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General Information

e If the student is part time, their schedule needs to reflect the class they are attending throughout the
week. See the “Enrolling a Part-Time Student” Document to see how to enter the student’s enrollment.
The instructions below walk through how to create a full schedule.

o Ex: If astudent just comes for Art, Music, and PE, they will need to be rostered to an Art, Music,
and PE section.
o Ex: If astudent just comes for PE, they will need to be rostered to a PE section.

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]

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
® [06/M10/2014]

e % YOU ARE IN STAGIN

Search Results: 79 Courses

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

»

»001.0 Kindergarten Attendance
> 002.0 Art

We will continue to add and update documentation to these

003.0 Music
004.0 PE and Health

1
- School Notices ‘}
400 Baadl

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

Year 13-14 - School BelairEIemq'
Index Search Help District]
* [06/f

4
Course/Section - Y
L
Advanced Sear

Oniii

A link

Search Results: 79 Courses ijy,(
I 001.0 Kindergarten Attendance ! ‘

‘ We n

»003.0 Music
» 004.0 PE and Health

= 002.0 Art
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4) Click on the Section Tab.

Edit 1 Sappington, Genette Year RS-ER 1-3 1231)
Ed'rt| 2 Walk, Lisa Year | RS-ER 1-3 (237}
Editf 3 Roberts, Emily Year | RS-ER 1-3 (231)
Add a Section i
A e B phe— o el P e n b e ot BB i ok o E— g — L -
5) Click on Add a Section.
001.0 Kindergarten Attendance
Course Sections Grading Tasks Standards Composite Grading Co

6)

Page 3 of 28

001.0 Kindergarlen Attendance

Course Sections Grading Tasks

Section Teacher

Standards

Composite Grading

COUFS;

Room Term  Schedule | Period | Seats Taken  Scheduling Group

Section Teacher
Edit 1

Room Term Schedule Period | Seats Taken | Scheduling Group

ol bl ‘..E A

Sappington, Genette Year RS-ER 1-3 [230)
Edit 2 Walk, Lisa Year | RS-ER 1-3 (2301)
2 1-3 (230)

berts, Emily Year | RS-ER
Adda SectiDE

D i

In the Section Editor, enter the following information:

Section Number: Next sequenced number
Position Code: 60: Teachers
Semester Code: O: Full Year

4
Lunch Count Milk Count Adult Count

0 ] ] ]

Dual Credit Site Code

Room Skinny Seq Homeroom
- O
Primary Teacher

There iz no active primary teacher for this section.
Courze Time Unit

Position Code
60: Teachers -

e

Caseload

Semester Code
0: Full Year - [}
A a1t e

Assignment Comment

*Section Number Iaacher Dizplay Name

Office of Student Information, Planning and Assessment

Modified 2/28/18



7) Mark the section Schedule Placements depending on the type of section that is being added.

Any time a section is added in a core class, an Art, Music, and PE section will need to be created

*NOTE

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

8) Click Create Section.
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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 - i
Index Search Help District Notices

® [06M0/2014]

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
® [06/10/2014]

~==—"_1YOU ARE IN STAGIN

Advanced Sear!
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
= 002.0 Art

We will continue to add and update documentation to these

» 003.0 Music i

School Notices
Mo school notices at t me.
040 0.Baadi

> 004.0 PE and Health

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 E\ementaryi
Index Search Help 001.0 Ki
Course
Course/Section - 1
Search Course/Sectio m
Advanced Search M
ix 3 | Course Sections
Search Results: 79 Courses ~|  |Add a Sectig]
¥ 001.0 Kindergarten Attendance i
1) Sappington, Genette !
2)walk, Lisa A« !
.
oz { Click to see course
—— N
» 003.0 Music 4 sections
» 004.0 PE and Health

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

I vear 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 Course/Section Section | Teacher Room Term Schedule Period Seats Taken Scheduling Group ]
Advanced Search Edit 1 i Ll Year | RS-ER 1-3 (230) F
! Edif 2 Walk, Lisa Year | RS-ER 1-3 (230) i
Editft 3 Roberts, Emily Year | RS-ER 1-3 (230)
Editft 4 Year | RS-ER 13 (01) ;
Search Results: 79 Courses e Add a Section
¥ 001.0 Kindergarten Attendance
1) Sappington, Genette
2) Walk, Lisa l
3) Robers, Emily i
4) L
l = e — )

& -

Page 5 of 28 Office of Student Information, Planning and Assessment Modified 2/28/18



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

*Hame Start Date End Date District Azsignment

& ] .

Anderson, Renee =
Binkley, Kali
Cook, Charlene
Cordray, Liz =
Crocker, Blaing

L Dempsey, Gala
DeSimone, Carrie
Farmer, Glenda cher Display Mame here wil update the value on the Section tab.
Farris, Angela
Hall, Heather
Hamitton, Toree Eplay Name on the Section tab:

Hemphill, Sandra

rent Teacher Display Name from the Section tab:

I Hulzey, Becky I

. L

Long, Cheryl

Luebbering, Katie
Owens, Tina
Raskers An_'lx M - -

b W i ¥ PO P

8) If the teacher is starting at the beginning of the year, start dates and end dates do not need to be
entered. If a teacher is starting after the first day of school place a start date in the record.

Page 6 of 28

Staff History Detail
Primary Teacher

*Name Start Date End Date istrict Assignment

Hulzey, Becky - E E -

Comments

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

) continue using the current Teacher Dizsplay Name from the Section tab:

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

e by g et il PN e o st oy

Office of Student Information, Planning and Assessment
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9) 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 Hame 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:
@ Use a new Teacher Dizplay Name on the Section tab: Hulsey, Becky

: St i,y 0 Rt oy, e et =

10) Click Save.
001.0-4 Kindergarten Attendance

Teacher. Mone Assigned

Section Staff History Roster Attendance Grading By Task

E Save Mew Primary Teacher Mew Teacher MNew Section St

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

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

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

Hulsey, Becky - H H Classroom Teacher - r
Comments

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

-

11) If a section has been added to an Grade Level Attendance Course, repeat steps 3-10 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 3-10 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

Page 7 of 28 Office of Student Information, Planning and Assessment Modified 2/28/18



Changing teacher assigned to a section (beginning of year only)

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 ~ a
District Notices
® [06M0/2014]

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.

Index Search Help

Year 13-14 - School Belair Elementary School - Calendar 13-14 Belair Elementary School 1
Index Search Help District Notices
® [06/10/2014]

% YOU ARE IN STAGIN

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

8earch Results: 79 Courses

| »

» 001.0 Kindergarten Attendance . . }
+002.0 At We will continue to add and update documentation to these

» 003.0 Music ]
» 004.0 PE and Health

School Notices ‘}
0400 Baad

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 E\ementaryi
Index  Search  Help 001.0 K§
Course
Course/Section - 1
Course/Section ﬁ
Advanced Search Fat 2
it 3 { Course Sections
Search Results: 79 Courses +|  |Add a Sectig)

¥ 001.0 Kindergarten Atendance

4

{

1) Sappington, Genette L
2) Walk, Lisa A 1
| .

Emz*-_____
> 003.0 Music
» 004.0 PE and Health

.

Click to see course
sections

P———
-— o—..n——J

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 Option:
Course/Section ¥

Search Gourse/Section Section Teacher Room Term Schedule | Period Seats Taken Scheduling Group Guest Access

Advanced Search Edil 1  Roberts, Emily O MR s oy Grade Book
Edit 2 | Walk Lisa al MMIHC 4y (o0 Grade Book
" Schiueter, Q1- | M-M2 Hr
Search Results: 171 Courses Edil 3 Alesha Q4 LS 13 (07) Grade Book
\Add a Section
v 04 O indnsaactan A

1) Roberts, Emily
2) Walk, Lisa
=

3) Schlueter, Alesha
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5) Select the Staff History tab.

001.0-1 Kindergarten Attendance
Teacher: Roberts, Emily

Staff History

B MNew Primary Teacher 1 Mew Teacher B Mew Section Staff

Section

Mame Assignment Stari | Assignment End | Access Slart | Access End |

6) Select the Primary Teachers Name

001.0-1 Kindergarten Attendance
Teacher: Roberts, Emily

Section Staff History Roster Attendance

7) Select the Delete Button

001.0-1 Kindergarten Attendance
Teacher: Roberts, Emily

Section

s

Roster Attendance Grading By Task
Y| viow Primary Toacner [ now Teacnsr [

Assignment Start | Assignment End | Access Start | Ac

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 Disirict Assignment
Roberls, Emily
Assignment

Start Date End Date

[

Access to Section Dates
Start Date End Date

'* Unrestricted
~ nmne [ |

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

jeffersoncitymo.infinitecampus.org says:

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

Roster Attendance Grading By Task

Gradir

X

> | SR

Page 9 of 28
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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

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

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

1
et

-ent Teacher Display Name from the Section tab:

Huls Becky M I
s

Long, Cheryl

Luebbering, Katie
Owens, Tina
Raskers Am M b . " . » 2

Staff History Detail

Primary Teacher
*Name Start Date End Date District Assignment 1'
Hulzey, Becky - E| Classroom Teacher
4
Comments

Teacher Dizplay 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:
'@/ llse a new Teacher Display 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 Primery Teacher [ New Teacner [ New section stat

Assignment Start | Assignment End | Access Start | Access Er

ctive primary teacher for this section.

Assignment Start and End date fields should remain blank unless staff members start working in the section
scheduled term, 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 sechion, &

*Name District Assignment
Beardon Jomiter v [ e

Assignment

Start Date End Date
[ L I

Page 10 of 28 Office of Student Information, Planning and Assessment
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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
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 3-12 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

@m0 o0 T

Assigning a long term sub to a section
If a teacher is out for greater than 20 days a long term sub will be assigned to their classroom. The long term
sub will need to be listed as a teacher for each section the primary teacher is scheduled to.

1) Select the current Year, School, and Calendar.
IYear 1314 - School Belair Elementary School - Calendar 13-14 Belair Elementary School - I a

Index Search Help District Notices
* [06110/2014]

Kool oy — . prre——

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 + }

Inﬂexl Search |Hem District Notices
* [06110/2014]
- |YOU ARE IN STAGIN
.
Online Resources

Advanced Sear!
A link to online resources for Infinite Campus has been adde;
Search Resuls: 79 Gourses * || City Public School website infinite Campus Staff Resources

001.0 Kindergarten Attendance . . )
002.0 At We will continue to add and update documentation to these
003.0 Music -

0400 2aad J

004.0 PE and Health

3) Click on the arrow next to the the grade level course to see all of the sections built for a course.
Index Search Help 300.3 Grade 3 Attendar

Course Sections Grad]

Course/Section v

Click to see course
sections

Advanced Search
237.2 Music - Work Habits 2
245.2 PE & Heath - Social Sike
247.3 PE SbestlT~ Work Habits 2
53003 Grade 3 Attendance

1) Jones, Kourtey

Schedule Load Priortty

GPA Weight

2) williams, Teresa

3) Bruce, Kim

4) Brewer, Amy
301.3A13

302.3 Music 3
303.3PE & Health 3
310.3 Reading 3

Acivity

Course Sections

Homeroom  Allow student requ

Page 11 of 28 Office of Student Information, Planning and Assessment Modified 2/28/18



4) Select the section. This will bring up the Section tab.
Idex  Search  Help - 300.3 Grade 3 Attendance

Course Sections Grading Tasks Standards Composite Grading Course Rule
Course/Section -
Search Course/Seclion ﬂ Section Teacher Room Term | Schedule Period Seats Taken  Scheduling Group
Ad 45 h Edit 1 Jones, Kourtney Q1-04| RS-ER 1-3
vanced searc Edit| 2 | Williams, Teresa Q104 RSER | 13 [])
Edit 3 Bruce, Kim Q1-Q4| RS-ER 1-3 {01
Edit| 4 Brewer, Amy Q4] RSER | 13 {01)
2462 PE & Health - Social Skills 2 Add a Section

247.2 PE & Health - Work Habits 2
¥ 300.3 Grade 3 Attendance
2) Williams, Teres'

3) Bruce, Kim
A Brewer, Amy

5) Select the Staff History tab.
| 300.3-1 Grade 3 Attendance

Teacher- Jones, Kourtney

Section Staff History Roster Attendance Grading By Task Grading By Student
E MNew Primary Teacher B Mew Teacher E New Section Staff

Staff History

End Date District Assignment

6) Select the New Teacher button.
300.3-1 Grade 3 Attendance

Teacher: Jones, Kourtney

Section Staff History

Roster Attendance Grading By Task

B MNew Primary Teacher [+ Mew Teacher (+ 1 New Section Staff
Staff History

MName

lones, Kourtney

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.

Start Date and End Diate fields should remain blank unless staff members start working in the s:
first scheduled term, or stop working in the section before the last day of the last scheduledterrrj

Staff History Detail ]

Teacher 1
*Mame Start Date End Date District Assignment 4
B = @ - 1
Hudson, Katie "
Jones, Kourtney i
Koestner, Laura
Lawson, Bryan <'
Lee, Debbie L
Lueckenhoff, Amanda
i Moats, Stephanie 1
gﬁi?llilgél, SJ::::: r Display Wame here will update the value on the Section tab. 3
Roling, Jennifer t Teacher Display Mame from the Section tab: Jones, Kourtn r
S_chaefe_r, Holly y Mame on the Section tab: l—l i
Ll Silvey, Kim 1
Stafford, Michelle L 5
Starke, Jason De Wayne |~
Stoehr, Julie .
TS b
3
Tharne, Mary R ‘
oA, Terees =
| Wood, Julie -l D i
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8) If the teacher is starting at the beginning of the year, start dates and end dates do not need to be

entered. If a teacher is starting after the first day of school place a start date in the record.

Staff History Detail

*Mame Start Date End Date District Assignment
-l 3 3 -

Comments

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

Start Date and End Date fields should remain blank unless staff members start working in the s
first scheduled term, or stop working in the section before the last day of the |ast scheduled ten

Staff History Detail

*MName Start Date End Date District Assignment
Thompsaon, Maureen - 3 ™

Long Term Substitute
Comments

Teacher Display Name 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 Mame from the Section tab: Jones, Kourtney
) Use a new Teacher Display Mame on the Section tab: | Thompson, Maureen }

10) Click Save.

300.3-1 Grade 3 Attendance

Teacher: Jones, Kourtney

Section Staff History Roster Attendance Grading By Task Gradinf

Save

New Primary Teacher New Teacher New Section Staff

Staff &(ﬂw

Start Date District Assignment

ones, Kourtney

Start Date and End Date figlds should remain blank unless staff members start working in the section af
first scheduled term, or stop working in the section before the last day of the last scheduled term

Staff History Detail
Teacher

*Name Start Date End Date District Assignment
Thompson, Maureen - | [75] Long Term Substitute =
Comments

Teacher Display Name on Section

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

14) If a section has been added to an 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
g. Habits & Parent Comments
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
Page 13 of 28 Office of Student Information, Planning and Assessment Modified 2/28/18
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Scheduling BEFORE School Starts

Step 1: Roster Setup
Search>Course/Section: This tool allows you to set up the class list for a course.

*NOTE: 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.
Year 13-14 - School Belair Elementary School - Calendar 13-14 Belair Elementary School - i
Index Search Help District Notices
* [06/10/2014]
Loailo 1 Bl - . e

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 }

District Notices
® [06M0/2014]

YOU ARE IN STAGIN

Online Resources
A link to online resources for Infinite Campus has been adde;
City Public School website Infinite Campus Staff Resources

Index Search Help

Course/Section

Advanced Sear! )

Search Results: 79 Courses

»

»001.0 Kindergarten Attendance

Page 14 of 28

= 002.0 Art
» 003.0 Music
» 0040 PE and Health

We will continue to add and update documentation to these
1

School Notices

040 0.8 aadi

J

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 13-14

-

Index Search

CoursefSection

Advanced Search

Search Results: 79 Courses

¥ 001.0 Kindergarten Atendance

1) Sappington, Genette
2)Walk, Lisa

[hoosten—

School Belair Elementary
Help 001.0 Ki
Course ’

Edit|
Edit
Edit|
Edit

Course Sections

Click to see course

» 003.0 Music
» 004.0 PE and Health

.

i sections
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4) Select the teacher in the first Section (Sappington, Genette). This will bring up the Section tab.

Year 13-14 ~  School Belair Elementary School -~  Calendar 13-14 Belair Elementary
Index Search Help 001.0-1 Kindergarten Attendance
Teacher: Sappington, Genette
Course/Section hd Section Staff History Roster Attendance Gradin
Ea 2EE Save Delete

Advanced Search

Section Editor

SectionlD
. - 184762
Search Results: 79 Courses il *Section Number Teacher Display Name
* 001.0 Kindergarten Attendance 1 Sappington, Genette
~ Max Students Lunch Count Wilk Count Adult Count
1) Sappington, Genette
L : | ] O O O
2) Walk, Lisa Dual Credit Site Code
3) Roberts, Emily -
Room Skinny Seq Homeroom
4) Hulsey, Becky L -
» 002.0 At Online Learning (Override)
PO PR ) PR - P

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 Roster Batch Edit
Save Student List and/or Copy Section
Copy student from this section: -
4
Current Roster(23/) Show Students in this grade only: -
" TN A T W T T
t - S e

e S W [ el 0D

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 andior Copy Section

Copy student from this section: -

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

L

- 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 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 onlf: K

" T M BT T

Ve (8 RO S
ot St W 0 st

o N s 5T

N L

Page 15 of 28 Office of Student Information, Planning and Assessment Modified 2/28/18



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 and/or Copy Section

Copy student from this section: -

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

T —

e -——

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

Teacher: Sappington, Genette

Section Staff History Roster Attendance Grading By Task Grading By Student Roster Setup Roster Batch Edit
| [} save swgentList anaior copy secton |
Copy student from this section: -

T —

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

7 T \ ” o ——

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.

Gi

Continue?

You removed 1 student from the class:

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

[ OK H Cancel ]

11) For Art, Music, and PE and Health all grade level students will be rostered into 3 section for each
specials course (*NOTE: Pioneer Trail could potentially have 4 sections depending on student nubmers
in the grade level). Select the section listed under Art, Music, or PE and Health. This will bring up the

Section tab.

[| Year 13-14 - School Belair Elementary School
|
Index Search Help 002.0-1 Art
Teacher: Crocker, Blaine
Course/Section - Section Staff Histon
Save Student List an
Advanced Search
Copy student from this r»ectLo(F
Search Results: 79 Courses Gt Current Roster(23/)
001.0 Kindergarten Attendance Ballard, Lilyona D (K) 81322
v 002.0 Art Chen, Jazon (K) 92821 34SEIi
— Crump, Aaliyah M (K) 40436
1) Crocker, Blaine Davis, Kimani & (K} 687214
{}") Duewell, Kyle E (K} 65215&3
0o click to add a new section ,.I?hlarn‘a ;\\(1'(5”;?9
004.0 PE and Health tlian 11 (€)
i = Hale, Brady J (K) Eanns.smb
o A L
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12) Click on the Roster Setup tab.
002.0-1 Art

Teacher: Crocker, Blaine

i

:

L
Section Staff History Roster Aftendance Grading By Task Grading By Student Roster Setup ]
Save Student List and/or Copy Section }
Copy student from this section: - i
Current Roster(23/) Show Students in this grade only: -
B Tulerd . Apesiep 3 M 8 it
V. e (9 S
it At W 1 il WD
o R R TR " -
o PR bt — . PN D I ST

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

002.0-1 Art {
Teacher: Crocker, Blaine i
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: - i
Current Roster(23/) Show Students in thiz grade only: K~

(——— = T ir

g et W 0 D

ISR
A il s . g M

14) Roster the students into the approriate group for each Art, Music, PE and Health Section. Selecting the
students listed in the grade level by clicking on the student’s name. They will be appear in the Current

Roster section of the page.

002.0-1 Art
Teacher: Crocker, Blaine
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: v
Current Roster(23/) Show Students in this grade only: K+ i
4
P 109t a e . TR
L TN R S S i [T
T Coring Sttt W 18 WD Sttt 4
W T A ot L S & 0 ot .
I ¢ L
T Thane & T d Efvawin S +
T 2 Pttty e
e « 2
i : n
R

15) 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.

002.0-1 Art
Teacher: Crocker, Blaine
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: v
I Current Roster(23/) I Show Students in this grade only: K v
Td A S 8§ R - T
e DR i [ UL i
e B o R LR L gt Siipalt & 0 she e
L (B R T T *
L [E e
Theaie Thae & 1 TSeET e Efwmin e + et
Tty M W Fatvaiyy, s & &3 ]
L omin " Whns g [ TS TP L 3
. L Jawimy S Nl
i S 1 e S - e
Pa—— il i 5 i Lo o Ly
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Step 2: Roster Copy
Scheduling > Roster Copy: After students have been scheduled into the grade level attendance courses and the
Art, Music, and PE and Health courses, the students need to be rostered into the following courses: Reading,
Writing, Math, Science Social Studies, Spelling, Social Studies, Habits & Parent Comments, Art — Skills &
Habits, Music — Skills & Habits, PE and Health — Skills & Habits. The Roster Copy tool will allow you to easily
copy the rosters into each of these courses.
*NOTE: 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.

Use the Course Copy Chart (Appendix A) to help determine the source course and destination course in the next

steps.

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]
skl b — pp— .1

2) Select Scheduling > Course/Section as the search type.

i] Year 13-14 -
Index Search

Kailey Leesman
Student Information
Instruction
Census
Behavior
Health
Attendance

Courses

Add Course
Schedule Wizard
Fill Counselor
Fill Teams

Request Wizard

School BelairEi

Help '

prarre

oy

Roster Copy
3 Schedule Gap F

scheduling.RosterCop

Scheduling BuildComrstram

Student Gap Scheduler

Lunches

Scheduling Group

L i

LA.AA_A—

3) Select the Source Calendar. This is the calendar you are selecting to copy the roster from.

Roster Copy Wizard
This tool will copy some or all of the students from one class to ano

-
]
4
Destination Calendar j

Page 18 of 28

Source Calendar
13-14 Belair Elementary School ~ | 13-14 Belair Elementary d‘
Source Schedule Structu re[k Destination Schedule {
-

b
) gk J‘-‘*a-—-—l-d*-.d-qpqt-ﬂ-—lh-n--*-h—‘
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4) Select the Schedule Structure of Main.

Roster Copy Wizard
This tool will copy seme or all of the students from one class to another. If the student 2

Source Calendar ination Calendar }
13-14 Belair Elementary School ~  13-14 Belair Elementary School f
Source Schedule Structure Destination Schedule Structure
ain - -
Source Course Destination Course

' .

5) Select the Source Course. This is the course you are copying the roster from.

Roster Copy Wizard
This tool will copy some or all of the students from one classi
E
Source Calendar Destination Calen|
13-14 Belair Elementary School ~ 13-14 Belair Elemen
Source Schedule Structure Destination Sched
Main - i
Source Course Destination Cours‘;
001.0 Kindergarten Attendance -
Source Section Destination 5ec14

6) Select the Source Section. This is the section you are copying the roster from.
This tool will copy 2ome or all of the students from one clas

Source Calendar Destination Cal

M-&

13-14 Belair Elementary School ~ 13-14 Belair Ele
Source Schedule Structure Destination Sch
Main -

M

Source Course Destination Col
001.0 Kindergarten Attendance -

Source Section Destination
001.0-1 Sappington, Genette -

;
)
i
E

7) The Destination Calendar will always be the calendar selected at the top of the page. Select the

Destination Schedule Structure of Main.
Roster Copy Wizard

This tool will copy some or all of the students from one class to another. If the studel

1

Source Calendar Destination Calendar !
13-14 Belair Elementary School v |13-14 Belair Elementary School
Source Schedule Structure Destination Schedule Structure
Main - Main -
Source Course Destination Course k
001.0 Kindergarten Attendance - -
Source Section Destination Section
001.0-1 Sappington, Genette -

RUN )
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8)

9)

Select the Destination Course. This is the course you are selecting to copy the roster to. Use the chart

on page 12 and 13 to determine which courses need roster’s copied to.

Roster Copy Wizard
This tool will copy some or all of the students from one class to anether. If the student 4

Source Calendar

Calendar

13-14 Belair Elementary School

Source Schedule Structure
Wain

Source Course
001.0 Kindergarten Attendance

Source Section
001.0-1 Sappington, Genette

-

13-14 Belair Elementary School

Destination Schedule Structure

ain -

Destination Course

010.0 Reading -

Destination Section

i
|
]

Select the Destination Section. This is the section you are copying the roster to.

Roster Copy Wizard
Thie tool will copy some or all of the students from one class to another. If the student 3

Source Calendar

Calendar

13-14 Belair Elementary School

Source Schedule Structure
Wain

Source Course
001.0 Kindergarten Attendance

Source Section
001.0-1 Sappington, Genette

13-14 Belair Elementary School

Destination Schedule Structure
Main

Destination Course
010.0 Reading

Destination Section
010.0-1 Sappington, Genette

10) Click Run.

Roster Copy Wizard

This tool will copy some or all of the students from one class to another. If the student 3

Source Calendar Destination Calendar
13-14 Belair Elementary School »  13-14 Belair Elementary School
Source Schedule Structure Destination Schedule Structure
Main - Main -
Source Course Destination Course 1
001.0 Kindergarten Attendance - 010.0 Reading -
Source Section Destination Section
001.0-1 Sappington, Genette - 010.0-1 Sappington, Genette -

11) A message will appear with how many students were copied into the roster. Click Ok.

23 Rosters Copied.

12) Repeat the steps above for all Grade Level Attendance Courses and Art, Music & PE rosters.
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Scheduling AFTER School Starts

Walk-In Scheduler

Student Information General >Schedule: This is to be used to schedule individual students into classes if they
come in AFTER school starts. This tool allows you to put in a start date for the student in a class.

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]

2) Select Student Information > General

Index Search

Kailey Leesman

Help

General

¥ Student Information

= Counseling

Academic Planning

» Program Participation

» Health

[ o T BT Y

3) The Search tab will appear and choose Student as the search type. Enter the student’s name (last name

first) in the search box below and click “GO”. The student must be enrolled in the calendar selected in
step 1 in order for them to appear.

Help Aws Bis &

Grade: K #037791%

lndex
Student
Asn

Advanced Search

A AdHoc Letters

Summary Enr

Person Summa

Search Results: 1

K Ay, 25w &

Person Information

e

4) Select the students name

Index search Help A Bis &
Grade: K #037791933 DOB: Gender: M
Student - AdHoc Letters Waiver Records Transfer Misc ER 911 LEP Sernvices
e Summary Enrollments Schedule Attendance Flags Grades Transcript r
Advanced Search Person Summary Report Person Summary Repart w/ Picture Print Mailing Label Prir
PerzoniD
Search Results: 1 89035
MName Nickname 1
3
K A L L I
- A Gender Race Ethnicity
@ ¥ State Race/Ethnicity: H:Hispanic Mo Image &vailable
Federal Designation: 1:Hispanic/Latinc
Race(s):
Hispanic/Latino: ¥:Yes
Race/Ethnicity 01:Parent 1
Determination: Identified
Birth Date (Age: 5)
Student Number State ID .
Page 21 of 28 Office of Student Information, Planning and Assessment
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5) Select the Schedule Tab.
A Bis & i

Grade: K #037791933 DOB:( Gender: M

AdHoc Letters Waiver Records Transfer Misc ER 911 LEP Service
Summary Enroliments Attendance Flags Grades Transi
Table - Group by Course (Al Terms) 4 Display Active Courses Only E Print OR Choose a rea.

Term Q1 Term Q2 Term Q3
(06/16/14-10/15/14) (10/16/14-12/119/14) (01/05/15-03/11/15) (03/12/15-05/20115)

Lunch Time Non-Instructional 1
1 1 (09:00 AM - 10:02 AM ]
2 2 |10:02 AM - 11:04 AN 1]
3 3 [11:04 AN - 12:54 PM 21 {
4 4 |12:54 PM - 01:58 PM 1]
5 5 |01:56 PM - 02:58 PM ]
6 & |02:58 PM - 04:00 PM 1]

. .

6) Notice that the schedule is empty. Click on Walk-In Scheduler.
Ao Biv @

Grade: K #037791933 DOB: Gender: M
AdHoc Letters Waiver Records Transfer Misc ER 911 LEP Semvices APlus Report Comments 504 Restraint
Summary Enrollments Schedule Aftendance Flags Grades Transcript Credit Summary Assessment Behavior Tran:

Table - Group by Course (Al Terms) o Display Active Courses Only E Print OR Choose a report option

Term Q1 Term Q2 Term Q3 Term Q4
(06/16/14-10/15/14) (10116/14-12/19/14) (01/05115-03/11/15) (03/12/15-05/20115)

n Scheduling Messenger

7) Each period should be showing a blue “Empty” hyperlink. Click on the first period.

AdHoc Letters Waiver Records Transfer Misc ER 911 LEFP Senices APlus

Summary Enroliments Schedule Attendance Flags Grades Transcript Credit Summary

Table - Group by Course (All Terms) o Display Active Courses Only E Print OR. Choose a report option « Vfiew Schedule E Scheduling Messenger

[ Load [ unioad [% End [¥f Restore [§, Search

Terms

Effective Date g

uﬁr1srzo140i11m15rzu14 1or1srzo1£2~:-'::~-zu14'
|Every ey [ewere [ewemy |
EMPTY EMPTY EMPTY
EMPTY EMPTY EMPTY
[[ewery EMPTY EMPTY EMPTY
Eewery EMPTY EMFTY EMPTY
Elewery EMPTY EMPTY EMPTY

Frv——Ty p— PUSEPPR

Report Comments 504

Assessment

Restraint

Behavior
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8) This will bring up the Section Search box. Make sure the Start Date is the first day the student will be in
class and that this date mataches the enroliment start date.
*NOTE: If a student is enrolled to start on a sepcific day but does not come in, the enrollment start date
AND schedule start date will need to be adjusted. If attendance has been entered on these days the

attendce records will need to be cleared out.
e

Transportation Fees Lockers Graduation Athletics AdHoc Letters Waiver Records Transfer Misc ER911

LEP Senices APlus Report Comments 504 Restraint Medical Academy Central Enroliment JCPS Waivers

Summary Enroliments Schedule Attendance Flags Grades Transcript Credit Summary Assessment Behavior
Table - Group by Course (Al Terms) Display Active Courses Only Print OR. Choose a report option View Schedule Scheduling Messenger

[# Lead [§ Unload [ End [§' Restore [§' Student Reguests

Effective Date

Start Date BI28M3 E
—

Course Name

Department - 5
Teacher

Term 1

Period 9 i
Schedule

9) Click on the grade level attendance course/section the student will be rostered into.
e B & !

Transportation Fees Lockers Graduation Athletics AdHoc Letters Waiver Records Transfer Misc ERSM

LEP Senices APlus Report Comments 504 Restraint Medical Academy Central Enroliment JCPS Waivers

Summary Enroliments Schedule Attendance Flags Grades Transcript Credit Summary Assessment Behavior
Table - Group by Course (All Terms) o Display Active Courses Only Print OR Choose a report option « View Schedule Scheduling Messenger

[ Load [ Unload [’ End [¥' Restore [}’ Student Requests

Effective Date

StartDate  apazots 7]
Course Number

Course Name

Department -
Teacher

Term al
Period 1
Schedule

0k
001.0-1 (9/0) Training, K1 TO1-04 P:1-3 IEPs 4
/”" 001.0-2 (7/0) Training, K.2 T.01-04 P.1-3 EPsY_J
LU0 o B B S v A v o
001.0-4 (9/0) Training, Q1-04 P1-3 EPs 0
001.0-5 (0/0) Roberts, Emily T:Q1-04 Px1-3 EPs: 0
010.0 Read\l&g

10) This will schedule the first three hours of the day. The student will also need to be rostered into the
other core subject courses (Reading, Language, Writing, Math, Science, Social Studies, Social Skills, Work
Habits, and Upcoming School Year). Select the Search button to pull up the Section Search box again.

Lockers Graduation Athleics AdHoc Letters Waiver Records Transfer Misc ER 811 LEF Services APlus Report Comments
504 Restraint or Removal Central Enrollment JCPS Waivers Person Documents 21st Century Grant Aftendance Documentation Natienal Student Clearinghouse
Summary Enroliments Schedule Aftendance Flags GCrades Transcript Credit Summary Assessment Behavior Transportation Fees
Table - Groun by Caurse (Al Temms) ¥ Display Active and Dropped Courses Prini OR | Choose a report option ¥ View Schedule Scheduling Messenger
(% Load [F unicad [ End [F Resta — [ save Reqs X ciear Regs [ Get Sched Regs
Effective Date = =3 y |3 ¥ 4 Team:
at a2 a3 Qs @ Course #
08/6/2015 - 101872018 10192018 - 122172018 01/03/2019 - 03/07/2019 03108/2019 - 061672019
001.0-1 001.0-1 001.0-1 001.0-1
M. 2 Hr ER) Kindergarien Aftendance | (M. 2 Hr ER, 3 Hr ER ) 2 Hr ER) Ki 2 Hr ER 3 Hr ER | Kindergarlen Afiendance
Start 08/21/2018 Start 082172013 Start 08/21/2013 Start 08/21/2018
001.0-1 001.0-1 001.0-1 Ry
2HIER 3HrER) 2 Hr ER) Ki 2HrER 3HrER | Ki v
Start 082172013 Start 08/21/2013 Start 08/21/2018
001.0-1 001.0-1 001.0-1 RY
(M.2 HIER 3HrER) 2 Hr ER) Ki 2 Hr ER 3 Hr ER | Kindergarlen Afiendance
Start 082172013 Start 08/21/2013 Start 08/21/2018 RY
001.0-1 001.0-1 001.0-1 RY
Attendance (M. 2 Hr ER) Ki ZHER) Attendance
Start 08/21/2013 Start 08/21/2018 RY
- 001.0-1 001.0-1 av
(M) Kindergarten Altendance rgarten Attendance (M) Kindergarten Attendance (M) Kindergarten Altendance
Start 082112018 12018 Start 08/21/2013 Start 082112018 v
001.0-1 001.0-1 001.0-1 001.0-1
(M) Kindergarten Altendance (M) Kindergarten Attendance (M) Kindergarten Attendance (M) Kindergarten Altendance RY
Start 082112018 Start 08/21/2013 Start 08/21/2013 Start 082112018 av
EMPTY. EMPTY EMPTY
EMPTY EMPTY EMPTY RY
EMPTY. EMPTY EMPTY RY
EMPTY. EMPTY EMPTY av
RY
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11) Enter a The teachers last name into the Teacher box and enter Courses into the Period box, then select

Lockers Graduation Athletics AdHoc Letters Waiver Records Transfer Misc ER 911 LEP Services A Plus Report Comments
504 Restraint or Removal Central Enrollment JCPS Waivers Person Documents 21st Century Grant Attendance Documentation National Student Clearinghouse
Summary Enroliments Schedule Attendance Flags Grades Transcript Credit Summary Assessment Behavior Transporiation Fees

E Display Active and Dropped Courses E Print OR E View Schedule n Scheduling Messenger
I Load [ unioad [ Ena [ Restore [ Student Requests Section Search

EffeciveDate | [5] Tems Wi qWi2@3i¥lg Stort Dat S
THtEs 8121/2018

Q2 Q3 a4
10192018 - 122172018 01/03/2019 - 030712019 03/06/2019 - 05/16/2019 ErrepltrE
001.0-1 001.0-1 001.0-1 001.0-1 Course Name.
(M. 2 Hr ER) Kindergaren Attendance| (M. 2 Hr ER, 3 Hr ER ) Kindergarten Attendance | (M. 2 Hr ER) Kindergarten Attend: M. 2 Hr ER. 3 HrER ) Ki Beparmentl ————
Start 0812112018 Start: 0812112018 Start 082112018 Start 052112018 v
001.0-1 001.0-1 001.0-1 001.0-1 . e |
(M. 2 Hr ER) Kindergarlen Attendance | (M, 2 Hr ER. 3 Hr ER ) Kindergarten Attendance | (M. 2 Hr ER) Kindergarten 2HrER, 3 HrER ) Ki
Star 08212018 Start 0812112018 Start 081212018 Start 08212018 =
001.0-1 001.0-1 001.0-1 001.0-1 F—
(M. 2 Hr ER) Kindergarten Attendance | (M, 2 Hr ER, 3 Hr ER ) Kindergarten Attendance | (M. 2 Hr ER) Kindergarten Attendance |(M. 2 Hr ER, 3 Hr ER ) Kindergarten Attendance Coursed| |
Start 062112018 Start 0672112018 Start 0812112018 Start 062112018
001.0-1 001.0-1 001.0-1 001.0-1 — pe——
(M. 2 Hr ER) Kindergarlen Attendance | (M, 2 Hr ER) Kindergarten Attendance (M. 2 Hr ER) 9 ttend: M, 2 Hr ER) Ki Hend: Search
Start 082112018 Start 082112018 Start08212013 Start 052112013 _Search |
001.0-1 001.0-1 001.0-1 001.0-1
M) Kancerg Hend M) Kingerg ttend, ) Kinderg ftend, M) Kancerg "
Start 062172018 Start 062172018 Start 08/21/2018 Start 062172018 001.0 Kindergarten Attendance
001.0-1 001.0-1 00101 00101 001.0-1(2/) Roberls, Emily TQ1-Q4 P-1-6 IEPs 0
(M) dttend () ttend ) ttend, (M) tend. 001.0-2(1/) Walk. Lisa TQ1-04 P-1-6 IEPs: 0
Start:08:2112018 Start:0812172018 Start:08/21/2018 Start: 052172018 133110673(;01539‘\1“:; Alesha TQ1-Q4 P:1-6 IEPs: 0
1 Grade 1 Attendance
EMPTY EMPTY EMPTY EMPTY 100.1-1 (1) Londrie, Arynn T-011-0Q4 P-1.6 IEPs 0
EMPTY EMPTY EMPTY 100.1-2 (0] Hall, Heather T-Q11-Q4 P:1-6 IEPs: 0
100.1-3 () Hufendiek Stephanie TQ1-Q4 P16
EMPTY EMPTY EMPTY s
EMPTY EMPTY EMPTY 100.1-4 (0/) Simpson, Melissa T-Q'1-Q4 P:1-6 [EPs: 0
300 3 Girada 3 Attandancs

12) Select the sections under each course (Reading, Language, Writing, Math, Science, Social Studies, Habit
& Parent Comments) to place each record into the Courses period.

Abbott, Conner G £ Health Condition
Grade: 01 #353163008 DOB: 07/21/2011  Gender M

Lockers Graduation Athletics AdHoc Letters Waiver Records Transfer Misc ER 911 LEP Services APlus Report Comments
504 Restraint or Removal Central Enrollment JCPS Waivers Person Documents 21st Century Grant Attendance Documentation National Student Clearinghouse
Summary Enroliments Schedule Attendance Flags Grades Transcript Credit Summary Assessment Behavior Transporiation Fees

Table - Group by Gaurse (All Terms) E Display Active and Dropped Courses E ErintOR | Ghooss arepert oplion ¥ E View Schedule n Scheduling Messenger
e s 3 1 i

Terms (W ¢ (¥ 2 (#3144

— a2 @ at StatDate  [go1p018 [TH
0BA6/2015 - 10182018 10192015 - 127212018 01/03/2019 - 03/072019 03/06/2019 - 0511612019 ot
001.0-1 001.0-1 001.0-1 Course Name
Hr ER 3 Hr ER ) Kindergarten Attendance | (M, 2 Hr ER) Kindergar 2HIER 3HIER ) D

Start 08/21/2018 Start 08212018 Start 08212018

001.0-1 001.0-1 001.0-1 Team
(M, 2 Hr ER) Kindergarten Attendance | (M. 2 Hr ER. 3 Hr ER ) Kindergarlen 2 Hr ER) Kindergart 2HrER 3HIER) Teacher
Start 082172018 Stert 082172018 Start 02172018 Start 08213018 o
00101 00101 00101 00101 penod
(M. 2 Hr ER) Kindergarten Aftendance | (M, 2 Hr ER_ 3 Hr ER ) Kindergarien Attendance | (M. 2 Hr ER) Kindergarten 2HrER 3HIER) =
Stert 0572112018 Starl 057212018 Start 062112015 Slarl 08212018 Schedule

00101 001.0-1 001.0-1

2HIER)Ki tend (M. 2 Hr ER) Kindergarien Aftendance | (M, 2 Hr ER) Kindergarten Atiendance
Start 05212018 Start 082112018 Star08/21/2018

001.0-1 001.0-1 001.0-1 001.0-1
) ftend: M) Ki ftend (M) Kindergarten Atiend M) Kindergarten Attend
Start 082112018 Start 082112018 Start 082172016 Start 082172016
001.0-1 001.0-1 001.0-1 001.0-1 i
) M) (M) Kindergarten Attend (M) Kindergarten Attend Ll
Start 08/21/2018 Start 08/21/2018 Slart 08/21/2016 Slart 06/21/2018 D‘ 17) Roberts Emily TQ1-Q4 P-Courses IEPs.b
W K
010.0-1 010.0-1 010.0-1
(M. 2 Hr ER_3 Hr ER ) Reading K (M, 2 Hr ER) Reading K (M. 2 Hr ER 3 Hr ER ) Reading K
Start 03/21/2018 Start 082112018 Start 082112018
EMPTY EMPTY. EMPTY.
EMPTY. EMPTY. EMPTY.
EMPTY. EMPTY. EMPTY.

13) To schedule Art select the Empty hyperlink in the Specials period.

Lockers Graduation Athletics AdHoc Letters Waiver Records Transfer Misc ER 911 LEP Services A Plus Report Comments
504 Restraint or Removal Central Enroliment JCPS Waivers Person Documents 21st Century Grant Attendance Documentation National Student Clearinghouse
Summary Enroliments Schedule Attendance Flags Grades Transcript Credit Summary Assessment Behavior Transportation Fees

[ Table - Group by Course (All Terms) ¥ | E Display Active and Dropped Courses E Print OR E View Schedule n Scheduling Messenger
[ Load (7 Unioad (4 nd [F Restors [T student Requests
o i N L e SR NS I Y st
W

015.0-1 015.0-4
(M, 2 Hr ER) Social Studies K (M. 2 Hr ER. 3 Hr ER ) Social Studies K 2 Hr ER) Social Studies K (M. 2 Hr ER. 3 Hr ER ) Social Studies K
Start 082172018 Start 08/21/2018 Start 08/2172018 Start 08/21/2018

019.0-1 018.0-1 019.0-1 018.0-1
(M, 2 Hr ER) Habits & Pareni Comments K| (M. 2 Hr ER_ 3 Hr ER ) Habiis & Parent Comments K| (M, 2 Hr ER) Habits & Parent Comments K|(M, 2 Hr ER. 3 Hr ER ) Habils & Parent Comments K
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14) The Section Search box should still have the Start Date that was entered before. Select the correct

sections under the Art, Music, PE & Health, Art-Skills & Habits, Music-Skills & Habits, and PE & Health

—Skills & Habits Courses.

Lockers Graduation Athletics AdHoc Letters Walver
504 Restraint or Removal Gentral Enroliment JCPS Waivers
Summary Enroliments Schedule Aftendance Flags

Records Transfer Misc ER 9T LEP Services APlus Report Comments
Person Documents 21st Century Grant Attendance D
Grades Transcript Credit Summary. Assessment Behavior ‘Transportation Fees

[E3 pisotay Active and Dropped Courses [ Print R I view schecue [ sehecuing Messenger

[ Load (% Unioad [ End [ Restore [ Student Requests

e —

Terms (@] 2 @) 5 ¥ 4

001.0-1
(1, 2 Hr ER) Kindergarten Attendance [ (1,
Start 0812112018 Start 08/21/2018.

001.0-1

Qz
10119/2018 - 121212018

2 HIER, 3 HI ER ) Kindergarten Atiendance

a3

010372019 - 0310712019
001.0-1 001.0-1
(M, 2 Hr ER) Kindergarten Attendance [ (1,
Start 08212018 Start 08/21/2018.

Q4
03/08/2019 - 051162019

2 HIER, 3 Hr ER ) Kindergarten Atiendance

001.0-1 001.0-1
(M. 2 Hr ER) Kindergarien Atisndance.
start 082112013

start 082112018

(1, 2 Hr ER 3 Hr ER ) Kindergaren Attendance

- 001.0-1
(M. 2 Hr ER) Kindergarten Attendance.
Start 08212013

start 082112018

(M, 2 Hr ER 3 Hr ER ) Kindergarten Attendance

- 001.0.
M. 2 Hr ER) Kindergarien Attendance.

M,
Start 08/21/2018 Start 08/21/2018.

-1
2HIER 3 Hr ER ) Kindergarten Atiendance

- 0010
(M, 2 Hr ER) Kindergarten Attendance  [(M, 2
Start 05/21/2018 Start 08/21/201

1
Hr ER 3 Hr ER | Kindergarten Aftendance
8

001.0-1
(M, 2 Hr tend:
Start 08/21/2018

001.0-1

002 i
start 082172018

3 Attendance

001.0-1
Hr

001.0-1
tend:

3 tend:

(.2 (4.2 Hi
Start 082172018 Start 082172013

001.0-1
() Kindergarien Attendance:
Start 05212018

001.0-1
M) Kindergarten Attendance:
Start 08212013

001.0-1
(M) Kindergarien Attendance

001.0-1
(M) Kindergarien Attendance:
Start 08212013 13

)
Start 0821120

001.0-1
() Kindergarten Attendance.
start 082112018

001.0-1
M) Kindergarten Attendance:
start 0812112018

001.0-1
(M) Kindergarten Attendance

001.0-1
) (M) Kindergarien Attendance:
Start 0812112018 5

)
start 08/21/201

010.0-1
(M, 2 Hr ER, 3 Hr ER ) Reading K

010.0-1
(M, 2 Hr ER) Reading K .,
Start 08/21/2018

Start 08/21/2018

010.0-1
(M, 2 Hr ER) Reading K

Start 0821/2018 Start 0812112018

010.0-1
(M, 2 Hr ER, 3 Hr ER ) Reading K

011.0-1
(M. 2 Hr ER) Language K
Start 08/21/2013

011.0-1
(M, 2 Hr ER 3 Hr ER ) Language K
Start 08/212018.

011.0-1
(M. 2 Hr ER) Language K
Start 05/212013

011.0-1
Start 0812112018

(M, 2 Hr ER 3 Hr ER ) Language K

013.0-1 013.0-1
(M2 Hr ER) Math K (M2 Hr ER, 3 HrER ) Math K
82112018 Start 08/212018.

013.0.1
(M, 2 Hr ER 3 Hr ER ) Math K
Start 08/212018.

013.0-1
(M2 Hr ER) Math K
Start 08/21/2013

014.0-1 014.0-1
(M. 2 Hr ER) Science K (M. 2 Hr ER. 3 Hr ER ) Seience K

15) The student should now have

014.0-1
(M. 2 Hr ER) Science K

a full schedule.

Periods 1-6: 1 Grade Level Attendance Course
Perod Courses: 6 Subject Level Courses
Period Specials: 6 Speicals Courses

*NOTE: A Start Date MUST be listed if a student is starting a class after the first of School.

Summary Enroliments Schedule

Aftendance

Flags Grades Transcript

014.0-1
(M. 2 Hr ER. 3 Hr ER ) Seience K

Credit Summary

Assessment Behavior

&

Start Date @
‘Course Nunm:l

‘Course Name :l
T —
= —
Teacher :l

Term E

Period Specials

Schedule :I

DAIK -
002.0-1 (1) Grocker, Biine TQ1-04 P:Specials IEPs-
0
00202 (1) Crocker, Blaine 1O1-04 P-5pocials IEPs-
0
002.0-3 (1) Grocker, Bisine TQ1-04 P:Spacials IEPs-

.0 Music K
003.0-1(1/) McFal, Ryan TQ1-04 P-Specials IEPs: 0
PE & Health K.
1) Braun, Paige T01.04 F-Specials [ERs: 0
raun Page 7 2
128.0 Art Skills & Habits K
028,01 (0/) Crocker, Biaine T:11-Q14 P:Specials IEPs-

Q
057 0.7 (10 Crncker FiAne TO1-008 P anerial IFPs

[Table - Group by Course (All Terms) ¥ | Display Active and Dropped Courses E Print OR E Walk-in Scheduler n Scheduling Messenger

Term Q1
(08/16/18-10/18/18)

001.0-1 Kindergarten Attendance (M, M 2 HR ER)
Roberls, Emily, Team- K-Section 1

Start 08/21/2018

Term Q2
{10/1918-12/21/18)
001.0-1 Kindergarten Attendance (M, M 2 HR ER, M 3 HR ER )
Roberls. Emily. Team- K-Section 1

Term Q3
(01/03/19-03/07/19)

001.0-1 Kindergarten Attendance (M, M 2 HR ER)
Roberls, Emily, Team- K-Section 1

Transportation Fees
Term Q4
(03/0819-05/16/19)

001.0-1 Kindergarten Attendance (M, M 2 HR ER, M3 HRER )
Roberts. Emily, Team: K-Section 1

010.0-1 Reading K (M. M2 HR ER)
Roberts, Emily, Team: K-Section 1
£

Start: 08/21/2018

011.0-1 Language K (M. M 2 HR ER)
Roberls, Emily, Team- K-Section 1
Start: 0812112018

012,0-1 Writing K (M, M 2 HR ER}
Roberts, Emily, Team: K-Section 1
&=

Start: 08/21/2018

013.0-1 Math K (M, M 2 HR ER)
Roberts Emily. Team K-Seciion 1
Start: 08/21/2018

014.0-1 Science K (M, M 2 HR ER)
Roberts. Emily, Team- K-Secfion 1
=

Start 08/21/2018

015.0-1 Social Studies K (M, M 2 HR ER)
Roberts, Emily, Team: K-Seclion 1
Start: 08/21/2018

019.0-1 Habits & Parent Comments K (M, M 2 HR ER)
Roberts Emily. Team K-Seciion 1
=

Start 08/21/2018

010.0-1 Reading K (M M2HRER M3 HRER)
Roberts, Emily, Team: K-Section 1
&

010.0-1 Reading K (M. M2 HR ER)
Roberts, Emily, Team: K-Section 1
&

010.0-1 Reading K (M M2HRER M3HRER)
Roberts, Emily, Team: K-Section 1
4

011.0-1 Language K (M. M 2HR ER, M3 HRER )
Roberls. Emily. Team' K-Section 1
&

011.0-1 Language K (M. M 2 HR ER)
Roberls, Emily, Team' K-Section 1

011.0-1 Language K (M. M 2 HR ER, M 3 HR ER )
Roberts. Emily, Team: K-Section 1

012.0-1 Writing K (M, M 2 HR ER, M 3 HRER )
Roberts, Emily, Team: K-Section 1

012,0-1 Writing K (M, M 2 HR ER)
Roberts, Emily, Team: K-Section 1

012.0-1 Writing K (M, M 2 HR ER. M 3 HRER )
Roberts. Emily, Team: K-Section 1

013.0-1 Math K (M, M 2HRER M3 HRER )
Roberts, Emily, Team: K-Section 1

013.0-1 Math K (M M 2 HR ER)
Roberts, Emily, Team: K-Section 1

013.0-1 Math K (M, M 2 HRER M3 HRER )
Roberts, Emily, Team: K-Section 1

014.0-1 Science K (M. M2 HR ER. M3 HRER )
Roberts. Emily, Team K-Section 1

014.0-1 Science K (M. M 2 HR ER)
Roberts Emily, Team K-Section 1

014.0-1 Science K (M. M 2HR ER. M3 HRER )
Roberts. Emily, Team: K-Section 1

015.0-1 Social Studies K (M, M 2HRER M3 HRER)
Roberts, Emily, Team: K-Section 1

015.0-1 Social Studies K (M, M2 HR ER)
Roberts, Emily, Team® K-Section 1

015.0-1 Social Studies K (M M 2HRER M3HRER )
Roberts, Emily, Team: K-Section 1

019.0-1 Habits & Parent Comments K (M M2 HRER M3HRER )
Roberts Emily, Team K-Section 1

019.0-1 Habits & Parent Comments K (M, M 2 HR ER)
Roberts Emily, Team K-Section 1

019.0-1 Habits & Parent Comments K (M M2 HRER M3HRER )
Roberts. Emily, Team: K-Section 1

002.0-1 ArtK (M, M 2 HR ER)
Crocker Blaine, Team K-Seclion 1
Start 032172018

003.0-1 Music K (M. M 2 HR ER)
McFall, Ryan. Team: K-Section 1

Start 08/21/2018

002.0-1 Art K (M, M2HRER M3HRER)
Crocker, Blaine, Team: K-Section 1

002.0-1 ArtK (M, M 2 HR ER)
Crocker, Blaine, Team: K-Section 1

002.0-1 Art K (M, M2HRER M3HRER )
‘Crocker, Blaine. Team: K-Secfion 1

003.0-1 Music K (M M2HRER M3 HRER) 003.0-1 Music K (M_M 2 HR ER) 003.0-1 Music K (M. M2HRER M3HRER)
Ml Ryan. Team: K-Secfion 1

McFall, Ryan, Team: K-Secfion 1

McFall, Ryan, Team: K-Secfion 1

004.0-1 PE & Health K (M. M2HRER M3HRER )

004.0-1 PE & Health K (M. M 2 HR ER)

Office of Student Information, Planning and Assessment

004.0-1 PE & Health K (M. M 2ZHRER M 3HRER )

Modified 2/28/18



Scheduling Report

Student Gap Scheduler Report

After scheduling students into a class, it is a good practice to run the Student Gap Scheduler report. This report
will show any students who have not been scheduled into a class. Run the report before the first day of school
to ensure all students have been scheduled to a class.

Students may be on this list for several reasons:
e Astudent was missed and needs to be scheduled into a class
e Astudent moved and their enrollment has not been “End Dated”.
e Astudent moved and was “End Dated” but the “No Show” check box in their Enrollment has not been
marked.

1) Select the current Year, School, and Calendar

| vear 1314 ~  School Belair Elementary Schoal ~  Calendar 13-14 Belair Elementary School ~ | a
Index Search Help District Notices
* [06M0/2014]
Jodloos |

2) Click on Scheduling > Student Gap Scheduler

| Year 1415 +  scnool Beg
Index Search Help

Kailey Leesman
Student Information
Instruction
Census
Behavior
Health
Attendance

¥ Schs

ling
Courses
Add Course 1
Schedule Wizard

Fill Counselor

Fill Teams

Request Wizard

Roster Copy

Schedule Gap Filler
Scheduling Build Constraints

Student Gap Scheduler o]

-

There are two ways to run this report. Summary will only list students with gaps in their schedules. If a student
has not been scheduled, the report will show gaps for ALL periods. Detail will show a breakdown by period of a
student’s schedule. If a student isn’t scheduled into a period, the period will display in grey. If they are
scheduled into a period, the period will display an “X".

Summary Report

1) Grade: All Students
2) Enrollment Effective Date: First day of school
3) Select Summary
4) Select Schedule, then uncheck NI & Plan Time periods
5) Select Generate Report.
1213 Student Gap Scheduling Report
Belair Elementary School ‘Enrolimest Effective Date- 08162012
e e
T T L e P A g o W
Gap periods Gap periods
Student Gaps Torm_Schedule Period_Seq_  Student Gaps Term _Schedule Period_Seq
T 5 Yewr RS T T ® Yew RS T T
Student Number 9 . Year RS 2 2 Student Number. ‘ Yoar RS 2 2
Grade: 02 Gender: F Year RS 3 3 Grade: 02 Gender: M Year RS 3 3
Year RS 4 4 Year RS 4 4
Year RS 5 5 Year RS 5 5
— b 6 Year RS 1 1 A e 6 Year RS 1 1
Student Number. 4 . Year RS 2 Student Number: & ‘ Year RS 2 2
Grade: 4 Gender. F Year RS 3 3 Grade: 4 Gender. F Year RS 3 3
Year RS 4 4 Year RS 4 4
Year RS 5 5 Year RS 5 5
Year RS [ 6 Year RS 6 6
Ag mma brwis 6 Yea RS 1 1 Ao N 6 Yew RS 1 1
Student Number. 94 ‘ Year RS 2 2 Stydent Number: 14 0 Year RS 2 2
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Detail Report
1) Grade: All Students
2) Enrollment Effective Date: First day of school
3) Select Detail
4) Select Schedule, then uncheck NI & Plan Time periods
5) Select Generate Report.

Student Gap Scheduling Report

-13
ir 121 - Enrollment Effective Date: 08/16/2012
Belair Elementary School All Grades

701 Belair Drive, Jeffersan City MO 65109 )
Generated on 07/22/2012 01 2244 PM  Page 1 of 26 _ Selected periods: 6 Total Smdents: 0 .
X: Booked period  Shaded Cell: schedule gap  —non-extist or unselected period

Student Schedule Student Schedule
Ad — Term Year Al - Term Year
Student Number: RS Student Number: RS
Grade: 02 Gender. F ‘et Grade: 02 Gender: M et
Gaps: 6 Period 7 Gaps: 6 Period 7
[ Period3d | [ Perod3d |
[ Perodd [ Perodd
Period 3 Period 5
[ Period6 | [ Perods
Ag -t Term Year Al ¢ Term Year
Student Number: _ Student Number:
Grade: 04 Gender: F Period 1 Grade: 04 Gender: M Period T
Gaps: 6 Period 7 Gaps: 5 Period 7
Period 3 Peniod 3
[ Peroad
Period 5 Period 5 X |
[ Perod6
P - [T ] & - B
Student Number: « RS Student Number- RS
Grade: 03 Gender: M Period T Grade: 02 Gender M Period T
O c . PP - 7T e R—p—y R 77 Ty p——_——

APPENDIX A: Course Copy Chart

Use the following chart to help determine which source course you choose with which destination course.

Destination Course

010.0 Reading K

011.0 Language K

012.0 Writing K

013.0 Math K

014.0 Science K

015.0 Social Studies K

016.0 Habits & Parent Comments K

Source Course
001.0 Kindergarten Attendance

002.0 Art

026.0 Art — Skills & Habits K

003.0 Music

036.0 Music — Skills & Habits K

004.0 PE and Health

046.0 PE and Health — Skills & Habits K

100.1 Grade 1 Attendance

110.1 Reading 1

111.1 Language 1

112.1 Writing 1

113.1 Math 1

114.1 Science 1

115.1 Social Studies 1

116.1 Habits & Parent Comments 1

101.1 Art

126.1 Art — Skills & Habits 1

102.1 Music

136.1 Music — Skills & Habits 1

103.1 PE and Health

146.1 PE and Health — Skills & Habits 1
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200.2 Grade 2 Attendance

210.2 Reading 2

211.2 Language 2

212.2 Writing 2

213.2 Math 2

214.2 Science 2

215.2 Social Studies 2

216.2 Habits & Parent Comments 2

201.2 Art

226.2 Art — Skills & Habits 2

202.2 Music

236.2 Music — Skills & Habits 2

203.2 PE and Health

246.2 PE and Health — Skills & Habits 2

300.3 Grade 3 Attendance

310.3 Reading 3

311.3 Language 3

312.3 Writing 3

313.3 Math 3

314.3 Science 3

315.3 Social Studies 3

316.3 Habits & Parent Comments 3

301.3 Art 326.3 Art — Skills & Habits 3
302.3 Music 336.3 Music — Skills & Habits 3
303.3 PE and Health 346.3 PE and Health — Skills & Habits 3
400.4 Grade 4 Attendance 410.4 Reading 4

411.4 Language 4

412.4 Writing 4

413.4 Math 4

414.4 Science 4

415.4 Social Studies 4

416.4 Habits & Parent Comments 4
401.4 Art 426.4 Art — Skills & Habits 4
402.4 Music 436.4 Music — Skills & Habits 4

403.4 PE and Health

446.4 PE and Health — Skills & Habits 4

500.5 Grade 5 Attendance

510.5 Reading 5

511.5 Language 5

512.5 Writing 5

513.5 Math 5

514.5 Science 5

515.5 Social Studies 5

516.5 Habits & Parent Comments 5

501.5 Art

526.5 Art — Skills & Habits 5

502.5 Music

536.5 Music — Skills & Habits 5

503.5 PE and Health

546.5 PE and Health — Skills & Habits 5
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