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One week before the end of the first semester, you should set up your second
semester schedule.

Part One: Print your current master schedule

. Functions

Step 1: From the start page, click on “Reports” under L

“F . 9 e h | f . . b Ab.sentee R.epnr‘t

unctions” In the leTt nCIV|gCIT|on ar. Craily Bulletin

Enrallmment Surmrmary
Master Schedule
PowerLunch

Step 2: In the middle of your screen, click on “Run Reports.” Reports
Special Functions
Teacher Schedules

Function De:

Fun Reports Fun built in reparts for attendance, membership, grades, students, and statistics,
Report Setup Setup form letters, rmailing labels, object reports, report cards, pictures, and styles,
State Reports Fun reporting engine reports for CA,

Feporting Engine Setup, load, and run reporting engine reports,

Step 3: Scroll down to the bottom of your screen and click Student Listings
“Master Schedule (PDF)” under the “Student Listings™ section. At RIzk

Clasz Rosters (PDF)

—»  Master Schedule (PDF)

Si’ep 4. CheCk the “A” periOdS” box. Student Schedule Listing

Step 5: Check the “All days” box.
O0: Oz Oz Oy
Periods Os O O7 Osg

All Booms Al periads

Cla

Days
ﬁxll days

Rooms

Aguayo, Sandra
Carpenter, Megan

Cassidy, Kewvin 4
Corpus. Richard

Druyon, Shaela,

Garcia, Denise Si’ep 7: SeleCf
Gladin. Martha
Galdenberg, Mitch
Ha, Dawid

Step 6: Select “All Rooms.”

Teachers

‘All Teachers.”

£
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Step 8: Under the “Printing Options” section, leave everything else on the screen as
it is, except for Margins (inches) and Orientation.

Margins {inches}‘/@5 |TD|:- |.5 | Fight |.5 | Bottar

Orientation, Scale |Landscape (harizantal) V|| |

Step 9: Click the “Submit” button. —>

Step 10: In the report queue, click on “View” next to “Completed” for your
“Scheduling Master Schedule” report.

Created Job Hame Started Ended Status
07/20/ 2009 Scheduling Master Schedule OF 23042009 9:52 AM 07/20/2009 2:52 AM Complete

Step 11: Press “Ctrl-P” to print your report.

Part Two: Identify second semester course nhumbers

Setup
Step 12: On the start page, click on “School” under “Setup” Persanalize
in the left navigation bar.

Step 13: Scroll down and select “Courses” under the “Scheduling” heading.

Scheduling Description

Constraints Define scheduling constraints for students.

Course Groypfs Define course groups for use with Graduation Sets,
Courses Aszociate courses to current school from districk raster list,

Step 14: Click on “Manage Courses for this School” in
The TOp center Of The courses bOX. I » Manage Courzes for this schaool
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Step 15: In the middle of your screen, next to “Sort list by,” click “Course Number.”

(Chew )

Sort list by:  Course Mame Ackive Status

Step 16: For each Semester 1 course on your Master Schedule report that you

printed (Step 11), identify and write down the course number for Semester 2 from
PowerSchool.

The course name in Semester 2 should be the same as in Semester 1, but will end in
a “B” instead of an “A”.

Ex. Algebra: Semester 1 course is Algebra 1A, course # 4001, while Semester 2
course is Algebra 1B, course # 4002

Master Schedule - By Teacher

Teacher Day Pertiod 1 v Algebra 14 40012
Baar, F Alpebna lA
Machael 40011 31734 v English 9-Independent Study L0021
(108) Room 2
MW
Term: 51 7 algebra 1B f002
4002 <

Part Three: Create a new section

Functions
Step 17: From the start page, click on “Teacher Schedules” e
Abzentes Report

under “Functions” in the left navigation bar. Daily Bulletin
Enrallmment Surmrmary
Master Schedule
PowerLunch
Feports
Special Functions
Teacher Schedules
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Step 18: In the left navigation bar, click on the first teacher’s name.

STpEITEET, Megan
Caszidy, Kewin
Druyon, Shaela

Step 19: In the middle of your screen, click the “New” button. e Demoe

Gladin, Martha
Goldenberg, Mitch

@ Ha, Dawid
Jdahari, Priti

Jraige, Panayiota

Step 20: Enter the Semester 2 course number for the Course number |:|
teacher’s class.

Step 21: Check the box corresponding to the Period )

(Expression) for this section.

Step 22: Enter the room number

Room o 4
I:I and section number. These can be Expression
Sectionnumber | | found on the Master Schedule

printout (Step 11).

Oo|jgojgoojojfo|-

Step 23: Next to the “Term” box, select . (Semacier2 v |

“Semester 2.”

Step 24: Click the “Submit” button. ———

Step 25: Repeat Steps 17-24 for all sections and all teachers.
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Part Four: Mass enroll students

Functions
Step 26: From the start page, click on “Teacher Schedules” L
Absentes Report

under “Functions” in the left navigation bar. Daily Bulletin
Entallrment Surmrmary
Master Schedule
PowerLunch

Feports

Specal Functions

Aguayo, Sandra

TSRS Step 27: In the left navigation bar, click Teacher Schedules
] , Shael o
Gartia: Denise on the first teacher’s name.

Gladin, Martha
Galdenberg, Mitch
Ha, David

Jahari, Prit Step 28: Click the number of students under the “Size” heading

Jraige, Panayiota

for the first section.

Expression Term Course # Course Sec # Room \Gjze

108 51 1002 Spanizh 24 Mative Speakers 2 C-& 25

Step 29: Scroll to the bottom of the page and click the “Make this the current
selection of students” link.
\

Make thiz the current selection of students

Function Step 30: Click on *

Attendance Change

ass Enroll” under the “Function”

heading.

Counselor's Screen
Enrollment Surmrmary
Export Using Ternplate
Fees Functions

ID/Pazsword Assignrment Maszs enroll the selected students into which class?

LOAP Directory Synchronizat . i
L Keelen, Kewvin V|| V|| [courze zection]

List Students
Clicking the Subrit button belaw will cause the zelacted
25 students to be enrolled in the class specified above,

Enrollment date: |#F30/20049

Mas=s Create Fa

Masz= Enrall
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Step 31: Select the appropriate -

Mass dreT=tEcted students into which cfazz:
teacher and period (Expression) @Dn;evm v~ |@

from the drop-down boxes. Clicking the STEFEBTeEST- ety m-rarsetTeTeTEed

25 students to be enrolled in the cass specified above,

Enrollment date: | /3072009

Step 32: Enter in the course number
and section in the following format:
course.section (Ex: 4002.1) 4

Step 33: Enter the first day of the second semester as the enrollment date.

Step 34: Click the “Submit” button.

Step 35: Repeat these steps for “Mass Enroll Students” for all sections and all
teachers.

Note: if you are changing courses for a few students, mass enroll all students first, then
hand-select the few students who need to be moved.




