list to the Selected Items section, click the Add All
Row(s) button.

Find Select
Chooser

Find Criteria (]
Last Name First Name Middle Name  Perm ID Grade Gender

[ [ P se— gy - v
add Selected Rowis) » 3 Add all rows) 3> |

_ Search Results |

‘ Find Result "] Selected ltems %]
i pom = <[ e i R P ferte =
Kennedy Kennedy
mith Albert  |Jason 96169511 Male  High u Smith Albert Carl 89251211 Male  |[High

School Schoaol
Kennedy

Smith Albert  |William 873264 12 Male  |High
School

) Hope High

Srnith Andress |Lowell 57442912 ale achool
Kennedy

Smith Anthony| Brandon 207044 10 Male |High
School

:

Figure 8.30 — Chooser Screen, Selected Items Section

10. Once all of the students to be assigned have been selected, click the Select button
at the top of the screen to add them to the screen.

11. To assign the students to the section, click the Assign Students to Section button
at the top of the screen.

Menu ;‘f“: Gign Students ko Sectiom Clear Form Status: Ready (Update Moce) | @ % é"ﬁ-
Assign Students To Sections («
Organization Mame: Hope High Scheool =chool vear: 2009-2010

Figure 8.31 — Assign Students to Section Screen
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To replace existing section assignments with a new assignment or add new sections to the
student schedule:

1. Click on the By Section tab of the screen

Meruv ,‘i: Assign Studertts to Section | | Clear Form Status: Ready (Lpdste Made) | = %éﬁ
Assigh Students To Sections Q

Crganization Name: Hope High Schoel School vear: 2008-2009

By Student By Section |
This process will either move ar copy student enrallment from one sectionis) pattern to another. Far example, to enroll all
students who currently have sections starting with 1 and enroll them into a section starting with 2 you would use the following
framito patterns "1777" and "277%". To move an explict section, simply type in the section 1D "1234" to "4567". To match on
characters use ? for a single character match, Example: "17772" 10 "22777"

Student Action Date to withdraw students Date to enroll students

e
Section Pattern Match Q)
From Section Pattern  To Section Pattern

Process

N

N\

Figure 8.32 — Assign Students To Sections Screen, By Section Tab

2. Select how the current section assignment will be handled from the Student Action
drop-down list. Copy leaves the existing section in the schedule and just adds the
matching section. Drop withdraws the student from the existing section, and Move
deletes the student from the existing section.

3. Enter the leave date for the existing section in the Date to Withdraw Students field
in MM/DD/YY format. The date may also be selected by clicking the Calendar
button.

4. Enter the start date for the new section in the Date to Enroll Students field in
MM/DD/YY format. The date may also be selected by clicking the Calendar
button.

5. Enter the From Section Pattern to match to the existing section ID. The pattern
may match a section ID exactly by entering the full section ID such as 1077, or it
may match only part of the ID such as all section ID starting with 1. The question
mark is used as a placeholder to match any character, so a match on all section 1D

6. Enter the To Section Pattern to match the new section ID. The pattern may match
a section ID exactly by entering the full section ID such as 1077, or it may match
only part of the ID such as all section ID starting with 1. The question mark is used
as a placeholder to match any character, so a match on all section ID starting with 1

7. Click the Process button at the bottom of the screen to make the new assignments.
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Classes, or sections, may be assigned to students in bulk by using the Class Assignment
screen as well. To us the Class Assignment to assign classes to several students at once:

1. Goto the Class Assignment screen, found under Synergy SIS > Schedule

,"ij Clear Al Form Status: Ready (Lpclate Made) ‘ & Xy @'-;
Class Assignment («
Organization Mame: Hope High School School vear: 2008-2009
|
|| Required Fields and Student Filters Ci Teacher Filters d
Gradeﬁ GradeH
CoaC 01112 Coa o112
Last Mame First Mame Gender Last Narme First Mame EnterDate
| | 4 | |
Unassigned Only ,
r ———
C et sueris )
o s o e i e e e 0

Figure 8.33 — Class Assignment Screen

2. Select the students to assign to a section by entering some criteria in the Student
filters section. To select all students at a certain grade level, check the Grades. The
students can also be filtered by Last Name, First Name, or Gender. To list all
students that have not been assigned to any sections, check the box for Unassigned
Only. Once all of the criteria have been added, click the Filter Students button.

3. Select the sections to be assigned by entering criteria in the Teacher Filters
section. To select all sections offered to a certain grade level, check the Grades. Or
sections can be found by the teacher’s Last Name and/or First Name. Click the
Filter Sections button to list the sections that match the criteria entered.

Class Assighment

Organization Name: Hope High School School Year: 2009-2010

Mass Assi |

Required Fields and Student Filters (|| Teacher Filters &

Grade o) Grade o)

CopaCorC 11 riz CosCor1riiz

Last Name First Name Gender Last Mame First Name EnterDate

[abbott | v [jack 09/01/2009

Unassigned Only Filter Sections

r
Stu (| [ Classes =]
Nl ™ | fobott, BityC. |905483 |12 M |wischhusen, T add| |(Unassigned)  Mone sog 402 1001

ad| )dackson, K 216 1 1
add| | Jackson, K 216 0)

Figure 8.34 — Class Assignment Screen, Students and Sections Listed

4. Adjust the enter date to be used for the section assignment by editing the default

value in the Enter Date field or selecting it by using the Calendar [ button.

5. Check the box in the Add column of the students to add to the section. Click the

Add button next to the section, and the students will be added to the section.
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INDIVIDUALLY ASSIGNING CLASSES

Classes can be assigned to an individual student through two views. They can be modified
or added using the Student Classes screen or via the Classes tab of the Student screen. To
modify the student’s class schedule using the Student Classes screen:

1. Go to the Student Classes screen, found under Synergy SIS > Schedule.

2. To add a single class, click the Add button and select the class using the Find
Section screen.

frens=] | (@ (@D (D | 55 i * 3 B ® gn ooty | & Cp 0

Student Classes «|
Student Name: Abbott, Billy C. School Hope High School  Status: Active  Homeroam: 108

Current Cllmsf Class Envollmon] Hisdary
Last Name First Hame Middle Name. Suffic Perm 1D Grade Gender

[Abbott [Biity Ic [ " [eos483 12 ~ Male  *
Drop Class, Filter and Overide Options
Current Class Schedule
[ . Jackson, L. . . , .
Bl o sz SAD0 v ; - 216 04252013 v ¥1 sz om
== i Kathy
B 1 s2 juss |peszp (SO0 - a0 234 02062013 (7 v 14 1T B3
B 2 s 10 sss |amcou s ,f,—f,'f;m 216 03za2013 [ v w90 B2 2
h 3 51 e A!e-l".'.":'\M - onn 12212012 7| - ¥1 om2
B 5 se |wes .I‘_';"""E;“t_ - rs"";‘"" ABBK 01162013 7 v a5 36 1
L 4 sz 143 (Esiv Pr"r['r“gp""“ - E"'IE:”‘-""- 131 oarza2012 R - “ 16 Bz 16
I . Yo Sargent . | [
Bl: 4 va |0 Pezs Eaplor v AL AR 011162013 [ v i vz oz on
- Prgm L
| 5 6 87 1876 |NOCOSZ RIS Per % l'k-:l T:u.-uu_ ;Lt’x}m ooizerz012 [ - ~ 324999 BF5
L 7e hicoe 1 Eih Per & Bel Time. No 16 e | I~ - 5
i {5 6 52 |187€ |NC9E2 [RLEth Pe Bt Thne Kroom mne2ms Bl 560009 430

Figure 8.35 - Student Classes Screen

3. To add multiple classes, click the Chooser button and select the class using the
Chooser screen.

4. Once a class has been added, if the student is repeating the course that can be
indicated by selecting a Repeat Tag. If the student can receive college credit for
the course, indicate that in the College Credit drop-down field. the student may be
made a Teacher Aide in the class by checking the box. If the student is auditing the
class select the Audit Class checkbox. To override the term for which the student
will attend the class, select the term from the Term Override column. If the student
gualifies for alternative funding, check the box in the Qualifies for Alt Funding
column.

o

To drop a class from the student’'s schedule or to filter the list of classes, maximize
the Drop Class and Filter Options section by clicking on the Maximize button.

o

To drop a class from the student’s schedule or to filter the list of classes, maximize
the Drop Class and Filter Options section by clicking on the Maximize button.

|Drap Class and Filter Options @

Figure 8.36 - Maximize Button

N

To drop a class, enter a Leave Date in MM/DD/YY format or select a date using the
Calendar [ button. Click on the line number of the class to drop in the Current
Class Schedule list, and click the Drop Selected Classes button. Multiple classes
may be selected by holding down the CTRL key
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[Menue] [ (B @ (B | 55| o || v | B IB® g ey | @ B QD
Student Classes I:‘;l
Student Name. Abbott, Billy C. Sencal: Hpe High School  Status; Active  Homercom: 100

Current Classes | Class Enmllmenl History

Last Name Middie Name _ Sufflx Perm ID Gender

|lw—l—l_l_|—|z v Male
[Drop Class, Filter and Override Options j

Leave Date 7 | Display Term | Meeling Day| v

1]4:’-‘ w2013 =1 P2 3

J“;L-------l'“ SENSSNEVA S UL N A

‘2 -54\9'9 A0 ﬁ"‘ ,J ’m

5 ls2 1075 [ueny 1Per] v AL v, 4| 0812872012 Bﬁ # o | e ¥ 24000 675 |-
687 _ﬁ_iz G962 B!_&im_ v Hel lime. g?)om 0162013 Eﬂ 3 m | m ~ SE0009 430
HelTime _Room

Figure 8.37 — Student Classes Screen, Drop Class and Filter Options

8. To filter the list of classes, select the terms to display from the Display Term drop-
down list. If a rotating schedule is used, the Meeting Day can also be selected from
the drop-down list. Once the selections are made, click the Filter button.

9. To see the list of classes that have been dropped from the student’s schedule, click
on the Class Enrollment History tab.

frens=]| (D@D | 3| | s || o | B3RS ey & TP
. Student Classes o
Student Name: Abbott, Billy C. Schock Hope High School  Status: Active  Homeroom: 108

Current Classes | Class Enrollment History |

Lt hame: First Hame: Midie Hame  Suthy  Pem 1 Grage __ Senas

|Anbott Bty fc [ |s05483 12 ¥ Male  ~

Mecting |Course |,
i

MRl o 51w - 5551 |[Am Govt ﬁ?”- 216 082872012 L‘?ﬂ‘wzlrzmz @| 2 # m

I-II ) n-| “Qa"gg_ i ¥ ",1;59 n"m. nay (EcelstEn o Gapsmot2 Eﬁmrzuzmz [’;,1| | B [ "B _-_-_- 1
M1 1 s 116 v e Egtug E’E’W" j::m loBrza2012  [70210412013 EE| BB g2 n

IRl 1 st ouos B AR54 Beg Jeweiy ﬂm 403 j_‘l_‘!_Ef-’S{?_l[l‘-_’ fPzeizorz B 1 | B

[ ' niemmediate | Gardner. |, | . S R
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481z v (N |Eng (prm_qw' s nnnmm'z [P1zz12012 _[';l| n | m @ P

LR 4 YR NCH01-4-000000000001) ¥ Heso1 | Sy Hat M‘Jzu o i | -
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Figure 8.38 — Student Classes Screen, Class Enrollment History

10. The current Class Schedule report for the student may also be printed from this
screen by clicking on the Menu button, selecting Reports, and clicking on the Class
Schedule report. The report pops-up as a PDF in a separate window.

MEHUVH @ @ @ | gﬁ | Save | Undo |
|Reports Tglass Sn:hedulel
|Wiew Audit Detail For Student Classes

Figure 8.39 — Student Classes Screen, Menu Options
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The student’s schedule may also be modified from the Classes tab of the Student screen.
To modify the student’s schedule from the Student screen:

1.
2.
3.

Go to the Student screen, found under Synergy SIS > Student.

Find the student schedule to modify using either the Scroll buttons or Find mode.

Once the student has been located, click on the Classes tab.

frens~](D D B | 555 | Lo |_voss | st | oo | SBBS amnnn | P 0 EQ
Student &

Shident Name: ABBOTE Bily C. Scvol Hope Hgh Sohon Homeraom 198 Toacher ebolua M.

Demographics | Parent/Cuardian  Otherinfo | E
Last Hame First Name

me Suflix  Pesm

{Anpott [Buity. |posass 12 v Male v
Clana 3 @
Class Schedule sde || Chooser |C3
) S400 |sApo %jlﬂim |€ﬁ|}$ﬂ 218 0452013 [ [ 1 2
1 52 1160 |ppsz2 monsumel T 0210572013 [ B v w14 17 3
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Figure 8.40 — Student Screen, Classes Tab

To add a single class to the student’s schedule, click the Add button and select the
class using the Find Section screen.

To add multiple classes to the student’s schedule, click the Chooser button to use
the Chooser screen to select multiple classes.

Once a class has been added, if the student is repeating the course that can be
indicated by selecting a Repeat Tag. If the student can receive college credit for
the course, indicate that in the College Credit drop-down field. the student may be
made a Teacher Aide in the class by checking the box. If the student is auditing the
class select the Audit Class checkbox. To override the term for which the student
will attend the class, select the term from the Term Override column. If the student
gualifies for alternative funding, check the box in the Qualifies for Alt Funding
column.

To drop a class from the student’s schedule, enter the Leave Date for the class.
Click the Save button at the top of the screen to save the changes.

To delete a class from the student’s schedule, enter the Leave Date for the class
and click the Save button at the top of the screen. Then check the box in the X
column and click the Save button again.
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MASS ASSIGNING TRACKS

For schools that use tracks, tracks may be assigned to the students in bulk. To assign
tracks to all of the students in the school:

1. Gotothe Mass Assign Track screen, found under Synergy SIS > Schedule.

Update Track.
Mass Assign Track

Organization Name: Hepe High Schoeel Fulvearyerbose: 2008-2009

The process executed by this view will update the student?s track based on a period of the day and term code. By selecting the
Period and the Term Code you are specifying the section that will be evaluated in the student schedule that will be used to
determine what the student track should be. The Period drop down defaults to the homeroom period as specified in School Setup.
You rmust enter the Period and Term Code

Select a Period and Term to Update Tracks (]
Period Term Code
1 ~ | Fall bt

Figure 8.41 — Mass Assign Track

2. Select the Period and Term Code for the class in each student’s schedule that
indicates the track assigned to the student. By default, the period shown is the
homeroom period entered on the School Setup screen.

3. Click the Update Track button.

ASSIGNING HOMEROOMS

To assign homerooms to students:

1. Gotothe School Setup screen, found under Synergy SIS > System > Setup.

School Setup

School Name: Hope High School  School vear. 2009-2010

Basic Info | Options SIS Data Options  Labels | Teacher Experience

Period Definition () Type Information @
Start Period End Perio§ Homeroom Feriod Homeroom Meeting Day Schoal Type School Attendance Type
0 9 1 = High School *  |Both Period and Daily Attendance |

School Attendance Taken School Attendance Reason Type
By Section ~ | Regular =

Concurrent Enroliment Type
Full Concurrent - Able to send and receive concurrent students %
ALC schoaol Type School Category Calendar Type

= | Regular b

Figure 8.42 — School Setup Screen

2. Enter the number of the period assigned as the Homeroom Period.
3. For schools with rotating schedules, select the Homeroom Meeting Day.
4. Click the Save button at the top of the screen to save the changes.
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The homeroom assignments may need to be updated periodically; for example, at the
beginning of a new term. To update the Homeroom assignment:

1. From the School Setup screen, click on the Menu button and select Update
Homeroom Data.

MernL E‘i’:]
Frcn:esses Lpdate Homeroom Data

Wiew Audit Detail For School Setudclear Homeroom Data
Figure 8.43 — Menu Options, Update Homeroom Data

Save | Indm |

2. When the process is complete, a message box pops-up listing the number of
students updated. Click OK to close the message box.

Microsoft Internet Explorer

! 5 Homeroom update complete! 2468 total students updated,

Figure 8.44 — Message Box

To clear all homeroom assignments:

1. From the School Setup screen, click on the Menu button and select Clear
Homeroom Data.

et

MenL | * 4.-4] _

Processes Mpdate Homeraom Data

Niew Audit Detail For School Setudclear Homeroom Data
Figure 8.45 — Menu Options, Clear Homeroom Data

Save | Inda |
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TRACKING DELETED CLASSES

If desired, classes that have been completely deleted from the student schedules can be
tracked for the Add/Drop Report. To turn this function on, check the Track Class Deletions
for Add/Drop Report box in the School Scheduling Options screen. This option needs to
be selected for each school that needs to track deleted classes.

Menuw ‘:.ij ‘ Save ‘ Undo | Status: Ready | o %E@
School Scheduling Options «

School Name: Hope High School School Year: 2012-2013

Section Options | Course Request and Walk-In Options House/Team/Exclusion
Options (3| Include In Grading Option (]
Class Size Limit Section ID Width When the include grade option or minimum class enrollment days
are blank, the district default will be used (Grade Option '0',
Minimum Class Enrollment Days of 10). If Always or blank is
Class Size Limit Password Auto Sequence selected then the Minimum Class Enroliment Days field is

v disregarded. If evaluate is selected, then the student must have
been enrolled in the course for at least the number of days

V| Track Class Deletions for Add/Drop Reporll Enable Section ID Validation Warnings | indicated in the Minimum Class Enroliment Days textbox below to
have a grade in the course.

Creation of "Grade" records can be limited to just the Homeroom )
Section by checking the following checkbox: Include Grade Option

Only Create Grade Records For Homeroom Section.
Minimum Class Enroliment Days

Meeting Days Add \ (%]
s = = =
1 M M
2 T T
3 W W
4 R R
5 F F

Figure 8.46 — School Scheduling Options Screen

To screen the deleted classes:
1. Goto the Student Classes Deleted screen, found under Synergy SIS > Schedule.

Student Classes Deleted @

Student Wame: Abbott, Billy C. School Hope High School  Status: Active  Homeroom: 231

| Deleted Classesl
Last Mame First Marme Middle Mame  Suffic Perm 1D Grade Gender

Jabbott [Billy [ | Jonsas3 12 v |Male v

This view Is used to view/edit student class data that has been deleted, but still retained in the system in order to track against the

class Ado/Drop report. In order for deletions to be tracked here, the school option 'Track Class Deletions for Add/Drop
Report' (School Scheduling Options view) must be enabled.

Deleted Classes "]
“ |
[ G 6 |[10/05/2009 05/2972009 52 1876 NCSE2 | Bt 6th Per | Rel Time, Rel Time| Mo Boorm

Figure 8.47 — Student Classes Deleted Screen

2. Each deleted class lists the period assigned, the date the class was deleted, the
date the class was ended for the student, the term code, and the details of the
section and course.

3. Note that classes will only be tracked if a leave date was entered for the class
before it was deleted. If the class had no leave date when it was deleted, it will
not appear in the screen.

4. To remove a class from the screen, check the box in the X column and click the
Save button at the top of the screen.
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ENDING TERMS

At the end of each term, each class in the student’s schedule needs to have a leave date
entered to indicate the student is no longer enrolled in the class. To automatically enter the
leave date for all classes:

1. Gotothe End Term screen, found under Synergy SIS > Schedule.

Process End Term Form Status: Ready (Update Mode) | %
End Term

1 Optionsl
This process will put the last day of the selected term in every student class record with a corresponding section whose term code
indicates [base on school term) the class ends in the selected Term to Process

MNOTE: The student remains enrolled in the class through the last day of the term
Term Ta Process

B

Figure 8.48 — End Term Screen
Select the Term to Process from the drop-down list.

Click the Process End Term button. The last day of the selected term will be
entered as the leave date for all classes that are scheduled for the term.
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Chapter Nine:
REPORTS

In this chapter, the following topics are covered:
» Printing scheduling-related reports
» Customizing scheduling-related reports
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AVAILABLE REPORTS

The available reports for Courses, Mass Scheduling and Schedule are found under the
Synergy SIS Course, Mass Scheduling & Schedule folders. There are four types of reports
available — Extracts, Individual, List, and Summary. Extracts pull information from Synergy
SIS in a text file that can then be imported into another program. Individual Reports print
out information about a single student per page, but can be printed for multiple students at
one time. List Reports generate summaries for multiple students. Summary Reports
present numerical report summaries.

COURSE REPORTS

To access the available Course reports:

1. Open the Synergy SIS Navigation Tree by clicking on the Tree button.

Figure 9.1 — Synergy SISINavigation Tree

2. Expand the Synergy SIS folder by clicking on the blue triangle pointing right, next to
the word Synergy SIS. Once clicked, the triangle turns green and points downward.

Bl ’ﬁ] Quick Launch r, = Synergy SIS
Defaut  |{ b EsD P Attendance
| || b Synergy SE I AF
e || smery 15 P Course

I+ Course Histary

(3rade Book
ikl Figure 9.3 — Synergy SIS Folder Expanded

Figure 9.2 — Synergy SIS Folder

3. Under the Synergy SIS folder, open the Course folder by clicking on the blue
triangle pointing right, next to the word Course. Once clicked, the triangle turns
green and points downward.

B Attendance b attondance
B Course = Course
) P Reports
P Course Histary P
P Discipline ggctmrse Group
B Discipline Incident %_'«Distridcourse
Figure 9.4 — Course Folder ﬁ School Course

Figure 9.5 — Course Folder Expanded
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4. Under the Course folder, open the Reports folder by clicking on the blue triangle

pointing right, next to the word Reports. Once clicked, the triangle turns green and
points downward.

[ Attendance P Attendance
b A7 b Az
= Course
= Course < Reports
P Reports P Individual
a2 b List
ﬁ Course Group (5 ST
E:i- District Course ‘{ﬁ Course Group
@a School Course % District Course
Figure 9.6 — Reports Folder \&., school Course

Figure 9.7 — Reports Folder Expanded

5. To access the Individual reports, click on the blue triangle next to the word
Individual. To access the List reports, click on the blue triangle next to the word List.
To access the Summary reports, click on the blue triangle next to the word

Summary
P Attendance = Reports
b AZ -
= Course = Individual
7 Reports e
b |ndividual “| CRS201 - Course Catalog
b List - List
B _Bummary
T Course Group jl CRS401 - Course List
EE District Course = Summary
ﬁ_] School Course E _
Figure 9.8 — Individual, List & Summary : CRSEW 'Dnurse By School
Folders Figure 9.9 — Individual, List & Summary Folders

Expanded
6. Click on the name of the report to open the report and select the options to be used
in printing the report.

7. Once the report options have been set, click on the Print button to print the report.
The report is printed as a PDF file to the screen, which can then be sent to the

printer.

3 Reference: This chapter covers only the customizations specific to each
of the reports used in Courses, and the additional options available on the
other tabs are explained in the manual titled Synergy SIS — Queries &
Reports Guide.
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CRS201 — Course Catalog

The Course Catalog lists all of the courses with their description, ID, credit, and grade level.

Hope High School

Course Catalog
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Figure 9.10 — Course Catalog
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The report can be customized using the following options:

Report Interface !
Hame Course Catalog turebe CESEH Suge Orecteice: Portrt
Oapilsomas | o
Contirss badey E
Conrse 0
oo THe:
Departmeri
Diptionch 2
Oy Show INBCsve Doneses
Pape Break per Department
P e Crniftes i FoCus ondy
Hile Grades
Hila Criege Prap
Hide Credi

Figure 9.11 — Course Catalog, Report Interface

e The catalog can be filtered to only display a range of Course ID by entering the
range in the Course ID boxes.

e The catalog can also be filtered so that the only courses included match all or
part of the title of a course, as entered into the Course Title box.

e The catalog can also be set to only display the courses from a particular
Department by selecting it from the drop-down list.

o If checked, Only Show Inactive Courses limits the catalog to only those
courses marked as inactive on the District Course screen.

e If checked, Page Break per Department starts each department’'s list of
courses on a new page.

e If checked, Include Courses in Focus Only would only include the courses
listed as “opt-in” for the school in focus.

e If checked, Hide Grades, Hide College Prep or Hide Credit, would exclude
these items on the report.
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CRS401 — Course List

The Course List shows all of the courses with their ID, Title and Department. It also displays
if the course is a College Prep course or not, the Credit awarded for completion of the
courses, the Academic Type of the course, and if the course is a Core or Elective.

Hope ngh School Year 2008-2010
Course List Report: CRS401
. College ) Max o
Course ID Course Title Department Prep Credit  Credit Academic Type Schedule Priority
MAZ5 Pre-Algebra Math Mo 1.00 100 Regular Cere (High)
MA25G Pre Algebra Iath Mo 0.50 050 Regular Elective (Low)
MA2E Math Connection ath Mo 1.00 100 Regular Core (High)
MA2G-S Math Connection Elementary Schoal Mo 1.00 100 Regular Elective (Low)
Ma2T Algebra Math Mo 100 100 Regular Core (High)
MAZT1 Algebra Math Mo 050 050 Regular Core (High)
MAZT12 Algebra | AHr Math Mo 050 050 Regular Core (High)
MAZTZ Algetra Math Mo 0.50 0.50 Regular Caore (High)
MAZT-2 Algetra Math Mo 0.50 050 Regular Care (High
MAZT- Algebra Math Mo 1.00 1.00  Regular Elective (Low)
MAZTE Algetra | Bl Math Mo 1.00 100 Regular Care (High
MAZTH Algetra | Hnr Elementary Scheol Mo 1.00 100 Regular Caore (High)
MAZE Algebra One Math Mo 0.50 050 Regular Core (Hi
MA2EY Algebra One Math Mo 0.50 050 Regular Core |
MA2EZ Algebra One Math Mo 0.50 050 Regular Core |
MAZE-2 Algebra Math Mo 0.50 050 Regular Core |
MA2EZF Algebra Elementary School Mo 0.50 050 Regular Core (High)
MA2E-S Algebra Oneg Elementary School Mo 0.50 050 Regular Elective (Low]
Printed by Admin User at 08/15:2003 2:12 PM Edupaint School District Page fof{

Figure 9.12 — Course List
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The report can be customized using the following options:

Report Interface

(«

Name: Course List Number: CRS401  Page Orientation: Landscape

_Optionsl Sort / Output = Conditions = Selection = Advanced

Course Info

Course D
[MA25 - [mA29

Course Title

Department

Options

I~ Only Show Inactive Courses

™ Include Courses in Focus only

Figure 9.13 — Course List, Report Interface

e The list can be filtered to only display a range of Course ID by entering the

range in the Course ID boxes.

o The list can also be filtered so that the only courses included match all or part of

the title of a course, as entered into the Course Title box.

e The list can also be set to only display the courses from a particular Department

by selecting it from the drop-down list.

o If checked, Only Show Inactive Courses limits the list to only those courses

marked as inactive on the District Course screen.

o If checked, Include Courses in Focus Only includes the courses listed as “opt-

in” for the school in focus.
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CRS601 — Course By School Report

The Course By School report is a simplified list of courses showing only the ID and title of
each course, sorted by the school offering each course.

Hope High School Year 2008.2010
Course By School Report: CRSE01
Course D Course Tifle Courss I Cowrse Titis Course D Course Tiile Courss D Courss Tite
0120 112 Mulll-Age o010 102 Muli-Age 023 123 Mul-Age 03 17273 Mult-Age
0300 Zrd Grade 3o 2rd Grade 0400 4in Grade 0400 £th Crade
0550 5% Mull-Age 0se0 S/ Muli-Age 0500 5tn Grade osco Sth Grage
0500 & Grads 000 &ih Grage End4 Englsh 0 NI English 04
Emds Englsh 5in Grade ENDS Englisn 5th &rade PREK Famity Tree Prk FREK. Family Tre= Pri.
(=10 Gus. s Gus 0200 Headstat 300 Headsian
HZ4 History 4th Grade HS0 History £in Grade H30s Hstory Sth Grade HS0S History 5in Grade
COaM KInd Am 03AM Kind Am SEA KInd Am Sel SZA ¥ind Am 52l
TRAK KInd Am Young VHAM Kind Am Young ooPM Klnd 2m 0Pk ¥ind Fm
SEIP Klnd Pm Sed SEIR Kind Pm Sal YEFM Klnd ®m Young hial ¥ird Pm Young
Losc Leam Cis Sc. LDSC Learn Dis S¢ Ao Matn 4 Grade MAD4 Malh 4th Grage
Mags Math 5 Grade MADS Math Sth Grage MELP Mep MELFP Melp
E3CH4 Science £in Grade 3004 Soence Jih Grade ESCIS Science 3N Grade ESCOS ‘Sienca Sih Grage
SCEL Self Coniained Elem SCEL Seif Contalned Elem o700 Spasch aroo Speech
SCL3 Edology 50491 Bilogy SCL32 Elology CC556 Ce Amer Got
ccsss Caomes Am Govt =] English 3 ENO21 Englsh & ENDS2 English 3
MA031 0 Pra-Alg MADE1 Sth Fre-sig MAD3Z &N Pra-Alg MADEZ 3th Pre-fig
EM27WH AA Engll ENITWA A& Engl EN2TWZ A& Engll ENITWZ AA Engl
MA1T1 AccMatn| MATD1 Aot Math | MA1DZ AccMan| MA1TD2 Acc Math |
MALTW Accel Alg Il MALTW Accel Alg il R0 Accel Read RD10 Accel Read
FE143 Adapt Phys Ed PE1A3 Adapt Phys Ed FE144 Artapt Phys Ed LTS Adtapt Phys Ed
ELZ3 Ay Drama B2 Adv Drama AZH AMrote | AS3 Afyole |
MazT Algebra | MAZT1 AigEtra | MazTz Agebeal MAZTZ Aigznra |
[ Aigesra Il Ma40 Agebea Il Ma231 Agebea Ong. MAZE1 Algenra Cre
MAZ3Z Algetra Cne MAZE2 Algebra one 33081 Amar e =081 Amer Sludes
Ss082 Amer Sutles 55082 Amer Shudes RRO3S Arisires Lalsr AFD2) Arzirzc Lelsr
RROAN Arsfrec Lelsr RRJ3J1 Artsirec Lelsr RARDAS Artsiec Lalsr ARDJ3J2 Artsirec Ledsr
EL23 Baslc Drama EE Basic Drama MAITT BaslcMan 7 MATT1 Saskc Math 7
MAITZ Baslc Man 7 MATTZ Basic Math 7 m23 Basic Woods mz3 Biasic Wooos
PE22 Eeg Dance P12 Beg Dance Mz Eeg Gultar MU29 Seg Cultar
ROD22 Eegin Es-Rdg Rp22 Bagin Es-Rdg EN11 Eegrning Esl =11 Seginning =3
SC431 Edoiogy 30491 Bliogy SC432 Blology 0492 Siogy
(==} Bus/preni Finan CB0M Busprsnl Finan MUE (Cadet Band MU13 Cadet Band
bz Cadet Orch MU24 Cadst Creh CA1IE Caraer Aware CAIZE Career Aware
Printad by Admin User at 08152009 2:14 P Edupoint School District Page 1ol 31

Figure 9.14 — Course By School Report
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The report can be customized using the following options:

Report Interface

Name: Course By School Number. CRS601 Page Orientation: Landscape

| Optionsl Sort / Output = Conditions = Selection = Advanced
Filters Q)
" Include Courses in Focus only

[~ Page Break per School

Figure 9.15 — Course By School, Report Interface

o If checked, Include Courses in Focus Only includes the courses listed as “opt-
in” for the school in focus.

e If courses for more than one school are included in the report (if Include Courses
in Focus Only is not checked), a page break can be inserted so that each
schoaol’s list starts on a new page by checking Page Break per School.
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MASS SCHEDULING REPORTS

To access the available Mass Scheduling reports:

1. Open the Synergy SIS Navigation Tree by clicking on the Tree button.
%
L n b Ceness ead ARG

o Annoemcament
o [Frrej i sron Eg-m-”!

Figure 9.16 — Synergy SIS Nawgation Tree

2. Expand the Synergy SIS folder by clicking on the blue triangle pointing right, next to
the word Synergy SIS. Once clicked, the triangle turns green and points downward.

= Swnergy SIS

ﬂ Quick Launch
Defaut | b £sD I* Aftendance
o Al b Synergy SE
Synergy SIS
b Symeray Ir Course

b Course Histary
Figure 9.18 — Synergy SIS Folder
Figure 9.17 — Synergy SIS Folder Expanded

3. Under the Synergy SIS folder, open the Mass Scheduling folder by clicking on the
blue triangle pointing right, next to the words Mass Scheduling. Once clicked, the
triangle turns green and points downward.

b Attendance = Mass Scheduling
b Az
b Reports

P Course

P Course Histary b Setup

[ Discipline %

P Discipline Incident 7 Course Request Analysis
P Fees

) S E‘- Mass Assign Course Requests

P Grading
Healih :
:L:fker @ Mass Assign House And Team
b Mass Scheduling Figure 9.20 — Mass Scheduling Folder
P Parent Expanded

Figure 9.19 — Mass Scheduling Folder

4. Under the Mass Scheduling folder, open the Reports folder by clicking on the blue
triangle pointing right, next to the word Reports. Once clicked, the triangle turns
green and points downward.

= Mass Scheduling =7 Mass Scheduling

P Repors - Reports
P Setup P Individual
= List
:ﬁ'd Course Request Analysis b

P Summary

ﬁ“ Mass Assign Course Requests P Setup
@ Mass Assign House And Team :&;ﬂg Course Request Analysis
Figure 9.21 — Reports Folder Figure 9.22 — Reports Folder Expanded

5. To access the Individual reports, click on the blue triangle next to the word
Individual. To access the List reports, click on the blue triangle next to the word List.
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To access the Summary reports, click on the blue triangle next to the word

Summary
= Mass Scheduling v Reports
= Reports - Imlrm:lual
ndividual 5| 08201 - Student Scheaule Anaiysis
-k
ist ﬂ STU205 - Student Course Request Profiie
= List
Summary :
b Setup ill OSMA401 - Schedule Section List by Teachar
e _ 5] 0aN402 - Schedule Section List by Room
4 Course Request Analysis
Figure 9.23 — Individual, List & 1] osM403 - Schecie Section List by Course

Summary Folders _#LI OSM404 - Crass Analysis by Perod and Course
_ﬂLl DSM405 - Schadule Saction List
_':':.l O:3M406 - Schedule Open Perods

J (8M407 - Course Request Conflict Listing

ﬂ DSM408 - Class Analysis by Course and Seclion

[%

_"f'] (SM40D - Student Course Reguest Verificalion Listing
_:.| OSH411 - Class List

L
| DSM4T0 - Pre Schedule Edit List
- Summary

iLI O5ME01 - Course Reques! Totals
Hl] OSMS02 - Student Request Excaplion
_:_‘Il 0'S3KB01 - Course Request Canflict Matrx
Figure 9.24 — Individual, List & Summary Folders Expanded
6. Click on the name of the report to open the report and select the options to be
used in printing the report.

7. Once the report options have been set, click on the Print button to print the report.
The report is printed as a PDF file to the screen, which can then be sent to the
printer.

Reference: For more information about customizing all

A Synergy SIS reports, please refer to the manual titled
Synergy SIS — Queries & Reports Guide. This chapter
covers only the customizations specific to each of the
reports used in Mass Scheduling, and more options can be
set for any report printed from Synergy SIS.
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OSM201 — Student Schedule Analysis

The Student Schedule Analysis report lists all scheduled and requested classes for the
students in the selected option set. The report also shows any schedule conflicts and the
alternate periods available for each class. A indicates the class is available in the period, F
indicates the class is taught in the period but is currently full, and a number indicates the
period that would be scheduled for the class.

i Hope High School o SO0
Student Schedule Analysis Repart: GEM2H
Cptlon el Firsl Try
Shudani: Abba Wy O Farm 10 BOAEAT Crade: 12 Sarclar: Mas
—Pwioss — —___Scheduled
Cours 10 Courss T AH2IA5E70F Prd  BecilD  Taem
Pl Sctechinz
[ ] Shodent Sove L] -3 Confct Mo corftici
ChiE Prin Erg 11 AFRFRR B Coalct Paricd corfficd
FEMEZ Weight Tir Bam LI 52 Corlct Mz corfichs
FEMZ Weight Trrn B ARERE 5 Coalic Mo corfichy
=821 Smarican Goverrmerl BATRERR B Coalct Paricd corfficd
Ful
=581 Smarican Gaverrmart BAFARAR 1 oy 81
AR E<logy FREAT &2 1 e B
Faze nizrmad ale Acing 2 3 sz R
FEM Weight Tir Bam ARTAL 3 Eaz 1]
FoT? Prinfpraes Coon LY 4 432 Bl
My R Sh Par 3 L] oBTs 1]
Y RidE Par L E = 81
Spirg
AREd Dag Jearhy o AR ] A 00E B2
ERED Eng ibrili L 1 & 1 ime 52
Fasl nimimad ais Acing z 3 =) TR
FEMEZ Weight Tir Bam ARTAEL 3 1823 57
FEMEZ Weight Tir Bam ARSE A 4 1824 52
NICDA2 P20 Par 3 L ] 1872 B
NI RS Par L] E 1E7E 57
Feriad by Sdmin Uner & 1090472005 520 PM Crupe vl Sohzal Dakid Puge ' of D

Figure 9.25 - Student Schedule Analysis
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The report can be customized using the following options:

Print | ‘ Save Default | Reset Default ‘ Email Me | Status: Ready | % @|
Report Interface

Name: Student Schedule Analysis Number: 0SM201 Page Orientation: Portrait

Option5| Sort / Qutput | Conditions = Selection | Advanced |
Option Set

-

Students To Print

One Student Per Page

Figure 9.26 - Student Schedule Analysis, Report Interface

e The Option Set used for the analysis can be selected from the drop-down list.
Only option sets for the year and school in focus are available.

e The Students to Print used for the analysis can be selected from the drop-

down list. All Students, Conflict Free Only or Schedule Conflicts Only are
available.

e The One Student Per Page checkbox prints each student on a separate page.
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STU205 — Student Course Request Profile

The Student Course Request Profile lists all course requests for a student as well as any
alternate course requests. The report also lists the house and team to which the student is
assigned, if any.

P Hope High School Year 2012-2013
Student Course Request Profile Report: STU205

serwcd p

e ———

Genersl Information

Hudem Name: Parm IC Gan Gade Birtn Cate
Abbott, Billy C. 905483 M 12 07i31/2002
Peroos 0 EmedlE Soneule Team SCNE0UE House

o A HSA

Course Reguests

Pref. Pre-Reg Term Prefered
Course Allermate Course Teacher Exempt Owvemids Temm

‘o Allg "Nogay

Acosl Alg N (MALTW)

Am Gl BE)

AmGout S551)

AmGot B551)

Ap Cakana Geo (MASTW)
Ap SowEeCcon WP (IS5
Ap Prysies C (SCO0W)
Seg Jewelry (ARSL) Landecape DRm | (AE51)
Bblboy ET49)

Bblboy SC49)

Congumer Math (PPI2I)
Eng i) LR (ENSD)
niemedizie Adting (FASS)
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Figure 9.27 - Student Course Request Profile
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The report can be customized using the following options:

Print | | Save Default | Reset Default | Email Me | Status: Ready | % Q
Report Interface («

Name: Student Course Request Profile MNumber STU205 Page Orientation: Portrait

| Options I Sort / Qutput = Conditions  Selection  Advanced
Student Info (6]
Perm ID Gender

by

Last Name First Name Middle Name

Grade

v _ by

Report Options @
Hide Alternate Courses Show Course Credit

Hide Alternate Course Requests Show Course Term
Show Add/Drop Signature Footer
Only Show Students With Missing Prerequisites

Show Prerequisite Violations

Extended Student Data Options (6]
Show Extended Student Data

Current Enroliment Year

2011-R ~
Parent/Guardian Options @
V| Lives With Has Custody
Contact Allowed Mailings Allowed
Ed. Rights

Figure 9.28 - Student Course Request Profile, Report Interface

¢ An individual student or group of students can be selected by filtering on the
Perm ID, Gender, Last Name, First Name, Middle Name, or Grade. For
example, if grade 12 is selected the report prints an individual report for each
student in grade 12. A range of grades may also be selected.

¢ The report options can be used to filter the various information displayed for
each student, including Hide Alternate Courses, Hide Alternate Course
Requests, Show Add/Drop Signature Footer, Only Show Students with
Missing Prerequisites, Show Prerequisite Violations, Show Course Credit,
and Show Course Term.

e The Show Extended Student Data checkbox prints additional student data.
Select the Current Enrollment Year is the year from which the data will be
pulled. This report is run in the new year, and users can select if they would like
the enrollment information to print from the current year or the new year.

e Select to whom the report will be sent in the Parent/Guardian Options group
box. The options include Lives With, Contact Allowed, Ed. Rights, Has
Custody, and Mailings Allowed.
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Chapter Nine

Scheduling and Course Guide

OSM401 — Schedule Section List by Teacher

The Schedule Section List by Teacher lists all sections that are created for each teacher for
the selected option set, and summarizes the maximum number of students in each section,
the total number of students scheduled for each section, and the number of spaces open in

each section.
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Figure 9.29 - Schedule Section List by Teacher
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The report can be customized using the following options:

Report Interface [«

Name: Schedule Section List by Teacher Wumber: 05M401 Page Orientation: Portrait

| Optionsl Sort / Qutput | Conditions = Selection = Advanced
Option Set

A

Figure 9.30 - Schedule Section List by Teacher, Report Interface

e The Option Set used for the analysis can be selected from the drop-down list.
Only option sets for the year and school in focus are available.

Note: The Schedule Section List by Teacher automatically sorts
by teacher, term, period, and section. You can change the sort
order on the Sort/Output tab.
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Chapter Nine Scheduling and Course Guide

OSM402 — Schedule Section List by Room

The Schedule Section List by Room lists all sections scheduled for each room. For each
section, the report shows the staff assigned, the total number of students scheduled, and
the number of students broken down by gender.
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Figure 9.31 - Schedule Section List by Room

Copyright© 2013 Edupoint Educational Systems, LLC 255



Scheduling and Course Guide Chapter Nine

The report can be customized using the following options:

Report Interface «

Name: Schedule Section List by Room Number: 0SM402 Page Orientation: Portrait

_Optionsl Sort / Output | Conditions = Selection = Advanced
Option Set

W

Figure 9.32 - Schedule Section List by Room, Report Interface

e The Option Set used for the analysis can be selected from the drop-down list.
Only option sets for the year and school in focus are available.
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Chapter Nine

Scheduling and Course Guide

OSM403 — Schedule Section List by Course

The Schedule Section List by Course lists all sections scheduled by the selected option set
for each course. For each course and section, the report also shows the staff and room
assigned, the maximum number of students that can be scheduled, and the total number of
students currently scheduled.

Figure 9.33 - Schedule Section List by Course
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The report can be customized using the following options:

Report Interface

Name: Schedule Section List by Course Number: 05M403 Page Orientation: Portrait

_Optionsl Sort / Qutput = Conditions = Selection | Advanced
Option Set

¥

Figure 9.34 - Schedule Section List by Course, Report Interface

e The Option Set used for the analysis can be selected from the drop-down list.
Only option sets for the year and school in focus are available.
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OSM404 — Class Analysis by Period and Course

The Class Analysis by Period and Course lists the results of the option set for each course.
The report shows the total number of seats available for each course, how many students
requested the course, how many students would be scheduled for the course, and the
number of open seats. It also lists the overall average course requests per section for each
course, and breaks down this average by gender and grade level.
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Figure 9.35 - Class Analysis by Period and Course
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The report can be customized using the following options:

Report Interface

Mame: Class Analysis by Period and Course Number: OSM404 Page Orientation: Portrait

_Gptionsl Sort / Output = Conditions = Selection = Advanced
Option Set

L

Figure 9.36 - Class Analysis by Period and Course, Report Interface

e The Option Set used for the analysis can be selected from the drop-down list.
Only option sets for the year and school in focus are available.
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OSM405 — Schedule Section List

The Schedule Section List shows all sections created by the selected option set. For each
section, the report lists the schedule period and term, the room and staff assigned, the total
number of seats available, and the total number of students scheduled for the section.
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Figure 9.37 - Schedule Section List
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The report can be customized using the following options:

Report Interface («

Name: Schedule Section List Number: 0SM405 Page Orientation: Portrait

| Options | Sort/ Output | Conditions ~ Selection = Advanced
Option Set

¥

Figure 9.38 - Schedule Section List, Report Interface

e The Option Set used for the analysis can be selected from the drop-down list.
Only option sets for the year and school in focus are available.
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OSM406 — Schedule Open Periods

The Schedule Open Periods report lists all students in alphabetical order by last name, and
displays any periods not scheduled for the student for the selected option set by period
number. If a period displays a + sign, a class has been scheduled for the student.

Hope High School o AN
Schedule Open Periods Rapart: O5MS0G
Option Set First Try for Periods 0-2

Fab LA
Stusdand Parm 1D Omn Grd B1T343ETHROIZIASET D
‘A=bok, DRy I ] 12 ssssdis TAGs s bb o w e T 8D
Azparelty, Aone L W20 F I g12345BTADOIZ34487 89
Azrenss, ArZimar 485810 ™ " TAD Taa
Azrenss, Suhey LB F 10
Azdry et R avIEde L 13
Azzetn Cugane & T Mz
Azcete, John A B kL) L n
Azavie. Kenresth O L L L o
Aur Aan W aTeeae L n
Aar Cinne M WIS F o
Adur, Timchy 5 a8 L n
AZar A=l Arazdd L "
AZure Howm2 T aTIEes L 13
AZarn Leey A 314 L "
AZarie Mardr O e L n
Azar Scok W axsce L 1z
AZari Semn B ATTID L 13
Azuri Sephan 1 NEIZ M 0 sesesenT@BédedasiTEE
AZared St M araaas L i S12345ETADO123 434723
Azdingion Fauls M. Lo ] F 12 sssdesnT@Qeseswes TR
Azboel, Jowws | E L LFe ] L 13 sssnsas TAaD T
Agrada Bobiry 1. I3 L I ssssssnTAGe o0 «Taa
Agrada Karen C. e F 13 sssnsas TAaD T
Aguie Cwzin T W2EET F W ssssssnTHdQesesses 78]
Aguile: Rages e L 13 S13345ETABOIZI4587 29
Aguin Sephan A AT L " sassssnTADe s s wna TR
Aguime Jmaor K - lhy L 13 sddsisn TAQésses a7 2D
Aguime, Mary R T L n s sssnTARe s s v esTRY
Armirom Jeck M. 113 L N sssnsas TADs s v w7 2D
Ahiram, LisZe € a4 L) 0 S12348ETADDIZI458TES
Alchisct Akce T Liarsl] F 13 sssnsas TAGv s v s v n 23
Adchisca, Kesan L 2L F W ssssssnTHdQesesses 78]
Fraguawn, Adar W "a8EIY L M g13345ETADOIZI4587 29
Axe, Joshan J AR L " s sssnTARe s s v esTRY
Axr, Aadea L 2287 F i sddsisn TAQésses a7 2D
Aarcer, Frane L TEE) M 0 seseseanT@BédedaaidTEE
Acmzar, Cugere Larese Ll I g12348ETADOI2349a78]
Acusar, Cugere & Laraqy M 0 sesesenT@Bédbiasi T8
A ger, Deercs | PETRER F I sssddin TAGs bbb e TED
Ager Lwwranza 5 AT L 1z
Auger, Sarak T WEMIE F 13
Adrick, Sleea K s L 1z
Apanrder Fre2 0 ATIHD L 13
Aranrcer Gemge M arsn Mz
Arpanrder Jmeph 1 eI L 1o
Ager, Moo T L EITELY F 12
Ager, Fyilin & LN F 1]
Alen Amon L iR HEEIE L o
Alen Sniras 4134 F 1] Taa
Aen Cynthin ATEEET F 1z TaAQe s s ew a7 RD
A Dura 0 aqrEIT F 10 S1I345ETABOIZI458T 20
Aben Doaad J. 1333 L 0 ssssssnTAGeses 0w
Alen Dzazed A31E F N sssnsas TAG e
Aben Cugais e L " EEEEETE ¥ I TR
Alan Huenl. ATEID F 13 sssnsas TAD++ 23w
Aben Jaoramy 5 amane L I ssssssnTAGeses 0w

—
¢ o + tm i R o i va s

Feriad by Sdmin Uner ot 1093472005 10 10 FM Cdupe rl Zchzal Cakd Page 1 of 49

Figure 9.39 - Schedule Open Periods
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Chapter Nine

The report can be customized using the following options:

Report Interface

| Options | Sort / Output ~ Conditions ~ Selection

Name: Schedule Open Periods Number: 05M406 Page Orientation: Portrait
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W

Optionally limit data by selecting specific
Grades and/or Terms
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Figure 9.40 - Schedule Open Periods, Report Interface

e The Option Set used for the analysis can be selected from the drop-down list.
Only option sets for the year and school in focus are available.

e To show only information about select grades, check the Grades to be included
in the report. To check or uncheck all grades, use the =< puttons.

¢ To show only information about select terms, check the Terms to be included in
the report. To check or uncheck all terms, use the 2o puttons.

e Select the range of periods to be included by entering the first period of the
range in the Start box and the last period in the End box.
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OSM407 — Course Request Conflict Listing

The Course Request Conflict Listing lists each course and shows what courses are
scheduled during the same period. It also shows the number of course requests for each
course and each conflicting course.
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FSd2  Culnary Arls 2 i M7 Weidng 1 MAID  Algebra 3 MAD2  Algebra 3 MA4Z  Trigenomelry 3
WA422  Trgicolig Main 3 WMAASW  Pra-Calouls 7 MAISWZ Pre-Calouus 7 MA4SWK Trigipracalc De 1 MASDW Ap Calklana Geo 9
MASIVEZ Ap Calcfana Gao g MASTW Ap Cale Bo 2 MAS1W2 Ap Calouls B 2 MUT3  Chans-Chorae 1 MUT4  Chonss-Wivo 2
MUTS  Chons-Choraie 4 7 Chnons-Zounratt 2 MUS1 Marching Eand 2 MUES  Honors Sang 3 MU=l Full Conc Crch 1
MLE3  Full Symp Orch 1 Chnambar Creh 1 MUSE  Symp Pape Orch 2 NC£I1  Pers el Tima 1 NC202 Pers Rel Time n
WCS02  Shady Hall 1 Fizl Time A Hr 12 NC30Z Rs Time A Hr 16 Int Ating 1 PA32 Ady Acting 2
PEE31  FRiasrobics 1 Fit/asnobles 1 PESE1  RaqSptSam 1 2 Faq Spt Sam 2 2 PEFET  Weight Tm Boys 1
PETEZ  Welghi Tm Says i Co-Pe-bowlng 1 SC45W ApEiclogy 3 Chemisiny 2z SCTIZ  Chemisiy 2
SCT2W  Cp Chemisiny 1 2 Cl Prep Chem 1 SCTTW  Dual En Cnemist 3 Ce ChamisTy 3 SCE1 Pnysics 4
SCE12 Physies 4 Ay Physics 1 SCEZAZ D Physics 1 Ap Pryeics C 4 SCOOWI Ap Physkes C 4
S539W  Ap Amer Hist 6 Ap Amer Higt ] 3551 Am Govl 2 Ap Govgecon Wip 16 ‘SI5ZWZ Ap Amer Goet 16
SEEEW  Ap Comp Gavt 1 SEST  Pringprac San 1 SSTIW  Ap Psyehology 3 Am Sign Lang Il 1 WL1S2 Am SignLang Il 1
W21 Spanksh | 1 Spankh 1 WLz  Spanishll 1 Sparish 1 WIL23W  Spanish Il 1
WLZIWZ Spanish Il 1 Ap Spanish IV 3 WLZ4WZ Ap Spanisn IV 3 N AR Spanisn v 2 WILISW2 Ap Spanisn v 2
WLEIW  German NIl 1 Frenen |l 1 WL422  Frenchill 1
[Ceurse 1D: AG2S Course Tile: Expl Agrc Tota: 1]
creid  Titia Total craD Tt Total craid  Tibe Total craid  Tile Total creid  Tiile Total
Fs23 Expl Facs 1 mag Expl Ind Tech 1 NCAl1  Ra Time A Hr 1 NC302  Fel Time A Hr 1 PP25 ‘oo Explor Prgm 1

Course 100 AG31 Course Tile: Animal Sci Total: 2T|
creiD  Tiba Total CreiD  Titie Total CraiD  Titie Tutal CraiD  Tile Total Craid Tile Total
AR4D Slaned Glass 2 AR Beg Ceramics 2 ARAS Int Ceramics 1 Int Jewelry 1 ARES Beg Drawing 3
BEZ0 Bus 2151 Cntury 1 BE3@ Bus Cons Law 1 BES2 Marketing | 1 Shudant Store 1 CB1D Comp Foundation 3
ce13 Desiiap Pulilsn 2 EwzZ1 Intamed E&l 1 ENZ1Z  Inter EslLang) 1 Fund Eng | 2 ENa2 Fund Eng Il 1
EN33 Prin Eng |l 10 EN3Z Prin Eng 7 Ehds Creatve Wit 1 Prin Eng | 1 = Lt Explor 9
ENZ2  Myihalogy 3 ENST  American Lt B ENG2  Word LIt 1 Yearbook 1 EMEG2  Yearbook 1
ENG3  App Read Il 2 Fzan Foogs For Today 1 i Culnary Ars 1 1 Fiood Sclence 1 Fa51 Chiki Dev | 1
FsT7 Prin&gprac Scan 1 HES1 Prevantionicare 1 maa Electronics. 1 1 Vipodwork Taon 1 1 me2 ‘Wioodwork Tach 2 2
m7i Wéeiding | 4 mr2 Welging Il 2 i Prin&prac Scon 1 et Allo Tech 3 ma2 Auto Repar i 1
MAZT  Algebm@ | 1 MAITZ  Algebm 1 MAID  GEomstry g MAZ02 Geometry a8 MA31 AR Geomeiry 1
Printed by Admin User at 1007/2009 1:25 AM Edupaint School District Fage 1ol 233

Figure 9.41 — Course Request Conflict Listing
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The report can be customized using the following options:

Report Interface

Name: Course Request Conflict Listing Number: 0SM407 Page Orientation: Portrait

| Options | Sort / Output  Conditions | Selection = Advanced
¥ Show Course Titles

Figure 9.42 — Course Request Conflict Listing, Report Interface

o Check the box to Show Course Titles as well as the Course IDs in the report.
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Chapter Nine

Scheduling and Course Guide

OSM408 — Class Analysis by Course and Section

The Class Analysis by Course and Section report lists each course and shows the sections
scheduled for the course. For each section and course, the report lists the number of
students scheduled both overall and by gender, the total number of spaces available, the
number of requests, and the average number of students scheduled in a section.

Edupoint i
Hope High School ) Year 20122013
Class Analysis By Course and Section Report: 0SM408
=
~——— Restrictions ——

Course D Course Title Section ID Track Beg End Term Mg Days Teacher Name Room Gen Low High Team Max Boys Girls Seen TotDeviion

ADBEW AcademicDemth 000
Availsble: o Scheduled: o Avg. 0.00
Regquests: 28 Rejected: ) MAD. 0.00

ABID ExplAgric 000
Availsble: o Scheduled: o Avg, 0.00
Requests: 1 Rejected: 1 MAD. 0.00

AGH Animal Sci 000
Available: 0 Scheduled: 0 Avg. 0.00
Regquests: 20 Rejected: 20 MAD. 0.00

AGE Landscape D&m| 000
Availsble o Scheduled: o Avg 0.00
Regquests: 2 Rejected: -3 MAD. 0.00

AR3Z Beg Photo 000
Availsble o Scheduled: o Avg 0.00
Requests: 139 Rejected: 139 MAD 0.00

AR Int Photo 000
Available: a Scheduled o Avg 0.00
Requests: a7 Rejected: &7 MAD. 0.00

ARZ4 Adv Photo 000
Availsble: o Scheduled: o Avg. 0.00
Requests: 1 Rejected: 11 MAD. 0.00

AR4D Stained Glass 000
Available: o Scheduled: o Avg, 0.00
Request: 7 Rejected: 71 MAD. 0.00

AR41 Beg Ceramics 000
Availsble o Scheduled: o Avg 0.00
Requests: 178 Rejected: 175 MAD. 0.00

AR4Z Int Stain Glass 000
Available: o Scheduled o Avg 0.00
Requests: 59 Rejected: ] MAD. 0.00

Frinted by Admin User st 04292013 11:22 AM Edupoint School District Page 1 0f 35

Figure 9.43 — Class Analysis by Course and Section
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The report can be customized using the following options:

Print | | Save Default | Reset Default | Email Me | Status: Ready ‘ % @
Report Interface [«

MName: Class Analysis By Course and Section MNumber: 0SM408 Page Orientation: Portrait

_Optionsl Sort / Qutput = Conditions | Selection | Advanced
Option Set

N

Show only courses that have more requests than availability

Show House

Figure 9.44 — Class Analysis by Course and Section

e The Option Set used for the analysis can be selected from the drop-down list.
Only option sets for the year and school in focus are available.

o Check the box labeled Show Only Courses That Have More Requests Than
Availability so that the report only lists courses that need more sections.

e Check the box labeled Show House so that the report also shows house
assignments.
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OSM409 — Student Course Request Verification Listing

The Student Course Request Verification Listing lists each student and shows the course
requests submitted for each student.

Hope High School Year 2008-2010
Student Course Request Verification Listing Report: OSM409
Courss D Coursa Titie Course ID Coursa Titie Coursa D Courss Tils Courss 1D Coursa Tile Courss ID Course Tile
Swdent  Abbott, Billy C. Perm (D) 905483 Grd: 12 Gen: Male Team: A
ARES Beg Jewely 2rin Eng Il ENED Eng (ol Lt = rinaprac Econ MAIEZ  Remedial Man
NC351 Rt 5 Per Rt 5N Per NC381 Rt 6 Per NC382 RLEth Per PA3E Int Acting
PETE1  Waight Tm Boys PETEZ  Waight Tm Boys SEFEZ  WakgntTm Boys SE7EZ Weight Tm Bays 5851 Am Govt
8551 Am Gost
Sdent Anne E Perm [D: 902870 Grd: 10 Gen: Female Team: A |
[StudentAcevedo, Andrew Perm I0); BBEEI0 Grd: 11 Gen: Male Team: A ]
ARAZ int Stain Giass EN212 nler EslLang) EN32 Fund Eng il ENZ3 Prin Eng | MA3D Geometry
WAZDZ Gaometry PETE1 ‘Wsight Tm Boys PETE2 Adv Vit Boys 5C502 Env Sclence 2nd sCTM Chemistry
S5302 Am Hist - Dream 5534 Amer Higtory |
Swdent Acevedo, Ashley Perm [D: 901830 Grd: 10 Gen: Femnale Team: A
ENG3 PrinEng | L Expior MAZ1 Alt Geomery MA312 Alt Geom 2nd Sm Mug1 Full Comg Orch
NC301 Rel Time A Hr Rel Time A Hr PES31 Fltfaerobics PES32 Fltaercbics SC49 Eiology
5C432 Sigiogy French WLdi2 Franch |
Student  Ackley, Brian R. Perm [D: 913548 Grd: 12 Gen: Male Team: A
ENas Col Prep Wit Mylnciogy MA4D Agebra Il Madnz Agerall MAIZ Triganometry
WA42Z Trigicalig Math Rel Time A Hr NC20Z Rel Tme A Hr NC2E1 RLEN Par NC3E2 Ri&th Per
PAEG int Acting PA32 Adv Acting 5851 Am Govt 8857 Prindprac Econ
[Seudent_Acosta, Eugene A. Perm 10 813921 Grd- 12 Gen: Male CELA)
BETT Prinkprac Econ ER45 Col Prep Wit ENS2 Myznology ENET American LR ENT2 Englsh 101
WAL2 Trgonometry WAAZ2 Trigicolg Math NCS01 Saugy Hal N3 Rel Time A Hr NC302 Rel Time A Hr
RNC342 Rt din Per NC351 Rt 5N Per NC352 Rt 5 Per NC3E1 RLEth Per NC382 Rt €th Per
5551 Am Gout WEID  Cep WLz Am Sign Lang 1 WL1ZZ  AmSignLang
Swdent Acosta, John A Perm 1D 150263 Grd: 11 Gen: Male
EN21 intermed Esl EN212 nler EslLang) MAZ1 Alt Geomery Alt Geom 2nd Sm NC302 Rel Time A Hr
PESO1 A3 Glirls Sperts PESD2 A3 Girls Sports PETE1 Adv Vit Boys Adv Wi Boys RO30 App Read |
RO App Read Il 5C49 Sioiogy =831 Wi Histg Wand Histg
[ Swdent_Acunia, Kenneth 0. Perm [0: 110412 Grd 10 Gen:Male ]
Swdent  Adair, Alan W. Perm (D 871626 Grd: 11 Gen: Male ]
ARES Beg Jewely il Jewsly = FUnd Eng | FUrd Eng NC201  Pers Rl Time
RNC402 Pers el Tme Rel Time A Hr NC302 Rel Tme A Hr Adv Wi Boys PET82 Adv Wi Boys
PPE9 ind Insir Env Sclence 5C502 Env Science 2nd Am Hst - Dream 55302 Am Hist - Cream
Printad by Admin User at 10072009 1:30 AM Edupaint Senool Distnict Fage 1af 315

Figure 9.45 - Student Course Request Verification Listing
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The report can be customized using the following options:

Report Interface
Name: Student Course Request Verification Listing Number: 0SM409 Page Orientation: Portrait

Advanced

_Optionsl Sort / Qutput = Conditions = Selection

Filter Options @
Grade o9
CogC10C 11 C12
Course ID

Figure 9.46 - Student Course Request Verification Listing, Report Interface

To show only information about select grades, check the Grades to be included

[ ]
in the report. To check or uncheck all grades, use the 2 puttons.

e To screen the report for a single course, enter the Course ID.
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OSMA411 — Class List

The Class List lists all students that are in a class. This list will show the list of students in a
class and the list may contain information selected through the report interface.

St H ope Hi Qh School Year 20122013

| L I Class List Report OSM411

L e
Cimss D Period Course D Course Thie My Days  Taacher 5o Marme
1140 1 Mad0z Algebra ll MTWRF derson , Gordon
Tarm Credi
52 00
Sudent Pem ID State il S Gan Emnlc Code BiMn Cate  Home Language Pnone
Allen, E lzabein 386019 N EEMEE 11 F i ke 0814196 Englsh 480-555-1234
Bomp, Arnur D FETI1 QNI EZW A1 M i ke MHE1996 Engleh 4506551234
Eraggeman, Abm W 134447 2010583077 11 M i hike BN ME Englsh 480-655-1234
Chase, Gemid M 133623 0003420543 10 M i ke 10501987 EnglEh 480-6355-123
Cox, Viclor R 878611 0001248722 12 M Whie 0201935 Engleh 450-655-1234
Cel Rla, Henry JR ad4a1e 001 254635 10 M Hispank @Ha1.T Englsh 480-655-1234
Edwards, Chrlsiine L 204153 J0012534%6 10 F i ke 461987 Engleh 480-635-1234
Fynn, Heamer & 205695 0008222121 11 F Whie 02241996 Engleh 480-655-1234
Harison, Kl 388779 Q01318951 11 F i ke 0622196 Englsh 480-555-1234
Hogen, Marllyn J GET 394 WN 42 11 F i ke QB 41996 Engleh 4506551234
Jones, Jack K 386216 20N 37TTEE 11 M i hike 12461986 Engleh 480-655-1234
Jioy, Marlyn E a0a361 MWNITFIETE 10 F i ke arz19e7 Englsh 480-635-123
Morgan, Fomald R 229175 0001352733 10 M Whie 11101937 Englen 480-655-1234
hoskey, SaraM QB 46T 20N 3E4E24 10 F i hike GR2eN9T Englsh 480-555-1234
Pace, Tenry F 03453 0001 334092 10 M i ke M9 7 Engleh 480-635-1234
Famis, Pamel L 249859 0001276196 10 F  Whie 05291937 Engleh 480-655-1234
Paferson, Jusin L 886126 Q01 223547 11 M i ke 05301996 Englsh 480-555-1234
Polad, Wanda M 13183 2013551024 11 F i ke 05251996 Engleh BlZ-655-1234
Rawlhgs, Wanda W SETTST 20 2273ed 11 F i hike BHEME Englsh 480-655-1234
Skousen, Douglas M a7 118 001 303533 12 M i ke 4111985 Englsh 480-6355-123
Selnonnk, BEndon k. 904645 0001254422 11 M Whie 047271996 Engleh 450-655-1234
Eodkon, Jesse B 386240 Q0 223893 11 M i ke E6H2M19E Englsh 480-555-1234
Shofler, Helen L 243999 QN HBTESE 11 F i ke Q22TH996 Engleh 4806551234
Vaughan, Cynmia M 203189 0001250204 10 F  Whie 10041937 Engleh 480-655-1234
Wielma, Chrisiine 117118 001197968 11 F Hispank 111TH9E EnglEh 480-555-1234
‘Waldie, Donna J 266551 N FEF44E 10 F i ke M9 T Engleh 4506551234
Wamer, Lisa L 923371 DN HE3I52T 12 F i hike 12191985 Engleh 480-655-1234
iooton, Andew M aT3iize 0001353022 10 M i ife M211987 Englsh 480-635-123

Total Students: 28 TotlFemsle: 15 TotslMale: 13

Frireen Dy Agemin Usar &1 O403/2013 300 A4 Edupoint School DisT it Fage 1 oiT4E

Figure 9.1 - Class List
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The report can be customized using the following options:

Report Interface
Mame: Class List Homtar D58H1  Paga Orasistes: Pareeal
Rapor Cpe
Jphion Set

Tem Code

Clas= D
Grade
Teacker

Hide Tofals

Ieclude the fol|owisg Sl
HOTE ITwidin tesl box i3 emgly, defaull wakses ane usad

Perm 1D .75 width ininches
Shate 10 10.75 ‘WAdIN i incFes
(== 0.2 widih ininckhes
Grade 131 widih ininches
Emrig S 1.00 wdih i inckes
Birit Crate 1 k4 width ininches
Hoime Langiiages 1.00 whdih in incies
Proores Mumies 1 width ininches

Figure 9.2 — Class List Report Interface
e The Option Set used for the report can be selected from the drop-down list. Only option
sets for the year and school in focus are available.

e The report can be printed for a single term by selecting the term from the Term Code
drop-down list.

e To print the report for a specific range of sections, enter the beginning and ending
section ID in the Class ID boxes.

e To print the report for a specific range of grades, select the beginning and ending Grade
Range from the drop-down list.

e To print the report for a specific teacher, select the Teacher from the drop-down list.
e To Hide Totals on this list, select the check box.

e Include the Following Fields: Perm ID, State ID, Gender, Grade, Ethnic Code, Birth
Date, Home Language, or Phone Number.
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OSM414 — Schedule by Department

The Schedule by department is a graphical look at the schedule bases on a specific option
set. This report is grouped by department, and shows the teacher, room, and period.

Ed i
Hope High School Year: 2012-2013
Schedule by Department Report: O5M414
—_— Option Set: Mass Scheduling Trial Run #2, As of Date: 04/03/2013
Staff Mame FTE Room Pesicd 1 Period 2 Period 3 Period 4 Pericd § Feriod 8 Period 7 Period 8 Pericd 8
[Department: (HE) |
Blakbum M. AN Spors Meditine PreyemtionScans
[Department: C) |
Ewt Teacher SEM Pers Rel Time Pers Rel Time Pars Rel Time PersRel Time Pers Rel Time Pers RelTime
[Department. (Pa) |
@ andner 403 I ASng Ay Acing Thea Ans TheaAs i Sageoatt
|Departrner|t: 1S4)
Done 11 SaEnglish
Media Center UsR 52 Assist Media 52 Asski M edia 51 Asssi Meadl
Parier 107 Sw Counal
Powel NURS S Ass: Nurss S Amsi Narse S Ass: Narss S Ass: NS S ASE Naorse S ASE Nurse S At Nurse
Department:  ([TI)
Chasson P 3N Ioe Aunomotive boe M acHne Sho ce MadHne Sho
ice Dratting ho Automotve o8 Aunomotie
‘ce-Sog Traces foe Drafshg ce Drafting
e Eg Traoes ce-Ebg Trages
[Department: (vToA) |
Evt Teacher EVIT EvE Sem 2 Am EvE Sem 2 Am Evt SemiAm
|Departrnerlt: VTOR) |
Evi Teacher EVIT EvtSemIPm Evi: Sem 2 Pm Byl Sem 2 Pm
|Departrnerlt: American History |
Amwood 5. 108 Driver Train oRr ap Ewep Evan
Erown P =1 Mamn Math Mamn Mamn
Frame, uBs Or#no impak
Qo mpal
Sargem SHARZI ‘VocExplhor Prgm Funclioniwr tng ‘Woz Expilor Progm Consumer M ath Functionwring
(SHAR) fe= (SHARY 234 a4
Consumer Math Rrzaog
234) i234)
Department:  Art
Bilahak P. 405 Seg Ceramics Ady Ceramics int Ceramics Beg Ceramics Seg Ceramics
Imt Ceramics
Sulvan 403 Ady Jewery Seg Jmwery Sag Jewery it Jewery
in? Jewelry
Department: Bus iness Education
Backer C. 125127 Accounting il Fringprac Econ FPrindorac Econ Bus Cons Law
(125 125 125 127
= 129 Bus s Croury
Printed by Admin User at 04032013 10:53 AM Edupoint School Detrict Page1of4

Figure 9.3 — Schedule by Department List
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The report can be customized using the following options:

Print | | Save Default | Reset Default | Email Me | Status: Ready | Em @|
Report Interface

_Gption5| Sort / Qutput | Conditions = Selection | Advanced

MName: Schedule by Department Number: 0SM414 Page Orientation: Landscape

Option Set As of Date
Mass Scheduling Trial Run #2 v~ 04/03/2013

This report prints a maximum of 9 period columns. Any periods outside the range will not be visible.
Period Begin Period End

1 |9 -

Department

[CFine Arts [ Language [CIMath

[[I science ["] special Education [ClArt

[ Aerospace Science [JAgricultural Science [[JBusiness Education
[l computer/Business [CIEnglish [CIFamily and Consumer Sciences
[Clindustrial Technology [CImilitary Science/Leadership Army [ Music/Performing Aris
[“] Physical Education ‘I Reading [ Social Studies

[CI Traffic Safety [Clworld Languages [CIElementary School

[ Miscellaneous ["] Special Education [ Transfer Credit

["] East Valley Institute of Technology [_] English Language Development [] American History

Figure 9.4 — Schedule by Department Report Interface

e The Option Set used for the report can be selected from the drop-down list.
Only option sets for the year and school in focus are available.

o Enter the date for which to analyze the periods in the As of Date box in

MM/DD/YY format. The dates can also be selected using the Calendar button.

e Select the range of periods to be included by entering the first period of the
range in the Period Begin box and the last period in the Period End box.

e To filter the courses displayed on the report by their Department, check which

Departments to display

274
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OSMA415 — Schedule by Room

The Schedule by Room is a graphical look at the schedule based on a specific option set.
This report is grouped by room, and shows which teacher is in the room for each period. It
also lists when the classroom is open or if it is scheduled for a study hall.

Edupaint I
Hope High School Year: 20122013
Schedule by Room Report: 05M415
P . . .
Cption Set: Mass Scheduling Trial Run #2, As of Date: 04/03/2013

Room Teacher Desks Pericd 1 Pericd 2 Period 3 Pericd 4 Period & Pericd & Pericd 7 Pericd 8 Pericd 9
102 Sayer Sayer M. Sayer M Sayer M. Sayer i OpanF Sajerit apens OpenE OpsrF
103 Hisrger Hamer OpeneE s e Hiarger Hisrger Harger OperS Opens OpenrS
105 Hamsen Hamsen Hamsen Hansen Hansen Hansen OpenrS OpzrrS Open-5 OperS
107 Sarker Faner OpenF Open-F Open-F OpenF CpenF TpenF TpenF TpenF
108 Dl OperE OpenE Open-F OparrF OpenrF Open Dmz OpenE opeF
108 Nebeirg Nebskrg Nebsiug Ne belrgy Opers Mebebng Risteiung OperS Opens OperS
109 ‘Shack aftond Snacetiord Shackediord Shack atond OperrS ‘Shackeford ‘Shacoationd OperS Open-5 OperS
M Fuchardson OpenF Richarason Ficharason Fichargson Fichargson OpenF OpenF Open+F OperrF
114 Citiomt R Ctord R Cford R cora R Citiomt R OpenrF = apens apenF operF
118 Stesgel W Jermzen Jacmsan TimselW Jammzan Jammsen Jmrman Smmsel W opens Spens Opers
118 Mz, Sangioemi Melyn Sandcemi ‘Sardcemir Mty Sargomt Samgomir Opers Open-S OpesrS
113 Worsnop, Feners Faners Fesers Femers Worsnop ‘Worsnop Worsnop OpersS Open-5 OperrS
120 Tom Tom Opens Tom Tom Totn Torm apens openS operS
121 Stwmten Femem Snemen Sme e Snamien Stmmten Farm Faners opens Opens opers
125 Becker C. Beder G Backer C. Backer C. OperrS OperrS OpenrS OperrS Open-5 OperS
12 Topoozian Topoozian Topoozian Topoozian Opers Topoozen Topo ozian DperE Open-E CperE
157 Secker G apens apenF Open-F OperrF SeckerG. Setker G apens Open+ operF
128 Azarmn Anerson Amerson Amerzon Azarmon Agarse Opans apers Dpen openE
128 Seni Sanl Open-5 Senl Sen Senl OpenrS OpzrrS Open-5 OperS
135 Fre sschmer OperrS Kresomer Kresamer e schmer Kresschmer OpenrS OpzrrS Open-5 OperS
137 wrogmen ¥rogeman Krogenan SpeTE Krogman Cpers Coers QpensS Open-S QpeTE
201 Dmuvs Dam Dms opens D= D= omis opens Opem-s opers
207 Sawyer Sawyer Sawyer Sanwyer Sawyer OpenF TpenE Opers QpenE OpenF
208 Scom, Behm A Scom Scom Soom Benm A Senm A Benm A OpenF Open+F OperrF
108 AmoodS. apens Anwood 5. Amwood 5. Amwood 5. Adwood 5. Ao 5. apens opnS pers
4 Cratt Crat Cram DpeE Cratt Cratt Crat OpErS OpenS OperE
o7 Szl J Epley 4. Eniley J Exley S Epiey A Szl L OpensS opens Open-5 OpenrS
19 Em= Ermst Ermst Ermm Em= OperrS OpenrS OpzrrS Open-5 OperS
222 Sayger apenE Syger Sayder Sayger penrF pend penE OpenF aperF
225 Serm A Farcer sermA senm A Sarier Sariar Sariar Opems apens Opens OpsrS
28 Wezster Wenmer wanmer Wesier Wissmoar \Wenster Toes opens opns Opers
o7 Sigh A S stgn Al Siigh A St o St CpenS opers Open-s Opars
230 Mures Nunes Nunes Nures Opers NS Nues Nues opns pers

Numes

Humes

Nunes

Nues
3 Gomon Gordon Open-E Boron Gomon Gomon Gonson opens Opens OpsrS
34 Sargent Sament Sargent Sargent Sargent OpenrS Sagert OperS Opens OperS
3 Srown P. Erown P. Open-5 Brown P OperrS Srown P Srown P. Brown P. Open-5 OperS

Brown P.

Srown B

Srowm B
S - Open classroom [small), F - Cpen dassroom (full size), SH - study hall
Prinied by Admin User at 04032013 12:16 PM Edupoint School Defrict Page1of2

Figure 9.5 — Schedule by Room List
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The report can be customized using the following options:

I Print | | Save Default | Reset Default | Email Me | Status: Ready | % @l
Report Interface

Name: Schedule by Room MNumber. 0SM415 FPage Orientation: Landscape

| Option5| Sort / Qutput = Conditions ~ Selection = Advanced
Option Set As of Date
Mass Scheduling Trial Run #2 | 04/03/2013

This report prints a maximum of 9 period columns. Any periods outside the range will not be visible.

Period Begin Period End

1 |9 -

Department
Fine Arts Language Math
Science Special Education Art
Aerospace Science Agricultural Science Business Education
Computer/Business English Family and Consumer Sciences
Industrial Technology Military SciencefLeadership Army | Music/Performing Arts
Physical Education Reading Social Studies
Traffic Safety World Languages Elementary School
Miscellaneous Special Education Transfer Credit
East Valley Institute of Technology || English Language Development American History

Size limit for "small" classroom

30

Course types to show as Study Hall
Not Available

Figure 9.6 — Schedule by Room Report Interface

e The Option Set used for the report can be selected from the drop-down list.
Only option sets for the year and school in focus are available.

o Enter the date for which to analyze the periods in the As of Date box in
MM/DD/YY format. The dates can also be selected using the Calendar button.

e Select the range of periods to be included by entering the first period of the
range in the Period Begin box and the last period in the Period End box.

e To filter the courses displayed on the report by their Department, check which
Departments to display.

e To indicate which classroom is considered small enter the maximum number of
students for a small class in the Size limit for “small” classroom field.

e To indicate which classes are used as a study hall, select the course type from
the Course type to show as Study Hall group box.
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OSMA416 — Sections Needed by Request

The Sections Needed by Requests report show the numbers of sections needed based on
the total number of course requests. It shows the maximum and optimum number of
students per section based on the definitions entered in the District Course or School
Course.

EaOR, Hope High School Year  2012-2013

L_=_| Sections Needed by Requests Report OSMHE

Pt Pt
Qrganization Haope High Schoal

Toesl Course  Optimal Studerts  Max Studens= #of Sacions £ ot S=ctlons

Course I Cowrse TR g uesys Par Secilon Par Section (Cptimal Studems)  Max Studenss)
AT0 M Cord Tech T 10 15 [ahrya) 04T
MOEEN Acagemic Do = 1z 12 242 4z
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Figure 9.7 — Sections Needed by Request Report
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The report can be customized using the following options:

Print | | Save Default | Reset Default | Email Me | Status: Ready ‘ % @,
Report Interface Sr=rr i

Name: Sections Needed by Requests MNumber OSM416 Page Orientation: Portrait

| Gptionsl Sort / Qutput | Conditions | Selection = Advanced
Course Info (&
Course ID

Course Title

Linked Course Display

N

J/|Use Student Count Levels from District

Figure 9.8 — Sections Needed by Request Report Interface

e To print the report for a range of course, enter the beginning and ending Course
ID.

e Enter the Course Title the report should print results for.

e To display the linked courses together, select the option from the Linked
Course Display field. The option are None to not display any linked courses
(default), Primary Linked Only lists only the primary course from each link, and
All Linked lists all the linked courses.

o Check the Use Student Count Levels from District box to only use the
maximums and optimum class size numbers from the district course.
Otherwise, the report looks at the school course first for maximum and optimum
class sizes. If they are blank, then it will look at the district course.
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OSM417 — Department Section List

The Department Section List displays all the sections in an option set by department. This
report is grouped by department, teacher, term, period, section, course id, meeting day, and
room. It also displays the maximum, total, and open number of seats for each section.

Faivci Hope High School(closed) Year 20137014
L.L_l Department Section List Report: 05M417
= Option Set: 29594 Test Option Set
Per  Per
Dlep artmerit Tem 5t End Sestion D Course 1D And Title hizeting Daye Foom | Optimal Nhiax  Total Cpen
ALS| 52 2 2 ALSND-01 ALSND- Alied Signad A 12486780 40 1 )
| Totd: [IRT] 1 39\
At 51 1 1 ARH-17 ARH - Beg Ceramics A 403 35 3 3z
51 2 2 ARH-18 ARH - Beg Ceramics A 403 36 3 3z
51 2 2 ARRZ-19 AR - Beg Drawing A 403 i} = -8
51 3 3 ARH-19 ARH - Beg Ceramics A 36 3 3z
51 3 3 ARRE-I1 AR - Beg Drawing A i} = -8
51 g g ARRE-Z0 AR - Beg Drawing A 403 i} = -8
51 & & ARH-I2 ARH - Beg Ceramics A 403 36 3 3z
51 & & ARG4I2 ARG - It Drawing A 403 i} = -8
52 1 1 ARA-16 ARH - Beg Ceramics A 403 36 3 3z
52 1 1 ARRR-I3 AR - Beg Drawing A i} = -8
52 2 2 ARH-Z0 ARH - Beq Ceramics A 36 3 3z
52 3 3 ARH-I1 ARH - Beq Ceramics A 36 3 3z
52 3 3 ARG ARG - It Drawing Iy i} = -8
52 4 4 ARA3-22 ARE3 - Beg Drawing A a0 ] -4
52 ] ] ARA3-24 ARE3 - Beg Drawing A 403 a0 ] -4
52 & & ARN-22 AR - Bag Ceramics A 35 2 32
52 ki ki AREE-0M ARZZ - Bag Phato A 401 -] o -]
&1 1 1 ARGH16 ARG - Beg Drawing A 405 20 = -8
§1 2 2 AR4S-01 ARG - Adv Ceramics A 401 12 2 1"
§1 3 3 ARZ-02 ARZ2 - Beg Phato A 401 8 o 8
S 4 4 AREID4 AR - Beg Drawing A 402 30 B -8
i1 L] L] ARd-01 AR - Int Ce@mics A 401 i) B o
i1 & & ARFHOZ AREF - Int Drawing A 401 30 = -8
52 1 1 AR5 AR - Beg Drawing A 405 30 = -8
52 2 2 ARA-0Z AR - Beg Ceramics A 401 34 2 3
52 3 3 AR AR - It %an Glass A 402 26 1 i}
52 4 4 ARH-06 ARH - Beg Ceramics A 404 36 2 33
52 g g ARG4OT ARG - It Drawing A 401 i} = -2
52 ] ] AR4-02 AR - It Ceamics A 401 pri} = -1
51 1 1 ARG4I0 ARG - It Drawing A 403 i} = -8
Prirted by Admin User at 09092013 11:34 A Edupoirnt School District Page 10f39

Figure 9.9 — Department Section List
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The report can be customized using the following options:

Print | ‘ Save Default | Reset Default | Email Me | Status: Ready | E&j @l
Report Interface PlE el s

MName: Department Section List Number OSM417 Page Orientation: Portrait

_Optionsl Sort / Qutput = Conditions = Selection = Advanced
Option Set

Department

Room Name

Period

Staff

Subject Area

b

Figure 9.10 — Department Sections List Report Interface
e Select the Option Set for which to run the report. This field is required.

e Select the Department from the drop-down list to print the list for just one
department.

e To only include a range of rooms, enter the first and last Room Name. The
rooms are listed numerically then alphabetically.

e Select the range of class periods levels to be included by selecting the Period
from the drop-down list.

e Select the Staff from the drop-down list to print the list for just one teacher.

e Select the Subject Area from the drop-down list to print the list for just one
subject.

280

Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Nine Scheduling and Course Guide

OSM418 — Room Section List

The Room Section list displays all the sections in an option set that are taught in a
particular room. This report is grouped by room, department, term, period, section, course
id, and meeting days. It also displays the maximum, total, and open number of seats for
each section.

Edupoint King High School Vear 20132014
Jdmnlmmln Foam Section List Feport: MST417
Per  Per
Reom Departmenit Statf Hame Term % End Sedion (D Course 10 And Title hieeting Days Optimal  biax_ Total Open
Agricuturd Ecience o 1 1 AGEIN AG2E - Intro g S 40 o 40
At al 2 3 ARZI12345 BRI - Photo | 15 o 15
American Hstory al 3 PR4z2-01 PP422 - Fundtionduritrg il o 36
Totd: o apn o a
o0z Bemertary School Muestro, fanette £ 2 2 1460 SCAANE - Col Prep Bin : a4 o 34
A Muestro, Jarette g2 2 2 1287 SA612- 53, Solence 1 o 1
Scienca Muestro, Jarette g2 4 4 14m 50402 - Bology 34 o 34
Scienca Muestro, Jarette g2 El 5 1068 50402 - Bology 34 o 34
Scienca Muestro, Jarette g2 [} [ 1062 50402 - Bology 34 o 34
Totd: o137 o 13?]
033 Soience Lermen, Lisa @2 6 6 138 S0402 - Biology 4 0 34
[ Teta: 0 34 [
034 A Pagel, Ress 52 1 1 1382 SAG12- 53, Sclence 1 o 1
A Pagel, Ress g2 4 4 156 5461 - Sa Scienca 1 o 1
Scienca Pagel, Ress g2 2 2 1374 SCT12 - Chemistry 34 o 34
Scienca Pagel, Ress g2 3 3 1378 SCT12 - Chemistry 34 o 34
Scienca Pagel, Ress g2 [} [ 1404 SC332 - Barth Scienca 34 o 34
[ Tota: oo 0 g
035 SA Farmes, Geri 2 B B 198 $A612- S 3. Science 1 i 1
Science Fammnes, Gam 52 3 3 1495 50492 - Biology a4 o 34
Science Fammnes, Gam 52 g g 1462 50492 - Biology a4 o 34
Science Fammnes, Gam 52 -] L} 1445 50492 - Biology a4 o 34
Totd: o 10z 1] 10:1
036 Bemertary Schodl hiattix, Larry: 52 1 1 1367 SCTANZ - O Prep Chem : 34 o 34
Bemermary School higtti, Larmy ) 2 2 1493 SCYANG - Of Prep Chemn a4 o 34
A hitattix, Larry =) 2 2 Do 5461 - Sa Scienca 1 o 1
Scienca Frazier, Jm g2 3 3 1541 SCT12 - Chemistry 34 o 34
Scienca Frazier, Jm 2 4 4 1842 SC712 - Chemistry 34 1] 34
Science Frazier, Jm 52 & g 1543 SC712 - Chemistry 34 o 34
Totd: o 171 o7
03 A Johnzon, Becky Bl 3 3 0634 501 - 53 Soience : 1 o 1
Prired by Admin User gt 09062013 10:35 A Edupoint School District Page 10f35

Figure 9.11 — Room Section List
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The report can be customized using the following options:

Print | | Save Default | Reset Default | Email Me | Status: Ready ‘ % @‘
Report Interface Qr =Tl BT IE)

MName: Room Section List Number: OSM418 Page Orientation: Portrait

_Gptionsl Sort / Qutput | Conditions | Selection = Advanced
Option Set

Department

Room Name

Period

Staff

Subject Area

Figure 9.12 — Room Section List Report Interface
e Select the Option Set for which to run the report. This field is required.

o Select the Department from the drop-down list to print the list for just one
department.

e To only include a range of rooms, enter the first and last Room Name. The
rooms are listed numerically then alphabetically.

e Select the range of class periods levels to be included by selecting the Period
from the drop-down list.

e Select the Staff from the drop-down list to print the list for just one teacher.

e Select the Subject Area from the drop-down list to print the list for just one
subject.
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OSM470 — Pre Schedule Edit List

The Pre Scheduled Edit List lists all students that show an error in their schedules.

; Hope High School Vese 2008200
Pre Schedule Edit List Fapors OSM4TO
Option Set: First Try
Peim 10 Shudard Purge Courss sinberand Tilke Eriod Dolectad
E R LR Akbzol By O MeE.D PaTecs Math Covnm rof offeres
fae. pa Abmrathy, AnasE Hau nz coams seouaTs
aran Acyets, Bugens A A Laz Covnm rof offerec
RALC L Acutm Sarrech O Han no acams equers
[-al.r] Auduir, Alar g Iad nwr Do rof offwrec
FEF Y Acmrrac, Abwa M Han o aoams saquaws
TIE iAguiar Faltlear | Han i ccams ssquers.
agan Aguilar, Nogar F. Hau nz coams seouaTs
T Ahwem Linde K Han no acams equers
e Akma=n Slur H Han no acams equers
HEID iAkpmn, Trs M| Hau nz coams seouaTs
I8 Alcazar, Eugars Han noacars saquaws
AP GAlzzer, Derskd & | Han i acains saquers
b1 PRY (Aleanrcdar, Vicksy || Hau nz coams seouaTs
e Alen, Chand L) Han o aoams saquaws
s Alen Jmas Han i ccams ssquers.
SoRIE dAlinn, Dougem £ Han n=ocaims ssquars
SaE iAlied Ecwmrd L | Han no acams equers
v Alen Semr d Han i ccams ssquers.
2P (Absmrede Barbers M| Hau nz coams seouaTs
NS Amsiova, Tammy O Han no acams equers
fporr (Ameya, Jaran L Han i ccams ssquers.
S30E (Arderssn Jobn Ly Hau nz coams seouaTs
TIFME CAredmron, Matk B| Han o aoars saquaws
anas Ancerson Cacla Han i ccams ssquers.
THE Apzisuis, Shaeor Han n=ocaims ssquars
AFPES A, Sardal J Han o aoars saquaws
FaLored Ak Arres O Han i ccams ssquers.
ARGAE Chroub, Pached ) Han n=ocaims ssquars
IS cAmmc s, dopos| Han noacars saquaws
T Aabact, Sleen M Han i ccams ssquers.
S4EED saxha, Johnry 1) Han o aoams saquaws
ERIETE saxhoor, ArthaTy & Han o aoars saquaws
T5EASE (Bmosnhbn Jabs Oy Han no ocame sequers.
ARET (B, Sl E | Han n=ocaims ssquars
FEtE (s ry, DM Han o aoars saquaws
F Bmosr Chrwmame M) Han no ocame sequers.
BEFME (B dmnagrn, Momrs L Han iz ooares sequarss
SAT4IE (Bathm, Philg M) Han o aoars saquaws
h -] (Emode Sheron T Han no ocame sequers.
SEEEIT (Earin fiome b Han o aoams saquaws
DD (B, Kalire Ly Han i acains saquers
Soeman Earrks, Lonl Han no ocame sequers.
aoeuE Ea rkn Thaass 11 Has no acams equers
SAINAD (Baamcaen Dominga, Water Han o aoars saquaws
fjiisri) (Beats HNchw2 M) Han no ocame sequers.
Paried by AZrrin Lhae’ w1000 T00CE 130 AM Exdopuird Schioc] Dtk Pagm 12118

Figure 9.47 - Pre Schedule Edit List
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The report can be customized using the following options:

| 'Report Interface («

Name: Pre Schedule Edit List Number: 05M470 Page Orientation: Portrait

Gptionsl Sort / Qutput | Conditions = Selection | Advanced
Option Set Minimum Number of Periods

w

Figure 9.48 - Pre Schedule Edit List, Report Interface

e The Option Set used for the report can be selected from the drop-down list.
Only option sets for the year and school in focus are available.

e A Minimum Number of Periods must be entered to list all students that have
requested at least the number of courses.
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OSM601 — Course Request Totals

The Course Request Totals lists each course department and shows each course in the
department. For the course and department, the report lists the total number of student’s
requests with breakdowns by gender and grade level.

L=l Hope High School Year 20082010
catnd s Course Request Totals Hoport CEMG01
Cowres D Courcs THis Total Famals  Mals ) 10 1 12
Departmant Agecubursl Soarce
L] Expl Agrie 1 i [} ] [ [ 1
S A G b1 ] 1 1] ] L] ] 4
B Lsi® i D | 2 ] H ] 2 [ ]
Telsl 12 12 n o 13 [ )
Departreant A
5] g Pl -1 B (1] ] Ta - =
RIS 1= Plesn £l -l " o [ 4 s
EM FES T " ] ] o [ 3 E
ERAD it Clags e ] L] o v L [
EET] ey Casarrics L H ] [ 1] o 4] £ E
LETH] [EE T L] .} a8 ] [ 3 41
BHAS 151 Casarres aw 13 28 ] i L] £
BRan Ay CoraTiza L] 1 T o 2 1 )
Lt o) ety Lt 1] B4 [ ] [ [ M
BRE 1=1 iy W 18 L] o H [ 4
ARG Ak Ity L] 3 [ o [ 2 T
ARES ey Dvirwineg 2 1] 4 [+ ] w E] n
BuEL 151 D fl] i az ] ] - 7
BRER Aty D rg) " ] ] o [ 4 T
Telel  100E Au [ - -
Departmant Asscases Schesce
AEN LR 1 ] 1 o [ [ 1
R szl 1 a 1 ] i 1 ]
RS Carsagresddl 1 [] 1 o [ [ 1
AN Gzl 1 L] 1 o [ [ 1
Tealsl 4 ] 4 ] [ 1 ]
Oepartmant B reos Educeicn
HEX s T Crlary [ ] 18 a o x & LF.
HE B Cowma Lin 2 L] ] ] 4 i ]
HE4T Azceurmeg | ] 12 1w o 13 [ T
HE4E Azzeunasg i L] [ ] ] E] 1 1
HEsD Haikeling i 4 n ] F.i] [ ]
HES) Warkating (| 12 3 ] o [ 4 ]
HES SHadent Sicm n ] ¥ ] [ ¥ 4
HETA Wk Irdmi D 13 3 w ] i [ [
BETS Coist Bz Irdim 12 L] [ o [ 1 1]
HET? PinSgsas B Lo} o aE o [ 1 LS
Talal Fi] ] e ] -] s
Oepartmant  CompatsrBosirass
RN Gy Fousdatins [T H L] w oo i 1]
L= Carguber Agz o = w o -] ™ L
[ZTH] G Agzs | a8 = F1] o E ] [ [
CRIE Dt P b ] [] ] ] E] [ 4
L= =1 Weuls Paga Dangn = ] L 13 ] El i ]
(=] vin Ban Pacg an T a1 o = 1] )
TAriRE by Be2rtin Limn: o Vvo0 /2000 102 AW Exdpmar] Seluse] ieaed Tage 1209

Figure 9.49 - Course Request Totals
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The report can be customized using the following options:

Report Interface

Name: Course Request Totals Number: OSM601 Page Orientation: Portrait

| Options | _Sort / Output  Conditions | Selection Advanced

Grade Level Filter (6]
Grade Jjod]
ool 1041 12

Figure 9.50 - Course Request Totals, Report Interface

e To show only information about select grades, check the Grades to be included
in the report. To check or uncheck all grades, use the 29I puttons.
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OSM602 — Student Request Exception

The Student Request Exception report lists any students with fewer course requests than
selected for the report, or fewer credits than selected for the report.

e Hope High School Year: 2012-2013
Student Request Exception Report: 0SMB02
— All Students
Course Course
Student Perm ID Grade Requests Credits Exception Reason
Akin, Andrea E. 902875 10 17 g.00
Alarcon, Frank 886651 10 14 9.50
Alcazar, E ugene 141688 10 12 6.50
Alcazar, Eugene A 141517 10 14 7.00
Alder, Brenda | 967569 10 15 10.50
Alder, Lawrence S. 910024 1z 13 850
Alder, Sarah C. 568418 12z 12 950
Aldrich, Steve K. 8723815 12 13 9.00
Alexander, Fred D. 975140 12 14 8.00
Alexander, George W 975141 12 14 750
Alexander, Joseph J 901626 10 14 8.50
Alger, Nicole C. 874433 12 14 8.50
Alger, Phyllis A 149884 10 14 a.00
Allen, Aaron L. JR 092838 10 16 10.00
Allen, Andrea 504134 10 13 800
Allen, Cynthia 874957 1z 11 9.50
Allen, Donald J. 883223 10 14 8.50
Allen, Elizabeth 886019 11 14 g.00
Allen, Eugene C 887238 1 14 9.00
Allen, Helen L. 874510 12 11 B.50
Allen, Jeremy S. 878216 10 13 750
Allen, Judith D. 503040 10 14 850
Allen, Karen 891889 11 14 9.00
Allen, Karen 873986 12z 13 850
Allen, Karen T 871328 12 14 8.00
Allen, Ruby D 888118 11 1 0.00
Allen, Sandra E. S018x1 10 14 a.00
Allen, Shawn C. 877883 12 13 8.50
Allen, Tammy 501931 10 13 850
Allen1, Diane B 801507 10 1] 0.00 Too FewReguests
Allinder, Benjamin R 887820 1 14 8.00
Allison, Kenneth B 992737 11 15 11.00
Frinted by Admin User at 04222013 236 PM Edupaint Schoal District Page 2of38

Figure 9.51 - Student Request Exception
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The report can be customized using the following options:

Print | ‘ Save Default | Reset Default | Email Me | Status: Ready | % @
Report Interface bld Bt S
Name: Student Request Exception MNumber OSM602 Page Crientation: Portrait
Options| Sort / Qutput |~ Conditions | Selection = Advanced
Student Filter Options (%]

Grade
- v

TermCodeH
Fall Tl Spring [C| Summer

Request Filter Type
Use Course Request Totals and Cre +

Request Filter Options Q
Students with less than the following requests
1

Students with greater than the following requests

Students with less than the following credits

Students with greater than the following credits

Total Course Requests Made
Show all students b

Report Display Options (]
Display Feeder Schools

Figure 9.52 - Student Request Exception, Report Interface

o Select the grade or range of grades to be included by selecting them in the
Grade fields.

e To show only information about select terms, check the Term Definition to be
included in the report. To check or uncheck all terms, use the 2o puttons.

o Select the Request Filter Type. The options include Use Course Request
Totals and Credits or Use Period Range. Additional fields are available
depending on the Request Filter Type selected.

0 Use Course Request Totals and Credits

= Enter the minimum number of course requests required for each
student in the Students With Less Than the Following
Requests.

= Enter the maximum number of course requests allowed for each
student in the Students with greater than the following
requests.

= Enter the minimum number of credits required for each student in
the Students With Less Than the Following Credits.

= Enter the maximum number of credit allowed for each student in
the Students with greater than the following credits.

= Select the Total Course Requests Made to filter the results
displayed.

e Show all students

e Show students with the correct number of requests
only
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e Show students with too few or too many requests
only

¢ Show students with too few requests only
e Show students with too many requests only
0 Use Period Range

= Select the period or range of periods to be included by selecting
them in the Number of Periods fields.

e Select Display Feeder Schools to display the last school within the district that
the student attended. If the student is new to the district, the feeder school
column is blank.
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Chapter Nine

OSM603 — Open Periods by Grade and Period

The Open Periods by Grade and Period report lists the number of students not scheduled

during a specific period for a specific period based on an option set.

students are over scheduled in a specific period.

It also shows if

Edupoint i
Hope High School ) Year 2012-2013
QOpen Penods by Grade and Period Report: 0SMB03
b Gk |

Tem Definition: Fall Rotation Day: M

Student
Grd  Count 1 2 3 4 5 [ 7 & ] 10
09 1 1 1 1 1 1 1 1 1 1 1
10 1050 15 113 120 123 116 1047 1050 1050 1050 1050
1 868 64 60 65 92 65 864 8638 868 863 868
12 828 72 51 47 a7 51 804 &2 828 828 828
Tem Definition: Fall Rotation Day. T

Student
Grd  Count 1 2 3 4 5 8 7 8 9 10
] 1 1 1 1 1 1 1 1 1 1 1
10 1050 15 13 120 123 118 1047 1050 1050 1050 1050
1" 868 B4 B0 65 g2 65 864 868 868 868 868
12 828 7z 51 A7 a7 51 B804 812 828 828 828
Term Defintion: Fall Rotation Day: W

Student
Grd  Count 1 2 3 4 5 6 7 & 3 10
09 1 1 1 1 1 1 1 1 1 1 1
10 1050 115 113 120 123 116 1047 1050 1050 1050 1050
1" 868 64 60 65 82 65 864 863 868 863 868
12 828 72 51 47 &7 51 804 &2 828 828 828
Tem Definition: Fall Rotatien Day. R

Student
Grd  Count 1 2 a 4 5 6 7 & ] 10
09 1 1 1 1 1 1 1 1 1 1 1
10 1050 15 113 120 123 116 1047 1050 1050 1050 1050
1" 868 B4 B0 65 g2 65 864 868 868 868 868
12 828 72 51 47 a7 51 804 &2 828 828 828
Frinted oy Admin User at 04052012218 AM Edupaint Schoal District Fagelcf &

Figure 9.53 — Open Periods by Grade and Period
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The report can be customized using the following options:

Print | ‘ Save Default | Reset Default | Email Me | Status: Ready ‘ % @
Report Interface rErEr Y

Name: Open Periods by Grade and Period Number: OSMB03 Page Orientation: Portrait

| Gptionsl Sort / Output | Conditions = Selection  Advanced
Schedule Options (]
Option Set

Term Definition [Ty,
Fall [] spring [] Summer
Period List ¢,
10200304005 Ce Oz s Cle 10

Student Options (@]

Grade LSt o)
091110 10111 12
Show Gender Totals

Figure 9.54 — Open Periods by Grade and Period, Report Interface

¢ The Option Set used for the report can be selected from the drop-down list.
Only option sets for the year and school in focus are available.

e To show only information about select terms, check the Term Definition to be
included in the report. To check or uncheck all terms, use the e puttons.

e To show only information about select periods, check the Period List to be
included in the report. To check or uncheck all periods, use the &I puttons.

e To show only information about select grades, check the Grade List to be
included in the report. To check or uncheck all grades, use the <199 puttons.

e To show the totals for each gender in period, check the Show Gender Totals
check box.
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OSM801 — Course Request Conflict Matrix

The Course Request Conflict Matrix lists each course and shows the course ID for the
courses that conflict with the course.

CAUPROIn s Hope High School Year 20092010
F. Course Request Conflict Matrix Report: OSMBO0T
Schac) nislt N
Courses with 1 to 5 Reguests

creib Caurse The nGzSAGSLSmZnsmusé\&ss:Bﬂﬁmléﬂ11§NMNmFszﬂ s IT33 s IT35 I'I'ﬁSnns_zMUB-Smer!PpchOZZPPugPCBZPPUTPPJSPNuPPES
AGIE  ExplAgic 1 11 1
AGE1 Langscape DEm | 2
AS12 Aqrote | 1 1 1
ASIZ Aqrate 1
AS3S Colengnaidnl 1 1 1
AS3IS2 Colongndrdnn 1 1 1
BE4S Accoumiing | 3
ENT1 Baghning Esl 3 3
EN112  BeghningEsl 3 3
EN33C CoPOfEI 2
EN32T Co-POIEN 1
EMdGC  Co-POIEN 1
FE2g Expil Facs 1 1 1 1
mag Expi Ind Toch 1 1 1 1
maz Cag-Amnll 3 1
Im34 Can-Engl 4
Im3s Cao-Emgll 2
ms3 Cabineamkg 181 1 2
MADS-2  Remedlal Math 1
MUSE Jazz Band 1
PROA Easic Maih 2 2 1 i 1 1 1 1 2
PPDi2 Mathemalics 2 2 1 i 1 1 1 1 2
PPOZ Prin CT Engllsh 1 1 2 Zz 2 2
PPOZ2 Literature: 1 1 2) 3 1 2 2
PPIG Rdg & Wriling 1 3 3 3
PPOZ2 Es& Reaginghan 1 1 3 3 3
PPOT Am Govt 1 1 3 3 4
PPI9 Ind Instr 1 1 2 z 3 3
PP nd Instr 2 2 2 2 1 1 3 4
PRI5 \igc Explor Prgm 1 1 1 1
PR41 Readng
PR41Z Reading
PRES American His Il 1 1 1 1 1
PRES  Word Hislgeog
PRESE Wid Histigeo
PRET1 (A El
Printad by Admin User at 100712009 1:32 AW Edupaint Sohool Déstnct 1-3

Figure 9.55 - Course Request Conflict Matrix
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The report can be customized using the following options:

Report Interface
e Enter the Number of RequeStS Name: Course REguest Confiict Matrs e DIMB  Fags Criséaior: Porirat
per course, and the report lists all  opsess| socun comin unn soaew
courses with that range of [B= 2
requests. This is a required | -1
criterion for the report, but 0 can | tewe G =
Coiraa oip
be entered. 4

ademic Typel el
o Select the Course Group from rH.,,..,,,er;,.q"::mcrw,,

the drop-down list to filter the |[Fesissies
. . r Miarguage r r
courses listed in the report. I::‘”". Matape I Agteatura” Busss .ZL'.‘L".?:STLL
. . L Ll
Course Groups are defined in the [
Course  Group screen, —as | = Gomune [ BEEE ooy | SRR
. ) ! CanCes my
Outllned |n Chapter 1 Iéﬂlir:?ul:nal I Beadiing ‘;Iuizal I Tra#le Safaty I Wignd Languages
. . r r
* Tofilter the courses displayed on | == Moo SRR Tramater coean SR RS S
. . nigish
the report by their Academic ;'?i?;m, oy Exmentary
e il

Type, check which Academic | i e

Types to display. To check Or [coums subjssarsss F
uncheck all types, use the [0 [iEiees — i - e i
s ludies Educdies
bUttonS' ;ﬂglmm ™ Engsh T English
. . I Malhamasis T Maremalics
e To filter the courses displayed on " Enaishtieg ||~ a0 scence ~ Lan sclence
the report by their Department, | I mat Pt |~ e & Perienang
check which Departments to |-uin it |fe e
display. To check or uncheck all | s [eience Elective  [Suctes Electies
<—) o ™ Englsh Eleclive ! English Elecives
departments, use the | i“‘““‘EH'"E I” Mathematics Marematics
bUttOﬂS '|E|ﬂm':an I m. cience H_H:"'H e
r G:fwnrrm-t é_le-:L:eE El!:*‘l:-lil:?ssc
[~ Fre= Enlerpeise || Forsign Language (|7 Foeel
e To show only course that have | e e
been requested, check the Show  |sesarsey I visual & Perfoming ||~ Visus & Parioeming
I Physical ks Elective |arts Electives
Only Requested Courses. Edutanion 0812 || otnerslecive ||~ omer Biscaves
I Physbzal
e Tofilter the courses displayed on [Fi5i" "
the report by their Course Figure 9.56 - Course Request Conflict Matrix, Report
Subject Areas, check which Interface

Subject Areas to display.
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Chapter Nine

SCHEDULE REPORTS

To access the available Schedule reports:

1. Open the Synergy SIS Navigation Tree by clicking on the Tree button.
%
read marfeig

n s
] b Geness
- F
=
Cegangaten,

Annogecemant

¥

Figure 9.57 — Synergy SIS Navigation Tree

2. Expand the Synergy SIS folder by clicking on the blue triangle pointing right, next to
the word Synergy SIS. Once clicked, the triangle turns green and points downward.

i“l

El .. ’ﬁ Quick Launch

Diefault b ESD
|| b Synergy SE
b Synergy SIS

Figure 9.58 — Synergy SIS Folder

=7 Synergy SIS
P Attendance
b Az
P Course

b Course History

Figure 9.59 — Synergy SIS Folder
Expanded

3. Under the Synergy SIS folder, open the Schedule folder by clicking on the blue
triangle pointing right, next to the word Schedule. Once clicked, the triangle turns

green and points downward.

P Attendance

b Az

P Course

P Course History
P Discipline

> Discipline Incident
P Fees

P Grade Book

P Grading

P Health

P Locker

P Mass Scheduling
P Parent

P Query

P Schedule

b Staff
Figure 9.60 — Schedule Folder

= Schedule
P Reports
P Setup

%& Assign Students To Sections

@?ﬁ. Class Assignment

-
% District Course
Figure 9.61 — Schedule Folder Expanded
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4. Under the Schedule folder, open the Reports folder by clicking on the blue triangle
pointing right, next to the word Reports. Once clicked, the triangle turns green and
points downward.

= Schedule = Schedule
P Reports = Reports
P Setup [» Extracts
ﬁt_ Assign Students To Sections P Individual
> b List

&% Class Assignment

%- District Course
Figure 9.62 — Reports Folder

P Setup

61‘.- Assign Students To Sections
Figure 9.63 — Reports Folder Expanded

5. To access the Extract reports, click on the blue triangle next to the word Extracts.
To access the Individual reports, click on the blue triangle next to the word
Individual. To access the List reports, click on the blue triangle next to the word List.

= Schedule w Scheduba
=T Repors = Repors
= Exrads
racts L
ndividual ™| BTU&10 - Grade Book Exdrad
) = Indhidual
ist =
etup *| BTUZ202 - Studerd Scheduln
= List

ﬁi‘. Assign Students To Sections i

. = |5 w=T401 - Secion List by Cowrse
Figure 9.64 — Extracts, Individual, & =
List Folders '] WET402 - Saction List by Teacher

_*I WEST403 - Seclion List by Cowrze and Tenm

; WET406 - Open Peviods

LL MET408 - Class Analysis by Course and Seclion
_ WST412 - Class Load Anaiysis

*_L WST413 - Shudent Curent Sehedule Analysis
_I MESTED - Program of Recitaion Repor

-_ STU408 - Class List

_ STU414 - Saudent Schedule Freprinted Cards
*I STU415 - Sudent Scheculs List

|, $TU419 - Saction Sealing Chart
)] STU420 - Lunch Cout Tolals
Figure 9.65 — Extracts, Individual, & List Folders Expanded
6. Click on the name of the report to open the report and select the options to be
used in printing the report.

7. Once the report options have been set, click on the Print button to print the report.
The report is printed as a PDF file to the screen, which can then be sent to the
printer.

Reference: For more information about customizing all Synergy SIS
= reports, please refer to the manual titled Synergy SIS — Queries &
Reports Guide. This chapter covers only the customizations specific to
each of the reports used in Scheduling, and more options can be set
for any report printed from Synergy SIS.
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Chapter Nine

STU810 — Grade Book Extract

The Grade Book Extract is designed to be printed and saved as a text file that can be
imported to a grade book program. It includes the student’s Last Name, First Name, Perm
ID, Gender, Grade and Email.

Laci Hama First Hame
Agban Elily
Abbot Elly
Apbatt Edlty
Anbon Elily
Abbotl Elily
Agban Elily
Abbot Elly
Apbatt Edlty
Anbon Elily
Abbotl Elily
Aot Elty
Anbon Elly
Apbott Edlty
Anbon Elily
Anemety Arns
Acmeedo Ardren
ArEasdo Andren
Acmeedo Ardren
Acmveda Andrew
Armiedo Andren
Acmeedo Ardren
Acmesdo Andren
Acmeedo Ardren
Acmveda Andrew
Armiedo Andren
Acmeedo Ardren
Acmesdo Andren
Acmaedo Aghiey
AcmvEdc Aty
ArEasdo Ashiey
Acmeedo Ay
Acmesdo Ashiey
Acmaedo Aghiey
AcmvEdc Aty
ArEasdo Ashiey
Acmeedo Ay
Acmveda Ashiey
Armiedo Ashiey
Acmeedo Ay
ArEasdo Ashiey
Achizy Erian
Ackiy Eran
Ay Edani
Achizy Erian
Ackiey Edtan

Hope High School
Grade Book Extract

Pam 1D demdar Grade
SOE4E3 Mae 2
SOok4s3 Male 2
SO54E3 Fdaie L]
SOE4E3 Mae 2
o543 Pl LF]
SOE4E3 Mae 2
SOok4s3 Male 2
SO54E3 Fdaie L]
SOE4E3 Mae 2
o543 Pl LF]
SO54E3 Fdaie L]
SOE4E3 Mae 2
SO54E3 Fdaie L]
SOE4E3 Mae 2
sp2ETd Female L]
E86530 Fdaie gl
E86E30 Mae i
E86530 Fdaie gl
E8E530 Mae i
86830 Male i1
E86530 Fdaie gl
86530 Mae i
E86530 Fdaie gl
E8E530 Mae i
86830 Male i1
E86530 Fdaie gl
86530 Mae i
- gk-chl Female L]
f k-l Famale L]
| gk-chl Famale 1]
f k-l Famale L]
| gk-chl Famale 1]
- gk-chl Female L]
f k-l Famale L]
| gk-chl Famale 1]
f k-l Famale L]
SOotEad Famale L]
S0tE3d Famale 1]
f k-l Famale L]
| gk-chl Famale 1]
Siza| Fdaie L]
SiaMe Mae 2
Si3dB Male 2
Siza| Fdaie L]
ke ] Mae 2

Ve 20082000
Raopore: STUS1D

Emall

oabbotifesdog
Dabbctifesson
Daboctifescon
Dabbotifesdon
Doabbohfesd.og
oabbotifesdog
Dabbctifesson
Daboctifescon
Dabbotifesdon
Doabbohfesd.og
Daboctifescog
Danbotifesdog
Daboctifescon
Dabbotifesdon

Parnled by S2rin Lised et 10800NA00 205 AM

Figure 9.66 - Grade Book Extract
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The report can be customized using the following options:

Report Interface

Name: Grade Book Extract Number: STUS10 Page Orientation: Portrait

| Options | Sort/Output = Conditions = Selection = Advanced
Student Info D
Perm ID

e

Last Name First Name

Grade

W |- w

Grade Book Extract D
Extract Type
Easy Grade Pro Extract v

Figure 9.67 - Grade Book Extract

e The report can be printed for a single student or group of students by entering all
or part of their Perm ID, Last Name or First Name

e Select the range of grade levels to be included by selecting the Grade from the
drop-down list.

¢ Choose which gradebook program is used from the Extract Type drop-down.
The extract supports either an Easy Grade Pro Extract or Grade Quick.
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STU202 — Student Schedule

The Student Schedule shows all classes that have been scheduled for the student, and
includes the period, teacher and room information for each class.

Efsdent Information
Hluka=] bt

Abbott, Billy C.

Law hirma Cioes By

'545-555-1214
Eelwdula Heue
Not Assigned
Forsmozoar Caac e

Sullivamn, J.

Schedule infcrmabion
Far | Term &ection ID

Fall

J-3) a1 aoza
a at T
1 at 2105
2 YR il
3 at =63
4 at M2s
=] al Q=TS
& at ETE
Epring

al a2 1007
1 a2 1118
2 YR azss3
3 a2 1583
3 a2 1533
< a2 1438
=] a2 1875

Farent irfcemation
Farant Name
Jarn, Kathssr
saron, Prilp

Hope High School
Student Schedule

Vear: 20082010
Fapor STU20E

Pasn D Gl Cirace arktan =
903483 M 1 j=a
Pize Mars e D 1E0T1 M Clark Clr g
03131992 Irdlne, CA 82804 =
e La = Faze S L Laaer Luts [0 8]
Englis! Hispanic IER DT =
ins ekl Mare Liscai Morrbus Cznbimalan =
Diaz 5L-20R-31L o
Hoen
Counss Muaf Caye Toashsr [T
MADE-Z - Remedial Malh EalSun| User, T. M
£251 - Am Qo Lzer, T 3l
AREL - Bag Jeweiny Eullkian, J. 40z
PASE - I Acling Cardrer, 0. 403
FETED - Weipnt Tm Boys Joseph, T. AN
ENED - Eng (bef) LE Emyder, J. 2
W= - At S5 Per PF=i Time, R. o Rioa
MT=E - R & Per Pl Time, R g Fog
E851 - Am Gl Lzer, T Zis
EMEE - PriniEng Wl Cardon, K ]
PASE - It Acling Camdner, D. 413
PETE2 - Weipg™t Tm Boys Joseph, T. AN
FETE2 - Welpni Tm Boys Swartz, M AN
FETT - Frindorac Econ Falznge, 2. Rkl
MWTEE2 - At S5 Per PF=i Time, R. o Rioa
Fhors Extancion
345-525-1244 Home
35-555-E7ET

Panied by Rdrrin Lbmd e 1800000 I0F AM

Exfopud nl Schaoc] Disfrict

P 1ot iPage 12l t

Figure 9.68 — Student Schedule
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The report can be customized using the following options:

Print || Save Default | Reset Default | Email Me |

Report Interface

Name: Student Schedule MNumber STU202 Page Orientation: Portrait

_Optionsl Sort / Output = Conditions = Selection | Advanced

Schedule Info (]
NOTE: Filter Date is not a mandatory field
Filter Date
Term Filter Start  Term Filter End
A4 A4
Student Info (]
Perm ID
Last Name First Name
Grade
| _ A4
Hide All Personal Information
Hide Perm ID
|Peri0d Range O|
' wigyg B !
wdit wiass wptions .

| Only show audited classes |

Figure 9.69 - Student Schedule Report Interface, Schedule Info and Student Info sections
Figure 9.70 - Student Schedule Report Interface

e To screen the student’s schedule on a specific date, enter the date in the Filter Date
box in MM/DD/YY format. The date may also be selected by clicking on the Calendar
button.

e To see the schedule for a specific range of terms, select the Term Filter Start and
Term Filter End from the drop-down list.

e An individual student or group of students can be selected by filtering on the Perm ID,
Gender, Last Name, First Name, Middle Name, or Grade. For example, if grade 12 is
selected the report prints an individual report for each student in grade 12. A range of
grades may also be selected.

e Toremove all student demographic information from the report, check the Hide All
Personal Information box.

e Toremove the student’'s Perm ID from the report, check the box Hide Perm ID.

Copyright© 2013 Edupoint Educational Systems, LLC 299



Scheduling and Course Guide Chapter Nine

Print || SaveDefauIt| ResetDefauIt| Email Me

Report Interface

MName: Student Schedule MNumber. STU202 Page Orientation: Portrait

| Options I Sort / Qutput | Conditions | Selection | Advanced
Schedule Info (]
NOTE: Filter Date is not a mandatory field

| | Thide Perm ID |

Period Range (&)
Period Begin Period End

b by
Grouping Info Q

Output will be sorted Teacher Name (ascending) for the Sections
defined by Term/Period.

Term Period
A A

Teacher Info O|
Hide Teacher's First Name |

Include the following fields O|

NOTE: The text box value jsdisnlayed if no data isgpresent |

Audit Liass uptions b

["]Only show audited classes

Figure 9.71 - Student Schedule Report Interface, Period Range, Grouping Info and Teacher Info sections

e To only print the schedule for a specific range of periods, select the Period Begin and
Period End from the drop-down list.

e To group the schedule for a specific term and period, select Term & Period from the
drop-down list.

e To only show the teacher’s last name, check the Hide Teacher’s First Name box.
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Print | | Save Default | Reset Default | Email Me

Report Interface

Mame: Student Schedule MNumber STU202 Page Orientation: Portrait

| Optionsl Sort / Output ~ Conditions | Selection  Advanced
Schedule Info Q)
NOTE: Filter Date is ngh@anandatory field |

| ade o cher's Fuow oecans |

Include the following fields (6]

NOTE: The text box value is displayed if no data is present

Show House Not Assigned
Show Counselor See Counseling Office
Show Locker Number Not Assigned
Show Locker Combination Mot Assigned

Locker Type  Locker Combination to Print
w w

Show Homeroom Teacher
Show Homeroom Number
Show Dropped Classes
Hide Class Period

Hide Class Teacher

Hide Class Room

Show Course Fees

Audit Class Options O|
Only show audited classes |

Figure 9.72 - Student Schedule Report Interface, Include the following fields and Audit Class Options

e Check the boxes to Show House, Counselor, Locker Number and/or Locker
Combination. If one of these options is checked, but the student record does not have
data for that field, the text entered in the text box for that field displays instead.

o If checked to print, select the Locker Type to display from the drop-down list.
o If checked to print, select the Locker Combination to Print from the drop-down list.

e Check the boxes to Show Homeroom Teacher, Homeroom Number and/or Dropped
Classes.

e Check the boxes to Hide Class Period, Hide Class Teacher, Hide Class Room,
and/or Show Course Fees.

e Check the box to Only show audited classes to only print results for audited classes.
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MST401 — Section List by Course

The Section List by Course lists all of the sections scheduled for a course.

et Hope High School Year 2012-2013
Section List by Course Report: MST401
— For Term: Today
Course ID Course Title
EN51 Lit Explor
Section 1D Meeting Days Teacher Room Begin Period End Period Term  Credit Max Students  Total Students
1024 Robinson, Robert P-21 o o 52 0.500 30 32
123 Rex, Karen P2z 1 1 Sz 0.500 30 ez
1130 Wallace, Judy 303 1 1 52 0.500 30 pra]
1213 Bunger T., Thomas P-10 2 2 52 0.500 30 2
1214 Creaser, Lisa 223 2 2 52 0.500 30 23
1218 Jackson, Michael P-0% 2 2 52 0.500 30 el
1314 Creaser, Lisa 223 3 3 52 0.500 30 24
1330 Wallace, Judy 303 3 3 Sz 0.500 30 el
1413 Bunger T., Thomas P-10 4 4 52 0.500 30 25
1422 Summers, Kim 209 4 4 s2 0.500 30 28
1512 Bonjour R, Richard 302 5 5 52 0.500 30 3
1518 Jackson, Michael P-0% 5 5 52 0.500 30 21
1522 Summers, Kim 209 5 5 52 0.500 30 26
1612 BonjourR., Richard 302 & ] Sz 0.500 30 20
1618 Jackson, Michael P-0% 6 3 52 0.500 30 20
1630 Wallace, Judy 303 6 3 s2 0.500 30 19
Course Total: 388
Print=d by Admin Usar at 04282013 £47 PM Edupaint School District Page 58 of 291

Figure 9.73 - Section List by Course
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The report can be customized using the following options:

Print | | Save Default | Reset Default | Email Me | Status: Ready | % @‘
Report Interface

Name: Section List by Course Number: MST401 Page Orientation: Portrait

_Optionsl Sort / Output = Conditions = Selection = Advanced
Term Filter

b

Suppress Course Totals

Student totals as of

Figure 9.74 - Section List by Course, Report Interface
e Select the term to be included in the report from the Term Filter drop-down list.

e Toremove the total number of students in the course and section, check the box
labeled Suppress Course Totals.

o Filter the results based on the date entered in the Student totals as of field.
When a date is entered, the date prints in the header of the report and the data
displayed is based on the selected date. If the date is left blank, no date prints
in the header.
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MST402 — Section List by Teacher

The Section List by Teacher lists all of the sections that are assigned to a teacher.

ey Hope High School Year 2012-2013
’ Section List by Teacher Report: MST402
el

Staff Mame Temm Per Sect ID Mesting Days Course |0 And Title Foom Max Total Left
Aderson, Gordon 51 1 ADSSW-1-D00000 - 120 15 0 15
ADSE1-D00D00 - 15 14
2 0240 - 128 3z o 32
3 0340 - 128 30 0 30
4 0440 - 128 3z o 32
5 0540 - 128 3z o 32
52 1 1140 - 128 2z = 3
2 1240 - 128 W 2
3 1340 - 128 3} 11 18
4 1440 - 128 3z 4 o
5 1540 - 128 3z 30 2z
YROO1 1_021_SASD - 403 100 o 100
1 0140 MT - 128 28 o 2B
3 3 021_SATD - 403 100 o 100
4 4 021_SAED - 403 100 o 100

Tewl: &42 135 50@

Printed by Admin User 3t 04242013 4353 PM Edupaint Schoal Dilsirc: Fage 101

Figure 9.75 - Section List by Teacher
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The report can be customized using the following options:

Print | | Save Default | Reset Default | Email Me |

Status: Ready | % @

Report Interface

Name: Section List by Teacher MNumber: MST402 Page Orientation: Portrait

_Optionsl Sort / Output = Conditions | Selection = Advanced

Teacher Filters

Teacher

Section Filters

Periods - Blank will retum all periodsJye,f | Term

110010 1002 T3 1014 1005 1016 (7 1018 [C19

Student totals as of

Figure 9.76 - Section List by Teacher, Report Interface

e To print the report for a single teacher, select the Teacher from the drop-down

list.

o Select which Periods should be included on the report by checking the period
numbers. To check or uncheck all periods, use the e puttons.

e Select the Terms to include from the drop-down lists.

o Filter the results based on the date entered in the Student totals as of field.
When a date is entered, the date prints in the header of the report and the data
displayed is based on the selected date. If the date is left blank, no date prints
in the header.
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MST403 — Section List by Course and Term

The Section List by Course and Term lists all courses and shows which sections have been
scheduled for each course. It can also show the total number of students scheduled, the
number of seats available, and the maximum number of seats in the section.

Euuloqrrt

T

e

Term Beg End

Course IO ADS5W

YR : %

-
Course It AG29
YRO1 1
Course I AG31
YR 1A

11
Course ID: ABSH
YR OO 2
Course I ARE2
82 5 &

-
Course I ARES
52001 A

- -
Course I ARG4
82 4 4
Course 0. AR40
-

a a

-
Course I ARAT
82 1 1

=l =

-
Course I AR4Z
82 oz 2

=l =
Course D0 AR4S
82 3 3

44
Course I ARMS
82 3 3

Section ID
Course THE:
A DBEW-2-000000

OT36

Course TEE:
0355

Course Tik:
2101

AGH-1-00000000

Course THE:
201

Course TEE:
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1604

Course Tik:
1104
1304

Course TEE:
1404

Course Tik:
1105
1305
1605

Course TEE:
1203
1503
1803

Course TEE:
1205
1505

Course Tik:
1303
1403

Course TEE:
1003

Primed by Admin User 3t 04252013 537 AM
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Figure 9.77 - Section List by Course and Term
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The report can be customized using the following options:

Print | | Save Default | Reset Default | Email Me | Status: Ready ‘ Eﬁj @
Report Interface («

MName: Section List by Course and Term MNumber: MST403 Page Orientation: Portrait

_Optionsl Sort / Qutput = Conditions = Selection = Advanced
Term Filter Section ID
|

Course ID
Suppress Course Totals
Student totals as of

Figure 9.78 - Section List by Course and Term, Report Interface
e Select the Term to be included in the report from the Term Filter drop-down list.
e To print the report for a single section, enter the Section ID

e To print the report for a range of courses, enter the beginning and ending
Course ID.

e To remove the summary numbers for the section and courses from the report,
check the Suppress Course Totals box.

e Filter the results based on the date entered in the Student totals as of field.
When a date is entered, the date prints in the header of the report and the data
displayed is based on the selected date. If the date is left blank, no date prints
in the header.
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MST406 — Open Periods

The Open Periods a report lists all students and shows which periods are currently open

(are not scheduled for a section).
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Figure 9.79 — Open Periods
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The report can be customized using the following options:

Report Interface [«

Name: Open Periods Humber: MST406 Page Orientation: Portrait

| Option |_Sort / Qutput  Conditions | Selection | Advanced
Section Options @
As of Date

09/27/2009

Optionally limit data by selecting specific
Grades and/or Terms

Grade[qeb)

CloaC1o 1112

Term [Tk

" Fall " Spring

Period Range ("]
Start End

o

Figure 9.80 — Open Periods, Report Interface

o Enter the date for which to analyze the periods in the As of Date box in
MM/DD/YY format. The dates can also be selected using the Calendar button.

e To show only information about select grades, check the Grades to be included
in the report. To check or uncheck all grades, use the €€ puttons.

e To show only information about select terms, check the Terms to be included in
the report. To check or uncheck all terms, use the ded puttons.

e Select the range of periods to be included in the report by entering the first
period in the Start box and the last period in the End box.
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Chapter Nine

MST408 — Class Analysis by Course and Section

The Class Analysis by Course and Section report lists each course and shows the sections
scheduled for the course. For each section and course, the report lists the number of
students scheduled both overall and by gender, the total number of spaces available, the

number of requests, and the average number of students scheduled in a section.

©AUPOIn S Hope High School Year 20092010
FJ Class Analysis by Course and Section Report: MST408
Eiho) Distrlel
Restricilons
Coursa ID Cowrsa Tile Saction ID Bap End Term Teachar Name Room =en Low High Team Mazx Boys Gire Tot Deviation
ADSEW Academic Dacath o736 & L YR Canaday C., Cust 0T 40 & 9 4 0.00
Avallable 40 Scheduiad: 14 Avg 14.00
Reguasis n Rejeced: 15 MAD. 0.;‘
AGE Expl Agric o7 1 1 [+}] Adarsan, Gordon L] 12 iy o a o 000
0088 1 1 ¥R Sargent, Linds MHE 0 0 1 100
Avallable 40 Scheduiad: 1 Avg 0.00
Reguasis 1 Rejeced: o MAD. O.J
AGI Animal Scl i i 1 YR Wiajoik, James A1 3 1% ) R .00
Avalabie 30 Scheduiad: 3 Avg. 31.00
Reguests ] Rejectad: 1 WMAD. 0.;‘
AGS1 Landzcaps D&M | 20 2 2 YR Wajik, Jamas A1 an a 3 6 000
Avallable Fij Scheduiad: & Avg &.00
Reguasis 2 Rejeced: 4 MAD. 0.;‘
ARZZ Bag Phols e 1 1 & Echubert, Thomae 404 ) B 1B 23 300
o30e 3 3 21 Schubart, Thoma A4 n L 1% 25 1.00
D40ns 4 4 Eal Schubert, Thome a4 28 L] LI 300
0504 § 5 21 Schubart, Thoma A4 n 12 12 M 200
B04 & [ &1 Schubaert, Thoma Al 28 10 ' 200
1504 5 5 &2 Schubert, Thome a4 28 18 LER 200
1604 & £ &2 Schubart, Thoma A4 m 7 21 2. 200
Avallable 138 Scheduled: 185 Awge 2500
Reguasis 136 Rejeced: 43 MAD. 2.:‘
ARZ3 int Photo 1104 1 1 a2 Schubert, Thome A 2 i L] Q.00
1304 ] £2 Sehubaert, Thormas 404 - I 100
Avallable ] Scheduiad: &1 Avg 30.00
Reguasis 45 Rejeced: 13 MAD. O.J
AR Adv Photo 144 4 4 &2 Echubert, Thomae Al F.3 3 7w 000
Avalabie 28 Scheduiad: 10 Avg. 10.00
Reguests " Rejectad: 1 WMAD. 0.;‘
Printad by Admin User at 10M07/2008 211 AM Edupaint Scnool Distnict Page 1ofa3

Figure 9.81 - Class Analysis by Course and Section
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The report can be customized using the following options:

Report Interface

Name: Class Analysis by Course and Section Number: M5T408 Page Orientation: Portrait

| Options | Sort / Output = Conditions = Selection | Advanced
[~ Show only courses who have more requests than availability

[~ Show only courses with sections
Period Begin Period End

- w

Figure 9.82 - Class Analysis by Course and Section, Report Interface

e Check the box Show Only Courses Who Have More Requests Than
Availability to only list courses that do not have enough seats available for the
number of request.

e Check the box Show Only Courses With Sections to list only courses for

which sections have been created.

e To show courses and sections for a specific range of periods, select the Period
Begin and Period End from the drop-down list.
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MST412 — Class Load Analysis

The Class Load Analysis report lists section id, course title, room number, class size and
restrictions.

Hope High School Year 20082010
Class Load Analysis Report: MST412
Restrictions
Section ID  Penods Term Course ID Course Title Staft Hame Room Max Malg Femals Low High 0% 10 11 12 Total Open
oo 52 SC422 Life Scienca Tomm, R. 120 24 14 1 ¥ 2 25 ]
coo2 S2 oC4z Life Seenca Tom, R. 120 24 17 El 2 4 2 26 0
0003 52 PETE2 wisight Tm Boys Jermings, J. WWHS 1 ] a ] 1
Do0d 52 SC42z Life Sclence Tofft, R. 11 M 14 3 12 5 17 T
ooos 52 SC492 Elciogy Tom, R. 120 i) 4 15 18 1 18 @
0006 S2 ARS3 Adv Jewsiry Sullivan, J. 403 10 5 2 2 5 T 3
cooT S2 oC4m2 Elciogy Tom, R. 120 i) 10 15 21 4 25 3
ooos YR SSS51C Ce-Govemment Brown P, P 235 S0 0 a 1] 50
oooa 52 5535 Amer History Il Decker, O WWHS o o a 1] [+]
goio ¥R FS3C Co-Persnl Dav. Diaz, J. CMEL 0 € 1 4 3 B8 16 4
ooii 51 ENST American LR Banlszewskl, N. 2 0 13 15 2 2% i} 2
ooz 51 SCT Cons Chemistry Blasdell W., W. 116 0 13 4 3 8 8 17 13
o013 §1 SsCs0 Env Science Blasdell W., W. 124 0 18 10 1 15 12 28 2
ooid 51 &C30 Env Science Blasdell W., W. 124 2 20 10 117 12 30 2
oo1s 81 SsCs0 Env Science Blasgell W., W. 124 2 1€ 15 125 5§ N 1
0016 51 SCT0 Cons Chemistry Blasdell W., W. 124 E . ] 10 T 13 b I (1]
cois YR TIiE1 le= Walging Chaisson P, P, n 18 2 a 2 2 13
oo19 ¥R SS21CC  Co-Word Sidy | Brown B, P. 236 S0 0 a 0 L]
co20 YR PE32C Cec-Bowling 2 Diaz, J. CMEL 50 0 1 1 1 43
Lo ¥R SS22CC  Co-Wonastan Srown P., P. 235 =0 o a 1] 50
ooz 51 EN33 PrinEng | Summers, K. 208 iz i1 15 1 26 2
o023 S22 AsZIs2 Colongraianil Mhis Roic, M. MHS 2 1 a 1 1 1
ooz4 S1  ENS1 Lit Expior Robinson, R. P21 0 15 14 2 1
oozs YR S351C Co-Govemment Garland, G. a6 50 o 1 1 1 42
oo2e YR SSS7C Economics. Garang, G. p06 S0 0 3 1 2 3 47
poaT 51 NG5S0 Study Hall Stincic, T. GAFE 100 7 12 i4 11 6 kil [
ooas S1  NCHN Stugy Hall Stincic, T CAFE 100 18 12 12 13 § 30 70
0o30 51 SC33 Earn Seience Stincie, T. 18 = 10 1 E 7 & H T
0033 51 8C33 Earh Sclence Stincic, T. A-18 2 i1 10 i1 8 1 H T
Do3g ¥R IT32 Cad- Arch | Kish, L 312 12 12 a o 4 13 0
0043 YR 53350 Co-Amer Hist Il ‘Wong, L. 213 2= 2 5 g 1 T 18
0044 51 MAaL2 Trigonometry Haws, K. (k] 0 12 15 11 18 an 3
o047 S1 MA40 Algebra i Kretschmer, J. 135 2 6 12 4 12 2 1B 14
004 51 MAazg Geomety Lewis, J. 214 k- 9 21 27 21 30 2
0oso S1 SCTaw Cp Chemistry Melyn, W. 118 i) " 13 1t 1 20 0
Printed by Admin User 31 03072010 2:37 PM Eoupoin School District Page 10745

Figure 9.83 — Class Load Analysis
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The report can be customized using the following options:

Report Interface

FHame: Class Load Analysis  HNumber: MST42  Page Orentation: Portrait

| Options | Sort fOutput - Conditions Selection | Advanced
Section ID

Feriod

wo | S W

Term Code[_Tjes0)

I™ semester1 I Semester2 I vear
Figure 9.84 — Class Load Analysis, Report Interface

To print the report for a single section, enter the Section 1D

To show courses and sections for a specific range of periods, select the Period
Begin and Period End from the drop-down list.

To show only information about select terms, check the Term Code to be
included in the report. To check or uncheck all terms, use the 2o puttons.
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Chapter Nine

MST413 — Student Current Schedule Analysis

The Student Current Schedule Analysis lists the schedule for each student, and includes
the section meeting days, period, teach and room.

Student Current Schedule Analysis

Hope High School

Yoo 20082010

Fapors MET413

P 13 133000 Grida 10 Garha’ Femalc
N TulNaTBaywZa Su
Prd CaD Cowse Tikke Eect 10 Tem  pogegd e ¥ § 5 Teschsr Noom
Fal
o [l =] Rel Tiree A HI L Pl 81 - - - - - - - Hul Thre, %ol Tire ho Hiscry
1 LR ) Laz ey oeEx 81 - - - - - - - St ko2, s Ll
2 [ rF] Hegi- S-Sy D28 - Wi, Jasiry =it}
3 B4l Life Science uray 81 - - - - - - - Tel. Rokzer! 1
Ll 4T Hoys M a4 81 - - - - - - - Helow & | Garkm oYM
5 ENI1 Hegi-ning ta Y - Wi, Jasiry =it}
L] s Labva B =En 81 - - - - - - - Ktarrer, Den a3
Gmateit (Ahpan, Tina ) e 12 18211 Grada 10
N TuliaTBaysZa Su
Prd Calb Cowse Tilke Eect 10 Tem  goge gy P § 5 Teschsr Noom
Fal
o [l =] Hel Tiee A HI L Pl 81 - - - - - - - Hul Thre, %ol Tire ho Hiscr
1 LR Laz ey oeEx 81 - - - - - - - St ko2, s L]
3 Pre4re Hoys Mm e 81 - - - - - - - Bimchtoin M, Ma oYM
Ll caEn Comrg.im’ Apze na1d 81 - - - - - - - Hichideon Jeiry 1ne
L] B3 Ean® Scerw uras 81 - - - - - - - Wit e, Factel rar
Hpita
F (=20 Culrms At 1 1233 e Cole M, kansy (£
B ERS1 LIt S 1830 H = e e e e a . Wik lhecn, Juely M
Sl (REEndar Vil L] P I 1384TE Grich 11 Garda Wil
M TuliaT By 2a Su
Prd__ Cr D Cowse Tille Beck IO Tem g gp gd i ¥l | 5 Tascher Nozm
Fal
1 AHED By Drassrg ousE B - - - - - - - Garn, s FhL
1 RCE Rt P = L I Aol Tivw, Bel Tike ho Fm
3 mn Tl & Drafirg LR L I Flih, Lau 2
& PEIE! Wil g Trn Byl JLE L ) Huritin] 5 = AhKE
5 |- =4 WinTd Hiadig [l L ) Crafl. Eiwln FaL ]
B W] Sl ey 1.4 L ) Hecher &, &man (]
Epitg
1 ERS? Ararcan L1 152 g2 @ - - - - - - - WaruTai, Lasdon e
K ERS? Ararcan L1 1 g2 @ - - - - - - - WaruTai, Lasdon e
2 HES stk bz am 1 = Bamdboin M, Ma®  AHKE
Gmpment (Arouh, Rechal 0. P 12 BAEIGD Grada 10 Gargdad Fomale

Fal

o HOES el Tires & Hr [ h] I Fid Tirs, Bol Tiew  ho Rt
i AHEL ey Drasing ] 81 - e e e e - - G 1, e 400

2 FE51 il D | rid T Kisgms, Dosre 157

] oSN Sy Hal EE] T Duntam, Ceryl LAFE

4 5 A ki | R T #aarg, Lillen a

] sLad i gy (FiL] T Faters, Jasrry 12

B ML A oty a5 T Hecker & Ailkmn 104
Epitg

3 ERE] Sraiicsn LI 1325 e Vimbedai, MiEh |
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Figure 9.85 - Student Current Schedule Analysis
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The report can be customized using the following options:

Report Interface [«

MName: Student Current Schedule Analysis Number M5T413 Page Orientation: Portrait

| Optionsl Sort / Output = Conditions = Selection = Advanced
Schedule Info (&
Term Filter

Section ID

Student Info (6]
Grade

Gender

A

[~ One Student Per Page

Grouping Info @
Output will be sorted Teacher Name (ascending) for the Sections defined by Term/Period.
Term Code Period

b b

Figure 9.86 - Student Current Schedule Analysis

e To print only the schedules for a specific range of terms, select the starting and
ending terms from the Term Filter drop-down lists.

e To only include a range of sections, enter the beginning and ending Section ID.

e To print the report for just one grade and/or one gender, select the Grade and/or
Gender from the drop-down lists.

e Check the box One Student Per Page to only include one student’s schedule
on each page of the report.

e To group the schedule for a specific term and period, select Term & Period from
the drop-down list.
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MST414 — Master Schedule by Department

The Master Schedule by Department is a graphical look at the master schedule. This report
is grouped by department, and shows the teacher, room, and period.

Edupaint i
Hope High School Year: 20122013
Master Schedule by Department Report: M5T414
e —— As of Date: 04/03/2013
Staff Mame FTE Room Period 1 Period 2 Period 2 Period 4 Period 5 Pericd & Period 7 Period & Pericd 8
[Department: o) |
Diaz. CNSL Com Orugs/soc
[Pepartment  (HE) |
Eladkbum M. Spors Medtine PreventionS.cane
|DEpa rtment: |
A A Study Hal
Dwun Soudy Hal Soudy Hall
Evi Teacher Pers Rel Tme Pers Rel Time Pers Rel Time PersRel Time Pers RelTime Pers Rl Time
Rl Tme Rt1st Per Rt 2nd Per R 3d Per R4t Per Ri5th Per Ri&h Per
Sunct Sougy Hal Saay Hal
|D'Epa rtment: |
Gand e nt Acting Ay Azing Thes Ans Tres Ars 0 ‘Suagecrat
|DEpa rtment: |
Aderson Student Ald Student Ald Student Al
AT A Shugent Ald
Aneng Office S Asst Anend S Asst Anend S Asst Anend S Asst Anend S Ass Anerd S AsE Azend
Ao Visu al AV St Asst AN c St Asst AuMl c St Asst Ay-Mc Stu Asst ArMc St Ass Av-Mc St Asm Ay-Mz
Bayer M. 403 Student Ald Studer: Ald
Backer A 403 Student Ald Studer: Ald
BeckerC. 403 Student Ald Stugent A Studer: Ald
Salusc 403 Stugent Ald
Sladkbum M. 403 Sugen: Ald
Slansk P. 403 Stud et Ald Stusant Ald Stugant A
Elamiel W 403 Stugent A
Erady J 403 Student Al
Erown P. 403 Student Ald Stugent A Studer: Ald
Bunger T. 403 Sty e Al
Canaday C. 403 Sausent Ald Saucent Ald
Cragson P 403 Stugant Al
Cole M. 403 Student Ald Student Al
Cratt 403 Student Ald Studer: Ald
Cremmer 403 Student Ald
= 403 Shugent Al
Donatison 403 Sougent A Shugent Ald
Cunham 403 Stugant A
Cwnn 403 Student Ald
Ems 403 Student Ald
Felz 403 Student Ald
Fromm 403 Shugent Ald
Frommer 403 Swugen: Ad Sougent A
Gamner 403 Saugent AL
Gariand 403 Student Ald Student Al Student Ald
Printed by Admin User at 04032013 2:24 PM Edupoint School DEtrict Page 1 of 10

Figure 9.13 — Master Schedule by Department List
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The report can be customized using the following options:

Print || Save Default | Reset Default | Email Me |

Status: Ready | % @I

Report Interface

Name: Master Schedule by Department Number M5T414 Page Orientation: Landscape

_0pti0n5| Sort / Output = Conditions | Selection | Advanced
As of Date
04/03/2013

This report prints a maximum of 9 period columns. Any periods outside the range will not be visible.

["JIndustrial Technology
[CIPhysical Education
[CI Traffic Safety

[ Miscellaneous

Period Begin Period End

1 v (9 v

Department

[CIFine Arts [ Language [CIMath

["]Science ["] Special Education [C] Art

[ Aerospace Science [CI agricultural Science [ Business Education

[[] computer/Business [CIEnglish [C] Family and Consumer Sciences

[CIMilitary Science/Leadership Army [_| Music/Performing Arts

[[IReading
[CJworld Languages
[ Special Education

[‘] social Studies
[C]Elementary School
[T Transfer Credit

["| East Valley Institute of Technology [] English Language Development [ American History

Figure 9.14 — Master Schedule by Department Report Interface

Enter the date for which to analyze the periods in the As of Date box in
MM/DD/YY format. The dates can also be selected using the Calendar button.

Select the range of periods to be included by entering the first period of the
range in the Period Begin box and the last period in the Period End box.

To filter the courses displayed on the report by their Department, check which

Departments to display

Copyright© 2013 Edupoint Educational Systems, LLC
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Chapter Nine

MST415 — Master Schedule by Room

The Schedule by Room is a graphical look at the master schedule based. This report is

grouped by room, and shows which teacher is in the room for each period.
when the classroom is open or if it is scheduled for a study hall.

It also lists

Edupgint i
Hope High School Year: 2012-2013
Master Schedule by Room Report: M5T415
—— As of Date: 04/03/2013
Room  Teacher Desks Pesiod 1 Period 2 Period 3 Pericd 4 Period 5 Peried 6 Pericd 7 Pericd 8 Pericd 9
1 Wogl ‘wogl Opan-5 gl Wog OperrS Wog OpersS Open-5 OperrS
02 Sayer M., Guidance O Sayper M. Sayer M Sayer M. SayerM Guliance O SayerM. Dpers openS opers
103 Hamar Sammar Opans s Hiarar Harnar Harper pens Qpen-s Opers
104 Becker A Becker A Becker A OpesrF Becker A Becker A Bader A OpenF OpenF OperF
105 Harmsen Hansen Hansen Hamsen Hansen Hamsen OpemsS OpersS Open-5 Oper5
107 Perker arker apen-5 OperS Qpers OpenrS oens opens apen-5 Opens
108 Mabeig Nanehrg Nenshng Mebsirg OpanF Mazeiog sneing openE OpanF OpanE
109 ‘Shack efod Shadketord Shadetiord ‘Shack afond OpanF ‘Shacceford ‘Shacketiord OpenF OpenF OperF
1M1 Richaroson Cpars S crerason Fucraroson Ainarosan Fchanson Cpans opers Doz Open-3
12 Frommer Frommer Frommer Frommer Cpas Open-S Caews Frommer Frommer OpenS
Framemer Sromemer Frommer
114 Citlond R CMord R CMord R Citord R (=L OperF Camond R OpenF OpenF OperF
15 Jarmen, McEne MErEe Jarmsan McBrte McErige McErge McErge opems Open-5 opers
118 Simmgal W, Janmsen Janmman SlasgallW. Jarmsan Janmman Jamssen Openes Dpares Jpan-E Oper-E
17 Pz gerga e Negergaara Neger gaara e geng san Opanr5 Pegergaand Puemer gaerd OpersS Open-5 OperrS
118 Medyn, Sangom b Melyn Sangomir ‘Sand omir Mewm ‘Samgomit ‘Sangomir OpersS Open-5 OperrS
113 Worsnop, Femers Fenmrs Feners Femers Worshon Worsnop Worson Opers apen-S Open-S
120 Seiuss . Jeckmon Tof Anmr A Jackson Opens Opens Seuss Tee Totn Opers opans Tom
Ao A
Egeisiein, Faters Egesiein Egesiin Egeisiein Egeisen Fatters Femers OpersS Open-5 Oper5
Samues Sarmues Samuss Samues Samues e Caews Opens opens OpenS
Curn Dum Dum Curmn Cunn Cum Coerd OperS Spens OpenrS
STES Worsnop, Blasoel W. ‘Worsnop Worsnoo sl Slaeial W Emsiel W, Bl W. OpersS Open-5 OperrS
BeckerC Seker . Secker C Cpers opers Opers ] pens openS Opers
Topoozian Tomoo zian Topoozian Topoozian -0 Topoozen Topoozian Dpares Jpan-E Oper-E
Becker C. Op=rrS Opan-5 Becker C. Opanr5 Becker C. Beder C. OpersS Open-5 OperrS
Agerson Agerson Agerson Agerson Agerson Agerson OpesS OpersS Open-5 OperrS
Adersen
129 Sam Zaml Dipan-S Sanl B Senl Opens OperS Span-5 DpeS
13 Patenge, Krogman Pasenge Pa=nge Papenge Patenge *rogman OpesS Patenge Panznge OperrS
Sarange Sanange Fanerge
Patenge Patenge Paterge
Patange Patangs Patenge
Pasenge Patenge Panznge
Patenge Patenge Paerge
Patenge Panenge Paterge
Patenge Pafenge Patenge
132 Hrogman, G o w- K nnedy T ow-ennady T low-en nady OperrS Opanr5 OperrS Hrogman OpersS Open-5 OperrS
133 Hyzrs Mz Myers Myers: Myers Myers pers pens openS opers
Myars Myers Myers Myers Myers
Mypars Myers Myers Myars Myers
Myers Myers: Myers
Myers Myers
S - Open classroom {small), F - Open classroom {full size), SH - study hall, * - Change fom last year or new staff
Prrinted by Admin User at DAOR20132 2:44 PM Edupoint School Diefrict Page 1 of §

Figure 9.15 — Master Schedule by Room List
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The report can be customized using the following options:

Print | | Save Default | Reset Default | Email M | Status: Ready | % @l
Report Interface

Mame: Master Schedule by Room Number MST415 Page Orientation: Landscape

| Gption5| Sort / Output = Conditions = Selection | Advanced
As of Date
04/03/2013

This report prints a maximum of 9 period columns. Any periods outside the range will not be visible.
Period Begin Period End

1 ~[|9 b

Depariment

[CIFine Arts [ Language [CIMath

["] science ["] special Education [ClArt

[ Aerospace Science [C] Agricultural Science [ Business Education
[C] computer/Business [CIEnglish [CIFamily and Consumer Sciences
[Tl Industrial Technology [CImilitary Science/Leadership Army | Music/Performing Arts
[CIPhysical Education [‘IReading [[Isocial Studies

[CI Traffic Safety [[lworld Languages [CIElementary School

[ Miscellaneous [[] special Education [CITransfer Credit

["] East Valley Institute of Technology [ English Language Development ] American History
Size limit for "small” classroom

30

Course types to show as Study Hall

[C] not Available

Figure 9.16 — Master Schedule by Room Report Interface

o Enter the date for which to analyze the periods in the As of Date box in
MM/DD/YY format. The dates can also be selected using the Calendar button.

e Select the range of periods to be included by entering the first period of the
range in the Period Begin box and the last period in the Period End box.

e To filter the courses displayed on the report by their Department, check which
Departments to display.

e To indicate which classroom is considered small enter the maximum number of
students for a small class in the Size limit for “small” classroom field.

e Toindicate which classes are used as a study hall, select the course type from
the Course type to show as Study Hall group box.
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MST416 — Department Section List

The Department Section List displays all the sections by department. This report is grouped
by department, teacher, term, period, section, course id, meeting day, and room. It also
displays the maximum, total, and open number of seats for each section.

Edupoint King High School Year 20132014
Jummm Department Section List Report: MST416
Per Per

Diep artment Statf Mame Tem 5t End Section ID Coursz |0 And Title hizeting avs Finom tiral  hax  Total Open

Agriculual Science o 1 1 AGEEIN AGZET - Intro A Sci 40 1] 40
Cooke, Darcy 52 1 1 1503 AGFTE - Prin Prac Bcon 921 34 1] 34
Cooe, Darcy R 1 1 1_122_AGTT AGFT - PrinBprac Bon 280 100 1] 100
Cook, Darcay YR 6 6_122_AGH  AG0-fppl Bol S 280 o0 o100
Qess, Raymond 51 1 1 0258 AGZET - Intro A Sci 33 26 1] 26
Qess, Raymond 51 2 2 041 AGFT - PrinBprac Bon 33 26 1] 26
Gess, Raymond 51 3 3 058 AGEE! - o Ag Sd 313 w0 I
Gesz, Raymend 13 3 0wl ABE0 - Id Snady 313 5 0 5
Gess, Raymond s 1 1 0me AG25? - o Ay Scdienc 313 w0 I
Gess, Raymond sz 2 0mT A2 - Plant Soi 313 w0 I
Gesz, Raymend 20z 2 02 A0 - Ind Stady 313 5 0 5
Gess, Raymend 52 3 3 D& AG252 - o g Scienc 313 ® 0
Fhoadarmer, Akn 200z 2 1w A2 - Aquacutiure 922 0 4
Fhoadarmer, Akn YR 1 1FT3ARE  AS-Aqucuhre 230 w0 0100
Fhoadarmer, Akn YROZ 2 LITIABE  ANS-Aqucure 230 w0 0100
Fhoadarmer, Allen YR o3 3 3 TVI_AGT ALY - Prin@prac Boon 280 100 1] 100
Fhoadarmer, Akn YR 4 4 4773ABND AD- Plantanimd S 230 w0 0100
Fhoadarmer, Allen YR 7 7 T IV3_AGH0T AGA0T - Ag Co-Op Bd 280 100 1] 100
Tucker, Tucker mhs 52 1 1 1683 AGOZ- BxOfig MHS 34 1] 34
Tucker, Tucker mhs YR 1 1 1_801_AGH AG20 - BEapl Agiic 280 100 1] 100
‘Wisthins, Brace 52 2 2 1419 AG30Z - Appl Biol Syt 923 34 1] 34
‘Wisthins, Brace 52 3 3 1683 AG30Z - Appl Biol Syt 923 34 1] 34
‘Wisthins, Brace 52 4 4 1644 AG30Z - Appl Biol Syt 923 34 1] 34
‘Wiathins, Brace 52 ] 5 1638 AGS1T - Plant Soi 923 34 1] 34
Withinz, Bruce ¥ROO1 1 180_AGHD AGID- App Bol S 280 100 0 100
Wiathinz, Bruce YROO@ @ 2HI0_AGH  AGED- App ol Se 280 100 0 100
Wiathinz, Bruce YROO® 3 3HI0_AGH  AGED- App ol Se 280 100 0 100
igtiing, Brce YROo4 4 4030 AGE  AG0- fppl Bol e 280 o0 o100
‘Wiathins, Brace YR & 5 6 _920_AGS1 A1 - Landscgpe D8m | 280 100 1] 100
‘Wiathins, Brace YROf -] 6_920_AG40 AGAD - Agri Bng Tech | 280 100 1] 100
injcike, Jarmes 51 4 4 1647 A3 - Arimal Science 33 26 1] 26
injcike, Jarmes 51 -] -] 1631 A3 - Arimal Science 33 26 1] 26

Prirted by Admin Lser at 09062013 1045 50 Edupoint School District Page 10f87

Figure 9.17 — Department Section List
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The report can be customized using the following options:

Print | | Save Default | Reset Default | Email Me | Status: Ready | % @1'
Report Interface P& Bt el T 5

Name: Department Section List Number: MST416 Page Orientation: Portrait

_Gptionsl Sort / OQutput = Conditions | Selection | Advanced
Depariment

Room Name

Period

Staff

Subject Area

Figure 9.18 — Department Sections List Report Interface

e Select the Department from the drop-down list to print the list for just one
department.

e To only include a range of rooms, enter the first and last Room Name. The
rooms are listed numerically then alphabetically.

e Select the range of class periods levels to be included by selecting the Period
from the drop-down list.

e Select the Staff from the drop-down list to print the list for just one teacher.

o Select the Subject Area from the drop-down list to print the list for just one
subject.
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MST417 — Room Section List

The Room Section list displays all the sections that are taught in a particular room. This
report is grouped by room, department, term, period, section, course id, and meeting days.

It also displays the maximum, total, and open number of seats for each section.

Edupoint King High Schoal Year 20132014
delblmln Foom Section List Report MST417
Per  Per
Room  Departmert Statf Name Term @ Ehd Sestion|D Course [0 And Title Iesting Days Optimal _hiax  Total Open
Agricuturd Science o1 1 AGSIN AGIE1 - Intro A9 Soi 40 04
A o3 1 ARIGIZME  ARIZZ- Phowo | 15 o015
American Hstory o3 PP4Z-01 PP422 - Functionduritrg 35 o3
Totd: 0 @ [T
031 Bementry Schod Muestro, Jarette 2 2 1 4@ S04 - Col Prep Bio 34 o 3
LT Muestro, Jarette 2 3 1 18 S#612- 52, Soence 1 o 1
Soience Muestro, Jarette 2 4 4 13m S0442 - Biology 34 o0
Soience Muestro, Jarette 2 5 5 196 S0442 - Biology 34 o0
Soience Muestro, Jarette 2 6 6 19 S0442 - Biology 34 o0
Totd: o1 0
033 Soience Lermon, Lisa 2 6 6 138 S0442 - Biology 34 o 34
Totd: [ [ ]
034 A Pagel, Foss 2 1 1 1@ S4612- $3. Soence 1 i 1
LT Pagel, Foss 2 4 4 5% S461 - 58 Soience 1 o 1
Soience Pagel, Foss 2 @ 1 13 ST 12 - Chemistry 34 o0
Soience Pagel, Foss 203 3 13 ST 12 - Chemistry 34 o0
Soience Pagel, Foss 2 6 6 14% $C332 - Earth Science 34 o0
| Tata: 0104 0
035 A Famnes, Geri 2 6 6 198 S#612- $3. Solence 1 i 1
Science Farmnes, Gemi 2 3 3 1495 S0482 - Bology 34 1] 34
Science Famnes, Gemi a2 ] 4 1448z 504482 - Biology 34 o 34
Soience Farmnes, Geri @206 6 14 S04 - Biology 34 o034
Totd: 0 103 [] ma]
036 Bementary Schod hatix, Larmy @21 1 1uw SCTANE - O Prep Chem : 34 o034
Hermentary Schod Mgtz Larmy [T T ] SCT2NGE - O Prep Chem a4 [
SA Mz, Larmy 9z 1 D9 5461 - 58 Science 1 o 1
Soience Fragier, Jim @23 3 154 SC712 - Chemistry 34 [
Soience Frazier, Jim @ 4 4 154 SC712 - Chemistry 34 [
Soience Frazier, Jim 5 5 158 SC712 - Chemistry 34 [
Tota: RS o 7
030 4 Johnson, Beclor § 3 3 0Es $461 .- S Science : 1 i 1
Printed by Admin User at 00062013 10:3 A Edupoint Schod Distiat Fage 1 ofd%

Figure 9.19 — Room Section List
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The report can be customized using the following options:

Print | | Save Default | Reset Default | Email Me | Status: Ready | Eﬁj q
Report Interface (& T gl wd T

Name: Room Section List Number: MST417  Page Crientation: Portrait

_Optionsl Sort / Qutput = Conditions = Selection | Advanced
Department

Room Name

Period

Staff

Subject Area

Figure 9.20 — Room Section List Report Interface

e Select the Department from the drop-down list to print the list for just one
department.

e To only include a range of rooms, enter the first and last Room Name. The
rooms are listed numerically then alphabetically.

e Select the range of class periods levels to be included by selecting the Period
from the drop-down list.

e Select the Staff from the drop-down list to print the list for just one teacher.

e Select the Subject Area from the drop-down list to print the list for just one
subject.
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MST801 — Program of Recitation Report

The Class List prints the list of enrolled students in each section on a separate page, with a
space to make notations about each student. This versatile report can be used for many

types of student tracking in each section.

Figure 9.87 — Program of Recitation Report Example

Hope High School W E0-3071
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The report can be customized using the following options:

Report Interface
Hame: Program of Reciation Report Scorter MSTHA  Page Orewmics Portrl
I:Ipdnru-l San | Thipd |~ Condiiins | Salecton | Advasesd
A5 o Date

ozt @
muwm;watmm.mmuwwwmmu
Parind Begn P Eng
1 o E] -
| S Addilionzs SHafl
Show Depariment Tkl
T Hie Fom Mams and Widen Loaa

[TErm Code]_ Sz

™ ¥ear T Semesier 1 Semesier 2 T Cuarier 4

Mgwamer2 T Cuaterd I Quaderd T Treesier 1

™ Trmesier 27 Trmesier §

[Cepartmerl by

I~ Fre A ™ Language I Math

I” Soance I Gpesciad Boucanon ™ an

I merspare Soence I Agriciitural Boence I Husiness Edocation

7 CompainrBusness I Englsh ;;3:: AN COnEumar
™ Induss-isl Technoiogy I Miltary Scencefleacership oo i s
I” Physical Edudaion I Heading I Social Sudies

™ Tradir Salety I™ Waond Languages ™ Elecine

1™ MiECenarwns I Speia Eoutation I Tranater Crodi

™ East Valey insshrie of ™ Englsh Language -

[T Faréigy Datiganpimieil Ammercan Hstory

I” Elemaniary

Figure 9.88 - Student Current Schedule Analysis Report Interface

e Select the As Of Date this report is produced.

e To print only the schedules for a specific range of terms, select the starting and
ending terms from the Term Filter drop-down lists.

e Toonly include a range of sections, enter the beginning and ending Section ID.
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STU408 — Class List

The Class List prints the list of enrolled students in each section on a separate page, with a
space to make notations about each student. This versatile report can be used for many
types of student tracking in each section.

Seclion ID
1140 1

Student Nams
Caldwell, Stephen M.
Camewale, Rebecca E.
Cartwright, Peter M.
Chase, Wandz M.
Dominguez, Denise M.
Faorrest, Henry E.
Hudson, GregoryL.
Jefiries, Kathy R
Jennings, Jaoqueline E.
Johm, Mikdred E.
Johnson, BobbyE.
Johnston, Joan J.
Hader, Arthur P.
MdPeck, Joshua A.
Miilu, Kelhy A.

Miller, Seve R,
Morensen, Matthew K.
Mielsen, Robert J. JR
Richardson, Linda B.
Rlider, Angela M.
Rohde, Jack 5.
Schwslb, Robert T.
Shaull, Judy R
Spencer, Ralph L.
Stine, Nancy R
Waldie, Donna J.
Wamboldt, Albert B
‘Wiard, Jennifer L.
‘Wiood, Barbara .J.

== Aupdit Class

Perm ID
913358
BETESD
513560
117882
928041
105244
904041
151812
123020
505845
183912
171732
201815
201552
SE0444
888061
301880
SB1TET
BEEZ34
154352
BEETA1
BET1E2
BETTET
128418
BEaT4H
S66551
503451
BRT40T
SEEE61

Coure ID
hA402

Gird

Hope High School

Birth Dst=
03/131555
OT/3A555
100051558
1000411585
06/ 131558
Q2N2ASEE
05/ 181557
10/2411555
Q40257
04/ 151555
0321555
08/ 121557

Q27 2THEEG
OB/25/1500
02/04/15057
12/089587
QN8 505
08/ 151955

02/07/1556
Q52955
121071553
03/ 1114955
04014557
0/ 101557
O7/13/1556
06071556

Class List

Couse Thie
Algebrall

Home Langusges
Englich
Englich
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English
English

Total Students:

St Name
Aderson, Gordon

28 Total Female:

Year: 20122012
Report STU40S
Room Mame
128

15 Total Male

14

Printed by Admin User 104 24/2013 354 PM

Edupoini School DEdnc

Page 1076

Figure 9.89 — Class List
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The report can be customized using the following options:

Print || Save Default| Reset Default | Email Me |

Report Interface

Name: Class List MNumber. STU408 Page Orientation: Portrait

| Options | Sort / Qutput ~ Conditions = Selection  Advanced
Report Options Q
Term Code Students Active in Class as of:

v

Section ID

Course ID

Grade

Period

Teacher

Department

Hide Totals

Exclude Students with Term Override not in Term Code

Include the following fields (8]
NOTE: If width text box is empty, default values are used.
Student Name 1.40 width in inches

Perm ID 0.75 width in inches

State ID 0.75 width in inches

Gender 0.29 width in inches

Grade 0.30 width in inches

Ethnic Code 1.00 width in inches

Birth Date 0.6& width in inches

Enter Date 0.68 width in inches

Home Language 1.00 width in inches

Phone Number 0.88 width in inches

Figure 9.90 — Class List, Report Interface

e The report can be printed for a single term by selecting the term from the Term
Code drop-down list.

¢ The report can be filtered to include students that were active in the section as
of the date specified in the Students Active in Class as of: date.

e To print the report for a specific range of sections, enter the beginning and
ending section ID in the Section ID boxes.

e To print the report for a specific range of courses, enter the beginning and
ending course ID in the Course ID boxes.

e Select the range of grade levels to be included by selecting the Grade from the
drop-down list.

e Select the range of class periods levels to be included by selecting the Period
from the drop-down list.
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e Select the Teacher from the drop-down list to print the list for just one teacher.

e Select the Department from the drop-down list to print the list for just one
department.

e To print the list of students without the summary of the total number of students
in the section listed at the bottom, check the box Hide Totals.

e To exclude students with term override, select the Exclude Students with
Term Override not in Term Code checkbox.

e To include additional information about each student on the list, check the boxes
in front of the information to add in the Include the Following Fields section.
Information that can be added is Perm ID, State ID, Gender, Grade, Ethnic
Code, Birth Date, Enter Date, Home Language, and Phone Number. To
control how much space each extra column of information takes on the report,
enter the width of each column in the boxes provided (in inches).
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STU414 — Student Schedule Preprinted Cards

The Student Schedule Preprinted Cards are designed to be printed on
printed stock to make wallet-sized cards with each student’s schedule.

perforated pre-

Abbott

Hope High Schodl

23 MADS-2
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FETE1
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Rl Timz A
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PrinEng |
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Rl Time A A
LIt Expior

205483 05M31EE2 M 12
10107720028
Usar, Teachar 101
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Sullvan, Joe 405
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Rel Time, Rl Time “ao Rsem
el Time. Rel Time No Room
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D40-555-1214
Irvine 92604
201230 05271e F 10
10107720028
RaiTime, Rel Time Mo Rosm
Hansen, Craly 106
Trul, Jayne: 206
Virather, Landan E
Temme, Wialter 412
oen, Jacy =]
Wadergazrd, Janny 17
el Time. Rel Time No Room
Rax, Karen om
040-555-2307 0201/2008
Irvine 22608

Acevedo

Hops High Schaol

Agevedo, Harold

4283 E Contessa St

Ackley

Hops High Schaol

0 085D
101
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M5 EKael Ci
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Frin Eng
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Weight Tm Boys
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Ay ¥t Soys
Fund Eng
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Rel Time & Hr
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nt Actng
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AgEDTE

Rt 6 Par

Fei Time A HY
Cal Prep Wit

SE0830 A4S M 11
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Smith, Christine 402
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Thied, Michasl Fa bl
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Figure 9.91 - Student Schedule Preprinted Cards

Copyright© 2013 Edupoint Educational Systems, LLC

329



Scheduling and Course Guide

Chapter Nine

The report can be customized using the following options:

Enter the As of Date in MM/DD/YY
format to print the schedule for a
specific date. The date can also be
selected by clicking the Calendar
button.

To print only the schedules for a
specific range of terms, select the
starting and ending terms from the
Term Filter Start and Term Filter
End drop-down lists.

An individual student or group of
students can be selected by filtering
on the Perm ID, Gender, Last
Name, First Name, Middle Name,
or Grade. For example, if grade 12 is
selected the report prints an
individual report for each student in
grade 12. A range of grades may
also be selected.

Select how to display the teacher’s
name for each section from the
Display Teacher Name drop-down
list. It can print Full Name, Hide First
Name, or Hidden.

To remove the room number for each
section, check Hide Room Number.

To select the parent/guardian
information that is printed at the
bottom of each card, check the box
or boxes in the Flags and/or Type
sections. To check or uncheck all of
the boxes in the Type section, use
the 29 puttons.

Select which Locker Combination
to print from the drop-down list.

To group the schedules for a specific
term and period, select Term &
Period from the drop-down list.

Report Interface

Name: Student Schedule Preprinted Cards Number: STU414 Page Orieni

| Options |_Sort / Output _Conditions __Selection | Advanced

Schedule Info ("]
As of Date Term Filter Start Term Filter End
b b+

Student Info (]
Perm ID

Last Name First Name

Grade

- v
Display Options @
Display Teacher Name [~ Hide Room Number
by

| Parent/Guardian Relations O|
Flags CHType @
[~ Contact Allowed Relation [Ty

™ Ed. Rights [~ Father ™ Father in Home

" Foster Father I~ Foster Mother
[ Grandfather  I” Grandmother
¥ Lives With I” Guardian I” Mother

[~ Mailings Allowed ™ Mother in Home ™ Other

" Real Father I Real Mother
" step-Father I Step-Mother

[~ Has Custody

Locker Info (]

Locker Combination

by

Grouping Info @

Output will be sorted Teacher Name (ascending) for the Sections
defined by Term/Period.

Term Period

b+ by

Figure 9.92 - Student Schedule Preprinted Cards, Report Interface
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STU415 - Student Schedule List

The Student Schedule List prints each student’'s schedule with just the basic information
about each section, including period, term, section ID, course ID & title, the meeting days
for schools with rotating days, the teacher’'s name, and the room name.

Hope High School Wear  2005.2010
Student Schedule List Fopors STUL1%

Far  Term Esctiom IO Cources Mest Gays | Teachsr Room
Shidert Hamm  Abbel, By C Peire 0 MBS Ceredel M Orade 13

Fail

J-31|51 ooz WADE-Z - Remedial Malh St sun| Usern, T, 1

a 81 T £851 - Am Govt User, T e

1 e ARE4 - Bag Jeweiny Exlibaan, J. ChE]

2 YR 0352 PAZs - Int Azing Qardner, D. L]

3 &1 oS53 FETET - Weight Tm Boys Jos=ph, T, AR
4 |51 4z EMED - Eng [briy LIt Srycer, J. Iz
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al & oess HTE0T - Rel T A Hr Rl Time, R. Mo Foo
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2 &1 oz WL&1 - French Trul, J. 203

3 & oEsz EME3 - FrinErg | Wralher, L. Ear

4 ¥R LS4 - Full Comc Onch Temme, W, 412

5 &1 o=ss FESZ1 ~ Fitreerchics Cders, J. Leh ]

& | &1 oo S48 - Blogy MecegEand, J. 1T
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a a2 1870 NTE02 - Rl T A Hr Rl Time, R Mo Fxa
1 a2 113 EME1 - LE Explor P, B P22
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1 8 o EMEZ - Mythology Esaurter, F. F-24
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3 YR 0355 P32 - Ay Acling Gardner, D. 475

< E- E857 - Prinkprac Econ D, o P-1z

5 &1 oS40 AT - Algebra 1l Aerzan, O 25

=3 81 oETe NCSE] - Rt & Per Rl Time, R Mo Fxa
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al 821 [18ss MNI=02 - Rel Time A Hr Rl Time, R. Mo Roo
1 a2 1113 EMMS - Col Prep Wit Eunger 7., T. P-10
TATIRE by R2rai Uamne i 1OV AN0E 2 10 BN EETIEAT TR Taga 11

Figure 9.93 - Student Schedule List
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The report can be customized using the following options:

Report Interface =

MName: Student Schedule List Number; STU415 Page Orientation: Portrait

_Optionsl Sort / Output = Conditions = Selection = Advanced

Schedule Info "]

As of Date Term Filter Start Term Filter End
09/27/2009 v v

Student Info %]

Perm 1D

Last Name First Name

Grade

[ Hide Perm ID

W - b

Grouping Info (&)

Output will be sorted Teacher Name (ascending) for the Sections
defined by Term/Period.

Term Period

b+ b

Teacher Info O|

[ Hide Teacher's First Name |

Figure 9.94 - Student Schedule List, Report Interface

Enter the As of Date in MM/DD/YY format to print the schedule for a specific
date. The date can also be selected by clicking the Calendar E¥ button.

To print only the schedules for a specific range of terms, select the starting and
ending terms from the Term Filter Start and Term Filter End drop-down lists.

An individual student or group of students can be selected by filtering on the
Perm ID, Gender, Last Name, First Name, Middle Name, or Grade. For
example, if grade 12 is selected the report prints an individual report for each
student in grade 12. A range of grades may also be selected.

To remove the student’s Perm ID from the report, check the Hide Perm ID box.

To group the schedules for a specific term and period, select Term & Period
from the drop-down list.

To print only the teacher’s last name, check the Hide Teacher’'s First Name
box.
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STU419 — Section Seating Chart

The Section Seating Chart report lists all students and where they sit in the classroom,
based on the seating chart created in TEACHERVUE.

Hope High School Year: 20092010

Section Seating Chart Report: STU41S
Staff User, Teacher Section 1077 Course Am Govt Chart Alpha - Last, First
AZct, Eilly T Addirglon, Fauiz M. Coleman, Josz L. Cagley, Garoyn A Crum, Richard J. Crum, Willam R

BT 165G
G745
TS
4
§
BT204T

L A

sl 1oy P[] A 10 P[] a7 0[] s mﬂ T[] P[] A2l 1] P[] aes[ 1] P[]

Dizker, Lo Dwmme, Roger L. Dimnics, Futn T. Glsen, TRa K. Grant, Timaiey M. Heme, Gearge 0.

8 g 2
E ﬁ z E 8 g )
e 4 (AR BV S
At Tdy[] Pres[]| aw[] Tay[] Pees[]| ass[] Tay[] Pes]| ass[] Tdy[] PesT]| ass[] Tof ] Pes[]| asms[] T ] P[]
Johreson, James Ll Kanags, Baty A Hr, Willam J. Wokallares, Jazon J Lemire. Lor 4 Maaregui, Riose K.

ETOET
STz

2P D

aas[] T[] Pees[]|

Sniriey, Ruzy M.

H

aes[ ] T[] P[] ass[] T[] P[]

am[] ;n,ﬂ s

Staker, Parick K,

am[] Tay[] Pres[]] l.luDr. Tay[] mresT]| u;lj 'rn,-l‘j P[] aes[] t‘rﬂ,-lj n!nl:l

Shater, Michasi F.

Mailan, Janio: A Feachey, JanetL.

G

sl ] Tay[] P[] as[] Tav[] P[] as[] d,-|:| P[]

ianazs, Kimsary K Wastne, Haien K. \Wikine, Doz M.

n ’ ]

ykz
as[] Tau[] eres[ ]| am[] tav[] ees[]|

Sakin, Betty R,

-

TG
arzEs

sl ] Tay[] Pees[ ]

7 &4

res ] Tay[] Pes[]

Printed by Adrin User at 0411 22000 3:57 PM Edupaim Scnodl Distnict Fage 4o’k

Figure 9.95 — Section Seating Chart
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The report can be customized using the following options:

Report Interface («
Marme: Section Seating Chart  Humber: STU413  Page Orentation: Portrait
_ Opti | Sort JOutput - Conditions  Selection | Advanced
Section ID Staff

| v
Term Codee
™ gemester1 [ Semester2 ™ vear

Content Options Q)
Absences Text Field 1

—

Abszences Text Field 2

Ahsences Text Field 3

—

Figure 9.96 — Section Seating Chart, Report Interface

e To print the report for a single section, enter the Section ID
e Select the Staff from the drop-down list to print the chart for just one teacher.

e To show only information about select terms, check the Term Code to be
included in the report. To check or uncheck all terms, use the 2991 puttons.

e To customize the abbreviations for the absence codes listed with checkboxes at
the bottom of each student’s picture, enter the new abbreviations to be printed in
the Absences Text Field 1, 2, and 3 boxes.
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STU420 — Lunch Count Totals

The Lunch Count Totals report lists all homerooms at a school and the lunch count totals

for each section. The areas tallied for each section are setup on the TeacherVUE tab of the
School Setup screen.

Adams Elementary Vo 20902011
Lunch Count Totals FReport: STULD

Organzation Name - Adame Elementary AunDate:  D&1U201

Seciion I Teacher Mame F & 4
{1yl Eaverin, Casey = b s
M= Eangram, Cars "M %
D452 Eerrz, TmiTia = -] 7
Echoci Totais = 2 x o a =] a =] o a

Pt oy s Ui ! DM 10200711 Q001 et Edfupuan! Schosl Dl

Page 1af1

Figure 9.97 — Lunch Count Totals

The report can be customized by selecting the day for which the totals print by entering the
date in the Run Date field in MM/DD/YY format or selecting it using the Calendar button.

Report Interface

Name: Lunch Count Totals Number. STUM20 Page Orientstion. Portrait

_ﬂplinrlul Sort f Qutput | Conditions |~ Selection Achvancad
Run Date
2z R

Figure 9.98 — Lunch Count Totals Interface
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Chapter Ten:
SECURITY

In this chapter, the following topics are covered:
» Where security for scheduling-related views may be defined
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Security for each of the views discussed throughout this manual is defined by two options: the
PAD Security screen and the Security Definition screen. Both of these views are found
under Synergy SIS > System > Security. How each of these views work and how security is
defined is covered in detail in the Synergy SIS - Security Administrator Guide. This chapter
outlines where the security for each part of each scheduling-related screen may be defined in
the Security Definition screen.

DISTRICT COURSE SECURITY

Almost everything on the Course tab of the District Course screen, which is found under
Synergy SIS > Course, is controlled by the security node:

K12.Courselnfo.Course

This security node also controls the Description tab of the District Course screen.

District Course

Course I G0AM  Czarss Tile: Kind Am

| Desciiption | Wear wimde | Pra/Coreuisite | Echools Teathing
8 D Course Titk Course Shor Tilke Mandalory iaive

a0EN Eind Am Kind Am
Courss Info 3
Cooawree Duration Depamment Cobege Prap Credi Max Credit
VR = |mam - 1.00 100
Alademic Type Teacher Aide Exiended Day
Regular e Cobege Agproved Distance Leaming Course
Sretpling Oprioes L3 | PasemibUE Options. =]
Cugilicate Request Sihedike Priodty Grade Range Liw Grade Range High Sthecule Priceity
= | Core (High) w - - -
Do rok show In online cowrs= requests (FYWUESWUE]
Sclenl Typas ) | Dovsa St Aiass G
ool Typas Alowed 1o Optin ior his Course ek Subjet Area1  SubjectAveal  Bubject Aread
K Elemantany School T Hgh Schos 1 Mddie School [ Special Sorool Finedfpslied Arb & b u
Course Besirict @ [Bojectarea s Subpctareas
Gander G Low Grade High * *
» K = 06 - Colege Area i College Area?  Colege drea 3
= 3 v - =
Ol 515 Course I Catepory Cooe IRsinaclional Lavel Colege Area 4 College Area 5
D248 2611 - w v -
MELE Covg Uriversity &rea 1 Lnkersity Area 2 University Area 3
2 - w - -
Tiazhiieal Courss TEChNEA Provider Uriversify Area 4 Unkersity Area 5
- v -
Wor Ed Type Watilind Cradit 1 ]
hd Course Oiscipine Test Grous &
Crusdifias for Alterraie State Furdng Funding Soure w
b Wesified Condit 2 0
Appomianment Category Course Type  Profcienty Cone Course Discipine Test Group &
- v - -
Carl Parkins e
Program Ciode Course Code Course Lergth {Mnules)

Altmrmate Codes. i3 %]

Figure 10.1 — District Course Screen, Course Tab

The Alternate Code section on the Course tab is controlled by the security node
K12.Courselnfo.CourseAltCode. This security node also controls the Alternate Code section
on the Year Override tab.

The School Types section is controlled by the security node
K12.Courselnfo.CourseSchoolType.
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Everything on the Description tab of the District Course screen is controlled by the security
node:

K12.Courselnfo.Course

This security node also controls most of the Course tab of the District Course screen.

District Course («

Course ID: 00AM Course Title: Kind Am

C Year Override | Pre/Corequisite  Schools Teaching

Course D Course Title Course Short Title Mandatory Inactive
Jooam |Kind Am Kind Am r r
Description 5]

Kindergarten Am

Figure 10.2 District Course Screen, Description Tab

The Year Override tab of the District Course screen is controlled by four security nodes:

District Course G

Course 1D OOAM  Coarss Tie: Gd am

PreCoraquinbs | Schoals Taaching
Course Erorl Titke Mandalory inacie
Knd &m

= End = R Ty =

_[]

[ [t Vaar San = Yaur End
Figure 10.3 — District Course Screen, Year Override Tab

o K12.Courselnfo.CourseOverride controls the Course Subject Areas section.

e K12.Courselnfo.CourseAltCode controls the Alternate Codes section. This
security node also controls the Alternate Codes section on the Course tab.

e K12.Courselnfo.CourseAltFunding controls the Qualifies for Alt State Funding
section.

e K12.Courselnfo.CourseTechnicalCourse controls the Technical Course section.
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The Pre/Corequisite tab of the District Course screen is controlled by 3 security nodes:

District Course «
Course D SC48W  Course Tile: Ap Biclogy

[zcaw [Ap Bictogy |[Ap Biclogy - ]

L &
|_|_1I

pegieie——————— T = JeoeToee b
[ [ vime| Course D Course Title = [vralid Marks

(AN vasre  mgebml | AAmBB By ||

Figure 10.4 — District Course Screen, Pre/Corequisite Tab

o K12.Courselnfo.CourseCoReq controls the Corequisites section.
e K12.Courselnfo.CoursePreReq controls the Prerequisite section.

e K12.Courselnfo.CoursePreRegMark controls the Valid Marks for each
prerequisite in the detailed screen.

The following security nodes do not provide a visible change in security on the views:
e K12.Courselnfo.CourseDistrictUI

e K12.Courselnfo.CourseSchool
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SCHOOL COURSE SECURITY

The School Course screen, found under Synergy SIS > Course, is controlled by the security
node:

K12.Courselnfo.Setup.CourseOptinGrid

School Course
'School Name: Hope High Scheoel School Year: 2008-2009
Course Opt In |
Subject Area Course ID Course Title
“Il ! sexcr |
Search Results %]
Line| Optin Subject Area Course ID Course Title
1 N Electives AG2O2 Ex Of Ag
2 N Science Elective AG25 Agriculture
3 ] Science Elective AG251 Intro Ag Sci
4 N Science Elective AG252 Intro Ag Scienc
5 ] Science Elective AG25-2 Agriculture
6 = Science Elective AG2ZE Expl Agric

Figure 10.5 — School Course Screen

The following security nodes do not provide a visible change in security on the views:
e K12.Courselnfo.SchoolCourse
o K12.Courselnfo.Setup.DistrictCourseFind
e K12.Courselnfo.Setup.CourseOptinDelete

COURSE GROUP SECURITY

The Course Group screen, found under Synergy SIS > Course, is controlled by 2 security
nodes:

Course Group
School Name: Hope High School  Schoo Year 20102011

&

Cowrses | Descrption
Mame

[8th Grada Core - Samester 1

E|_1 ENa1 Fund Eng

|ljl_z MAALG1A igebia 14
FIE sce2 Life Science
[m] Work] Histig

Figure 10.6 — Course Group Screen

e K12.Courselnfo.SchoolYearCourseGroup controls the group itself and the
description of the group.

e K12.Courselnfo.CourseGroupCourses controls the Group Courses section.

The following security node does not provide a visible change in security on the views:

o K12.Courselnfo.CourseGroupUl
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PREREQUISITE COURSE GROUP SECURITY

The Prerequisite Course Group screen, found under Synergy SIS > Course, is
governed by two security nodes.

e K1l12.Courselnfo.PreReqGroupCourse controls most of the screen.

e K12.Courselnfo.PreReqGroupCourseMark controls the valid marks accessed
with the Show Detail button.

ScHoOL ROOM SECURITY

The School Room screen, found under Synergy SIS > System > Setup, is not controlled by
any security node.

School Room
Schoot Hope High School  scheolvear 20002011

Room |
Room ad |0
5 Chesol ¥
11 28 2010 o 3
102 [z 2010 : | | -
103 Y 2010 P F
gﬁm |2 010 - -
106 |2 210 ] "
Rl - 2010 - -
108 b 2010 | -
I 103 B 2010 F: e

Figure 10.7 — School Room Screen

SCHOOL SCHEDULING OPTIONS SECURITY

The Section Options tab of the School Scheduling Options screen, found under Synergy
SIS > Mass Scheduling > Setup, is controlled by the security node:

e K12.Schedulelnfo.SchoolYearMetDay controls the Meeting Days section

g;j | MM Slatus:Ready| & %@@
School Scheduling Options &

School Mame: Hope High School School Year: 2012-2013

Section Options | Course Request and Walk-In Options House/Team/Exclusion

Options @ Include In Grading Option Q
Class Size Limit Section ID Width When the include grade option or minimum class enroliment days are blank, the
v disirict default will be used (Grade Option '0', Minimum Class Enroliment Days of

10). If Always or blank is selected then the Minimum Class Enroliment Days field

Class Size Limit Password Auto Sequence is disregarded. If evaluate is selected, then the student must have been enrolled

v in the course for at least the number of days indicated in the Minimum Class

Enroliment Days textbox below to have a grade in the course.

[[ITrack Class Deletions for Add/Drop Report [C]Enable Section ID Validation Warnings Include Grade Option

Creation of "Grade" records can be limited to just the Homeroom Section by || v‘

checking the following checkbox:
Minimum Class Enrollment Days

[JOnly Create Grade Records For Homeroom Section. o

Meeting Days Add
e O Des
1 M M
2 T T
3 w w
4 R R
5 F F

Figure 10.8 — School Scheduling Options Screen
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The Course Request and Walk-In Options tab of the School Scheduling Options

screen
nodes:

, found under Synergy SIS > Mass Scheduling > Setup, is controlled by the security

e K12.Schedulelnfo.Setup.SchoolYearOptSchedule controls everything except
for the Override Term Codes section.

o K12.Schedulelnfo.Setup.SchoolOverrideTerm controls the Override Term
Codes section.

School Scheduling Options
SChool Nama. Hepe Mgl Schacl Sow ves Bt

Saction Options || Comea Rgeast e Walkds Opgioss | Housa TaanExdusion

Covmse Foagesast | Walk-is y Oipices
Show Teather Pralarence [Pl Cut O
4| Show ARernale Course 4| Show Tem Cremide

< Show Houss
4| Show Team O 7

Shisw Tam Prefererce 1l 1 =1 v
using Whesis ] =2 v
Show Quaified ARemale Funding
Enfarcs th followees mios | Balance Opsioes 2
Us= Tearkesr Prefererces ICorse Reques| Seouenic By Course Scheduls Prionty and Dficulty )
| Gt K Coreduisines

Balarce Opion Toiu Studanis w

Prensquisie Cp8on Ful Erforcement [checks CHS) =
< Alow AReMAle Gourse
| U== Room Seat Limit
#| ek Tam Creaimioe
(Chieck Term Prefersnce
Creck Siudent Resiciions
Chieck Teather Restriclions
Hourse CRlion Auiomaiic House Enfarcamant
Team OpSon Endorces Team Assignments (%
D pleate Coures Reapiesl Ectadub one of the duslcaies
Wi fime b0 apend per studant (in seconds. Sedaull value B 1 scend)

Figure 10.9 - School Scheduling Options Screen, Course Request and Walk-In Options Tab

The House/Team/Exclusion tab of the School Scheduling Options screen, found under
Synergy SIS > Mass Scheduling > Setup, is controlled by the security nodes:

e K12.Schedulelnfo.Exclusion controls the Term Exclusion Codes section
e K12.Schedulelnfo.House controls the House Codes section

e K12.Schedulelnfo.Team controls the Team Codes section

School Scheduling Options [

Echool Name: Hope High School  School Vear: #8391

Courme Reguest and Winlkdn Options

&th Grade Homeroom
AP A i Placemem
F& Foaital

Wpep Same Pannd

Lab Roam smep Same Anom ”
Phyical Eifuc ation smep Sams Tagche -
ROTC Weep Same Penod and Tesche: -

Figure 10.10 — School Scheduling Options Screen, House/Team/Exclusion Tab

The following security node does not provide a visible change in security on the views:
e K12.Schedulelnfo.Setup.ScheduleTallyLock
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WHEEL DEFINITION SECURITY

The Wheel Definition screen, found under Synergy SIS > Mass Scheduling > Setup, is
controlled by 2 security nodes:

e K12.Courselnfo.CourseWheel controls the wheel itself and the description of
the wheel.

e K12.Courselnfo.CourseWheelCourse controls the Course Grid section.

Wheel Definition

School Hope High School  School vesr 2010-2011

Ty

Courses I Descnglsan

WWheel D Hame

Figure 10.11 — Wheel Definition Screen

COURSE REQUEST ANALYSIS SECURITY

The Course Request Analysis screen, found under Synergy SIS > Mass Scheduling, is
controlled by the security node:

K12.Schedulelnfo.MassSchedulelnfo.CourseRegAnalysisGrid

Course Request Analysis [«
Analysis |
Department Course ID Caourse Title PP Locked PP verified Less Than Requests
L_____¢&ll | k|
Course Request Analysis =]
D 09 0
L MUSE - Jazz Band 1 1 1
i8] MUB4 - Symphonic Band g I 3 8 3 714 22 36
MU MUG2 - Band/percussion 7 1 8 4 5 1| 17 & 23
L MUBO - Concert Band 12 11 3] 5 5 6 23 22 45
L") MUST - Marching Band 27 200 18 28 17 19 &3 67 130
i8] MUSS - Honors Band 2] 2 6 1 9 717 10 27

Figure 10.12 — Course Request Analysis Screen

The following security node does not provide a visible change in security on the views:

¢ K12.Schedulelnfo.MassSchedulelnfo.CourseRegAnalysis
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MASS ASSIGN COURSE REQUESTS SECURITY

The Mass Assign tab of the Mass Assign Course Requests screen, found under
Synergy SIS > Mass Scheduling, is controlled by the security nodes:

o K12.Schedulelnfo.MassSchedulelnfo.SchedMassAssign controls adding and
deleting the course request definitions, and the changing of the name of the
group. This node also controls the Other Info tab.

e K12.Schedulelnfo.MassSchedulelnfo.SchedMassAssignToGrid  controls  the
Courses To Add grid.

e K12.Schedulelnfo.MassSchedulelnfo.SchedMassAssignFromGrid controls the
Courses To Find and Replace grid.

Mass Assign Course Requests

MName: Close out Jewelry move to Photo

Mass Assign | Selected Students ~ Other Info

MName Include In Quick Assign Groups

Close out Jewelry move to Photo I

Courses To Add Chooser  [(@ | | Courses To Find and Replace | Chooser |Q
X | [ Lock | % |

I | AR3I2Z Beg Photo [ | | | ARS4 Bed Jewelry

Figure 10.13 — Mass Assign Course Requests Screen, Mass Assign Tab

The Selected Students tab of the Mass Assign Course Requests screen, found under
Synergy SIS > Mass Scheduling, is controlled by the security node:

K12.Schedulelnfo.MassSchedulelnfo.SchedMassAssignStuGrid

Mass Assign Course Requests [«

Natne: 9th Grade Regular Core

Ilass Assign | Selected Stud | Gther Infa
Narme Include In Quick Assign Groups
ISIh Grade Regular Core ¥

Selected Students Chooser | (@
X [ Line | |

| Anbott, Bily © 12 905483

Figure 10.14 — Mass Assign Course Requests Screen, Selected Students Tab

The Other Info tab of the Mass Assign Course Requests screen, found under Synergy
SIS > Mass Scheduling, is controlled by the security node:

K12.Schedulelnfo.MassSchedulelnfo.SchedMassAssign

This security node also controls adding and deleting the course request definitions and the
changing of the name of the group.
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Mass Assigh Course Requests

Marme: 9th Grade Regular Core

Mass Assign | Selected Students | Other Info |

Marne Include In Quick Assign Groups
Sth Grade Regular Core v
Description [5G

=l

=

Figure 10.15 — Mass Assign Course Requests Screen, Other Info tab

The following security node does not provide a visible change in security on the views:

o K12.Schedulelnfo.MassSchedulelnfo.SchedMassAssignUlI

MASS ASSIGN HOUSE AND TEAM SECURITY

The Options tab of the Mass Assign House and Team screen, found under Synergy SIS
> Mass Scheduling, is not controlled by any security node.

Assign Form Status: Ready (Updste Mode) | @ %:ﬁ
Mass Assigh House And Team («
School: Hope High School  Schaool Year: 2008-2009
_ Options |_Additional Filters
House and Team (| | Period Restrictions Q)
House Madify Only If Blank Low Period Waodify Only If Blank
. - . -
Team Modify Onby If Blank High Period Modify Onby If Blank
v o - -
Grade Filter || Gender Filter (@]
 Exclude © Include & Mat Used Gender
Grade [T v
Cogranr11 2
Students Chooser | @
[ Line |

| \
Figure 10.16 — Mass Assign House And Team, Options Tab

The Additional Filters tab of the Mass Assign House and Team screen, found under
Synergy SIS > Mass Scheduling, is controlled by the security node:

K12.Schedulelnfo.MassAssignStudentConditionGrid

Mass Assigh House And Team

School: Hope High School  School Vear: 2008-2009

Options | Additional Filters |
Conditions

Add | @
7 [ e | [

|
[ ‘ | City (Student) v ~ | | Contains vl | |

Figure 10.17 — Mass Assign House And Team, Additional Filters Tab

The following security nodes do not provide a visible change in security on the views:
o K12.Schedulelnfo.MassAssignHouseTeamUl

e K12.Schedulelnfo.HouseTeamStuGrid
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MASS ASSIGN SECTIONS SECURITY

The Mass Assign tab of the Mass Assign Sections screen, found under Synergy SIS >
Mass Scheduling, is controlled by the security nodes:

e K12.Schedulelnfo.MassSchedulelnfo.SchedMassSectionUpdate controls
adding or deleting definitions, the Options section, and the Gender filter.

e K12.Schedulelnfo.MassSchedulelnfo.SchedMassSectionUpdateGrades controls
the Grades filter.

o K12.Schedulelnfo.MassSchedulelnfo.SchedMassSectionUpdateToGrid controls
the Sections To Add grid.

e K12.Schedulelnfo.MassSchedulelnfo.SchedMassSectionUpdateFindGrid
controls the Sections To Find and Replace grid.

Mass Assign Sections =
Mz Assign |_S1uiei Eslecion
Fame Oplon Sel
| 12th Grade Try 2 o

T Bodicraineg witl hoak fo e stodesls wiho e emdiked T e Sections To Find and Replace ard wil sodreplicememoe Fem mih
i Sechans To Add

Conrse Aegquesis Cinky replace sechions f & ebedent has. malchmg segeesis w

Prese s Preschedule siudent nlo e Sectiends) n

Sudant Filiars E)
Gangar >

Grads
[ ol 10l 91 +12

Figure 10.18 — Mass Assign Sections Screen, Mass Assign Tab

The Student Selection tab of the Mass Assign Sections screen, found under Synergy
SIS > Mass Scheduling, is controlled by the security node:

K12.Schedulelnfo.MassSchedulelnfo.SchedMassSectionUpdateStu

Mass Assign Sections =
Mias S50 Shdent Salechon |
Hama Dpfon S
[12th Grade Try 2 -
Salecsed Smdanis Add Chapmer i3

Figure 10.19 — Mass Assign Sections Screen, Student Selection Tab

The following security node does not provide a visible change in security on the views:

o K12.Schedulelnfo.MassSchedulelnfo.SchedMassSectionUpdateUl
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SCHEDULE CONTROL SECURITY

The Schedule Control screen, found under Synergy SIS > Mass Scheduling, is controlled
by the security node:

K12.Schedulelnfo.MassSchedulelnfo.OptionSet

This node also controls the Fill Open Periods tab of the Schedule Option Set screen, and
the Exceed Max Class Size boxes on the Options tab of the Schedule Option Set screen.

Schedule Control («
School: Hope High School vear: 2009-2010
Scheduling Option Sets |
Create/Copy Option Set
Option Sets ]
e| Option Set Name e ecked O
ed |Date
First Try 7 ~ | | Wison, Rob 99.23% 2742 2721/12/07/2009 20:31:19 | 2742 2721 21/ 89.23%00:01:21
Master Test @ Master Sche: v | | Wilson, Rob 0 0 0
Try 2 v} ~ | |Wilson, Rob 97.16% 2742 2664 10/20/2008 17:54:42 | 2742 2664 78 87.18% 00:00:31

Figure 10.20 — Schedule Control Screen

The following security nodes do not provide a visible change in security on the screen:
e K12.Schedulelnfo.MassSchedulelnfo.ScheduleControlUl
o K12.Schedulelnfo.MassSchedulelnfo.SchedulingMatrix
e K12.Schedulelnfo.MassSchedulelnfo.SchedulingMatrixGrid
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SCHEDULE OPTION SET SECURITY

The Options tab of the Schedule Option Set screen, found by clicking the Option Set
button on the Schedule Control screen under Synergy SIS > Mass Scheduling, is controlled
by the security nodes:

o K12.Schedulelnfo.MassSchedulelnfo.OptionSet controls the Max Class Size
boxes. This node also controls the Schedule Control screen, and the Fill Open
Periods tab of the Schedule Option Set screen.

o K12.Schedulelnfo.MassSchedulelnfo.OptionSetUl controls the Quick Links

e K12.Schedulelnfo.MassSchedulelnfo.OptionSetGradeList controls  the
Grade checkboxes in the Exclude the Following Students section.

o K12.Schedulelnfo.MassSchedulelnfo.OptionSetHouseList  controls  the
House checkboxes in the Exclude the Following Students section.

o K1l12.Schedulelnfo.MassSchedulelnfo.OptionSetTeamList controls the Team
checkboxes in the Exclude the Following Students section.

‘ \(9 \CD \)D ;ia QAM Status: Ready| & |
Schedule Option Set

Run Name: Try 2 Schedule Run In Progress: No

[l Opliorlsl Fill Open Periods
Currently Checked QUE T qog 1

User. Admin

Last Schedule Run OH Current Stats (@]
Date/Time TalalSabeduled, Rejecisss Oplip=ized % Total Time H Tolal Scheduled Raéscted %

[ —— N - A e h - - i T—

Prerequisite Option Schedule Requests In Prereq Ordr ¥ Balance Option Total Students 3
V] Allow Alternate Course
Exclude the following students (@]
Allow Global Aternate Courses D0 Mot Process the Folowing Grade Levers | sy
Use Room Seat Limit 00 [110 111 12
Check Term Override Do Not Process the Following Houses._,
Check Term Preference v AVID IC1ELL [ /HSA " IHSB I | SPED
Check Student Restrictions Do Mot Process the Following Teams [T,
Check Teacher Restrictions. A 5 CD
Lock Schedule for Skipped Students - NOTE: If this is not checked and grade
House Option/No House Enforcement b levels (above) are selecied to be skipped, the skipped student's class
assignments will be cleared
Team OptionNo Team Enforcement v
Duplicate Course RequesiSchedule all of the duplicates | Do Not Process Fully Scheduled Students

Exceed max class size for CORE classes by this % 0
Exceed max class size for ELECTIVE classes by this % 0

Exceed max class size for OTHER classes by this % 0

Special Run Oplion|Perform schedule optimization

Max time to spend per student (in seconds; default value is .1 second)

Clear All Results (@]

Clear all schedule results

NOTE: This will clear all current student scheduled results in this option set. All prescheduled sections are preserved. If you want to start with a blank student
result, copy this Option Set fo a new option set.

Debug Q
Verbose Messages

Figure 10.21 — Schedule Option Set Screen
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The Fill Open Periods tab of the Schedule Option Set screen, found by clicking the
Option Set button on the Schedule Control screen under Synergy SIS > Mass Scheduling,

is controlled by the security node:

This security node also controls the Schedule Control screen, and the Exceed Max Class

K12.Schedulelnfo.MassSchedulelnfo.OptionSet

Size boxes on the Options tab of the Schedule Option Set screen.

Schedule Option Set

Options__ Fill Open Periods |

Fun Name: Secend Try Schedule Run In Pragress: Ho

Currently Checked OUt TO  checkIn

Lser, Admin

Options

Fill all Student open periods for the term:
Fall v

with the fallowing caurse:

\NC901| Rel Time AHr

in the following period range;
0 w|- B w

Fill Dpen Periods

Figure 10.22 — Schedule Option Set Screen, Fill Open Periods Tab

The following security nodes do not provide a visible change in security on the screen:

K12.Schedulelnfo.MassSchedulelnfo.AddOptionSetUlI
K12.Schedulelnfo.MassSchedulelnfo.OptionSetSection
K12.Schedulelnfo.MassSchedulelnfo.OptionSetSectionGrid
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SCHEDULE STUDENT SECURITY

The Requests tab of the Schedule Student screen, found by clicking the Open Student
Schedule link on the Schedule Option Set screen under Synergy SIS > Mass Scheduling, is
controlled by the security nodes:

e K12.Schedulelnfo.MassSchedulelnfo.SectionStudentGrid controls the
Course Requests grid.

e K12.Schedulelnfo.MassSchedulelnfo.SchedStudentGrid also controls the
Course Requests grid.

[Menu~ @@@|E“j | || <« Confict Canfict 55 Ty e ey | 28
Schedule Student

Sdent Hame: AbDoft, [y O, Boroot Hope Hgh Sehool B Aotive  Hemersen 130 Bun Waes Try 1 Bofeculs Bmies Asjeossd
ll.nquml Analysta | Schedule
Lagt Mame Firgl bama Middke Mame  Sulis  PermiID Geade Ceeuiee ml

Biy k | 30543 12 w Mae

IETT::ﬂ Fra.Requisiie Hot Required Prescheduied Eacaom

Il et |Frin Ernn Cove (High w . | M
'T | FETT Frini C Eccri Eleciive [Low) a - | 3
I rconz |2 per | Erecive o w |- | |
] rcoez  [meemper | Etesive Low) = | | |
Iil_ﬁ Fazs Inlermediste Aring | Elciive (Low) - - 4| i

I Fers: | wennt TmBoys | Elecive ow) “ | || |
I Fersz | et Tm Boys Eleciive (Low) v |- A

I scaz2  |uie Scence |Etecive ow w | |4 |
Iim SE51 Am Sovi Core (High] s - | X

= Daniles Wheel Coures Reouesis

Scheduling Dptions 3 | Alrsases t Eloctives Chaaer |1

LowPeriod  HignPenca  Scheduk House Schedus Team [Tl imal  Pretredprions <[ Cosrsa S| Cowsats -

w = FB = Hd w

! | Student Exsmpt From Houss Resincion
T IStigent Exemi From Team Resinicion
Eialanie Code

w

Figure 10.23 — Schedule Student Screen, Requests Tab
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The Analysis tab of the Schedule Student screen, found by clicking the Open Student
Schedule link on the Schedule Option Set screen under Synergy SIS > Mass Scheduling, is
controlled by the security node:

K12.Schedulelnfo.MassSchedulelnfo.SchedAnalysisGrid

Schedule Student
Sludent Name: Abbatt, Billy C.  Scazct Hops Sigh School  Stesa: Actes  Aomersom (30 Sonfarw: Tryd Schesuls Sres: Rejectss

Frmesie  Amalysly] Scheduls

Laxst hame: First Blame: Micde Name Sufftx Perm D Crade Bencer | oo |
bt [y Ic I [T e o e =
Filiar 12 uick Aad Currant St ¥
e il Fer A By Groap Tolal Bcheduled  Fosjected %
- a2 [ me [ 7%
[+
Met Sehaduded I
FAHE Inlemexiat: Actng ¥R A Pericd confict
FETE | Wieig Tm 55 WA T [
EEIEZ | Mietg Tm Bovs =2 [ alalanala |
) (Life SEnge 52 | ] PAGE] ]
JEAT ML E A AR
i | I 5 8 e
F377 | Brin £ 1235 R @22 L. 8 AL §
of= |Enn Engi 1319 22.:3 |3 A A A
o] | 5 5 P 11875 5 5 5 &
e Ei & Frr 1878 = & & ]
* Denoles afemsts courses il wens scheduied i bea of the requesisd course.
** Demobes: Bax o associaled mih 2 Wines course requesd A=Avaiabis F=Fuil
Essincions
O=Grade EzGender P=Period

Color By
- Tem ovenue

Figure 10.24 — Schedule Student Screen, Requests Tab
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The Schedule tab of the Schedule Student screen, found by clicking the Open Student
Schedule link on the Schedule Option Set screen under Synergy SIS > Mass Scheduling, is
controlled by the security node:

K12.Schedulelnfo.MassSchedulelnfo.SchedSchedulesGrid

Schedule Student

Student Name: Abbott, Billy €. School Hope High School  Status: Active Homeroom: 231 Run Name: Try 2 Scheduls Status: Rejected

| Requests | Anclysic | Schedule |

Last Mame First Mame Middle Mame  Suffix  Perm D Grade Gender Schedule
[Abbott [Billy C | |EGE] 12 v Male v
Filter (%]
Term Filter
-
Schedule Q>
e [Course ID ourse Title action ID 5 Period B Perio Rejection Reaso
Not Scheduled
PABE Intermediate Acting Period conflict
5C49 Biology
Fall
ARS4 Beq Jewelry 0206 51 2 2 Sullivan, Jog
5551 American Government 0369 51 3 3 Jackson, Kathy
PE7E1 Weight Trn Bows 0944 51 4 4 Rustad, Shawn
Spring
ENEOD Eng (brit) Lit 1119 52 1 1 Nunes, Kathy
FS577 Prin&prac Econ 1233 52 2 2 Patenge, Sara
EN4E Prin Eng Il 1319 52 3 3 Munes, Kathy

* Denotes alternate courses that were scheduled in lieu of the requested course.
= Denotes Sections associated with a Wheel course reguest

Student Requests Chooser  [(
[Lme[courseld  |[cowsetmle  |Preferedferm  |[Teacher  |AMemateCourse |  PreReqNoiRequied

’T | sR54 B Jewelry [~ - - -

[ EN46 Prin Eng i 3 - P -

I Een Eng (hrit) Lit v - - r

Figure 10.25 — Schedule Student Screen, Requests Tab

The following security nodes do not provide a visible change in security on the screen:
e K12.Schedulelnfo.MassSchedulelnfo.SchedStudentUl
e K12.Schedulelnfo.MassSchedulelnfo.StudentScheduleResult
o K12.Schedulelnfo.MassSchedulelnfo.StudentOpenPeriod
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SCHED SECTION SECURITY

The Current Students tab of the Sched Section screen, found by clicking the Open
Schedule Section link on the Schedule Option Set screen under Synergy SIS > Mass
Scheduling, is controlled by the security nodes:

e K12.Schedulelnfo.MassSchedulelnfo.SchedSection controls the entire
Current Students tab except the Students grid.

Sched Section
Section 0 0001 Couess The Lifa Science  Run Mame: Fiest Try

| Current Studemts | Lieolos Dags
Seclion ID 'gn_urﬂ:lln + Course Thle Stalf Hame + Room Name +

1 So422)  Lite Srience{Tottt Boben’ 120
Seclion Infe

Periog Begin Peniod End Term Cooe

£l “lla Milsa |

Exciune AtEndance Exciuge Grating

Extlude from Attendance | Exclude from Grading |

Female

<
Toeal M Seals
17 [z 9
@

M Open Seats

| o

{Instructional Minutes Overmde [ Lising Elementary Minutes

T

|ll-u|=ﬁun-
Grade Range Low Grade Range High Gender Reatriclion Credit House Team Term Extlusion
- - - 50 000 ) ) v

™ ho Term Cverride = Exclude From Mass Schedulng
Studaents

Choonr [
ADDot B .)' C ;n’n‘.ﬁlﬁ M"ale 12 -l' B . : b : ‘; :
Figure 10.26 — Sched Section Screen
The Meeting Days tab of the Sched Section screen is controlled by the security node:

K12.Schedulelnfo.MassSchedulelnfo.SchedSectionMetGrid

Sched Section

Section ID: 0001  Course Title: Life Science  Run MNarne: First Tny

Current Students  Meeting Days |

Section 1D Course ID 4 Course Title Staff Name 4 Room Name &
oo Scazo|  Life Stience|[Tofft, Robert]
Meeting Days []

Cycle Codes
Line|Period L

[ L R S

[ End I I I I I I I |
Figure 10.27 — Sched Section Screen, Meeting Days Tab

The following security nodes do not provide a visible change in security on the screen:
e K12.Schedulelnfo.MassSchedulelnfo.SchedSectionUI
e K12.Schedulelnfo.MassSchedulelnfo.SchedSectionMetDay
e K12.Schedulelnfo.MassSchedulelnfo.SchedSectionSelection
e K12.Schedulelnfo.MassSchedulelnfo.SchedSectionStaff

e K12.Schedulelnfo.MassSchedulelnfo.SectionSelectionGrid

354 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Ten Scheduling Administrator & User Guide

OPTION SET WHEEL SECURITY

The Option Set Wheel screen, found by clicking the Open Option Set Wheel link on the
Schedule Option Set screen under Synergy SIS > Mass Scheduling, is controlled by the
security node:

K12.Schedulelnfo.MassSchedulelnfo.OptionSchedWheelGrid

Option Set Wheel («
Wheel ID: ALG  Name: Algebra + School Hope High School  Year: 2009-2010
| Options |
wheel 1D Narn
[aLG Algebra +
Option Grid add | Show Detail |
x
I Period 1

Figure 10.28 — Option Set Wheel Screen

The detailed screen of the Option Set Wheel screen, found by clicking the Open Option
Set Wheel link on the Schedule Option Set screen under Synergy SIS > Mass Scheduling,
is controlled by the security node:

K12.Schedulelnfo.MassSchedulelnfo.OptionSchedWheelDetailGrid

Option Set Wheel
Whneel iD: Alg  Mame: Algebras  School Hopa High School  Year 20082010

Options |
Wheel ID Name
[y [agetras

| optlon Grid

Option Detall |

ption 1 Option Section Grid _ — ]
[Course m [coursa 1 section 1D 1

a272 Algebra | *

5 [FToT Algebral -

Figure 10.29 — Option Set Wheel Screen, Detailed Screen

The following security nodes do not provide a visible change in security on the screen:
o K12.Schedulelnfo.MassSchedulelnfo.OptionSchedWheelUI
e K12.Schedulelnfo.MassSchedulelnfo.CourseWheelCombo
e K12.Schedulelnfo.MassSchedulelnfo.OptionSchedWheel
o K12.Schedulelnfo.MassSchedulelnfo.OptionSchedWheelSection
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SCHEDULE REQUEST SECURITY

The Schedule Request screen, found under Synergy SIS > Mass Scheduling, is controlled
by the security nodes:

e K12.Schedulelnfo.MassSchedulelnfo.StudentRequestGrid  controls  the
Student Requests grid.

o K1l12.Schedulelnfo.MassSchedulelnfo.StudentScheduleRequestAlternate
controls the Alternatives for Electives grid.

Sthedule Request [

Sucen] Hame Abbodt, Il ©, Goow Mope Mo Schaod  BEle Aptve  Sommnon 130

ngqm| Rasbictions ~ Options
Last Hame First hame Maidie Hame  Suffe Pem D Graoe Gender  Locked In Vakdaled

Bily e B 12 v [Mak v [Van v [Yaz w

Brin Eng Il

T
v | r r

Erindgras Egn vl [# r r
=1 50 Par v | r r
81 Ean Par vl [# r r
A He P 5 AL - - r r
Wiaigr Trn Bivs v [e r r
Wik T Bivs v [e r r
I Sckece v [e r r
A G e r r

Figure 10.30 — Schedule Request Screen

The following security nodes do not provide a visible change in security on the screen:
e K12.Schedulelnfo.MassSchedulelnfo.ScheduleRequestUlI
o K12.Scheduling.StudentSchedule
¢ K12.Schedulelnfo.MassSchedulelnfo.StudentScheduleRequest
e K12.Schedulelnfo.MassSchedulelnfo.CrsAltStuSchedRequest
e K12.Schedulelnfo.MassSchedulelnfo.CrsStuSchedRequest

UPDATE SCHEDULE SECURITY

The Update Schedule screen, found under Synergy SIS > Mass Scheduling, is not
controlled by any security node.

Update Schedule
(Crgantization Name: Hope High SChool  Schod ves: 7008-200
Upidate
WARNING: This process will delete #8 current sections from the current master schedule and student schedules and then copy the selected option
set schedule resulls 1o the curment master schedule and student schedues

[Selact Option St to Copy 1o Current Master Sthedubs and Stugent Sthedules
POOE-08 Mastor Schedude Porcortage Scheduled 97 16% Run Date 102172008 17:54-42 -

Intiske Updats Schedule Process.
Figure 10.31 — Update Security Screen

The following security node does not provide a visible change in security on the screen:
e K12.Schedulelnfo.MassSchedulelnfo.UpdateScheduleUl
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WALK IN SCHEDULE SECURITY

The Request tab of the Walk In Schedule screen, found under Synergy SIS > Mass
Scheduling and Synergy SIS > Schedule, is controlled by the security node:

K12.Schedulelnfo.MassSchedulelnfo.WalkinCourseRequestGrid

Walk In Schedule

Student Name: Abbott, Billy C. School Hope High School  Status: Active  Room Name: 231

_Request | Analysis  Scheduls

Last Mame First Marme Migdle Name  Suffix  Perm 1D Grade Gender Scheduls

Abbatt |Bilry e | 505483 |12 v Male v

Filter (9| | Select the terms to schedule Q)
Term Start ~| Term End| ¥ Fiter Term To SchedUle Curent Term Forward %

Drop and Enter date for class changes (@ | Quick Add (&)
Drop Date Enter Date Add By Group

(1000412009 \ ~]

Lock all courses | Un-Lock all courses ‘ Delete Mon-Scheduled Course Request(s) ‘
Course Request Chnnser

Altemale Course
Lihe | Locked |Course ID |Course Title Pre-Req Not Required Prescheduled Section
CourseID |Course Title

Fall
M |5351 American Government - - r 0077 - American Governrment b 4
¥ |ARS4 Beg Jewelry - - r 0106 - Beg Jewelry ok |3
V| PABE Intermediate Acting - - ] 0258 - Intermediate Acting o | X
V |PE7E1 | Weight Trn Bovs - - - 0963 - Weight Trn Boys X
v |ENGD Eng (brit) Lit - - r 0426 - Eng (brit) Lit |3
7 |sc48 | Biology * *« r 0726 - Biology | ¥

Spring
¥ 5551 Ametican Government | 4= + r 1077 - American Government & (X
¥ |End6 Brin Eng Il - - - 1116 - Prin Eng Il o |3
¥ |PABE Interrnediate Acting - - r 0258 - Intermediate Acting & (X
[T |PE782 |Weight Trn Boys - - r 1933 - Wveight Trn Boys 1 4
¥ |FS77 Prin&prac Econ - - r 1435 - Prin&prac Econ o |3
M |nces2 | Et&th Per - - r 1875 - Rt 5th Per &
7 |BE54 Student Store - - r 1708 - Student Store ok |3

= Denotes alternate courses that were scheduled in lieu of the requested course.
= Denotes Sections associated with a Wheel course request A=Available F=Full
Restrictions
G=Grade E=Gender P=Period
Scheduling Options Q)

Low Period High Period  Schedule House Schedule Team
| Al A) A |

[~ Student Exempt From House Restriction [ Student E<empt From Tearm Restriction

Figure 10.32 — Walk In Schedule Screen, Request Tab
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The Analysis tab of the Walk In Schedule screen, found under Synergy SIS > Mass
Scheduling and Synergy SIS > Schedule, is controlled by the security node:

K12.Schedulelnfo.MassSchedulelnfo.WalkinSchedAnalysisGrid

Walk In Schedule

Student Name: Abbett, Billy C. Schook Hope High School  Status: Active  Room Nams: 231

Request | Analysis |_Schedule

Last Name First Name Middle Name  Suffic  Perm 1D Grade Gender Sthedule
Abbott [Billy E | [s05483 12 v Male v
Term To SEhEdUlE‘Currem Term Forward Vl

Filter | Quick Add | Drop and Enter date for class ol
Term Starg ~ | Term Eng| | il By Groug| ~] i

Drop Date Enter Date

il (100572009 10062009 [P

Schedule Analysis Chooser [

> Section Period Schedule Period o
Locked |Course ID Course Title ’mem Term ,Fgm,ﬁ House |Team Dayslﬁﬁﬁﬁmaglﬂglg Rejection Reason

Not Scheduled

MUBE Jazz Band 52 Al

Fall
O 8551 American Government| 0077 32 (28 |4 51 |0 0 O AF AAAA
¥ ARS4 Beg Jewelry 00626 |24 |2 511 1 1AAA A Pre-Scheduled Section
¥ PaBE Intermediate Acting 028830 17 |13 (YR |2 2 2 Pre-Scheduled Section
¥ |PE761 Weight Trn Boys 096336 (26 10 |51 |3 3 AAD AL Pre-5cheduled Section
¥ | ENBD Eng (brity Lit 0426/30 18 12 |51 4 4 AA |4 Pre-Scheduled Section
M sc4a Binlogy 072628 |24 |4 51 6 ] FlAAAFAB

Spring
¥ 5551 Amnerican Government| 1077 32 |27 |8 52 0 o 0 A ALALA ALA
¥ | ENdB Prin Eng 1l 1116/32 (30 |2 52 |1 1 1/F FIF AA Pre-Scheduled Section
¥ PaBE Intermediate Acting 028830 (17 |13 (YR |2 2 2 Pre-Scheduled Section
I PE762 Weight Trn Boys 193336 (358 1 52 |3 3 AAD AL
¥ Fs77 Prin&prac Econ 143532 (16 |16 |52 4 4 A4 Pre-3cheduled Section
©  nNC952 Rt 5th Per 16875 999(324 673 52 |9 b} 5
[~ | BE=4 Student Store 17082 |0 2 52 |7 7 FIAAAAAMT

* Denotes alternate courses that were scheduled in lisu of the requested course
** Denotes Sections associated with 2 Wheel course request A=pvailanle F=Full
Restrictions
G=Grade E=Gender P=Period
M=Term H=House T=Team S=Staff
Calor Key
[]- Term override

Figure 10.33 — Walk In Schedule Screen, Analysis Tab
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The Schedule tab of the Walk In Schedule screen, found under Synergy SIS > Mass

Scheduling and Synergy SIS > Schedule, is controlled by the security node:

K12.Schedulelnfo.MassSchedulelnfo.WalkinScheduleGrid

Walk In Schedule

Student Name: Abkott, Billy C. School: Hope High School  Status: Active  Room Name: 231

Reguest  Analysis | Schedul |

Last Mame First Name Middle Name  Sufiic  Perm 1D Grade Gender Schedule

Abbott [Billy C | |EE] 12 v Male v

Term Ta SEhEULﬂE‘CuH’EnI Term Forward "‘

Filter (&
Term ‘Star‘d v‘ Term End| v| M

Schedule

€]
Period
Line |Course ID Course Title Section D Term = Teacher Name Rejection Reason
Begin End
51

[l Fall
(I 5551 AMetican Government 0077 0 0 Jacksan, Kathy
[ aRsa Beq Jewelry 0106 31 1 1 Suliivan, Jog
PABG Intermediate Acting 0258 YR 2 2 User, Teacher
PE7G1 Weight Trn Boys 0863 51 3 3 Joseph, Thomas
ENEO Eng (brit) Lit 0426 51 4 4 Snyder, Joan
5C49 Blology 0726 S1 [3 & Tortt, Robert
Spring
15551 American Government 1077 52 1] 1] User, Teacher
|| Ende Prin Eng 1l 1116 52 1 1 Gardon. Kim
S Intermediate Acting 0258 VR 2 2 User, Teacher
[P PETS2 Weight Trn Boys 1933 52 3 3 Swiartz, Mark
[l Fs77 Prin2prac Econ 1435 52 4 4 Patenge, Sara
[ NC9s2 RL5th Per 1875 52 & 5 Rel Time, Rel Time
[ BES4 Student Store 1708 52 7 7 User, Teacher

Figure 10.34 — Walk In Schedule Screen, Schedule Tab

The following security nodes do not provide a visible change in security on the views:

e K12.Schedulelnfo.MassSchedulelnfo.WalkinScheduleUI
e K12.Schedulelnfo.MassSchedulelnfo.WalkinResult

e K12.Schedulelnfo.MassSchedulelnfo.WalkinSchedSectionSelection
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BELL SCHEDULE DEFINITION SECURITY

The Bell Schedule Definition screen, found under Synergy SIS > Attendance > Setup and
Synergy SIS > Schedule > Setup, is controlled by the security nodes:

e K1l12.Schedulelnfo.SchoolYearBellSched controls adding and deleing
definitions, and the Code and Bell Schedule Name

o K12.Schedulelnfo.BellScheduleGrid controls the Bell Schedule Definition grid

Bell Schedule Definition

Code: DBS Bell Schedule Mame: Default Bell Schedule  School: Hope High School  School Year: 2010-2011

| Bell Schedule |
Code Eell Schedule Name
DES IDefauIt Bell Schedule
Bell Schedule Creation Assistant (%]
Mote: This will generate a bell schedule for all periods based on your input. After you build the
fell schedule, you can edit the schedule in the Bell Schedule Definition group box.
| Start time of first period
| Total minutes ger period
| Fassing time in-between periods
Create Bell Schedule
Bell Schedule Definition %]
F4 1 8:00 A 8:55 AM 055 |5
e 2 9:00 AM 9:55 AM 0:55 |5
o 3 10:00 A 10:55 A 085 |5
4 4 11:00 Ak 11:55 A 0:55 |5
e g 12:00 P 12:55 PM 055 |5
o [} 1:00 PM 1:55 P 0:495 |5
4 7 2:00 PM 2:85 PM 055 |5
£ g 3:00 PM 355 PM 0:55

Figure 10.35 — Bell Schedule Definition Screen

The following security nodes do not provide a visible change in security on the views:
e K12.Schedulelnfo.BellScheduleUl
e K12.Schedulelnfo.SchoolYearBellSchedPer
o K12 .Attendancelnfo.Setup.SchoolYearBellSchedule
e K12.Attendancelnfo.Setup.SchoolYearBellSchedulePer
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PERIOD ROTATION DEFINITION SECURITY

The Rotation Days tab of the Period Rotation Definition screen, found under Synergy
SIS > Attendance > Setup and Synergy SIS > Schedule > Setup, is controlled by the
security node:

K12.Schedulelnfo.RotationDefinitionGrid

Period Rotation Definition («
School Hope High Scheool  school vesr: 2010-2011
Rotation Days | Rotation Periods
Mumber of Days in Cyclel4 Restore Defaults
Rotation Definition ("]
A h-Monday v Day A
B Tu-Tuesday v Day B
C Whiednesday v Day C
D Th-Thursday v Day D

Figure 10.36 — Period Rotation Definition Screen, Rotation Days Tab

The Rotation Periods tab of the Period Rotation Definition screen, found under Synergy
SIS > Attendance > Setup and Synergy SIS > Schedule > Setup, is controlled by the
security node:

K12.Schedulelnfo.RotationPeriodDefinitionGrid

Period Rotation Definition («
School: Hope High School  School vear: 2010-2011
Rotation Days  Retation Periods |
Set Rotating Default | Set Mon-Rotating Default
Period Definition "]
|V |V [ [ |
1 1 1 1 1
2 2 2 2 2
3 3 3 3 3
4 4 4 4 4
3 5 5 5 5
6 g g B 5}
7 7 7 7 T
g g g ] g

Figure 10.37 — Period Rotation Definition Screen, Rotation Periods Tab

The following security nodes do not provide a visible change in security on the views:

K12.Schedulelnfo.RotationDefinitionUl
K12.Attendancelnfo.Setup.SchoolYearRotationCycle
K12.Attendancelnfo.Setup.SchoolYearRotationCyclePer
K12.Schedulelnfo.SchoolYearRotCycle
K12.Schedulelnfo.SchoolYearRotCyclePer
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WALK-IN SCHEDULING WHEEL DEF SECURITY

The Option Grid of the Walk-In Scheduling Wheel Def screen, found under Synergy SIS >
Schedule > Setup, is controlled by the security node:

K12.Schedulelnfo.WalkinWheelDefGrid

.:{() \:CD .\)}) ;‘f“j Save Unda Form Status: Ready (Updste Mode) ‘ foe] %@
Walk-In Scheduling Wheel Def [«

Wheel ID: MAT10 name: Sophmore Math  School: Hope High School  Yest: 2008-2009

| Options |

Wheel ID Marne

jmaTio Sophmare Math
Option Grid | add | Show Detail |
x |
u Pariod 1

Figure 10.38 — Walk-In Scheduling Wheel Def Screen, Option Grid

The detailed screen of the Walk-In Scheduling Wheel Def screen, found under Synergy
SIS > Schedule > Setup, is controlled by the security node:

K12.Schedulelnfo.WalkinWheelDefGridDetailGrid

Walk-In Scheduling Wheel Def («

Wheel ID; MAT10 Mame: Sophmore Math  School Hope High School  Year: 2008-2009

| Options |

Wheel 1D rame

[paaT10 Sophmore hath

Option Grid [ add [[Hide Detail |@
Option Detail |

n Periad 1 Option Section Grid %]
MA402 Algebra ll *
tA40 Algebra ll -

Figure 10.39 — Walk-In Scheduling Wheel Def Screen, Detailed Screen

The following security nodes do not provide a visible change in security on the views:
e K12.Schedulelnfo.WalkinWheelUl
e K12.Schedulelnfo.WalkinWheel
e K12.Schedulelnfo.WalkinWheelSection
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ASSIGN STUDENTS TO SECTIONS SECURITY

The By Student tab of the Assign Students To Sections screen, found under Synergy
SIS > Schedule, is controlled by the security nodes:

K12.Schedulelnfo.MassAssignSections controls everything but the Students

grid. It also controls the By Section tab.

K12.Schedulelnfo.MassAssignmentSectionGrid controls the Students grid.
Assign Students To Sections («
Organization Name: Hope High School  School ‘vear: 2009-2010
By Student |_Ey Section
Section Q)
Section ID 4= Course ID Course Title Staff Mame Total Students Max Students Open Seats
1077 | [ss51 | [american Government| [User, Teacher| |32 | a2 o
Assignment Options @
Start Date ¥ Don't Allow Overlapping Sections
09/01/2009
Students ‘ Chooser |Q

i [ Line | | |

Figure 10.40 — Assign Students To Sections Screen, By Student Tab

The By Section tab of the Assign Students To Sections screen, found under Synergy
SIS > Schedule, is controlled by the security node:

K12.Schedulelnfo.MassAssignSections

This security node also controls everything on the By Student tab except the Students grid.

The following security nodes do not provide a visible change in security on the views:

Meruw ,"‘i’} | Assign Students ko Section | | Clear Form Status: Ready (Updste Modg) | {—;ﬁ Eméi
Assignh Students To Sections («

Organization Name: Hope High School  School Year: 2008-2009

By Student By Section |

This process will either move aor cogy student enroliment fram one section(s) pattern to another. For example, to enroll 2l
students who currently have sections starting with 1 and enroll them into a section starting with 2 you would use the following
fram/to patterns "1?727" and "2777". To move an explict section, simply type in the section (D "1234" to "4867". To match on
characters use ? for a single character match. Example: "197299" to "29779"

Student Action Date to withdraw students Date to enroll students
v
Section Pattern Match (6]
From Section Pattern To Section Pattern
Process

Figure 10.41 — Assign Students To Sections Screen, By Section Tab

K12.Schedulelnfo.MassReplaceSection
K12.Schedulelnfo.MassReplaceSectionFromGrid
K12.Schedulelnfo.MassReplaceSectionToGrid
K12.Schedulelnfo.MassReplaceSectionUl
K12.Schedulelnfo.MassReplaceToGrid
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CLASS ASSIGNMENT SECURITY

The Class Assignment screen, found under Synergy SIS > Schedule, is controlled by the
security nodes:

o K12.Schedulelnfo.MassAssignSectGrid controls the Classes grid

o K12.Schedulelnfo.MassAssignStuGrid controls the Students grid

Class Assighment
Organization Name: Hope High School Schoal Year: 2009-2010
Mass Assi |
Required Fields and Student Filters (3| Teacher Filters Q|
Grade -t Grade e
Coa o1z Coe o142
Last Name First Name Gender Last Mame First Name EnterDate
|abbott | v jack | 09/0142009
Lnassigned Qnly Filter Sertions
r
Students ( Jl| Classes (%]
I |Abbott, Bily C. (905463 |12 | | Wischnusen, T ndd| |(Unassigned)  |None e e R e——
add| | Jackson, K 216 1 1
add| | Jackson, K 216 0)

Figure 10.42 — Class rwignment Screen

The following security nodes do not provide a visible change in security on the views:
o K12.Schedulelnfo.MassAssign
o K12.Schedulelnfo.MassAssignUl

END TERM SECURITY

The End Term screen, found under Synergy SIS > Schedule, is not controlled by any
security node.

Process End Term Form Status: Ready (Update Mode) | %
End Term

| Optiunsl
This process will put the Iast day of the selected term in every student class record with a corresponding section whose term code
indicates (base on school term) the class ends in the selected Term to Process.

NOTE: The student remains enrolled in the class through the last day of the term

Term To Process
by

Figure 10.43 — End Term Screen

The following security node does not provide a visible change in security on the views:
o K12.Schedulelnfo.Setup.EndTerm
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MASS ASSIGN TRACK SECURITY

The Mass Assign Track screen, found under Synergy SIS > Schedule, is not controlled by
any security node.

Update Track
Mass Assigh Track

Organization Name: Hope High Schosl Fullyear/erbose: 2008-2009

The process executed by this view will update the student?s track based on a period of the day and term code. By selecting the
Period and the Term Code you are specifying the section that will be evaluated in the student schedule that will be used to

determine what the student track should be. The Period drop down defaults to the homeroom period as specified in School Setup
You must enter the Period and Term Code

Select a Period and Term to Update Tracks Q|
Period Term Code
1 v | [Fall b

Figure 10.44 — Mass Assign Track Screen

The following security node does not provide a visible change in security on the views:
o K12.Schedulelnfo.MassAssignTrack
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SECTION SECURITY

The Current Students tab of the Section screen, found under Synergy SIS > Schedule, is

controlled by the security nodes:

e K12.Schedulelnfo.Section controls everything but the Students grid. The node
also controls the Teaching Options and Teacher Experience Security sections

on the Additional Staff tab.

e K12.Schedulelnfo.ClassStudent controls the Students grid. This node also

controls the Student Enroliment History tab.

| Section

Eaclion |0 0001 Courss T8 L Sciancs  School Vear HAH-HA1

Cument Sepd | Student Encliment Histary | Masting Days | A& Saf
Eaxtlicm IO Course ID + Course Titiz  Siaff Mame + Rom Hame &+
Begri Penod  Ered Penod Tem Code L= Femak:  Totals Wz Opeer Seals
1 =1 w52 = 10 i 20 2 B
Eclude Afendance Exchace Grading AM PM Taacksd Ak Soals a
Inchida n Attardancs = linclude in Grading - b Tiokal 15 e Seals
atiendance Type Suppiemental Funding Calegory 1] ]
Insruchional Mirefes Crvemide | Lising Elementary Mirunes
Insfruciional Siratey Category Code Overnide | Diglanie Leaming
& ¥ | ndependent Study
Bestrictions 3| TeacherVUE Socwity
e R Lo Grade Rainge High Gerder Riesinchion el Primany STET ARcndas
w w = 0.500 .
HipLgs Tieam Tem Exchsion | |Mo Term Override Addiienal S8 Amerdance
- W o w
Exciyde From Mags Seheduing
oO5463  Male 12 02132011 i3] -
BBEES1 |Male 10 0313010 E; L‘I?" r 51 b
10 TGN Re] T = =

— Section Screen, Current Students Tab

OOE M
Figure 10.45

The Student Enrollment History tab of the Section screen, found under Synergy SIS >

Schedule, is controlled by the security node:
K12.Schedulelnfo.ClassStudent

This security node also controls the Students grid on the Current Students tab.

[ section =

Eextion |0: 0001 CoursaTex Lie Science  School Vear H4-341

Curent Students  Sopdest Enenl] Ierl Mesing Doy | Addiional Siafl
B liom 10 Course D & Course Tiik=  Siall Hame é Room Hame =

i 547z | |Lie Stience |TofM. Rober [120

IFIE] Bz sian. |oosmos  |Make 10 0E1200 [ 0 bR f -
Bofas Adam 903204 | Make 10 g0 R Ooiam R T -

Figure 10.46 — Section Screen, Student Enrollment History Tab
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The Meeting Days tab of the Section screen, found under Synergy SIS > Schedule, is
controlled by the security node:

K12.Schedulelnfo.SchYrSecMetGrid

Section &

Section 0 1077 Courns Tt Americsn Gosstnmant  Scionol Yes: 2008.2000

Cunird Stdunts | Stuturt Enolimént History | (Mating Dags |_Asstionsl Stafl

Section I COUFSE 1D & Course Tite SHaft Name 4 Room Name &
o7 |ssar | lamencan Government] |user. Teacher 216

Figure 10.47 — Section Screen, Meeting Days Tab

The Additional Staff tab of the Section screen, found under Synergy SIS > Schedule, is
controlled by the security nodes:

e K1l12.Schedulelnfo.Section controls the Teaching Options and the Teacher
Experience Security sections. This security node also controls everything on the
Current Students tab except the Students grid.

e K12.Schedulelnfo.SchoolYearSectionStaff controls the Additional Staff grid.

Section =

Setion 100 0007 Courss The: Lite Szienos  Bonol vear M1
Curvant Students | Student Envallmant History | Meating Days | (Adaiicnsl St |
s tion 10 Course ID + Course Titke Sl Name + Ro0m Name +
001 ) Lile Spence | Toift Roberd 120
Teaching Dptions TescherVUE Security la
Primary EL Language Team Teaching Primary S1aff Grades sgdiional 51 Grades
» L w o
Lidditional Seas Craoaer [E)
H 1F L 5 £l . = Ex
Wiaaiharg, Jukg+s | Manenancs 1164+ w w o r

Figure 10.48 — Section Screen, Additional Staff Tab

The Synchronize Section Meeting Day Period Options screen, found under the Menu
options for the Section screen, is controlled by the security node:

K12.Schedulelnfo.SynchronizeSectionMeetingDayPeriods

_ Synchronize Section Meeting Day Period Optiunsl

Synchronize

synchronize Option v|

Figure 10.49 — Section Screen, Menu, Synchronize Section Meeting Day Period Options

The following security nodes do not provide a visible change in security on the views:
e K12.Schedulelnfo.SectionUl
o K12.Schedulelnfo.SchoolYearSectionMetDay
o K12.Schedulelnfo.MassSchedulelnfo.SynchronizeSectionMeetingDayPeriodsUI

Copyright© 2013 Edupoint Educational Systems, LLC 367



Scheduling Administrator & User Guide Chapter Ten

STUDENT CLASSES SECURITY

The Student Classes screen, found under Synergy SIS > Schedule, is controlled by the
security node:

K12.Schedulelnfo.StudentClassGrid

This security node controls both tabs of the screen.

Student Classes €

Student Mame: Abbott, Billy C.  scioo: Hope High School  Stats:active  Homeroom:251

Current Classes | Class Enollment History

Last Name First Mame Miciclle Mame: Suffiz  PermID Grade Gender
[abbott [Billy c |ansse3 12 ~ Male  ~
[Drop Class and Filter Options [}
Current Class Schedule Add Chooser | (3
User, -
0|0 |52 077 SS5 |AmGod Tene 16 [oao1r2008 r 27 |32 |5 r
B Uzer, -
1 1 |2 1116 |EN4E |PrinEngll Tonter B [oao1rz008 | 30 |32 |2 r
Intermediste Gardner 3
2|z VR o2ss RAgS |, o i 409 |Dam112009 r \ 17 30 13 r
3 (3 [s2 |1243 |SC492 |Bioony i::‘:e'” 12 [oamrizoio r ez 8 |6 r
4 |e 2 e pop PR Betence, y3 0112009 r e 2he | T
Econ Sara
5 |5 |m 187s mcos2 |RtshPer FT'" it [oar01/2008 r ¥ |mmomers | T
RelTime  |Raom
Figure 10.50 — Student Classes Screen, Current Classes Tab
Student Classes [«
Studert Mame: Abbott, Billy C.  scieol: Hops High School St active  Home room 231
Current Classes | Class Enollment History |
Last hame First hame Micidlle hame: Suffic  Perm D Grace Fender
Abbott |Bilty c [an5483 12 v Male  ~
Class Schedule History ]
00 s oo 3351 | Am Govt TU:%W 26 [iwovzone Fplazeoe [F O b r
Beg Sullivan = = 3
113 |oe Rt |2 SR s [omot2008 [E(1a1008 [ ¢ \ | o

Figure 10.51 — Student Classes Screen, Class Enrollment History Tab

The following security nodes do not provide a visible change in security on the views:
e K12.Schedulelnfo.StudentClassUI
e K12.Schedulelnfo.StudentClass
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STUDENT CLASSES DELETED SECURITY

The Student Classes Deleted screen, found under Synergy SIS > Schedule, is controlled
by the security node:

K12.Schedulelnfo.StudentClassDelete

Student Classes Deleted @

Student Name: Abbott, Billy C. School Hope High School  Status: Active  Homeroom: 231

| Deleted Classes |
Last Mame First Mame hiddle Mame  Suffic  Perm ID Grade Gender
|Abbott |Billy c | Jan5483 12 v |Male v

This wiew is used to view/edit student class data that has been deleted, but still retained in the system in order to track against the
class Add/Orop report. In order for deletions to be tracked here, the school option 'Track Class Deletions for Add/Drop
Report' (School Scheduling Options view) must be enahled.

Deleted Classes (6w

6 |6 |[100572009 05/29/2009 52 1876 |NCOAP | Rt fitn Per | Rel Time, Rel Time| bn Room|
Figure 10.52 — Student Classes Deleted Screen

SCHEDULING REPORTS SECURITY

While report security options are available under the Security Definition screen, it is
recommended to only use the PAD tree security to control access to reports.
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