Udpated: September 2006

Pre-Requisite
YEAR START SETUP
Setup options, Student
Enrollment Proj.

Use SCH.410
Index all Schools 'Y’
to remove courses

Step #3 - Schedule
Prepare Schedule
For Upcoming Year

SCH.585
-Report for all scheduling
Errors

SCH.592
-Check for students with
too few scheduled courses

SCH.522/SCH.998G
-Class list reports for all
option courses

STU.570/SCH.787/SCH.586S|
- Print Student Schedule

**Junior High Environment, Simple Platoon Scheduling & No Course Bubbling

Once Student Next Year line has been filled & course requests have been entered for an incoming student, withdrawal of a student will automatically clear next year line. Course Requests remain. Use SCH.710 frequently
**IN CURRENT YEAR WORK AT SHOWING EXPECTED STUDENTS & NUMBERS

SCH.101 (New each Year)
- Setup options, terms

- Periods, sched options
*Hint: Review Previous Yr
options and copy into new
Year.

STU.215
- Add/Delete room info
STU.240
-Add/Delete teacher Info

*SYSTEM SETUP ITEMS - DO IN NEW YEAR**

tep #1 - Students

Enrollment accurate

*run constantly as students
come and go from your building!!

SCH.710 /

Students with crse requests
not registered in your sch

SCH.560/SCH.523
SCH.991/SCH.563/SCH.561]

SCH.410
-Input options for students
-Edit entries

- Run reports of how many
requests have been entered
*back to SCH.410 to adjust

Replace XXX with Schi#

v
SCH.617 SCH.320 SCH.567/560/561
(Optional) |- Add/Edit Master Schedule SCH.587T

Copy Last Years Schedule

- Change Teachers

-Add/edit periods taught

To New Year /

Use SCH.611 to reset
enrollment for new year

Use MIN/TRA.925 to copy

forward Ministry Definitions

SCH.610
- Will put section #'s for all
option courses where
students selected course
* but section/grouping
is random

*

SCH.901

integrity class field OK

Step #6
Assign optional course
sections randomly
(If Applicable)

*SETUP FOR ATTENDANCE

ATT.101
-Confirm attendance
options carried forward

"|- Print Master Schedule

by teacher, period,grade
- Print SCH.553 to
confirm Ministry Information

Work at getting projected

STU.997
Report incoming student

STU.996
Report next year totals

names, classes

per class/grade

™

!

STU.530 'FDR' Format

Run Report in detail OR

Use Count Only 'Y" for a
summary of students/school

RUN REPORTS OFTEN

It is IMPORTANT to ensure that
the next year line is correct. Phase

One confirms/reports on enrollment.

STEP #2 COURSE
REQUEST ENTRY OF

OPTION COURSES ONLY

Phase 2 assumes your course
options have been returned and
are ready for entry

Step #4 - Assign Student
to Homerooms OR
to a Homeroom Course/Seg

to classes BEFORE starting
your scheduling !!!

STU.997/Grids
-Print Class List and
Homeroom Rosters

SCH.560

\ Run Master Schedule to

confirm numbers enrolled
in each course are correct

*SETUP FOR GRADING

SCH.650
If using class - Auto assign
course/sections by class

If using course, autoassign D —

based on course/sec

Ensure Type='P'

*SETUP FOR MINISTRY

TRA.925(BC) MIN.925(MB)|
-Copy Ministry Course Defns
from Previous Year

ATT.210
-Update Attendance
Calendar with School Day
Code. Delete ProD Days

-Add Ministry#s to new
courses and sections

Preset Items

GRD.201 - Grade buckets
GRD.250 - Grade Symbols,
CSD.253 - Comment Code

7

Use GRD.210 or 21E
Setup grading worksheet
for each report card period

Use GRD.410 or 410E
To print worksheets for
teacher input

step 1B if you assign your students

P

COMMUNICATE WITH HOME
SCHOOLS TO ENSURE

STU.301
- Ensure next year cls/grade

DESIGNATIONS ARE ADJUSTED

*CONFIRM COURSE DEFIN

ITIONS ARE OK

4

SCH.310
-Ensure that auto-assign
courses is set to 'N' for all
courses
It is too early to add core courses

1

Adding to early means having
to manage all kids too early

SCH.310 - COURSES
- Add/Delete courses
- Activate/Inactive courses
- Define length of courses
- Define terms/semesters
course is taught for
master builder
- Delete courses no longer
required and add new ones
** Use SCH.550 Report **

SCH.902 (Optional)

- Copy forward TA Course
& Section from prev Year

I

SCH.650
Auto generate core7 secl
to all students. Then use
SCH.415
to move students to approp.
Core course sections

OR
STU.402

SCH.903
-Change existing TA crses
to 'P' to ensure they won't
be lost in scheduling

-Use 'C' all the way down
Index to assign students
to appropriate homeroom
classes and/or homerooms

Step #4 - Auto Assign Initia
Course to all Students

SCH.998G/SCH.522
Print Core Lists

y

Use GRD.211
to design each report card
layout and rules

\

Use GRD.5XX
print listing by teacher/crse
of mark and comment

Use GRD.511
to print report card
* STU.120 to edit

verification

report card message




