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The Scheduling Menu is displayed.

——e Click the Master Schedule tab
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The Master Schedule tab is displayed.

|| —e Click the Edit Master Schedule

icon
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The Edit Master Schedule screen is
displayed.

If you know the course number, Type
the 8-digit course number in the
Course-ID field and press Enter,
and Proceed to Step 7.

If you do not know the course
number, you can search the District
Adopted Course Catalog.

To Search for a Course Number

N

Click Browse....

The Find Adopted Course Records
screen is displayed. You can look up a
course by Typing part of the Course
Abbreviation or Typing part of the
Course—ID number.

To Find a Course using the Course

Abbreviation:
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~ Clear_| -
Enter the Course Sbbreviation OF Course-lD and press Enter or click the Find Course
Eutton to search by Abbreviation OF click the Find by 1D Button to search by
CourseD. The search is MOT case sensitive. ‘rou can use all upper or all lower
case letters and get the same results. [Results are limited to 100 recor ds.]
Course Records
[ Course 1D | DOE Course Title [Local Short [ Offered I
» 10074000 [ENG 4 [ENG 4 ["Fear Long |
L+l | 3

oK | Fecords Found: 1

Quit |

N

Type part of the course title in the
Course Abbreviation field

Press Enter or Click the Find
Course icon

The search will display the first 100
courses that contain the abbreviation you
requested.

If more than 1 page of courses is found,
the scroll option allows you to scroll
down the page to view all the courses.

Once you find the course, Click anywhere
on the course line and Press Enter or
Click OK
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Enter the Course Abbreviation OF Cowse-D and press Enter or click the Find Course

Buttan ta search by Abbieviation OF click the Find by |D Buttan to search by
Course-lD. The search iz MOT case sensitive. You can use all upper or all
cage letters and get the same results. (Results are limited to 1 %
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The search will display the first 100
courses that contain the Course-ID you
requested.

The scroll option allows you to scroll
down the page to view all the courses.

Once you find the course:

|_—e Click anywhere on the course line
and Press Enter or Click OK
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7 The Edit Master Schedule screen is
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Mo caurse sections to display, To add course sections, press Add Section Buttan,

Click OK

Proceed to Step 8

Or

The Edit Master Schedule screen will
display course sections if they have been
previously been built.

Proceed to Step 24
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To Build a Master Schedule when
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NOTE: The terms available will vary
depending upon the schedule
configuration set up for your school.
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Please Read

You must select a teacher from the Assign
Teacher button. This option displays the
required Certification for this course and
when a teacher is selected, the
certification for that teacher is displayed.

From the Edit Master Schedule screen:

il
(Z’f 1 |
i
i Serfion Do DelleSecion
. Rsign Teacher To Master Schedule . [0lX]
Sehl Ve _ Sctt o
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—w Select the Assign Tch button

The Assign Teacher to Master Schedule
screen is displayed.

This new screen has been created to
provide users the opportunity to review
the certification requirements of the
course, the certification of an individual
teacher or to find all the instructors who
hold the appropriate certification to teach
this course.

Course Certification Subiect Areas

» Lists all the appropriate subject area
certification for this course

Teacher Certification Subiject Areas

> Lists the certification for selected
teachers

Teacher Information

» Lists all Instructional staff at your
location
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To Display Certification Information
for a selected teacher:

e Type the teacher number in the
Teacher ID field or Select the
teacher from the pull down.

or
e Click anywhere on the line to
Select a teacher from the list of
instructional staff in the Teacher
Information section of the screen

Regardless which option you choose, the
certification will display in the Teacher
Certification Subject Area for the
selected teacher.

To Identify the Certified Instructional
staff for a selected Course Certification

Subject Area:

—e Click anywhere on the line to Select
a Subject Area for this course (The
selected line will be highlighted in

purple)

Note: Each time you Click on the Subject
area line, the program will search the
instructional staff for your location and
display those instructors in the Teacher
Certification Subject Areas who have
the appropriate certification for the
selected subject area.
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11 : - To Select a Teacher ID Number:
i, Assiyn Teacher To Master Schedule
B Assign Teacher 10 Mastor Scheduo i Enter the 3-digit teacher number in
ST - the Teacher ID field or Select the
= : . e —— * s Tch Cat
s e e — [— Py teacher from the pull down.
Course Certfication Subject Areas Teacher Cetification Subject Aueas
Subject | Level | Diescrpbion | Subeet | Level | Descrighon Emg 10! ‘/ OI’
105 1 (EMGLISH [E12) 1067 1 |AGRICULTURE E12 06252
1002 E  [ATHLETIC COACHING 17417
e e If you have identified a list of
—— — TR (L teachers who have the appropriate
tom Jatie]_cont | RS Stge [eeon] | | certification for this course, you
o can Highlight a teacher displayed
Testaane in the Teacher Certification Subject
[Symimes. Maithews
Teache it | | Teatber 0t Fisd Area
Ichil) I naches Name: Fapll) | Lzt 1ype | Cot bpee | £ o i [ Hghest b5t [ |
BE Summers, Theiesa 3.5 ::»'31]"?1]13 .
T ot = I To Assign a Teacher to the Master
L ‘ = Schedule section:

\\\- Click the Assign Tchr button
kit X | The Edit Master Schedule screen is
CouseD: [II0000 Browse Selection Criteria o dISplayed.

ENG4 Peﬁod’_ @5 OTem OTech Ooon OPer . . .
e Click in the Max Enroll field

e rEre ot | Tem [ 2l o

fear Long WW [ Open Sections Oty Teacher | Room M
Corehid [~ e Enter the Maximum number of

Tod S St students to be scheduled into this
|Section|Term|PerStart|Teachef |H00m-ﬁ|MaxEan|Enr\-1 |Em|-2 |Enr\-3 |Em|-4|SealsAvai\ |Hag-1 |F|ag-2 |Type |FEFF SeCtIOH

Note: A master schedule MUST have
seats entered in the MAX Enroll field to

K y
Ofr | Shed | AsqUESE | Voo | WO | Gk allow a student to be scheduled into this
7 "
Section Tem Calendar Start Date EndDate Teacher TeachersAss\gned_MaxEnrﬁinEmo\l M
N EO Y 2 B I e S
. ESa ManTearmdts [ Mot Quoked Schedule Flag, Schedule Team and TBA
Scheduls Fla uctre v . . .
T O Cofesterlas [ Tch# are data fields discussed in other
Schedule Team o ) Teacher Status -
[ om T e | documentation.
N I I I |
[ToBe Assigned] . ; ; .
> If you are creating this section with a
TBA Tch # (To Be Assigned) Refer

to the TBA documentation.

§ -

Undate  Unused Rt Cancel
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Structured, Pull-out, or Others,
specifies the details of the meeting
schedule of each section.

Structured classes are presumed to meet
M-F and through the span of a single
period. Secondary Schools default to
Structured

Pull-out classes meet at non-structured
times and days. Elementary Schools
default to Pullout

Seluchon Crilena

Course-D: |10014000 Browse.

St Dpsns
Peod [ — sec Clem CTch € Room C Per
od FEFE. Gt | Teme [ =] =]
=i Teacher =] P [ E:
ComHO: [

Total Sectons Seiscted 0
[Section | Tem | Pos Stast | Teochar | Moo | s Ervol | Erek1 | 2 | Ertd | Eretd | Seoks Aved | Plag! | Flag2 | Type |FE

Other is N/A at this time

_~= Select the radio button that specifies
the meeting schedule for this section

Suluchun Crilena
FEFP  Ciedt | Tems I j' E j'

CourgedD. |10014000 Sort Opsionz

®see Clem Clch CRoomC Per

Tesha[ =] Reem| 7]
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TRA Tehnit vl Rao -
(To De Assoned] (2 B
5ieh = Deete Sechon
Ty £ (e
Updste  Unued fiot Larcel Ouit
ShE LB | Room number will default if a room

number was assigned to the teacher on the
staff record. If this teacher floats from
room to room, you must assign the room

number specific to this section.

Settion Tum[PﬂSlu!le HmB]HmEml[EM1 |{M2 Ernit3 |£Ml SedtsAval |Flagl |Flag2 I'{m [FEI'P

To Assigh a Room Number:

Sched | AsqriESE Voo | WDIS | Grdiad

Oer |

L 2|

B Type the Room Number or Select

Gechon Temn  Calanda StutDae EndDate Teachar  Tanchees Assionod M Ervcd M
] k] vI'. vim.’m‘n E: i.‘r.m-'ln B,: | :

BatignTch | Main Teaches S Highly Dualfied
ScheddeFlog [ F Shuctued
C Puout

oS st [ [ k|

the Room Number from the pull-
down

Schedde Team [ [ fthes ESE-TeachesStaus [~
o3 " Important Note:
5 B icin The Out of Field and Highly Qualified
0 g > designation will be entered by District
——_ — - Office staff.
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13 4 Edit Master Schedule = /. Select the SChed Ta-b
| Course-iD: 10014000 Browse hi"'““”" i s 1 o
pasd pere ces | e[S ,,,,,7(,4 The Schedule tab contains data specific to
comiia [ — the meeting schedule of this course

section.

[ section [ Tom | PevStt [ Taachms [ Rocnrtt [ Mas Erecd [ Erek) [Ert2 [Erat3

A bell schedule contains the official

L4 |

~ oy sees Y At | vee | wos | aamd ) | beginning and ending times for your
o e i e Eﬁ"’” s_chool day or the t_)eglnnlng and ending
T e et ran - Webosw times for each period of the day.
| 2 O s = Bl
sl F i I b’
To Select a Bell Schedule:
T 9 ¥ I :
e e =2 et |_e Type the appropriate bell schedule or
Select from the pull-down
l =5 Loe Master schedule M= 3]
I CoursedD 10014000 Browsa.. Gort Options. [ J Press Tab
®5ec CTem CTeh C Roos C P
Oiffered e - Hmﬂ
caabia [ To Enter the Per Start:

| / Todal Sechur Selected [
[ Tsecton [Tem] Perstot] foachar [ mocerrst [MaxErod [Enkt [Ene2 [Erekd [Erekd [Sest Avad [Flarl [Flea2 [Tope |FETP

—e Type the period number or Select

o1 2 from the pull-down
[ Offer ‘j hed  |_AGQWESE ] Voo | WOIs | GriAl
| [Pt EEE R e FEET Example:
Sched Mrthod Lol eache Fiar) Sinsrcm NCLE Tl 1] I Weksdey i =
Facily Code  FEFF Code ™ Esmchade bom FIE F 2:::”
m = = [ OH Campue
If you Type the Per Start :
g o :
Ul _nl o Ouk e Press Tab. The computer will
populate the Period End and the
TR T Period Start time set up on the bell
| | Courne0. 10079000 rowes Selection Criteria et
Bl - T et P e— schedule you selected.
. Otigred FEFE |M J_MI_;H_J " e
¥ Sl — e Press Tab to Start Time. The
+ [T =echon [Tom | PerSiat Toscher | Fioom 8 | MamErecd | Ervil | Ersé2 [ Eni3 | Ervid | Soots vl | Flag1 | Fiag2 | Type | FEFE Computer Wl ” populate the PeI’IOd

End time as it was set up on the Bell
Schedule you selected.

Sthed | _AsQUESE | Vo | WDIS Graaid
e WAk g po e e Eﬁ” If you Select the Per start from the pull-
S s ittty S down the Per End, Start Time, and End
e = e Time will default
imﬂllgm FHF’IZQS.I- I|: ;g;é?whe:nnf F ;‘:;:’w
O & 8 I
Created by Polk County Schools Help Desk, Ph: 519-8042 ext 51586 10
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14 L0 e S To Select a Sched.-Method
| | cousec: [roaTa o Selection Criteria e - : H .
Gaee [T o S P—— (if applicable)
Oftored FEFE Crodt I'_m ITI_;I — e .
Corehi [ Enter a Scheduling Method or Select
[ T Touia Tos Trual s e T T Tesuerae Trcs Touee Trs | from the pull-down
To Enter a Co-Teacher(if applicable):
. _ﬂJ ’
'[Ofer Y Sched | AsowESE | Ao | WoOls | GraAw
Belcheie PraSim PesErd  Suwt Timg A Tane ]E:"""’“F"’"‘P
e FaE s et i e Enter a Teacher number or Select a
Fund Souree HCLB Tids I [ Wedoaioy
- [ Tos Teacher number from the pull-down
I oy
| g = |
15 If this section of the Course is taught on

[comeo T e Ot — Property Owned by another Agency:
P [ e i
cotia [ To Enter a Facility Code:
[ ection [ Tem [ Per Sian  Tescher Emllﬂu!l:ldlsm:::’ld;ﬂ! [Ervkt 5ok Avad [Pag? [Fla2 [Tiee [FEFE L
= Enter the correct Facility Code or
I 1
-5 Select from the pull-down
i) E5IS 2
\(COffer | Sched | AsquESE Voo DS | Graad )
| PASe piw puid, gl G s E‘,':E:‘;E‘“” Code Degcription -
e Viea e W e F:v:dmwdw aa Schaool District Facility
z | s [ ruw o1 Church E
[~ Exchude o FTE Ssnadsy "
" OfCanpus L 02 Hozpital
03 DCF Residential [ntitution
s $ (e 04 DCF Community Bazed
_ 05 State Comectional Facility
= & Federal Correctional
ov County Corectional -I

O | Ghed | AOWESE | Voo | WOR | Gig

Bel Schedie PerStat Perfnd  StaTine Erd Te W Honcy iy
I TR R N T 3 T Teathe S FMWGV
l_ Tugselsy
st
S FodSoucs L Th F o
| = = ey
I J ’ JI :I [ Fisy
FacllyCode FEFP Code [ Exdude onFIE I7 Sy
m o= 3w [ OfCanpus [ ey

The FEFP code is set at the District
Course Catalog level. Do not change the
FEFP code unless directed by the
Information Services Department.

The Team Teacher Status and Fund
Source NCLB Title 111 data fields are
updated by District Office staff when
applicable.

Created by Polk County Schools
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16 To Exclude from FTE:
e e T e ocn || | Important: When this box is selected,
Olered [P Cedt |Tem[ [ o - this section will be excluded from ALL
eslong o el T 3] An| 7] . " .
b [~ FTE calculations and will receive NO
Tetal Sectiorn Sekocted 0 —g-fundln -
| Section | Team | PerStart | Teacher | Rocmtt [ MusErec [ End1 [End2 [Erekd [Erdd [Seatshvad [Flagt [Plag2 [Type [FEFP
Pt Check the box before Exclude from
Ve FTE
14 H .
O ) Sowd | ASwESE | Voo 1 Wois X GuAm To Select Off-Campus classes:
BelSchedue Pas Stat s Tino ) End Tine ¥ MundeFidey
ol ez fws || |~ Check the box before Off Campus
Sched Method Co-Teacher Fund Sousce HCLB Tie L
1 1 réww
FacllyCode FEFP Code I Fdee [ Sohuadey
B - o - [ Off Cangas [ Gundy
Note: Correct identification of Off
Campus courses is required for
3 € accurate FTE calculations.
Uodde  Uned Rot Caned Quit
17 40 Select the Days of the Week:

CoursedD: [10014000  Biwse. Selecion Criteria

&0 Mok
et phorrs

P [ ®Se CTem Clch CRoonCPe

Ofiered FEFP et | Teme[ [ -

CueHO [

[ | | Floe Tt 7] Rm| 7

Totl Sections Selecled

| Section | Tem | PerStat | Teacher | Roomtt | MaxErecl | Eret1 [Ent2 [Erst3 [Endd [Sestsval |Flagd [Pag2 [Type [FEFP

The program defaults to the most common
offering of Monday through Friday.

However, if this section is offered on a
different schedule of days, click the check
in the box in front of Monday —Friday.
This action will remove the check and
open the other days for selection.

Sched Method CoTeacher Fund Sowce HCLB Tite Il

KN Y
Offr ] Sched | ASQUESE | Voc ] WD | GrdAd To Select another day or combination
Blchedde PaSist Pufnd  Sistlme Endlme F Munkfidy of days:
[ e o S S ] b g

[ Wotresdy ™ Click the box in front of the day or

= [ Thursdy . .
i [ [ Fidy days this course will be offered.
Faclylode FEFP Code [ Exchd o FTE [ Sehudsy
B [e - I OfCars [y
¢ Iz
Undstz._Unused Rct Cancel Quit
Created by Polk County Schools Help Desk, Ph: 519-8042 ext 51586 12
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18

I kdit Master Schedule

CourseD: [10011000  Prowse Slaliadeilbiiinl g

ENG peicd [ @5ec Clem Clen CH
Uttered FEFP  Credt | Tens j' j

I7 | Uper Sechons Ury Trade P |||||I .1

Offer | Sched | Asoni Voo | WDIS | GrdjAtd

Toel Class Hes Nusbes Migs.
E

SE Suppoet faclisfor Inchude Inbesackve Sched Crt

L~
%)

Uedste  Unuzed Rot

L To Continue: Select the Asgn/ESE tab:

To Enter a Lunch Assignment for this
section.

Before you enter a Lunch Assignment on
a Master Schedule section, you must
create your Lunch Schedule codes on the
Maintain Lunch Schedule form located on
the Master Schedule tab.

To Assign a Lunch Assignment to this
section:

e Type the desired Lunch Code.

Note: There is no pull-down help

19

Course-D [1001 3500 Bowni Selection Criturin

Sort Dptione

Frorone Ll @ Sec O Tam C Teh © Foom O Par
Ciffored FEFF  Cradt Tems [ =] =]
frawiors  fpo3  foo MBS Toache: [ =] Poom =]

Tkl Sochons Gelecied 0
Toecion [ Torm ] Pactiut | Taachse | oce 8 | M Gruch | Crabd | ret2 | Eretd | Gowid | Sosts fovad [ Tisg 1 [ Fiag2 | Typm | FEIE

HE] I
—_ Offer |___Sched | Asgqn/ESE _ Voo =1 WOIS | Grdistd

Lunch Sainfweak  Tols Cles Hrs Wumber bige. gy

ESE Cafed Code  ESE CoTeacher Inchude Intenscinve Sohed Cre

Code | Descrption

Course-D [100713800 Browse Selecton Critenn oot Dighiorss
Eed ® e C Tom O Tch C Room O Pa
Cnterad FEFP credit | Tess [ [ 3]
I Teacher =] Hoom 3

Toldl Sechons Selscled 0
Gt | Ten | PeStmt | Tamchen | Flooest | Mas Erocd | Ereb) [ Eret? [Endd | Fretd | Sonts fvmd | Flagd [Fiagd | Type | FEFP

To Enter ESE Co-Tch Code (If
applicable):

e If applicable, Enter the ESE Co-Tch
Code or Select from the pull-down

o If applicable, Enter an ESE Co-
Teacher number or Select from the
pull-down

The Team Teacher Status field is
updated by district office staff when
applicable.

Select the Grd/Atd tab if any of the
following applies:

L] | 2
— S S AR Ve | WoE G

1. Non- Graded Courses
Attendance only Courses

n

e F 3. Middle Schools with High School
ok et S Gt ool ook Courses
r 4. Pinnacle only (for adult school use
- only)
28, =
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20

4 Edit Master Schedule

Important Note — Step 20 Applies

Coursp-D |10013800

o

Otered

Browse:
Pasiod

Terns

r

FEFFE_ Crpdid

Selection Criteria

St Nptions

i
==

F5ec CTem O Tch C Room T Pt

Teaches [ x| Roos =]

-

Grdiatd

MATAMA AT

1=

Quit

(ffer

| Sched | AsqnESE

[ Mo ] WO

| Grdad

Crecdt Assignment / Spec Rule  Grade Sat
N |

[ NoCred! Awaded [ NoAtendence Sheet

GradngFlag  Gradsbaok Coce

Seconday Numeric

Middle Alphabetic

[ Track
[ Track1
[ Track?
[ Track3
[ Track
[ Track5
[ Track®
[ Traek 7
[ Track#

Pass /Fa

’ B

Secondan did

ONLY to Middle Schools with High
School Course:

The Credit Assignment and Grade Set
fields are used to ensure numeric
secondary grades display on the students
grade screen and appropriate credit is
posted to permanent records.

When the Credit Assignment/Spec Rule
applies (Middle Schools Only):

o Enter code A

Note to Secondary Schools:
Other codes used in previous years will only
be available with special permission from the
Director of Secondary Education.
B=AlgA, 1% section term1 postas Term6
C=Alg 1A 2" section term 1 postas Term 7
D=AIlg1B 1% section term2 postas Term8
E = Alg 1B 2" section term2 postas Term 9

To Enter Grade Set (Middle Schools
Only):

e Click the pull-down and Select 00
for Secondary Numeric

21

W | 5hl | GQEE | W | WOB | GO

T MoCetdwaed [ odlencce et

Credtdasiment {Spec e Giade St

|A_ Secondalm ¥

tly

Mot nvobed n iack Regatig
Fiace e ol

= 5 =5 5

5 5 =

=1 =1 1111111
— —1 —1 —1 —1 —1 —1 —1 —1
=

=
= LS L m s oms E=

Quit

The Grading Flag field can be used by all
Secondary schools to indicate the
following Course Master Schedule
Grading Exceptions.

Code A is used to indicates a course that
will be listed on the report card with
attendance data only, no grades

Examples:
e Nova Net, Peer Counseling
e Doubled up courses such as
Intensive Reading or Intensive Math

Code N is used to indicate a course that
will receive No Grades, No Attendance
and will NOT be displayed on the report
card.

Created by Polk County Schools
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22 O | ooed | Asgwbor | Ve | WOB | Grad To Enter an Exception code:
T oA | Moo St e Click the pull-down and Select the
Dot s/ Spechile G e Giadnglay  Giadebock Code applicable code
[eesntaptin 7] | I__| [
23 At this point, you have completed the

Selection Criteria Sont Otiorn
Poiod @ e o (1Tch O oo Pox

|°""'°'7 s r—""_:” .2 Teha| =] o | =

Selecind (1
[ 5ocson [ Tem [ Perstan | Toacher | Foom# [ MavErct [Ent) [Emiz [End3 [End [Seat aven [F

1 [Flag2 [ Type |FEFP

Lais
o

Sched | AsqofESE | Voe 1 WODIS | Grdiatd

™ Mo ool Avrded] [~ NoAmiendance Skl

Cindd Assignment / Spoc Fun  Biads Snl

i gl ag b

Pt =
Upcdoln  Linssed Hpl Quit

Courne-iD [10013800 Elrcwse Saloction Criterin

Sext Dshone

[Ercronm | Pasod & See ) Tem  Teh ) Aoos O P
Ciftars FP_ Cragn L = =l
r"—'j— F— [—L oo i Teschee[ =] Moo [ =]

Tolcing 0
Tachon | Towm | Parina | Tonctwr | Moom 8 | MweCreck | €t | €reiz | €3 | Erera | Gosts avmt [risg1 [Tisga [ Type [rure

L1

basic information to create a Master
Schedule Section.

To Save this Master Schedule section:

_—e Click the Update icon

If there are no errors, you will receive the
Record Updated window.

Record Updated

Click OK
If there are data errors, the computer will
display a message box explaining what
data is missing.

Example:

< Pocord Updated
— Gffer | Sched | Asonlt [ e [e8 1i WOis ] Grdiatd
e
I™ Mo Condt Awarded T NoAerdance Sheet g
. . r
Cancht Assignmant ¢ Spec e G wm1.w
=
=
r
&3 L
Unizad Fipt Chusit
L Faster Schesde ol=
Course-0 [T007 3000 Hrowse Selection Critaria Sod Optans
L . [ ®Gee C Tam C Teh © Boon C Pe
el FEFE  Cracs Tems [ =] =l
e T e ; ; Touchr| =] Mo [ =

Totad Sections Selected 1
[ Swction | Taem | PasStart | Tomchwr | Foom i | Mow Ered | Gne | fres |G | Graid | Sonts dvad | Plag] [ Flag2 | Tyme

af Mot enter pariod on the schedule tab.
flar Sched ﬁ—;—il [ wWois | Grdess
Bel Schedue Par Skt Pl Stat Tivw  End Time
e e CoTasche
- | ——

'I'I'I'l'l"l'!TI

Facty Cote FEFP Code | QuslEnl [ Gchida o FTE
= [ =1 ™ O Camgns

28

To Proceed:

¢ Click OK and make the necessary
correction.

Once all Corrections have been made:

—» Click Update

Created by Polk County Schools
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24 § it MastrSchede As sections are created, they will be
i — displayed in the middle section of the
+ | CoursedD: 10073400 Browse_ Belection Criteria - ot Opons- . H
[Pl A aura— screen. You can use the scroll options to
i pil | Tem: =1 -1 = i i
ped e oo e[ AN D — ||| the right/left and up/down to view all the
CorsHO: [ sections.
Told Section: Selacted 2
[T e T TR || 1 you would like to create another
B — o section for this course you can:
A »/ | | From the Offer Tab:
Offr | Sched | AsgwFSE | Vo | WDIS | GidiAld
Sestion Tem  Coendy Siat D EndDale Teahra TeachesAsired MisErd Wi vl /0 Click the Add Section icon
N N | 2 - | - | KA T T |
- AssinTch. ManTeacherStons [ Hihl Husbed
teedabal] | orar CoTerSinn [ Or
Scheahde Tean l_ ) i e ESE-Teahe St [~
TBATche o] e[ ¥ [ ] . . .
e =% —e  Click the Duplicate icon
N & ¢ . If you select the Add Section icon, repeat
Uodals_ Ureeed Aot Careel Out StepS 8-23
25 T 7w | If you select the Duplicate icon, the
computer program will duplicate ALL the
CoursedD: 03400 e, SelectonGreria i 11 | information from the last section number
ENG2 Penod,_ {@Sec Ofem OTeh ORoonOPer Created for thls course.
Ot FEF et |Tm [ [ 1]
IYear Long IF W 7| g Gestions O Teacher v| Foom &
o [ You can make changes to any of the data
rr———T fields, such as section, teacher, term,
Section | Tem | PerStart | Teacher | Room4t | Max Envoll End1 | Enk2 [Enk3 |Enitd | Seatsdwal [Flag! (Flag2 |Type |FEFP Sea_tS, room, a_nd peI’IOd
7 I R O - A O PO O 5 |in
@ 3 M G0 W0 5 0 0 0 0 % 5
S — — Once all Changes have been made:
K| || e Click Update
Ofr | Soed | ASQVESE | Vo | WOB | GiaAd 7|
Sechn Tem  Calendar Stat Dale End Date Teacher  Teachers dssied Mas EnghAR Erol
O | O | 2 B T S B R (AR I T
besinTeh.. Mai Teachg Highh Quelfed
Sazig I_ 8'522;::?@ Teacher Status ,_
Schedue Team I_ C Other ESE-Teache: Status ,_
ToA Tehid
[Ta Be Assigred)
bedSecton  Duplicate  Delete Section
H H 5
N o
Undateé Unused et Cancel Quit
Created by Polk County Schools Help Desk, Ph: 519-8042 ext 51586 16

Updated: 05/04/2010



Genesis Scheduling
Creating Master Schedule

Steps

Screen Displayed

Procedures

26

4 Edit Master Schedule

CouselD: 0110 Brosse. REEAOEER e

ENG? peint [ ®5ec Cliem Cleh C HoomCrer

CareHO: [r

Tokd Sections Selectedt 2

Section | Tem | PerStat | Teacher | Room# | ManErvol [Erek] [ Ent2 | End3 [Endd [Setsval [Flag? | P2 [ Time [FEFP

Blo |3 o W Tl A
R 3w w (ewm x 0 0 0 0 (&’ | 5 m

Note: A section of a Master Schedule
can be deleted UNTIL students have
been assigned to that section. Once
students have been assigned to a section
number, the only option available is to
change the Max Enroll number to
zero’s

To Delete a Master Schedule section

4] | P

Offer | Sched | ASquESE | Voo | WDIS | GioAd |

Secbn Tem e StatDae EndDae Testher Teachessssimed ManErmol MinErech
- df Jews Ejesn Bl [
inTch.. Man Teaches Slaus Hity Qe
Sehedti g I_ ® Stchued - =
O P Co-Teaches Stahu
SchedeT j
CY ™ Dpary | EETteSes [

&nzaﬂl_;lﬂmlml__l .
8 2§

A Sectn DekleSechon

lpdde Unueed Rt Cance Quit

$ 5

i Edt Master Schedule .|0] %]

.| CowselD: OO0 Browse. REEAOEER e

[fraz Ped [ @Sec Ofem OTch ORooa OPs

Ofered FEFP Cedt |Tem| T 1]
Y R o feal 1]

CoHO. [

Tokd Secions Selectedt 2

that has never had students enrolled:

e Highlight the section to be deleted
and Click the Delete Section icon

A Message Box appears with the
following Message:

Genesis

Are You Sure You Want ko Delete this Section?

Sechion | Tem | PeeCtat | Tescher | Boom 3 [MasEruod [Er [Ent2 [Entd [Ereit [Sesetvad [Pt [Piag? [Tupe [rEPR

KN M
T | o | e e |
Secion Tem  Cabndas SiatDake Erdl Aerusre st oDetettis Sedon? |y ey
o ar Jeee @ "

i |

SchedkTen [ O IR 2 T
TBA Tehet ] Rem[rm > |
(ToBeAssgned) = % g

AddSection  Duicale | Delee Section

i 8 ¥ I

Cancel Quit

Click YES to complete the process.
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27 1 0t Mt Sl

Al

oD 1010

TLEE

0 AT oeGesmsl

Selecton Crtena il

i r 03 Cren (7 ChomCs

Ieache[’_j P ﬂ

T SectiunM

St

¥

oo Wbl (Ent {Fk (Enk? (o el (M (P (T | P

—

O il

0

] il
}

= | =

[
I L . gl

= L=

o mE |

E dDate Teate Teanendoned Vb finEol

BB

fe g B
bt e

ThA etk
(B e

TT

| it

iffien Dt Deledm

it

The course section display shows all the
sections that have been built for this
course. When you highlight a section, you
can view the particular information for
that section in the data entry portion of the
screen.

To View a particular Section:

_—e Click the Box to the left of the
section

Once a Master Schedule section has been
created most of the data is locked and
cannot be changed. Listed below are the
data fields available to be changed. If
blocked fields need to be changed, you
must delete the section and build a new
one.

Teacher Number

Max Enroll

Room Number

No Credit Awarded

Credit Assignment/Spec Rule
Grading Flag

Scheduling Method

Remember, you cannot delete a section if
students have ever been scheduled into it.

To Make Changes to a Master
Schedule:

e Click the Box to the left of the
section to Highlight

e Select the Field to be changed and
make the desired change

e Click Update

Created by Polk County Schools
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28 & Edit Master Scheduile HE B TO V|eW a ReDOFt Of the Unused
CourseD 10013400 Browse.. SOKCIORIGIGA RS s m
[vc: P"‘“"Em ®5ee Clem CTeh CRoom O Per
e  — . Va Click Unused Rpt
Core HO. ,_
Total Sechions Sekecled 3 /
b|$.uiin|Tnu|[F.".h-.‘ilnt|.T.r.:-}n [Pt ||||:mfmmﬁll-3 | e [ |‘:r,,|m Lafp
i 3 m m mm %5 n 1] n 1] il /‘\' m
o 1§ 100 (L300 ] 0 0 0 3 J/ 110
o | 5
Offer  |__Sched | AsqnESE | Voo /1' WDIS | GidiAld
Secion Tem  Calende StatDole CndDate /4\9. Tesaders szl MatErol MinEriol
[ | | e - S =y o f e [ R ol
Teh  ManloacharStohs [ Tiohh Quolfed
Scieinelig [ | ?m‘"” CoTeashes St [
ScheddeTean [ Clliper sk lascherStahs [
TaThd | 7] B
‘oD Ass = .
AddSecion  Duicale  [e
NEl g o
Update : Unused Mok w Uurt
29 ‘

*Uﬂ d i An Excel spreadsheet is created listing all
7 | e gt Fomis e e your sections that have zero enrollments.
& - =R The spreadsheet lists the Course-ID,

. i tolfe[F==d F e }H IH]‘ P .

Ja - - g ¥ o |7 Course Abbreviation, Section number,
j BIT| EE A §y0 8 tournmdmnl Fomg‘e ém” :M || Term, Had Students, WDIS Code, and
ipbat i Fait B Mgmet G Mmber 6 i) (lls \|‘<VDIS Survey (F-hOUI'S, W-hOUfS, and S-

ours.
T )
i f— COL E | F |6 | If the Had-Student field displays a Y,

| Unsed hsssi e s S you will not be able to delete this section
1 CORSED CROBEREI SECTONTERUDSTUENUDISEODE HORS WHIURS BHORS | | hecause at sometime during this school
1 100M0 NG n 3 I 1 [} year students had been scheduled into this
{0 G2 B I 1 1| section.

5
5 However, if the Had-Student field
; displays an N, no students had ever been
g scheduled into this section therefore you

0 can delete it.

ff

1

1l

4

15
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To Exit the report:

—e Click the Windows button

e Click Close

Microsoft Excel

I 'E Do wou wank ko save the changes you made ko 'Book1'?

]|

If You Want to Save this Report:

—e Click Yes

e Click Save As

GSave As

\_)\_) 2 Conputer - COVTSLENT) () ~ 1\'1‘3_11 [sesren

1 New Folder

o B

bl
Organize v 2 Views v

Save

1" Note: Save file in C: on Tsclient W.
The file will be saved in “My
Documents™ on your machine

Or

If You Do Not Want to Save this
Report:

e Click No

Favorite Links Mame = | '| Date modified | v| Type | '| Size: | v|
. AD Account List . Alln-one
R Desktop | andrea . Campleted_Docs
More » Copy of My Data Sources . Cyberlink
E_PAFs . Emergency Card Folder
Falders v My Data Sources . My Documents L
9 CONTSCLIENT) (W) = L. My Fragments Ay Music
. AD Account List My Notebook My Hotes
. Al-n-one EFMy Pictures . My Received Files
| andrea lﬂMY shapes F iy videos
. Completed_Docs . Mew Falder . New Falder (2)
Copy of My Data © | Onetote Motehooks | PERSONAL
| Cyberlink . Powerpoint Application JPQC-1
F PAFs j CPQC-HR . Reappointment 10-11 j
File name: IE j
Sawe as bype: |Exce\ Wwiarkbaok j

e Enter the Name of the file and Click

31

Iy Edit Master Schedule
Cowrse-C Biw. | Selection Criteria .
Peied [ @sec CTem CTeh CRoomC Per
Offiared FEFP_ Credi | Tems =] =]
- r Teacher ~] Room |
CoraHO: [
Dot Sechons_

Settion | Tem Pu$|.ﬂ|1m |Rm$ M Ervcd | Erd] E|||2|EM3 [En“ SessAval |Fag] |Fagl |Tm IFEFP

A

4] | A

Offer Sched )| AsQUESE | Vot | WDIS |  GraAid
Sachon Tem Calerdy $iut Datn End Date Toacher  Teachers Assigned MasErcdd MinErecd
G B e B |
dadgnTch.,  Man Teache Stans Highly Quaified
- @ Syuchaed
Schedielon [ e CoTescherStan [
Scheckde Team [ it e ESE Taschws Staha [~
TBA Tehe *] Rom - |
[To Be Assigned] =] s | |
=l e
& wy
fAdd Section Dughcale  Deleln Section
“ 6 ¥
o5 | Uod B Cancel Quil

To Exit the Edit Master Schedule
screen:

Ve Click Quit

To Exit the Schedule Menu:

e Click Quit
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