EOY Scheduling Elementary
Students for Upcoming Year
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Scheduling - Roster Setup

This tool allows you to set up the class list for a course. This is ONLY to be used when scheduling classes BEFORE
school starts. This is NOT to be used when scheduling individual students throughout the year.

1) Select the current Year, School, and Calendar.

IYear 13-14 - School Belarr Elementary School - Calendar 13-14 Belair Elementary School + I ’
Index Search Help District Notices
* [06M10/2014]
Kool . PR — e, Jrurpp— P

2) Select the Search tab and choose Course/Section as the search type. Click “GO”. This will pull up a list of
all courses in the school for the year selected in step one.

Year 13-14 w  School Belair Elementary School - Calendar 13-14 Belair Elementary School v }

\ndexl Search |He\p District Notices
© [06/1012014]

e . |YOU ARE IN STAGIN

Advanced Saar! )
A link to online resources for Infinite Campus has been adde;
Search Results: 79 Courses || City Public School website Infinite Campus Staff Resources
001.0 Kindergarten Attendance
0020 Art

We will continue to add and update documentation to these

003.0 Music

1
School Nofices J
040083

004.0 PE and Health

3) Roster all students to a grade level attendance course (001.0 Kindergarten Attendanc, 100.1 Grade 1
Attendance, 2002.2 Grade 2 Attendance, etc.) first. Click on the arrow next to the the grade level course
to see all of the sections built for a course.

Year 1314 ~  School Belair Elementary
Index Search Help 001.0 Ki

Course !
Course/Section -

Advanced Search

Course Sections

Search Results: 79 Courses o

¥ 001.0 Kindergarten Attendance
1) Sappington, Genette
2)Walk, Li

Click to see course

003.0 Music I sections
004.0 PE and Health
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4) Select the teacher in the first Section (Sappington, Genette). This will bring up the Section tab.

Year 13-14 ~  5chool Belair Elementary School - Calendar 13-14 Belair Elementary
Index Search Help 001.0-1 Kindergarten Attendance
Teacher: Sappington, Genette
Course/Section - Section Staff Histary Roster Attendance Gradin
search Lourselse Save Delete

Advanced Search

Section Editor

SectionlD
-~ 184762
Search Resulis: 79 Courses = *Section Number  Teacher Display Name
 001.0 Kindergarten Attendance 1 Sappington, Genette
B Max Students Lunch Count Milk Count Adult Count
1) Sappington, Genetie
L = I 0 ] ] ]
2)Walk, Lisa Dual Credit Site Code
3) Roberts, Emily A
Room Skinny Seq Homeroom
4) Hulsey, Becky L -
» 002.0 Art Online Learning (Override)
"y e 3 PNy 4)

5) Click on the Roster Setup tab.
001.0-1 Kindergarten Attendance

Teacher: Sappington, Genette

Section Staff History Roster Attendance Grading By Task Grading By Student

Roster Setup

Save Student List and/or Copy Section

_—

Copy student from this section®

Current Roster(23/) Show Students in this grade only: -
" T ——— T o
L :

Roster Batch Edit

-

6) The listing on the right hand side gives a list of ALL students who are in the building in alphabetical
order. This can be narrowed down to GRADE by clicking on the drop down box and selecting the

needed grade.

001.0-1 Kindergarten Attendance
Teacher. Sappington, Genette
Section Staff History Roster Attendance Grading By Task Grading By Student Roster Setup Roster Batch Edit
Save Student List andlor Copy Section
Copy student from this section: -
Current Roster(23/) Show Students in this grade only: -
A
V- [ RS
st W i At
-
Sl Som T 8 G
Theanin e & 8 TS i
'u-“-l-.“%- L LR L

7) Select the appropriate grade from the drop down to narrow the list of students to select from.

001.0-1 Kindergarten Attendance
Teacher: Sappington, Genette
Section Staff History Roster Altendance Grading By Task Grading By Student Roster Setup Roster Batch Edit
Save Student List and/or Copy Section
Copy student from this section: - /
4
Current Roster(23/) Show Students inthi.sgndennll: K = I
A T o
LT U TR L B e -
-
Bt gt € AR
Lhemiiin e o W 053
P . b o 'u.,‘.u-‘-*. . L A S -
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8) Begin selecting the students who will be rostered in this classroom by clicking on the student’s name.
They will be appear in the Current Roster section of the page.

001.0-1 Kindergarten Attendance {

Teacher: Sappington, Genette
Section Staff History Roster Attendance Grading By Task Grading By Student Roster Setup Roster Batch Edit

Save Student List andior Copy Section

Copy student from this section: -

Current Roster(23/) Show Students in this grade only: K«

e — L T S —

9) After all students have been rostered to the section, click on Save Student List and/or Copy Section.
After saved, the Current Roster should show the number of students who have been rostered.

001.0-1 Kindergarten Attendance 1

Teacher: Sappington, Genette

Section Staff History Roster Attendance Grading By Task Grading By Student Roster Setup Roster Batch Edit

I Save Student List and/or Copy Section I

Copy student from this section: v
4
I Current Roster(23/) I ) Show Students in this grade only: K -

10) To remove a student from the roster BEFORE school starts, click on the student’s name in the Current
Roster section and it will remove the name from the list. Click Save Student List and/or Copy Section. A
warring will pop up. If doing this BEFORE school starts, click OK. If this is during the school year, click
Cancel.

You removed 1 student from the class:
G; + e

All existing attendance and grading scores for these students in this class will be deleted.
Continue?

OK ] [ Cancel

Creating and Assigning Sections

Courses and sections and teacher assignments will roll from year to year. However, there may be sections that
need to be added or teachers that need to be re-assigned or added each year. The steps below will show you
how to add a new section and assign/reassign teachers into sections.

Creating a section
1) Select the current Year, School, and Calendar.

Year 13-14 -~  School Belair Elementary School - Calendar 13-14 Belair Elementary School « a
Index Search Help District Notices
® [06M0/2014]
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2) Select the Search tab and choose Course/Section as the search type. Click “GO”. This will pull up a list of
all courses in the school for the year selected in step one.

Year 13-14 -  School Belair Elementary School - Calendar 13-14 Belair Elementary School ~ }
Index Search Help - District Notices
® [06M0/2014]
== = | YOU ARE IN STAGIN
Search Course/Section
.
Advanced Sear

Online Resources

A link to online resources for Infinite Campus has been add
|| City Public School website Infinite Campus Staff Resources

Search Results: 79 Courses

»

»001.0 Kindergarten Attendance

0020 At We will continue to add and update documentation to these
» 0030 Musie School Nofices {
» 004.0 PE and Health Mo school notices at this time. J
el 0.2 azdl -

3) Click on the course name that needs a section added.

Year 13-14 - School Belair Elem
Index Search Help -
Course/Section -
Search Course/Section
Advanced Sear
Search Results: 79 Courses |+ |
I = 001.0 Kindergarten Attendance. W
b
= 002.0 Art €W
= 003.0 Music School
- 004.0 PE and Health _ No sch

4) Click on the Section Tab.
001.0 Kindergarten Attendance

Course Sections Grading Tasks Standards Composite Grading Cours

Section Teacher Room Term Schedule | Period | Seats Taken Scheduling Group

e T W Lt

Edit 1 Sappington, Genette Year RS-ER 1-3 1231)
Editf 2 Walk, Lisa Year | RS-ER 1-3 (231)
Ed'rt| 3 Roberts, Emily Year | RS-ER 1-3 (231)
Add a Section

LY ¥ V" N

5) Click on Add a Section.

001.0 Kindergarten Attendance

Course Sections Grading Tasks Standards Composite Grading Co

Section Teacher Room Term Schedule Period  Seats Taken | Scheduling Group

Mk i e Pkl BT

Edit 1 Sappington, Genette Year RS-ER 1-3 [231)
Edit 2 Walk, Lisa Year | RS-ER 1-3 (231

: berts, Emily Year | RS-ER 1-3 (231)
Adda SectiDE

#‘_ﬁﬂ*’j
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6) Inthe Section Editor, enter the following information:
Section Number: Next sequenced number
Position Code: 60: Teachers
Semester Code: O: Full Year

*Section Number Ieacher Dizplay Nams

4

Lunch Count Milk Count Adult Count
0
Dual Credit Site Code
-
Room Skinny Seq Homeroom
-
Primary Teacher

There is no active primary teacher for this section.
Course Time Unit

Position Code
60: Teachers -

™

Caseload

Semester Code
0: Full Year - I}
B mr A ta1tr e

Assignment Comment

7) Mark the section Schedule Placements depending on the type of section that is being added.
*NOTE: Any time a section is added in a core class, an Art, Music, and PE section will need to be created
with a corresponding section number.
Attendance Course: Periods 1-6 in all columns
Reading, Writing, Language, Math, Science, Social Studies, Habits & Parent Comments Courses: Period
Courses in all columns
Art, Art Skills & Habits, Music, Music Skills & Habits, PE & Health, PE & Health Skills & Habits Courses:
Period Specials in all columns
Title 1 Reading, ELL, Concert Orchestra, Resource, and Speech and Language Courses: Period Nl in all
columns
Plan Time Course: Period Plan Time in all columns

Section Schedule Placement

period1 1 77777777777777777777777777777:
perioa2 1 re I O O = O = 2 2 e e e e 2 =2 = O B W R R W W
period 3 1 | v w| v | wee e e e e e e e e e e e @ @l @ @ @ @@ @ @
perioas I 77777777777777777777777777777'
period 5 1 77777777777777777777777777777‘
perioa 6 &2 77777777777777777777777777777|
Period Courses I |5 1 I ) O W
DDDDDDDDDDDDDDDDDDDDDDDDDDDDD'
Period i Il O|0(0 |0 ||0g|jg|o|jg|o|jo|jo|o|jo|jo|jo|jo|jo|jo|jo|l0 | 0|0 | O |O|jo|jo|o|O|.
O m [ e ) e Y O . Y . O o L o
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8) Click Create Section.

L I A A R = e e R e = e I = A I I e I I N = = e R = R R A R A A R R R R ]

L I O A e I I O = e e R N R R e A R R R N R

[ I 2 2 7 2 e = 2 2 2 2 7 e e e e 2 7 2 2 2 2 2 2 2 2 2 2 2 e 2R N e N N

el O |0 0| 0 |olo|olo|olo|olo|olo|ololalo|lolo|lololo| o |olo|lololololo|olo|olalo|lololo|ol o

Assigning a teacher to a section
Once a section is created a teacher needs to be assigned to the section.

1) Select the current Year, School, and Calendar.
Year 13-14 - school Belair Elementary School - Calendar 13-14 Belair Elementary School - a

Search Help -

District Notices
* [06/10/2014 ]

Index

2) Select the Search tab and choose Course/Section as the search type. Click “GO”. This will pull up a list of
all courses in the school for the year selected in step one.

Year 13-14 - School Belair Elementary School - Calendar 13-14 Belair Elementary School v )

o [ e Joe B
-|YOU ARE IN STAGIN

Online Resources
A link to online resources for Infinite Campus has been add!

Course/Section

Advanced Sear!

Search Results: 79 Courses || City Public School website Infinite Campus Staff Resources
» 001.0 Kindergarten Attendance . . .
0020 A We will continue to add and update documentation to these

» 003.0 Music School Notices
» 004.0 PE and Health No school notices at this time.
0400 Beadl

3) Click on the arrow next to the the grade level course to see all of the sections built for a course.

Year 13-14 - School Belair Elementary
Index Search Help - 001.0 K
Course
Course[Section -
Advanced Search et 2
@t 3 1 Course Sections
Search Results: 79 Courses il /Add a Sectio)
¥ 001.0 Kindergarten Attendance
1) Sappington, Genette
2) Walk, Lisa
quf.'___ Click to see course
* 003.0 Music sections
+ 004.0 PE and Health J

4) Select the section. This will bring up the Section tab.

| Year 1314 ~  School Belair Elementary School - Calendar 13-14 Belair Elementary School «
Index Search Help - 001.0 Kindergarten Attendance
Course Sections Grading Tasks Standards Composite Grading Course
Course/Section -
Search C ﬂ Section Teacher Room Term | Schedule Period  Seats Taken | Scheduling Group
sctvanced Search Ed| 1 i Genette Year | RS-ER | 1-3 (231)
Edf| 2 Walk, Lisa Year | RS-ER | 1-3 (231)

Edt| 3 Roberts, Emily Year| RSER | 13 (231

Edit| 4 Year | RS-ER 1-3 (00
Search Results: 79 Courses 5l \Add a Section

~ 001.0 Kindergarten Attendance
1) Sappington, Genette
2)Walk, Lisa

3) Roberts, Emily
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5) Select the Staff History tab.
| 001.0-4 Kindergarten Attendance

Teacher. Mone Assigned

Staff History

B Mew Primary Teacher |+ 1| New Teacher B Mew Section Staff

Section Roster Aftendance Grading By

Name | start Date | End Date | Dis
There is no active primary teacher for this section.

6) Select the New Primary Teacher button.
| 001.0-4 Kindergarten Attendance

Teacher: Mone Assigned

Section Staff History Roster Attendance Grading By

a Mew Primary Teacher B MNew Teacher a MNew Section Staff

Name | start Date | End Date | Dis
There is no active primary teacher for this section.

7) Select the Name drop down and select the teacher’s name from the list. If the teacher’s name is not in

the list, contact the Office of Student Information, Planning and Assessment.

scheduled term, or stop working in the section before the last day of the last scheduled term.

Staff History Detail
Primary Teacher

*Name Start Date End Date District Assignment

& ] .

Anderson, Renee
Binkley, Kali
Cook, Charlene
Cordray, Liz
Crocker, Blaine

L Dempsey, Gala
DeSimone, Carrie
Farmer, Glenda cher Display Name here wil update the value on the Section tab.
Farriz, Angela
Hall, Heather
Hamilton, Toree Eplay Name on the Section tab:
1 Hemphill, Sandra

m

rent Teacher Display Name from the Section tab:

—

Hulsey, Becky h I
ST T

Long, Cheryl

Luebbering, Katie

Owens, Tina

Raskers Am M LA . » » poos d

8) Select the District Assignment drop down and select Classroom Teacher from the list.

Staff History Detail [
Primary Teacher

1
*Name Start Date End Date Digtrict As=ignment 1]
Hulsey, Becky - E| Classroom Teacher -

Comments

1

Teacher Display Hame on Section

Making a change to the Teacher Display Name here will update the value on the Section tab,

) Continue using the current Teacher Display Name from the Section tab:

@' Use a new Teacher Dizsplay Name on the Section tab: Hulsey, Becky 1
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9) Click Save.
001.0-4 Kindergarten Attendance

Teacher: Mone Assigned

Section Staff History Roster Aftendance Grading By Task

E Save New Primary Teacher MNew Teacher New Section St

Name | Start Date | End Date | District Assi

Start Date and End Date fields should remain blank unless staff members start working in the sects
scheduled term, or step woerking in the section before the last day of the last scheduled term.

There is no active primary teacher for this section.

Staff History Detail 1
Primary Teacher 1
*Name Start Date End Date District Assignment p

Hulzey, Becky - H H Classroom Teacher « I
Commenis

Teacher Display Name on Section
Making a change to the Teacher Display Name here will update the value on the Section tab. 1

() Continue using the current Teacher Display Name from the Section tab:

@ Use a new Teacher Display Name on the Section tab: Hulsey, Becky I

10) If a section has been added to a Grade Level Attendance Course, repeat steps 3-10 for the following

courses for the appropriate grade level:
a. Reading
Language
Writing
Math
Science
Social Studies
Habits & Parent Comments
h. Plan Time
If a section has been added to an Art, Music, or PE and Health Course, repeat steps 3-10 for the
following courses for the appropriate grade level:
a. Art— Skills & Habits
OR
b. Music — Skills & Habits
OR
c. PE and Health — Skills & Habits

™ 0 o0 T

Changing teacher assigned to a section
As long as you are making staff changes for the upcoming school year you can follow the steps below to change

a teacher linked to a section.

1) Select the current Year, School, and Calendar.
Year 13-14 - School Belair Elementary School - Calendar 13-14 Belair Elementary School - i

Index Search Help District Notices
® [06M0/2014]
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2) Select the Search tab and choose Course/Section as the search type. Click “GO”. This will pull up a list of
all courses in the school for the year selected in step one.

Year 13-14 -~ School Belair Elementary School

Index | Search |He\p - District Notices

- Calendar 13-14 Belair Elementary School « }

* [06/1012014]

— o YOU ARE IN STAGIN

Online Resources
A link to online resources for Infinite Campus has been add!

Search Results: 79 Courses || City Public School website Infinite Campus Staff Resources

» 001.0 Kindergarten Attendance . B .

0020 At We will continue to add and update documentation to these
+003.0 Music School Notices ]

» 004.0 PE and Health No school notices at this time. ‘}
040.0.2aadi

3) Click on the arrow next to the the grade level course to see all of the sections built for a course.

Year 13-14 - School Belair Elementary
Index search Help - 001.0 K]
Course
Course/Section -
ﬂ Edtl 1
Advanced Search cat 2
cot 3 ] Course Sections
Search Results: 79 Courses

1) Sappington, Genette

»|  |Add a Sectio] (
¥ 001.0 Kindergarten Attendance L

2) Walk, Lisa
[hozsts Click to see course
~ 0030 Music 1 sections

4

» 0040 PE and Health

s

4) Select the section. This will bring up the Section tab.

Index Search - 001.0 Kindergarten Attendance
Course Sections Grading Tasks Standards Categories Grade Calc Options
| Course/Section v
search Courserseation | [
Advanced Search Edit 1  Roberts, Emily Gy IR s (o1 Grade Book
Edif 2 Walk, Lisa %‘1' MMZAC | 43 (01 Grade Book
Schiueter, Q1- | MM2Hr
Search Results' 171 Courses 4 |EA0 3 Alesha Q4 | s -3 00 Grade Book
\Add a Section
v 040K

1) Roberts, Emily
2) Walk, Lisa

3) Schiueter, Alesha

5) Select the Staff History tab.

001.0-1 Kindergarten Attendance

Teacher: Roberts, Emily

Section Staff History Roster Attendance Grading By Task Gradir

E New Primary Teacher [ )| New Teacher ﬂ New Section Staff

Assignment Start | Assignment End | Access Start | Access End |
[primary Teacher |
Roberts, Emily

6) Select the Primary Teachers Name

001.0-1 Kindergarten Attendance
Teacher: Roberts, Emily

Section Staff History Roster Attendance

Page 9 of 11 Office of Student Information, Planning and Assessment
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7)

8) A message will pop up asking if you are sure you want to delete, select OK

Select the Delete Button

001.0-1 Kindergarten Attendance
Teacher: Roberts, Emily

Section
Delet

0
n Savd e
Staff Hist #

Roster Attendance Grading By Task
k-8 New Primary Teacher H Mew Teacher E

Assignment Start | Assignment End | Access Siart | Ac
Pri Teachr
Roberts, Emily

Assignment Start and End date fields should remain blank unless staff members start working in the
scheduled term, or stop working in the section before the |ast day of the last scheduled term.
Access to this section is controlled by Access Start and End dates. To end a user's access to this se

Staff History Detail
Primary Teacher

Hame Disfrict Assignment
Roberts, Emily Classroom Teacher ¥
Assignment
Start Date End Date

Access to Section Dates

® Unresticted Start Date End Date

' Date Range

jeffersoncitymo.infinitecampus.org says:

You are about to delete this Pnmary Teacher, are you sure?

Cancel

9) Select the New Primary Teacher button.

001.0-4 Kindergarten Attendance

Teacher: Mone Assigned

Section Staff History Roster Attendance Grading By

B Mew Primary Teacher B Mew Teacher B Mew Section Staff

Name | start Date | End Date | Diss

There is no active primary teacher for thiz section.

10) Select the Name drop down and select the teacher’s name from the list. If the teacher’s name is not in
the list, contact the Office of Student Information, Planning and Assessment.

scheduled term, or stop working in the section before the last day of the last scheduled term
Staff History Detail

Page 10 of 11

Primary Teacher
*Name Start Date End Date District Assignment
G| | -4

Anderson, Renee
Binkley, Kali
Cook, Charlene
Cordray, Liz
Crocker, Blaine
Dempsey, Gala
DeSimone, Carrie
Farmer, Glenda cher Display Name here will update the value on the Section tab
Farris, Angela
Hall, Heather
Hamilten, Toree Eplay Name on the Section tab:

Hemphill, Sandra
I Hulsey, Becky I

1
-

ent Teacher Display Name from the Section tab:

Long, Cheryl
Luebbering, Katie
Owens, Tina

Raskers Am M b . " . » 2
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11) Select the District Assignment drop down and select Classroom Teacher from the list.

Staff History Detail
Primary Teacher

*Name Start Date End Date District Assignment
Hulzey, Becky - H Tof Classroom Teacher -
Comments

Teacher Display Name on Section
Making a change to the Teacher Display Name here will update the value on the Section tab.

() Continue uging the current Teacher Dizplay Name from the Section tab:

et 1 00 it . i

@ Use a new Teacher Dizplay Name on the Section tab: Hulsey, Becky

12) Click Save.

001.0-1 Kindergarten Attendance
Teacher: Roberts, Emily

Section Staff History Roster Attendance Grading By Task Gr

New Primary Teacher New Teacher New Section Staff

IAssignmentslaﬂ Assignment End | Access Start | Access Er

There is nd%ctive primary teacher for this section.

Asszignment Start and End date fields should remain blank uniess staff members start working in the section
scheduled ferm, or stop working in the section before the |ast day of the last scheduled ferm

Access to this section is controlled by Access Start and End dates. To end a user's access to this section, e

“Name Disfrict Assignment
Bearden, Jennifer v v
Assignment

Start Date End Date

13) If a section has been added to an Grade Level Attendance Course, repeat steps 3-12 for the following
courses for the appropriate grade level:

a. Reading

b. Language

c. Writing

d. Math

e. Science

f. Social Studies

g. Habits & Parent Comments

h. Plan Time
If a section has been added to an Art, Music, or PE and Health Course, repeat steps 3-12 for the
following courses for the appropriate grade level:
d. Art— Skills & Habits
OR
e. Music — Skills & Habits
OR
f.  PE and Health — Skills & Habits
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