MASTER SCHEDULE (SCH.320)

GROUP TOTALS, CLASS ROLLS NOTES

WHAT FIELDS MUST BE FILLED IN

1) SCH.320 FIELDS THAT MUST BE COMPLETED
· Class absolute maximum. The walk-in schedular and arena schedular will not schedule past this number! Increase/decrease this number as necessary.

· Grade. Indicate the grade level of the course (this has NOTHING to do with what students may take the course) If this field is filled in, master schedule print can be printed by grade. (to have it auto-fill ensure SCH.310 courses have grade filled in)

· Slot. Indicate block of course. This field prints on student and teacher schedules. Blocks and rotation MUST be pre-defined in SCH.102.

· Periods/days. Several lines may be necessary to describe what periods in what days this course and section is offered. The periods MUST match slot. If you change a course from slot B to slot A ... then ALSO change the periods to match the rotation of a slot A course! An entry copies automatically to the next entry. If you enter your schedule in Block order, it will be MUCH easier as rotation will remain in place until you need to change for the next block.

· Terms. Indicate what term(s) this course and section runs from and thru. Do on each/every line used for periods.

· Room. Indicate the room# on each/every line used for periods.

· Course Rolls and Attendance Rolls ... refer below

2) GROUP TOTALS AND CLASS ROLLS

Group Totals use (from SCH.320) the class rolls ‘Y’ field and TeacherID to establish what entries should group together. The slot field is not used!!

* If you have ‘Y’s marked on all of the period lines then attendance rolls and class rolls will print in duplicate or triplicate. Group totals will not be correct.

a) In order for group totals to work effectively it is important to put the ‘Y’ for class rolls and attendance on a consistent line for each course and section. We recommend the following:

Place the ‘Y’ for class rolls and ‘Y’ for attendance taken on the line that corresponds to the first day in your rotation.

eg: Block A course falls in period 01 on Day 1, mark ‘Y’ for class rolls & attendance taken on the line in the rotation that says period 01 - 01. If a block C course falls in the 3rd period on day 1 of your cycle, the ‘Y’s should fall on the line that says period 03 - 03.

SAMPLE (SCH.320)

Course:  ACT105      Section ___1                         Instructor:   JELLIO

Max Students Preferred         __25                         Limit to:  Class ___  Sex __

Slot:  B   Fee Type ...

   Taught   Terms    Period    Room    Days     Class    Attendance

                  1 - 1      01 - 01   RM12   1 3 5      N              N

                  1 - 1      02 - 02   RM12    2 4 6     Y              Y

b) In order for group totals to work and appropriate class rolls to be produced it is also important that appropriate lines are not duplicated, ie:

Course:  ACT105      Section ___1                         Instructor:   JELLIO

Max Students Preferred         __25                         Limit to:  Class ___  Sex __

Slot:  B   Fee Type ...

   Taught   Terms    Period    Room    Days     Class    Attendance

                  1 - 1      01 - 01   RM12   1            Y              Y

                  1 - 1      01 - 01   RM12    2 4 6     N              N   **WRONG
** should be           01 - 01   RM12    1246     Y               Y

c) If a course runs for multiple concurrent periods, entry must be shown on separate lines, 

Course:  ACT105      Section ___1                         Instructor:   JELLIO

Max Students Preferred         __25                         Limit to:  Class ___  Sex __

Slot:  AB   Fee Type ...

   Taught   Terms    Period    Room    Days     Class    Attendance

                  1 - 1      01 - 02   RM12   123456  Y              Y

 






**WRONG
** should be           01 - 01   RM12  123456  Y               Y



    02 - 02   RM12  123456  N               N

3) NOTES RE: DELETING MASTER SCHEDULE ENTRY

A course and section can only be deleted if there are no enrolled students. You can see enrollment on the front screen of SCH.320. If a course should be deleted, use SCH.650 to remove course requests or SCH.410 Index 3 to find and delete … first!

4) Reminder: If master schedule has been copied from previous year

Make sure to use MIN/TRA.925 and SGH.925 to copy fees and Ministry info from previous year to current.
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