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Steps Screen Displayed Procedures
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Cancel
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Floom Number

Type the 8-digit Course Id
number

Example: 50100500
Or
Click the Find Course search icon

to find the 8-digit Course ID
number

\

Find Courze

To use the Find a Course icon:

Refer to the documentation for Adopting a
Course, if you need assistance with this
process.
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e Press Tab

o Select the FEFP Code (Based on
grade level)
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Note : For PK-ESE courses, use 250.
For School Readiness, VPK or Head
Start use 999.
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Steps Screen Displayed Procedures
This Sereen will show all necessary
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Selected teacher will show up in bottom
right as shown below
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11.
1P schol st s [ | The Schedule defaults to Monday —
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Flan Type | Grads Level | Plan Coe | Plan Name Ml S
5 0t ) Fiequl Test Flan e Leel @ ETEEEEE——
Notes: Select  Grade Level .
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e Lance s b fed, the Grad .
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. A {
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Pl e Frt Quit Cose |0 cannat be
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FHE [l Ogsign Teh.
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ELERE End Periods
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Cancel
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5 il b |Renda Test Pl rae Level —
U nuen lm Motes: Select & Grade Level
fo Start Afer 3 Master ecord
Delele el s been created, the Grade
Plan Cad Leveland Flan Code cannat
- @ [[:? be changed diter 3 Detal
ﬂ _ tecord has been cieted the
Pl N Bt Quit Cowse |0 cannot be
changed
Reqular Test Plan
[ G e plan wtspleyed Delal Records
Schedule Detail Plans for Grade Level 01
Schedue Plans Delal el
ST00E00
(Lol [Cowelil Tren] 1 W] TR T T TR e B
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L o A L
beggn Tch..
FUF [ "
[ Mon [ The [ G
e CF o

Bel Sched Stat Perod End Perid

Stat Time ~ End Tme ELLIng

[ Pt [ Exe FomFTE
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Times will be displayed based on the
Bell Schedule.

Note: Time is entered in military time.

To adjust hours / minutes you can use
the help arrows:
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13.
[Pl SchelePrs -[C[x] Leave the Exclude from FTE
Seee!
il o R PT::W = N Calc box blank
Schede Plans baster ﬂ Locaton: 0007
Plan Type | Gradz Level | Plan Cods | Planhame Al Sate " — —
Gk Level e _—:
- ! L [feghsTethn ,m {); Notes: Select  Grade Level r E F F-l-
fo Sttt Ater 3 Master recond
Dokl Lol fis ez cieated, the Grade :.:l:' rl:lm
Plan Caode Leweland Pl Code cannot
@ [[E be changed. Afler a Detai
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Plan Hame: Frt Quit Coutse [0 cannot be:
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Requa Test Flan FE
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S0100500 i
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mxp x
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¥ HF T Wed . ..
Fn [1h [ Click inside the Pullout box
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i W Pl
StatTive EndTfe ELLIns et L
A B = [
. i
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9 ¥ @ Ky » Click the Save icon
(- 1 7
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14.
School Schedule Flans (0[]
Scede Plrs s s =T = [N — A detailed description of the Schedule
PlanT '
St s Mo ,%fm o 5 Lo, 007 . Master Plan for that Grade Level and
Flan Tpe | Grade Level | Plan Code | Plan Name Sdhen a2 7 H H
M3 i B |Regula Test Plan ,5'5%% @ Plan COde IS dlsplayed'
mr
Delle  Cancel - -
e et Click the Add New icon to add
() [ZA bcupttuabed more course schedules to the
ﬂ tecaord s been oreated,the y
Caurse D) cannat be: /
PlaniName el Master Plan Record
Schedule Detail Plans for Grade Level 01 and Pl}uﬁa A for Regular Test Plan §
lise
Schedule Pl Detal / %
0100500 .
CorelD | Cone T Ly 1on e [ T W R F [ [ [Py - fiiiss
R 300 FDCCOE 0]/ | | FefRCode Tom  Jesterld
/ 3 x| Edd HEW
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T
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15.

[F/School Schedule Plans

Sechool Year, 0910
Locaiorr 0007

Motes: Select 2 Grae Level
ta Start, After a b ader record
s besn created, the Grade
Level and Flan Code carnot
be changed After a Detal
recond hias been created, e
Couree D carmat be
changed

Schedule Plans Master Records Skl rE E
Flan Type 1
Schedulz Plans Haste IE
Plan Type | Grade Level| Plan Code | Plan Mame iR e
M 0] & |ReaduTedPln GraceLeel f
0 J
Deele  Canpel
Plar Code
- O
Plan Name B Quit
Regua Test Plan
™ Save new plan widsplayed Detal Records
Schedule Detail Plans for Grade Level 01 and Plan Code A for Regular Test Plan
Schedul Plans Detal
CowszlD | Course Tile Temn | Toh | ME (M T W] R | F | Pr|Pr|Puout| Sect j
SOT0000 | AEADE 1 [FIECECEnla] o
SO0 SPELLINGE v COCOM e e o
HT00900WHTE EI TRl Cnd o vl ol A T
B130000 LS GENERALE 3 mr |—W CICICC oo P
b |500mn(S0E 1 [0 F|CCCCC ®]w] o

(|
Hdme

AddNew  Geve Delte  Cancel

G

Generate peiods and Save

Caurge D

F0200000 FirdCose
FEFP Code Tem  Teacher I

LA I8 A Al
bgign Teh
FHF T
[ Mon [ T [ 5t
[Te TR S
Belliched Statt Period End Pernd

StatTine  EndTme ELLIns

[Pkt [ B Fiom FIE
Fiaom Number

{7 School Schedule Plans
Schedule Plans Master Records

-

T3t D

Cancdl
PinCode _,__
. =W
Penlode Fre Quit

Schoal Year D910
Locaborr 0007

Hokeg: Select a Gradz Level
To Statt Alter a Master recond
s been eealed, the Grade
Level and Plzn Code cannk
be changed Alteraleial
tecond has been meaed, the
Coursz D canmt be
charged

Schedule Dedail Plans for Grade: Level 02 and Plan Co™

7

[enesale penods and Save

e

For each elementary regular plan you
create, you must create an ESOL plan.

You can create an ESOL plan using either
option listed below:

1. You can create the ESOL Plan
following Steps 6-12. In Step 8,
choose the FEFP code of 130.

OR

2. After you have entered the ESOL
Plan (in the Plan Name field) you
can Select “ Save New Plan w/
Displayed Detail Record”

IMPORTANT NOTE: If you select
option two (2), you must remember to
highlight the correct reqular plan that
will be copied.

To create an ESOL plan using option 2:

e Click the Add New icon

e Select the next available Plan
Code
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16.
B - I e Type the name of the Plan in the
e o e I IR e wr Plan Name field
(2] i__l X
s Example: Mrs. Smith- ESOL
i T e Check the box in front of Save
== —aew Lt \ new plan w/displayed Detail
: | Coure || Irlrll_il_lrlrl | 7 Pkt | ; ReCOI’dS
HE TR T 3 T = || |
m P TITT o Foe
| v o ] Fre re F . .
Click the Save icon
“— s Bezi ]
% 3 L ol
[trealn mm S |
17.
[P Schol Schedule Plans Joxy! | You need to Change the FEFP codes from
e Pl N R Wt —— e the Basic 101 and 102, to the 130 FEFP
5 Panlpe - code on all the courses except Art, Music
chedle Plars e IE' Localis 0007
PlnTyne | Grade el | Plan Code |l ame A andi
S - Ll i I @ Moleg Selent a Grade Level
b e B LT iz tuSta‘!l Bier abfastr record To Chanqe the FEFP COdeS:
Dele el || e boen e e e
B (o Ll e Pl Coce . . . .
o @ 5 || tect e e Highlight the course in the detail
Teooid s e e e id
el mt Qut Eﬁ:;sz? cnilte an
L TP . _ _
o e Click the pull down in the FEFP
[ S el e Dol o .
. field and Select the 130 code from
Sehedule Detail Plans for Grade Level 02 and Plan Code B for ESOL Test Plan - the dl’Op-dOWﬂ list
SchectdePlans Deal I—
Tl {Cone Tt Tem| T WE (| 7{{R ] |Pr|Pr P 3 * Filis OR
[Fmoes e ol E O O 24 E'm Eaﬂth‘D
AOI0000  SPELLINGE I mF NN e o
0N WRITE 110|F D0 e o ° H|gh||ght the course in the deta”
SOI30000 LS GENERALE 3 CICT oo P rid
L 1 m|F OROEIE e ] o 1 Bhaic 9
109 | 4128
I FEAHEESar e Click in the FEFP field and Type
112 48w ESE Sevces
113 H12uihESE Servces the 130 code
of | 130 JESL
il _»H zin“ EEE”D”Lu”did o Continue this process until you have
=i, st updated all the appropriate courses.
AT o Hukes
Bddlew e Dl Lol Genera peods and Save ]

—e Click the Save icon
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18. ‘ —
17 5chool Schedule Plans X .
e When you have completed creating
Schedule Plans Master Records .
= Parlpe it T your Schedule Plans:
| Schedul lans Maser ,E, Location: 0091
W1 |PlanType | GradsLevel | Plan Code | Plan Hame e e
| (M B | A |RobelsReg G Leve @ ———
1 Hotes: Selct 2 Grade Level
; it B Wilashertt ,ﬂ 7 to Sttt &fe a Master ecord
5 i L |Reeafegt Ol Lo || abean el e e
§ P D WillansRegVPK Plan Code Level and Plan Code cannat CI k th t b tt t t t
§ i E |Reedfer'PK ﬂ @ [@" be changed Aer 3 Detal L — IC € QUI utton to return to
e H
\ B Name Pirt Quiﬂ" Cowse D canmatbe the SChedu“ng Menu screen
changed.
| RabertzFeg
5 " Savenes pln widsped et Reoids
Schedule Detail Plans for Grad Level PK and Plan Code A for Roberts-Reg
chedul Plans Detal L)
FERICA 1
CowselD | Couwse Tt Tem | Teh | M M| T{W)R[F{ P Pr| Pollut | Sect * fraCars
NEEE R 1 175 B DO IEI0 o o] o | o ] EEERCade Tem  Jeasherld
TR [P D45, 02 D | EEE B
| TORIA0S P DISARG 02 1 FICICIOIOI e el o | o i T el by Tef..
TES00304 | PR DISARS: 02 I FOCCCre M oo Flim [ Fla
TR P DISARE 02 1 FIOCIOIO G 6] o | o e H (e
T PRDABS 02 IHFIITIrEG 0 o o
| e [r mshas 02 3176 F D0 CIOIC or (7] 0 | on | dehSeled ot Fetod End e
| e RS 02 PEFrrrrEe e ] b
StatTie  EndTime ELLIns
0 ﬁ e sz ]
. @ = 'Xj [ Puta [ B Fom FTE
. Fioom Number
pdfew  Gave Deble  Cancel [enerate perods and Save il
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