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1.0 Elementary Scheduling Activities

This document relies on these activities having been completed at the District level:

¢ District calendar has been initialized, which pushes calendar dates down to the
individual schools.

¢ Elementary courses have been brought into the District course catalogue for use in the
School course catalogue.

o District and School Start-up Tasks Checklist has been completed (on
MyEducationBC.info site).

All activities below are done in the School View and is relevant specifically to scheduling
elementary students.

2.0 Set Default Transcript Definition

This may already have been completed but should be reviewed prior to beginning elementary
scheduling activities.

1. Go to the School top tab.
2. Click on the Setup side tab and choose the Details leaf.
3. Set the Default Transcript Definition > Name field as appropriate.

Note: This is only a default that will be assigned to courses when you bring them into your
school. This choice should represent the majority of the courses in your school.

Pages Student Staff Attendance Conduct Grades Assessment Schedule Extracurriculars Global Tools Admin

School Setup :: Raymer Elementary Q
Setup
(o Lomee Lo
» Details
B s C | BC Default Template
Online
Guided General Addre=s Registration
Tasks
Online School Identifier 2323014 Principal Pereirafrossard, Keithandrew
REgEE Namae Raymer Elementary -] Ve Frwrl
Schedules Type Standard v Vice Principal 2
Calendars School level Elementary v Vice Principal 3
District Online Leaming School @ O Vice Principal 4
Events
Start grade 0 Is inactive? O
Lol Number of grades 7 Is archive? N
Membership Build Year Context > School year 2024 Qx Class to Daily Attendance Procedure?
> & _DEV-PRF-|
(e Default Transcript Definition > Name [B Term K-9 2023 English EMG-DEV-PRF-EXT ]qx
School Sub Type Regular Day School v
Cashier's
Office Phone 1 250-769-9421
Ed. Plans Phone 2
Fax Number 250-870-5054
Grid Codes

Elementary Scheduling v4.9 Page 5
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3.0 Set School Schedule Preferences

This may already have been completed but should be reviewed prior to beginning elementary
scheduling activities.

1. Go to the School top tab.

2. Click on the Setup side tab and choose the Preferences leaf.
3. Inthe Category drop down (upper right), choose Schedule.
4. Ensure the Schedule Mode field is set to Secondary.

Pages Student Staff Attendance Conduct Grades Assessment Schedule Extracurriculars Global Tools Admin
School Setup :: Raymer Elementary Q
Setup
cn :
Setup
Details —_— I Category: | Schedule vI
Guided
Tasks General
Online IScnedu\e mode Secondary v I h Schedule Matrix
Registration
Elementary schedule grade level cut- 05 Default time filter to date =]
off
Schedules Homeroom
Section number pad length 4 Require room for homeroom fields on
i =

4.0 Create School Schedule and/or Set Active Schedule

The school must define a schedule with the start and end dates of the school year. These dates
are the “shell” for the schedule terms and grade terms. The school calendar dates should be
equal to or less than these dates.

1. Go to the School top tab.

2. Click on the Schedules side tab. Set the filter to All Records.

3. If you see the schedule year already created, click the blue link and confirm the start
and end dates are correct for your school.

4. If you do not see a current year schedule:
a. Click Options.

b. Select Add.
c. Populate the Name, Start Date and End Date.
d. Click Save.
Setup )
\
Online .
Registration Save X Cancel
Schedules Name * [2022-2023 Active Schedule
» Details
Start date * [06/09/2022 J:::
Calend
alendars End date * [29/06/2023 J::=:]
Events Schedule terms 171

Elementary Scheduling v4.9 Page 6



e <
cisia - MyEducation FUJITSU

e. Click Options and choose Set Active Schedule.
f. Click OK to confirm setting the schedule as the active schedule.

EYOYYSN Student  Staff  Aftendance = Conduct Grades Assessment Schedule Extracurriculars = Global = Tools = Admin

Schedules
Setup - —
| ETE— WO s = = g
Online i
RegsE 0 of 1 selected 7 Active Schedule

Schedules YearlD Name Start End DPC PPD Y Term
Details.
0O 20222023 »2022-2023 Active Schedule 14/08/2022 13108/2023 1 2 1 1"

Calendars

5.0 Set/Adjust School Calendar

Go to the School top tab.

Click on the Calendars side tab.

Select the checkbox beside the calendar year you want.

Click the Dates leaf.

Review the in-session and non-session dates in your calendar

a. To modify a date, click on the blue link, select or deselect the Is school in
session checkbox as appropriate. Click Save.

arwdeE

Note: School calendar dates are populated when the district initializes a calendar. If no
dates appear for your school, contact your district support to ask if the district calendar has
been initialized for the year. If the district calendar has been initialized and the dates do not
display in the school calendar, you can use the Initialize Calendar function in the School
Setup document to populate the dates for your school.

Elementary Scheduling v4.9 Page 7
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6.0 Prepare Grade Terms

Grade Terms must be entered for all schools in your district. In the School view, each school
will define the dates for each grade term. A sample is shown below:

Trimester Start Date End Date
Tril September 3 December 10
Tri 2 December 11 March 10

Tri 3 March 11 June 27

To create grade terms:

1. Goto the Grades top tab.

2. Click on the Grade Terms side tab.

3. Click Options on the menu bar and select Add.

4. Inthe Term ID field, begin typing Tri and select Tri 1, or use the Q. toselect Tri 1
from the picklist.

5. Define the Start date and End date for the trimester.

6. Click Save.

7. Repeat the above steps for Tri 2 and Tri 3. Click the Grade Terms side tab. All three
trimesters should be represented in the list.

1211212020 31572021

81202021

aaaaaaaa

Elementary Scheduling v4.9 Page 8
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7.0 Create a Schedule Structure

7.1 Define Full Year Schedule Term

Schedule terms are different from grade terms. Grade terms are dates that represent milestones
during the year when you report academic progress. Schedule terms are the date ranges during
which courses can begin and end. Elementary schools would typically only have one full year

schedule term as their courses run all year.
To create your school’s Schedule Term:

S e

Go to the Schedule top tab.
Click on the Structure side tab, then click the Terms sub-side tab.

Click Options on the menu bar and select Add.

In the Code field, select FY for a full year schedule term.

In the Name field, type Full Year.

Enter 1 in the Base terms per year field and click the Set button. A Term map box

will populate.

N

Check the Term map box. Two date fields will appear below Term Date Ranges

8. Enter the Start date and the End date for the full year term. (As this is a full year

term, your Start and End date fields will be the first and last day of school).

9. Three check boxes should appear in the Grade term cover map area. All three
boxes should be checked to tell the system that you will be preparing for three
reporting terms. Click Save.

School

Student = Staff  Attendance = Conduct = Grades

Master

Schedules

Courses

Rooms

Structure

Schedule Terms :: FY

D =D B
=3 =

Code

Name [Full vear

Base terms per year l:l ﬂ

Terms
» Detallz

Term map

Days

Periods

Bell Schedules

Elementary
Lunch
Configurations

Term Diate Ranges Start

1 WE/2020 i)

Grade term cover map

Schedule
Adfributes

End

/2802021 i)

=3 =3

Elementary Scheduling v4.9
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7.2 Set up School Schedule Day

For schools following the recommended approach to record attendance using the ATT-AM and
ATT-PM courses, one day and two periods will need to be created in the schedule structure.

1. Click the Schedule top tab
2. Click the Structure side tab and select the Days sub-side tab.
3. If there are no records, click the Options menu and select Add.

Schedule Days

Master

- |

Schedules

Add 0 of 1 selected (7

Maodify List
Courses g -
Mass Update.
Rooms Query 1 ,
Structure Show Selected
Omit Selected
Terms

Days
Details

Periods
Bell Schedules

Elementary
Lunch
Configurations

Schedule
Attributes

Rules

Academic Tracks

Pages School  Student Staff Attendance Conduct Grades  Assessment m Extracurriculars = Global = Tools

Admin

DPC

All Records

When the pop-up menu appears, enter 1 into the Day count field, and tab out of that area.

This will give you your section for filling in the information for this Day.

Schedule Days

Day count
Master |
Schedules

1 [ 1

N
Rooms [
Structure
Terms
Days
Details
Periods
Bell Schedules
Elementary

Lunch
Configurations

Schedule
Attributes

Rules

DPC

=

All Records

4. Putin the value of 1 for Identifier and Name fields.
5. Click the Save button.

6. This will create a single Day for your school.

Elementary Scheduling v4.9
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7.3 Set Up Two Periods for Attendance

For schools following the recommended approach to record attendance using the ATT-AM and
ATT-PM courses, one day and two periods will need to be created in the schedule structure.

1. Click the Schedule top tab.
2. Click the Structure side tab and select the Periods sub-side tab.
3. If there are no records, click the Options menu and select Add.

Pages  School Student Staff | Attendance Conduct Grades Assessment m Extracurriculars | Global | Tools | Admin

Schedule Period

Schedul

les

e 1 Wamber n | Pt : Stuay? veD

Roums o o1 an

Terms

Days

Periods.
Datsits

Bell Schedules
Elementary
Luneh
Configurations

Schedule
Adsibutes

Rules
Academic Tracks

Graduation

Recommendation
Controls.

When the pop-up menu appears, enter 2 into the Period count field, and tab out of that
area. This will give you two rows for filling in the period information. To make it easy to
identify these as attendance periods, you may want to consider using AM and PM as in the
screen shot below.

Perod count

MNumber Identifier Name
1 |AM || [Am 2 |
2 [PM | | [PM |

Elementary Scheduling v4.9 Page 11
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7.4 Define Bell Schedules

1. Click the Schedule top tab.
2. Click the Structure side tab and select the Bell Schedules sub side tab.

3. If there are no records, click the Options menu and select Add.

Pages  School Swdent Smff  Amendance = Conduct Grades Assessment CUILMIN Extracumiculars  Global | Tools  Admin

Bell Schedules :: Regular Daily Q

Elementary
Bell pericd umber Bell pericd loentiber  Periodo me Start e Endlime  Duration (Minutes]

Acsdemic Tracks m

Graduation

Give bell schedule Identifier a name like: Regular
Give bell schedule a name like: Regular Daily
Select the Include in Scheduling? Checkbox if you are using Build in your district.

N o g &

For each period (AM & PM), define start time and duration for morning period and the
afternoon period. Eg. Bell Period Number = 1, Bell Period Identifier = AM Start time =
8:36 AM Duration (Minutes) = 296

8. Click Save

7.5 Assign Day to Calendar.

1. From the School top tab, click the Calendars side tab,
2. Click the Dates leaf.

3. Use the icon to filter the list to Days in Session.

Elementary Scheduling v4.9 Page 12
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Pages School Student  Staff Attendance Conduct Grades ' Assessment  Schedule ' Extracurriculars Global =~ Tools  Adr

School Calendar :: 2020-2021 - Standard
Setu
Sl Yo T | errm—
Schedules ‘ Manage Filters...
1:9/8/2020 v = 0 of 296 selected
| | v All Records 7
Calendars . .
Details [ Date Days in Session DayNum

» Dates Not in Session

O 9/8/2020 " 0
Eils O emrzo20 N 0
Lockers O 9m0r2020 ¥ 1

O 91112020 Y 1
Membership

(] 91272020 N 0
Joumals 0 9132020 N 0
Cashier's O 91472020 Y 1
Office

(] 9/15/2020 Y 1
= O on6rR020 ¥ 1
Grid Codes O aMwiz0z0 ¥ 1

(] 9/18/2020 Y 1
Groups

O 919/2020 N 0

O 9/20/2020 N 0

In the Options menu, select Mass Update.

Select Schedule day number from the drop-down selection list for Field.

In the Value field, enter 1.

Click the Update button. All in-session dates should now display a 1 in the DayNum
field.

No o s

7.6 Assign Bell Schedule to Calendar

1. Select School top tab > Calendars side tab > Dates leaf

Filter = Days in Session

3. Options > Mass Update > Field = Schedule Bell, use Pick list to pick Value > and then
Update

4. Bell > Name field should now be filled with newly created Bell Schedule

N

Pages R LU Student  Staff  Attendance Conduct Grades Assessment Schedule Extracurriculars  Global Tools ~ Admin

School Calendar :: 2020-2021 - Standard
Satup =
Online —
Registration 10810972020 ~3] 0 of 296 selected &7
[—— i . _
Schodules [ Date InSession? b (== =l £ Bell > Name
@ tst0.myeducation.gov.becaaspen/massUpdate.do
Calendars O onesrzo20 "
e ] 092020 N Fieid [Schedule Ball v

» Oaten

O 1onana ¥ Valug QX Regular Dy
Events

0 1oe2e0 ¥ Regular Daiy
P == n = =
[T O 13wez020 N

O 1eooz020 ¥ Reguiar Daty
Journals

O 15092020 ¥ Reguiar Dy
Castiors B v 1 Reguiar Daty

O 1ieze ¥ 1 Reguiar Daty
Ed Plans

O 13002020 ¥ 1 Reguiar Dy
T 1 1o92020 N o
Groups 0 zomaz020 [ ]

[0 2uee2020 Y 1 Regular Daly

Elementary Scheduling v4.9 Page 13
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8.0 Define BC Department Codes (Optional)

Departments are a way of categorizing courses when you bring them into your school. Districts
may choose to manage these, or they may set the District > Preferences > Schedule for
department codes to be managed at the school level. Check with your district support staff to
determine if the schools can manage the department codes and if there are district standards
for categorizing courses. Then customize the reference table to suit the district or school

standards.

8.1 Add BC Department Codes at the School Level

Go to the Admin top tab.

Click the Reference side tab.

Find the BC Departments table in the list. Check the box beside the name.
Click the Codes leaf.

In the Options menu, select Add.

In the Code field, type the name of the department being added.

In the Description field, type the name of the department being added.

No ok wbdhRE

Pages School Student Staff Attendance Conduct Grades Assessment Schedule Extracurriculars Global Tools M

Reference Tables :: BC Departments :: New Reference Code - Common

Reference

» Codes

Field!

Comments

General Hidden By Code Dependencies Translate

Licenses
Code * New Department

Logs
9 Description [New Department ]

Local code

Elementary Scheduling v4.9 Page 14
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9.0 Assign Homerooms to Staff

In MyEducation BC, homeroom numbers are assigned to teachers through the School view >
Staff top tab. Homerooms can be assigned to an individual teacher by selecting the staff
member and entering the homeroom value into their details or en masse by using Modify List.
Students can then be assigned to the homeroom number associated to their teacher.

To assign homeroom numbers to staff:

1. Click the Staff top tab.

Click Options in the menu bar.

Select Modify List.

Clickthe -+ icon in the Homeroom column.

Enter the Homeroom value for each Teacher in the list.

Click the El icon to save your entries.
Click Options in the menu bar and select Modify List or click on the Staff top tab to
shut the function off.

No gapsMwd

Pages  School ' Student [JETLJ] Attendance Conduct Grades ~Assessment Schedule Extracuriculars  Global Tools  Admin

Staff List

Anendance

MName st Type Homeroom v Primary HmRm Tche HomePhone  CelProne  Emailt School > Name Status  User  Login GenPw EmployseNum

Elementary Scheduling v4.9 Page 15
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10.0 Assign Student Homerooms

A homeroom can be assigned to an individual student by selecting the student and entering the
homeroom value into their Details. Homerooms can also be assigned “en masse” by using
either Modify List or Mass Update.

10.1 Assign Homerooms to Individual Students:

1.
2.

3.

Click the Student top tab.

Check the box beside the student name and click the Details side tab, or click the
blue link of the student name.

In the Homeroom field on the Demographics sub-top tab, bottom of the page, use

the Q) icon to select the homeroom for the student, or begin typing the homeroom
name and let the field populate.
Click Save.

10.2 Mass Assign Homerooms to Students

10.2.1 Option 1: Modify List

1.

a » wbd

N o

Click the Student top tab. (You may wish to sort the grade column by clicking the

Grade column header, or use the icon to select Grade level = ? to narrow
the list of students).

Click Options in the menu bar.

Select Modify List.

Click the #* icon in the Homeroom field.

Use the Q. icon to select the homeroom for the student, or begin typing the
homeroom name and let the field populate.

Click the IZ[ icon to save the entries.
Click Options in the menu bar and select Modify List to shut the function off.

10.2.2 Option 2: Mass Update

1.

Click the Student top tab. (You may wish to sort the grade column by clicking the

Grade column header, or use the icon to select Grade level = ? to narrow
the list of students).

Elementary Scheduling v4.9 Page 16
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2. Place a check in the box beside each name to be assigned to the same homeroom.

3. Click Options in the menu bar and select Show Selected. The list of students
selected appears for confirmation.

4. Click Options in the menu bar and select Mass Update.

5. Inthe Mass Update pop-up window, set the Field value to Homeroom using the
drop-down menu.

6. Inthe Value field, type the homeroom to be assigned to all of the students selected.

7. Click Update. Accept the confirmations.

8. A Mass-Updated validation window will pop up. Click OK.

9. Change the icon from Custom Selection back to All Active Students.
10. Repeat the process until all students are assigned to the appropriate homeroom.

Elementary Scheduling v4.9 Page 17
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11.0 Create School Course Catalogue

The district course catalogue will need to be reviewed and adjusted as necessary for the needs
of the district. Elementary courses need to be brought into the district level before they will be
available for the school. This document assumes the district course catalogue contains the
necessary elementary courses.

Appendix B contains a list of all elementary courses available at the Enterprise level.

11.1 Create the School Course Catalogue

1. Go to the Schedule top tab.
2. Select the Courses side tab.
3. On the Options menu, select Add.
a. Ensure the Course Catalogue field is set to the current year.
b. The following tools can be used to select courses:
¢ School Level may be used to filter courses to the ones appropriate to
your school. K-5 courses are assigned a school level of Elementary.
Grades 6 to 8 courses are assigned a school level of Middle. Select All
K-5 courses, click OK to add them to the catalogue before switching the
filter to Middle for selecting grades 6-8 courses that may be needed.
e Ctrl F helps to search for courses and the selections will be retained as
you check the boxes beside the ones you want.
4. Check the box beside all the courses required in the school.
5. Click OK.

Pages School Student Staff Attendance Conduct Grades Assessment IS ULUIEW Extracurriculars Global Tools Admin

School Courses
Master ——
- | e v = =
Schedules
1:ATT--AM ol [> 0 of 64 selected (7
pourses CrsNo Description TransDef > Name RubricDef > Name
O s ¢ Grdlvl . » Name
[Courses
Detalls 0O ATT-AM AM Attendance School Comments
Build
R
eduest 0O ATT-PM PM Attendance School Comments
Sections
b t t O MADST06-L  APPLIED DESIGN SKILLS AND TECHNOLOGIES 6 06 3 Term K-9 2023 English EMG-DEV-PRF-EXT  Applied Design, Skills & Technologies 6-8 ~ School Comments
epartmen
(Codes
O MAE—K ARTS EDUCATION K KF 3 Term K-9 2023 English EMG-DEV-PRF-EXT  Arts Education K School Comments
Rooms O MAE--01 ARTS EDUCATION 1 01 3 Term K-9 2023 English EMG-DEV-PRF-EXT  Arts Education 1 School Comments
Structure [ MAE-02 ARTS EDUCATION 2 02 3 Term K-9 2023 English EMG-DEV-PRF-EXT  Arts Education 2 School Comments
Schedule O MAE--03 ARTS EDUCATION 3 03 3 Term K-9 2023 English EMG-DEV-PRF-EXT  Arts Education 3 School Comments
Attributes
MAE--04 ARTS EDUCATION 4 04 3 Term K-8 2023 English EMG-DEV-PRF-EXT  Arts Education 4 School Comments
gl
Rules
O MAE--05 ARTS EDUCATION 5 05 3 Term K-9 2023 English EMG-DEV-PRF-EXT  Arts Education 5 School Comments
Academic Tracks
O MAE--06 ARTS EDUCATION 6 08 3 Term K-9 2023 English EMG-DEV-PRF-EXT  Arts Education 6 School Comments
Graduation
O MCE--06 CAREER EDUCATION 6 06 3 Term K-9 2023 English EMG-DEV-PRF-EXT  Career Education 6-7 School Comments
gsﬁ;ﬂ?e"dam" [J MEN—K-L  ENGLISH LANGUAGE ARTS K KF 3 Term K-9 2023 English EMG-DEV-PRF-EXT  English Language Arts K School Comments
[0  MEN—K-LR ENGLISH K (READING, LISTENING, VIEWING) KF 3 Term K-9 2023 English EMG-DEV-PRF-EXT  English Language Arts K School Comments
Prefe
references

Elementary Scheduling v4.9 Page 18
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11.2 Define Course Details

You can view and edit courses one-by-one, but most fields on these screens are mass-
updateable and it will save time to use the mass update functions to adjust them, where the
same value will be assigned to multiple courses in your course catalogue. It may be helpful to
use the Report Card Field Set so all applicable fields are visible in the list.

1. Onthe Schedule top tab, click the Courses side tab.
2. Click on the blue link to view the details of the course.

a. On the General sub-top tab, the Department and Bank name can be populated.
However, you may prefer to use Mass Update functions for these fields. Other
fields on this screen do not need to be populated for implementation scheduling.
Consult your district on department standards.

3. Click Save.

Pages School ' Student Staff Attendance Conduct Grades ' Assessment QI ULICM Extracumiculars = Global Tools = Admin

School Courses :: 2020-2021 - MADST01 - APPLIED DESIGN SKILLS AND TECHNOLOGIES 1

Master
|
Schedules

Courses .

General Grading

Courses
» Details

Build Master type * Class Hide on transcript O
Request Number * MADSTO1 Hide on report card O
Sections
Description |AF'PUED DESIGN SkILLS AND TECHNOLOGIES 1 Hide from grade input O
Department N
Codles Short description Include in GPA O
EXTERNAL_COURSE_CODE Hide from atiendance N
Rooms
Department Applied Skills Credit 0.0
Stcturs LaNGUAGE weiot
Schedule MARK_GRADE_TYPE [ Teacher preparation
Attributes code
Allow recommendation
Total minutes per cycle 0
Rules Allow requested as sub |
Course Type Ministry
. Max requests D
Academic Tracks . : Fee Type
Alternate group
: Exclude from class
Graduation V|
Bank name |1 - Applied Design, Skills and Technologies 1 ‘QX size export L]
Recommendation Hide on PSR O
Controls
Preferences

4. Onthe Grading sub-top tab, review the settings for the following fields:

a. Term grades term map: all boxes should be checked.

b. Progress grades term map: all boxes should be checked.

c. Transcript Definition > Name: should be populated with the appropriate
transcript definition for the course. You may prefer to use Mass Update functions
for this field if the transcript definition is different from the default school setting.
(See instructions below screenshot).

d. Rubric Definition > Name: should be populated with the appropriate rubric
definition for the course. You may prefer to use Mass Update functions for this
field. (See instructions below screenshot).

e. Hide from grade input: should be unchecked if you want to enter student
grades for the course.
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f. Hide on report card: should be unchecked if you want the course to display on
the report card. You may prefer to use Mass Update functions for this field. (See
instructions below screenshot).

g. Disable text comments: should be unchecked if you want to enter comments
on courses for report cards.

h. Disable reference comments: should be unchecked.

i. Disable non-rubric grades: should be unchecked.

J.  Click Save.

! Pages School Student Staff Attendance Conduct Grades Assessment QI GUICE Extracurriculars Global Tools Admin

School Courses :: 2022-2023 - MADSTO06--L - APPLIED DESIGN SKILLS AND TECHNOLOGIES 6 I«

Master )
cn
Schedules

Courses

General Grading
Courses
» Details
Build Credit 0.0
Request .
Sections Weight 0.0
Academic level
Department
Codes Grade level 06
Rooms Include in GPA O
Term grades term map
Structure
Progress grades term map
Schedule Transcript Definition > Name 3 Term K-8 2023 English EMG-DEV-PRF-EXT qQx
Attributes
Rubric Definition > Name Applied Design, Skills & Technologies 6-8 Qx
Rules
Hide from grade input O
Academic Tracks
Report sequence number 0
Graduation
Hide on transcript O
Recommendation Hide on report card O
Controls
Disable text comments O
FIGISETESS Disable reference comments | ()
O

Disable non-rubric grades

To mass update a transcript definition:

1. Go to the Schedule top tab.

2. Select the Courses side tab and filter to Report Card Field Set.

3. Check the box beside all courses that will have the same transcript definition (ex. all
kindergarten courses)

On the Options menu, select Show Selected

On the Options menu, select Mass Update.

Using the drop-down options, set the Field value to Transcript Definition.

Using the Q icon, set the Value field to the appropriate transcript definition.
Click Update. Read and respond to the confirmation messages.

© N oG A
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To mass update a rubric definition:

1. Gotothe Schedule top tab.

2. Select the Courses side tab and filter to Report Card Field Set.

3. Check the box beside all courses that will have the same rubric definition (ex. all
primary courses)

On the Options menu, select Show Selected

On the Options menu, select Mass Update.

Using the drop-down options, set the Field value to Rubric Definition.

Using the Q icon, set the Value field to the appropriate rubric definition.
Click Update. Read and respond to the confirmation messages.

© N oGk

To mass update Department:

1. Gotothe Schedule top tab.

2. Select the Courses side tab and filter to Report Card Field Set.

3. Check the box beside all courses that will have the same department (example: all
Language Arts courses).

On the Options menu, select Show Selected.

On the Options menu, select Mass Update.

Using the drop-down options, set the Field value to Department.

Using the Q icon, set the Value field to the appropriate department.
Click Update. Read and respond to the confirmation messages.

© N o oA

To mass update Bank name:

1. Gotothe Schedule top tab.

Select the Courses side tab and filter to Report Card Field Set.

Check the box beside all courses that will have the same comment bank.
On the Options menu, select Show Selected.

On the Options menu, select Mass Update.

Using the drop-down options, set the Field value to Comment Bank Table.

Using the Q icon, set the Value field to the appropriate comment bank.
Click Update. Read and respond to the confirmation messages.

©N oM ®DN

To mass update Hide on report card:

1. Goto the Schedule top tab.

Select the Courses side tab and filter to Report Card Field Set.

Check the box beside all courses.

On the Options menu, select Show Selected.

On the Options menu, select Mass Update.

Using the drop-down options, set the Field value to Hide on report card.
Set the Value box to unchecked.

Click Update. Read and respond to the confirmation messages.

© N A WN
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12.0 Create Course Sections

Once the school course catalogue has been created and the attributes defined, you will need to
determine how many “sections” of each course you will need. For example, if you have two full
grade one classes, you will need two sections of each grade 1 course. Another example would
be if you have two full grade 4 classes and a blended grade 4/5 class, you will need three
sections of each grade 4 course.

12.1 Assign the Number of Sections to Courses

MyEducation BC has a function for creating sections for you, once you have identified how
many sections of each course you will need.

To define the number of sections:

See Appendix C for a sample table for determining the required number of sections for split
classes.

1. Goto the Schedule top tab and select the Schedule Attributes side tab (turns into
Course Attributes sub-side tab). If no courses are visible, go to Options > Refresh
to generate the current course list for attributes.

2. On the Options menu, select Modify List.

Click the [ icon in the Sections column to activate the fields.

4. Enter the number of sections you require for each course. The number of sections
becomes significant if there are split grade classes (see Appendix C).

w

5. Click the Micon to save your entries.

Pages  School Studemt Staff  Aftendance Conduct Grades Assessment QUTLIPIN Extracurriculars  Global  Tools  Admin

Course attributes 4
Master
@
Schadules
TATT--AM ~[= 0 of B7 salactsd &7 Courses To Schedule
e [ crsne Description sections P Y sena?
Raoams ATT-AM Daily Homeroom Attendance: 24 oo 00
S ATT-PM PM Atendance ! 0a 0
FFRALDS FRANGAIS LANGUE SECONDE-MMERSION § 2 00 o
FRRALDT FRANGAIS LANGUE SECONDE-IMMERSION 7 2 00 "
Course MADSTK APPLIED DESIGN SKILLS AND TECHNOLOGIES K 3 00 w0
Antribures
Dutails. MADSTO APPLIED DESIGN SKILLS AND TECHNOLOGIES 1 3 L1 [
wADSTO2 APPLIED DESIGN SKILLS AND TECHNOLOGIES 2 3 00 o
Studsnts
MADSTO3 APPLIED DESIGN SKILLS AND TECHNOLOGIES 3 i 0a 0
Student Groups.
MADSTOS APPLIED DESIGN SKILLS AND TECHNOLOGIES 4 4 00 o
Staff. MADSTOS APPLIED DES|GN SKILLS AND TECHNOLOGIES 5 4 00 [
Room Atibutes MADSTOS APPLIED DESIGN SKLLS AND TECHNOLOGIES s 00 w0
MADSTOT APPLIED DESIGN SKILLS AND TECHNOLOGIES T L 00 00
Rules
MAE—K ARTS EDUCATION K 3 00 o0
= MAE—KMU ARTS EDUCATION K MUSIC 3 oo 0o
Graduation WAE-0 ARTS EDUCATION 1 3 0a w0
MAE-0IMU ARTS EDUCATION 1 MUSIC 3 o0 I
Recommandation
ETED MAE-02 ARTS EDUCATION 2 3 00 %0
Prefarances MAE-02MU ARTS EDUCATION 2 MUSIC 3 0o 00
MAE-03 ARTS EDUCATION 3 4 00 o0
JAE-0L ATS EQUCATION 3 MUSIC i 20 20
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12.2

1.

Initialize Sections

Go to the Schedule top tab and select Master side tab (turns into Sections sub-side
tab).

On the Options menu, select Initialize Sections. This creates all the sections
indicated as required in Schedule Attributes.

Pages

School Student Staff Attendance Conduct Grades  Assessment Schedule Extracumriculars  Globa

Master Schedule
Master =
Options v m . Search on Course u\. e
Sections
Details Add Assign Track ID...
Rebuild
TE ur: Delete Build Class Pages...
sashers Term Schedule]
Roster Modify List Exports L
Mass Update... Group scheduling... FY FyY
Matrix View Query... | Initialize Sections. . | _ v Ey
Classes Show Selected Recalculate Enroliment Totals... = =9
Omit Selected Restore Deleted Section...
Class Size Studies S FY FY
Summary
Synchronize Schedule. .. FY FY
Schedules ] ATT-AM-Div 06F1 Div 08FI Daily Homeroom Attendance = FY FY
Courses O ATT-AM-Div 07 Div 07 Daily Homeroom Attendance FY FY
O ATT-AM-Div 08 Div 03 Daily Homeroom Attendance FY FY
Rooms

12.3 Define Section Details

Section details need to be defined, such as: Teachers, Schedule Terms, Schedule Expressions
and Platoons to sections.

You will need to define section details once the sections have been initialized. If you plan to use

Platoons for Group Scheduling this can also be assigned at this time (see Setting up Platoon
Codes for Group Scheduling below).

To update information on sections:

1.

No gk~ wbd

Go to the Schedule top tab and select Master side tab (turns into Sections sub-side
tab).

In the field set menu, select the Primary Teacher field set.

On the Options menu, select Modify List.

Click the [ icon in the Primary Staff > Name column to activate the fields.

Use the Q icon to choose the teacher name, or begin typing the name in the field.

Click the icon to save your entries.

Repeat the above process to populate the Platoon fields only if the school is using
platoon codes for group scheduling. Platoons should be the same as the teacher
homeroom number for the students to be placed in that section.
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8. Repeat the process for the Max field — assigning an appropriate class maximum for

9.

each section.
In the Options menu, select Mass Update.

10. In the Field drop-down, select Schedule Term.

11. In the Value field, use the Q icon to select the Full Year schedule term.
12. Click Update. This will set the FY schedule term for all courses and sections.

To modify information for an individual section:

1.

2.
3.
4.

Go to the Schedule top tab and select Master side tab (turns into Sections sub-side
tab).

Click on the blue Course link to open each section.

Adjust the section details as required.

Save.

12.4 Assign a Schedule Expression to Attendance Courses

If the school is using the ATT--AM and ATT—PM courses for attendance, these courses will
need a day and period assigned to them.

1.

Go to the Schedule top tab and select Master side tab (turns into Sections sub-side
tab).

Select all sections of the ATT—AM and ATT—PM courses. In the Options menu,
select Show Selected.

Click on the blue hyperlink of the first section in the list. This will take you to the
sections details.

Click the blue Edit Schedule hyperlink. A matrix will display.

If the section is an AM section, click the box beside AM. The box will change colour.
Click OK. The Schedule field on the course section will now display the AM period
and the day behind it in brackets.

Repeat this process for each section of the AM and PM courses, selecting the AM or
PM box in the matrix as appropriate.

Pages School Student Staff Attendance Conduct Grades Assessment QISTLINIM Extracurriculars Global Tools  Admin

Master Schedule :: ATT--AM-Div 03 - Daily Homeroom Attendance

f

8,

Different schedule across all terms
Master type Class
Term Code

Number = ATT-AM Q
Section number
Use multiple teachers [m]

Primary Staff » Name |

Primary Room =

Number w7 jax Days
ScheduleTem=>Code (Y |QX

Schedule AM(1) h \ J !

Use muitiple rooms (m]

Periods AM

T
JII
@
2

sction vpe ~ ection vpe schedyle |
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12.5 Create Additional Sections

If additional sections of a course are required, they can be created in this screen.
To create additional sections:
1. Onthe Options menu, select Add.

2. Use the Q- icon to choose a Course Code.
3. Type in the Section number you need.
4

Use the Q icon to populate the Primary Staff > Name, Primary Room > Number,
and Schedule Term > Code.

5. Use the drop-down menu to select the appropriate Platoon, if you use platoon codes
to group schedule students.

6. Populate the Enroliment maximum field with a value appropriate to how many
students can be scheduled into the section.

7. Check the Is section closed at max enrollment? checkbox if the system is to
restrict the section from additional students when it has reached the maximum.

13.0 Group Scheduling

Group scheduling allows you to take a group of students in a homeroom and mass load them
into all sections of all courses assigned to a specific teacher. There are two methods of group
scheduling for elementary schools:

Option 1: Create a snapshot to “push” students into their courses. It is important to remember
that the snapshot is not dynamic and will not automatically add students who have entered the
school after the snapshot has been created. Also, for blended homerooms (more than one
grade), a separate snapshot must be created for each grade in the homeroom to be used for
scheduling purposes.

Option 2: Use the platoon function. This requires a platoon reference table in which the
platoon codes exactly match the homeroom values assigned to teachers and students. These
platoon codes are then assigned to course sections and the group scheduling function is used
to find all the students in the matching homeroom/grade and place them in the class.
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13.1 Use Homeroom Snapshots for Mass Scheduling Students

Student homerooms can be captured in a snapshot and then “pushed” out into the courses or
sections of those courses that these students should be assigned. For split classes, users will
have to capture each grade grouping within a homeroom for scheduling.

13.2 Create the Homeroom Snapshot

Once students have been assigned a homeroom, they can be filtered based on this.
Remember that snapshots are “static” and will not automatically update when new students
enter the school or are added to classes.

Conduct = Grades Assessment Schedule  Extracurricul

On the Student top tab, click the icon and

choose the Homeroom =?

In the pop-up window, enter the desired homeroom.

Click Submit. You will be presented with a list of & Bsanibon pomne o

students in the homeroom selected. Sty S A

Ensure that all of the students are in the same grade. || = s

If there are students from more than one grade, you e

will need to select records from one of the grades by ——

checking the box beside their name. Then in the e n———

Options menu, select Show Selected. oo ey

Once the homeroom group has been filtered, go to ool A

the Options menu and select Snapshot. ot [ 8
B i

Elementary Scheduling v4.9 Page 26



nap <
cisia - MyEducation FUJITSU

In the pop-up window, click the New button.

Pages School EEULELIM Staff Attendance Conduct Grades Assessment Schedule Extracurriculars  Global

Student List
Details
Reports v Search on Name
Contacts ‘, dev03.myeducation.gov.bc.ca/aspen/manageRecordSets.do?m... — (] X 0 of 318 selected a
Attendance @ dev03.myeducation.gov.bc.ca/aspen/manageRecordSets.do?maximiz... &, |
N Photo YOG  School > Name q
Conduct 1record &7
Name OwnerType 1012492  View 2031 100 Mile House Elementary |
Transcript A -
> i @®  TRAX session snapshot Enterprise 50705186 View 2028 100 Mile House Elementary 4|
PEsERTTEE \ dev03.myeducation.gov.bc.ca/aspen/createRecordSet.do?deploymentl... — O X
@& dev03.myeducation.gov.bc.ca/aspen/createRecordSet.do?deploymentld=as... &
Academics i
Schedule
Owner [100 Mile House Elementary VJ
Membership (
Save as filter [}
Transactions o CRTEES, @ 4 Move to top of my list
D Alandou, Kahaanrahulkumar
Documents
(0  Alconcel, Ethanlokhei REEES D (TENEE
At Risk
[J  Allcock, Erickageorgette * @  Current List
Snapshots
O Alonsobuch, Mohammadhossein
[ Alanencanminnsl | irachanzha

Give your snapshot a name that represents the homeroom. There is an option to save the
shapshot as a filter, but you probably do not want these in the filters.

6. Click Save.
7. Repeat the process for all homerooms so you have a snapshot for each homeroom.

e For blended classes, you will have a snapshot for each grade in the homeroom.
For example, for a grade 4/5 class, you might have a snapshot called HR 101-
Grade 4 and a snapshot called HR 101 — Grade 5. This way, the appropriate
snapshot can be used to ensure only grade 4 students are going into grade 4
courses.
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13.3 Schedule Students Using a Snapshot

Once snapshots have been created for homerooms and course sections have been created to
match homeroom groupings, the students can be assigned to these.

1. Inthe Schedule top tab, select the Master side tab.

2. Click the Roster leaf. There is no need to select a course, and the course name that
appears for the roster does not matter; this is just a means to access the function. As
in the screenshot below, the Sciences humaines course has no bearing on the
process about to be carried out.

Pages School Student Staff Attendance Conduct Grades Assessment Schedule Extrac]

Master Schedule :: ATT--AM-2001 - AM Attendance

Master

N W

0 of 19 selected &7

Search on Name

Sections
Details

Rebuild

Matrix View

(. Name Pupil # YOG Homerocom Inclusion?

O Aryadoost, Hwijae 2651444 2035 2001 N

In the Options menu, select Add.
In the pop-up window, set the Schedule Mode to Push.

In the Students block, select Snapshots. The snapshots pick list popup window will
open for the user to choose from.

6. Select the snapshot to use and click OK.

: 0of 12
|1_Brown Bag Lunch V| selected ag

Search on Name QQ
[ Name OwnerType
] Brown Bag Lunch School
O HRM2001 KF School
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7. The multi-add students window will now display the number of students identified
from the snapshot.

8. Inthe Add to the following sections: field, click the Select button. A list of course
sections appears.

9. Select the course sections to add the students from the snapshot into. Multiple
sections can be selected and you can use the Ctrl + F function to search the list and
select records.

W, hitps//Ims01.myeducation.gov.bc... = O X W, https//Ims01.myeducation.gov.bc.ca/aspen/pickList.do - Google Chrome = O X
@& Ims01.myeducation.gov.be.ca/aspen/multiAddSt... ‘ # Ims01.myeducation.gov.bc.ca/aspen/pickList.do
|
T, [ <|[3ATT-PM 2009 v 1 of 180 selected (7
Remove from current 0 Search on Course Q.
section
O Course SecType  Platoon SecNo  Description
Students O ATT--PM-2009 2009 PM Attendance
O ATT--PM-2010 2010 PM Attendance
Current selection
Selection O  ATT-PM-2011 2011 PMAttendance
@®  Snapshots 0O  ATT-PM2012 2012 PMAttendance
LY
k)

Selected students. 19 " 0 MADSTOS-L-2011 2011 APPLIED DESIGN SKILLS AND TECHNOLOGIES 6
Add fo the following sections O MADST06--L-2012 2012 APPLIED DESIGN SKILLS AND TECHNOLOGIES 6
[ [ & sclect.. MAE—01-2002 2002 ARTSEDUCATION 1

O MAE--01-2003 2003 ARTS EDUCATION 1
i
O  MAE-01-2004 2004 ARTS EDUCATION 1
O MAE--02-2004 2004 ARTS EDUCATION 2
4 3

10. When the selection is complete, click OK. The sections will appear in a string in the
Add to the following sections: field.

11. Click OK in the multi-add window to “push” the selected students into the course
sections selected.

12. Click the Sections sub-side tab. You will see the Total column is populated with the
number

Pages School Student Staff Attendance Conduct Grades = Assessment Extracurriculars  Global Tools  Admin

Master Schedule

Master el =)
]  ETE— i

[ < |[2MAE-03-2008 v 0 of 180 selected £7
Rebuild
::ﬁ::ers O Course SecNo Description Teacher Term PrimaryRoom > Num Total
oster
O MAE-03-2008 2008 ARTS EDUCATION 3 Kunihiro, Kyuoungseol FY 14 17
Matrix View
O MAE-04-2007 2007 ARTS EDUCATION 4 Marisett, Tiberis FY 12 10
Classes O MAE-04-2008 2008 ARTS EDUCATION 4 Kunihiro, Kyuoungseel FY 14 5
o, M MAE_N4.2000 2000 ARTS ENLICATIAN 4 Hoith Alhein = 10 11
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13.4 Use Platoons for Group Scheduling

Platoons are a method of flagging courses that can be used with matching homerooms as a
means of group scheduling. This is where the match of the homeroom value between the
teacher, the student and the platoon becomes critical.

Example:

e Teacher A has been assigned a homeroom value of HR 01 in his/her staff record.

e 24 students have been assigned the homeroom value of HR 01 in their student record.

e A Platoon table has been created with a code of HR 01 to match the staff homeroom.

o A Platoon of HR 01 has been attached to Section 1 of all grade 3 classes assigned to
Teacher A. (MENS—03-001, MENR—03-001, MENW—03-001, MMA—03-001, MSC—
03-01, MSS—03-01, etc.)

In the above example, the group scheduling feature will assign all 24 students to Section 1 of all
the grade 3 classes assigned to Teacher A.

Where the students in HR 01 are in different grades (ie. a blended 2/3 classroom), group
scheduling will need to be run twice to place the students into the appropriate grade level of
courses within the homeroom.

Before beginning, you do a quick check to ensure your teachers and students have homerooms
and that matching platoons exist on your sections.

13.5 Set up Platoon Codes for Group Scheduling

Platoons are a way of grouping students by their homeroom value so they can be easily
scheduled into courses. The first step in this process is to create the Platoon Code reference
table.

To create the Platoon Code reference table:

When using platoon codes for elementary group scheduling, the key to success is to have the
homeroom value on the staff record, the homeroom value on the student record and the platoon
code reference table match exactly. For example, if the homeroom assigned to the teacher is
HR 10, the student record must show a homeroom assignment of HR10 and the Platoon code
created must be HR10 — no extra spaces, dashes, capitals, etc.

Go to the Admin top tab.

Click the Reference side tab.

Find the Platoon Code table in the list.

Check the box beside Platoon Code and click the Codes leaf.

PwbhPE

Reference Tables
[

Reference
Details

Codes 1______'

Fields

MName

Platoon Code

5. If you see items in the list already, click on their detalil.
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e Check the box beside the record.
e Click the Options menu, select Delete.

6. On the Options menu, select Add

7. Populate the Code and Description fields to match the homerooms assigned to the
school staff (homerooms can be assigned prior to the creation of platoon codes).
The values must be an exact match to the homeroom values on the staff and student
records.

8. Click Save.

Pages School ' Student Staff Attendance Conduct Grades Assessment Schedule  Extracurriculars

Reference Tables :: Platoon Code :: New Reference Code - Common

Reference

» Codes

Comments

General Hidden By Code Dependencies Translate

Licenses

Code ™ [

Logs Description |

Dependent code |

System code

Dizabled O
Sequence number ICI
Is a category? O
Category
Template Context |
=

9. Repeat until you have all the codes you need (match the homeroom numbers you
will give to your teachers and students below)

13.6 Confirm Setup

1. Staff top tab > Staff List — review values in Homeroom column.

2. Student top tab > Student List — filter students based on a given homeroom or sort
by clicking the Homeroom column header. The homeroom value must match the
homeroom attached to the teacher.

3. Schedule top tab > Master side tab (turns into Sections side-sub tab) — ensure
Platoon values assigned to sections match the homeroom values assigned to
teachers and students.

13.7 Group Scheduling Non-blended Classes

1. Gotothe Schedule top tab and select the Master side tab (turns into Sections sub-
side tab).
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2.

w

Use Platoon = ? filter to select the sections that have a platoon and homeroom
match.

On the Options menu, choose Group scheduling.

In the Load Students by Group pop-up window:

a. Leave Student field selection value at Homeroom.

b. The Section can be left at Current selection.

c. The Students can be left at all.

Click OK. This will populate the identified course sections for all students as long as
their homeroom matches the teacher homeroom and the platoon assigned to the
section.

13.8 Group Scheduling Blended Classes

1.

o

Go to the Schedule top tab and select the Master side tab (turns into Sections sub-

side tab).

Use Platoon = ? filter to select the sections that have a platoon and homeroom

match. You should see courses with different grade levels in the results.

Check the box beside all the courses in the filtered platoon that have the same grade

level.

On the Options menu, choose Show Selected.

On the Options menu, choose Group scheduling.

In the Load Students by Group pop-up window:

d. Leave Student field selection value at Homeroom.

e. The Section can be left at Current selection and should show the number of
sections you selected in Step 4.

In the Students section, click the Grade level radio button and select the appropriate

grade level from the pop-up picklist. Note that
even though the Selected students: may show
the total number of students in that grade, only
the ones with the matching homeroom and sections

platoon codes will be loaded into the selected ®  Currentcelecton 371
sections. o A
Click OK. This will populate the identified Sutents

course sections for all students as long as their

homeroom matches the teacher homeroom and SR

the platoon assigned to the section. O st
Filter for your platoon again and repeat steps 3 B

through 8 for the other grade level in the L) Clearexising siudert scheciles
blended class. wox [l % concl |

Student field selection

Homeroom  Q

@  Allstudents
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14.0 Individual Student Scheduling

14.1 Homeroom Assignment

14.1.1 Assigning Homeroom on Registration

Upon the registration of a new student to the school, Step 2 of the process provides the
opportunity to assign the homeroom.

Student Registration: Demographics Step 2 of 4
General Address
Legal first name * |Mmr||e |
Legal middle name |Marlah |
Legal last name * |Mnu5e |
Suffix
|f different than legal
Usual first name |Mmr||e |
‘ Usual last name |Mounse |
Gender *
Gender Identity
Date of birth (dd/mm/yyyy) * a Age 5
Homelrguage 8 [Egn QL
IHnmeroom [2002 Q KI
Grade sub level

14.1.2 Assigning the Homeroom for the Registered Student

1. Click on the Student top tab. Navigate to the new student (you can use Ctrl-F to search
for the student).

2. Click on the blue link for the student name to enter the student details screen. Enter the
desired homeroom by clicking the Q and choosing from the pick list.

3. Click Save.

14.2 Schedule the Individual Student

Scheduling individual students can be done in a variety of ways: using the homeroom/roster
method, using platoons, or through the Student top tab, Schedules side tab.
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14.2.1 Using Student top tab, Schedule side tab
For the scheduling of an individual student, the user can access the student workspace and
assign course sections. To do so:

1. From the Student top tab, select the student

2. Gotothe Schedule side tab > Workspace sub-side tab

Pages | School C k]

Student List :: a “« <« 2 » »

Detads
[V
Contacts Printer Friendsy Version

Student Schedule (0% scheduled - Class credits: 0.0) Oof0ssiected &7
Attendance Lock
P
Courss Description Term Scheduie o] Teacher Cissrm secType Team House Piatoon inclusion?

Canduct

Transcript

Assessments

N £ e [+ o]
Academics
Schedule Course Requests Show ca Juded from scheduling

Allow over ma

Schedule Number Description SecType Sectio TPYView Periods per eycle Stafl > Name TermCode TermContent Attemate? Priarity Inclusion? A1 Crsha Al 2> Crshio
Workspace No
Atributes — 3

Change a
(A © - [ oo [ oo
Conflicts

Requests

Graduation
Progress

3. From within the workspace in either list view or matrix view under Student Schedule,
click Select.

4. The Schedule Master Pick List window will open. Be sure to uncheck the Valid Sections
Only check box.

5. Make use of the wildcard feature for Course selection. An asterisk (*) can be used as a
wildcard example *01-001 is entered in the Course field as | want all grade one (01),
section one (001) courses. OR you can use the Platoon field and choose the appropriate

platoon.

6. Select the course sections and appropriate grade level for split homerooms for
scheduling and click OK

7. Once back in the Workspace click Post. The student will now be scheduled.
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I Course %2002 I Team

Period Al - House Requested only @]

Track ID i - I Platoon I I Valid sections only I

e i v Section type All A Allow conflicts O

Order by Allow all over max O

Department All

Grade Level All hd
< || 1:ATT-AM-2002 M . CwE2= M 3 of 16 selected (7

|Search on Cours, ‘O\|
O Teacher Description Name ID Term  Unrotated Schedule  Schedule  Total
ATT--AM-2002 Cataloctocan, Treya ~ AM Attendance FY AM(1) 19
ATT--PM-2002 Cataloctocan, Treya  PM Attendance FY PM(1) 19
O MAE--01-2002 Cataloctocan, Treya ~ ARTS EDUCATION 1 FY 8
MAE---K-2002 Cataloctocan, Treya ~ ARTS EDUCATION K FY 1
O MEN--01--L-2002  Cataloctocan, Treya ~ ENGLISH LANGUAGE ARTS 1 FY 8
MEN-—-K-L-2002  Cataloctocan, Treya ~ ENGLISH LANGUAGE ARTS K FY 11
O MMA--01-2002 Cataloctocan, Treya ~ MATHEMATICS 1 FY 8
MMA---K-2002 Cataloctocan, Treya  MATHEMATICS K FY i
O MPHE-01-2002 Cataloctocan, Treya ~ PHYSICAL AND HEALTH EDUCATION 1 FY 8
MPHE--K-2002 Cataloctocan, Treya ~ PHYSICAL AND HEALTH EDUCATION K FY 1
O MSC--01-2002 Cataloctocan, Treya ~ SCIENCE 1 FY 8
MSC--K-2002 Cataloctocan, Treya  SCIENCE K FY 11
O MS5--01-2002 Cataloctocan, Treya ~ SOCIAL STUDIES 1 FY 8
MS5---K-2002 Cataloctocan, Treya ~ SOCIAL STUDIES K FY 1
] XTC--01-2002 Cataloctocan, Treya ~ TERM COMMENT 1 FY 8

L] »
& ok ® Cancel
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14.2.2 Using the course section roster method to schedule a student

Go to the Schedule top tab.

Select the Master side tab

Click the Roster leaf.

In the Options menu, select Add

In the Multi-Add Students pop-up window, set the Schedule Mode field to Push.

o oA LN e

In the Students block select Selection. From the Selection popup window, select the
student for scheduling.

Schedule Mode

Femove from current N
section

Students

i3 Current selection
Selection
Snapshots

Selected students: 0

Add to the following sections:

| o
I3 =3

7. Inthe Add to the following sections: field, click the Select button. Click on the Platoon
or SecNo column header to sort, then select the appropriate course sections for
scheduling.

8. Click OK.
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14.2.3 Using Platoons to schedule Individual students

1. On the Schedule top tab, select the Master side tab.

2. Click on the icon and select Platoon = ? and select the code matching the new
student’s homeroom. The remaining list of course sections should be those to assign to
the student. For multi-grade classes, it may be necessary to check the box beside the
course sections for the appropriate grade and do Options > Show Selected before
proceeding.

Course

ATT--AM-2001
[ ATT-PM-2001
0  MAE—K-2001
[J  MEN-—K-L-2001

0O MMA-—K-2001

SecNo a Description Teacher Term
2001 AM Attendance Wegetwhitney, Barsam FY
2001 PM Attendance Wegetwhitney, Barsam FY
2001 ARTS EDUCATION K Wegetwhitney, Barsam FY
2001 ENGLISH LANGUAGE ARTS K Wegetwhitney, Barsam FY
2001 MATHEMATICS K Wegetwhitney, Barsam FY

PrimaryRoom > Num

06

06

06

06

06

ExcludeSize

3. Inthe Options menu, select Group Scheduling. This will generate a pop-up window.
Leave the Student field selection value set to Homeroom.

N o g &

In the Students field choose Selection.

In the Student pick list window, locate the student to be scheduled.
Click OK to select the student.

Click OK in the field selection window. This will run the procedure to schedule the

student into the required course sections with the matching homeroom/platoon code.

W, https://ims01.myeducation.gov.

@& Ims01.myeducation.gov.be
Student field selection

Homeroom Q

Sections

@ Current selection: 9
All Sections

Students

All students

Grade level

Snapshots

Selected students: 1

[J Clear existing student sched

=3 =3

W TpS;7ITSU My S0uCanon.gov.nt.Cayaspery PIROIS Lo e U= T HesTeTIS=STa V..,

#@ Ims01.myeducation.gov.bc.ca/aspen/pickList.do?multi=true&fields=stdViewName,stdYo...

1 of 306 selected (7

\ 1:Ababe, Cheukwingcheri v HE\

Search on Name

[J  Name YOG Pupil #

@] Ababe, Cheukwingcheri 2030 2198048
[J  Abdelfattah, Artchie 2031 2260559
@] Abelairalopez, Soyeong 2032 2442656
O Abramson, Rubymae 2030 2674610
@] Abuholy, Jannabeatriz 2030 2331110
O Acasio, Kysha 2033 2481025
@] Aguillonzamora, Faithariannatopanga 2034 2580580
Akhavansarraf, Anthonie 2035 2650868
@] Alaban, Sedreh 2032 2602921
O Alahmadalmahmoud, Wako 2034 2577049

3 =3

- I

Homeroom

2010

2009

2007

2009

2011

2005

2002

2002

2008

2003
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15.0 Prepare Grade Input for All Classes

This process requires that the following steps have been completed:
1. Courses have transcript definitions attached
2. Courses have rubric definitions attached (if applicable)
3. Course sections are created
4. Students are scheduled into course sections

Note: Course sections that do not have students will not appear in the list of course sections
for which you can prepare grade input.

To prepare Grade Input:

1. Log into School view.
2. Click on Grades top tab.
3. Click the Grade Input side tab.
4. Inthe Options menu, select Prepare Grade Input. This launches the Prepare Grade
Input wizard.
5. In Step 1 — Select Sections - of the Wizard
e Select an option to Prepare for:
= Current Selection: will show all sections unless you selected sections on the
Classes list and went to Options > Show Selected.
= Selected Sections: gives you the opportunity to select specific sections from
a pop-up window.
= All Sections: allows you to prepare all sections of all classes with students in
them.
e Click Next.
6. In Step 2 — Select Columns - of the Wizard:
¢ From the Report Type dropdown, select Term.

= Term: end-of-term mark for report cards.

= Progress: interim report. MyEducation BC allows you to create grade input
for one additional interim report per term without needing to create additional
grade terms.

= Course: used by DL schools to create columns for recording their Active
Date, Start Date, etc.

Select the correct term from the Grade Term dropdown.

e Do not select Replace Existing Columns checkbox. This is only used on very
rare occasions when errors have been made in entering grades for an entire class.
This option will wipe out all existing data entered for that term (marks, comments,
work habits, etc.)

7. Step 3 — Set Posting Parameters - of the Wizard.

o Enter the Start Date and End Date for the grading window to be open. The
window will be open until midnight of the end date. This controls when teachers
can access the term for entering marks.

¢ Allow Posting for “All Students.

o Click Next.
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8. Step 4 — Confirmation - of the Wizard
e This is a confirmation screen.
e Click Finish to complete the Prepare Grade Input process.

You can view the post controls that were created:
1. Click on the Grades top tab

2. Click on the Grade Post Controls side tab.
3. Check the box beside the Grade Term ID you wish to view.
4. Click on the Details leaf to edit the window dates.

16.0 Transcript Visibility in Portal

Student grades posted from Staff View or from School View are not automatically visible in the
family or student portals.

“Hide in Portal” = Y is the default setting on all current year transcript records to avoid the marks
and comments being visible in the family or student portal before the school is ready.

Follow district or school process to update the flag from “Y” to “N” before publishing report cards
to the Family and Student Portals.

School View > Schedule top tab > Master Schedule side tab

To update the flag for Hide in Portal, select the “Hide in Portal” FieldSet from the list (the Hide in
Portal is list and mass updateable).

Pages School Student ' Staff Attendance Conduct ' Grades ' Assessment R4 ELIT

Master Schedule
Master = =
EB——- i
Sections ;
- Manage Field Sets..
Details [1.ATT--AM-2000 v]
Rebuild v Hide in Portal
'rl;ea:thers O Course Description Hide in Portal 2020 Schedule Master Validation HuleTerm > Code
oster
0 ATT--AM-ZUW - Career Programs Audit
Matrix View Default Fields with Platoon
O ATT--AM-2001 AM Attendance Y
Elem Class Size
Classes 0 ATT-AM-2002 AMAftendance Y
FSA Gr 7 Bundle Forms
Class Size O ATT--AM-2003  AM Attendance Y Primary teacher
oy
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Pages School ' Student = Staff Attendance Conduct Grades  Assessment I Extrac
Master Schedule
Master
Options v m . Search on Course
Sections
Details Add Assign Track 1D
Rebuild .
Teashers Delete Build Class Pages...
Roster Maodify List Exports 3
Mass Update. . Group scheduling...
Matrix View T .
Query_.. Initialize Sections...
Classes Show Selected Recalculate Enroliment Totals...
Omit Selected Restore Deleted Section...
Class Size Studies >
Summary
Synchronize Schedule. .
Schedules Update Inclusion for Remedy Students

Note: The Hide in Portal flag is visible in the School View > Grades top tab > Transcript side tab
but is not updateable in this location. The Hide in Portal flag must be updated from the
Schedule top tab > Master Schedule side tab.
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Appendix A — Transcript, Report Cards & Rubric Definitions

Transcript Definitions: These define the columns created for grade entry at the school. The
process of grade input looks at the transcript definition to determine what columns to create for
report card grade entry (example: a column for the performance scale or letter grade, a column
for a text comment, etc.)

Rubric Definitions: These define the available curricular competencies for teachers to apply in
assignments.

Learning Update: What are your districts reporting policies?

For detailed information on Transcript Definitions, Rubric Definitions and the Learning Update,
refer to the spreadsheet: Transcript Definitions Explained on the L1 Info Station under Support
Resources > Transcript Definitions and Report Cards.
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Appendix B — Determining sections

Teacher (Primary Staff >

Name) Homeroom | KF (01 (02 (03 [04 |05 |06 | Platoon
Austen, Jane HR 01 18 HR 01
Dickens, Charles HR 02 19 HR 02
Franklin, Ben HR 03 6 16 HR 03 -K
Gabaldon, Diana HR 04 24 HR 04
Leacock, Stephen HR 05 12 10 HR 05
Montgomery, Lucy HR 06 15 |8 HR 06
Davies, Robertson HR 07 13 |9 HR 07
Mowat, Farley HR 08 14 7 HR 08
Munro, Alice HR 09 23 HR 09
Atwood, Margaret HR 10 26 HR 10
Einstein, Albert HR 11 12 16 HR 11
Bronte, Charlotte HR 12 25 HR 12
Dumas, Alexander HR 13 6 18 | HR 13
Shields, Carol HR 14 26 | HR14
No. of Sections Required

for each course: 3 3 4 4 2 3 2
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Cenbral Dicanagan Public Schools #£23

Enrolliment Statistics

82272021

Davidson Road Ekmantary

i

EL

o1

a7

10

2001

18

2002

0

2003

19

200+

2005

2006

16

2007

21

2008

21

2009

13

2010

2011

21

2012

8

2013

26

2014

2015

A b B

2016

2017

2018

2019

ELANE

SN

PLAT

19

Totaks

T8

=%

T4

]

The following report in MyEducation BC may be helpful in this task.

1. Inthe School view, select the School top tab.

2. Click on Reports in the menu bar.

3. Select Enrollment Breakdown
a. Inthe Date field, enter or select the appropriate date.

b. Inthe Calculate Totals by field, use the 2, icon to select Home Room or Home
Room Teacher

c. Leave all other settings at default.

4. Click Run.
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Appendix C — Scheduling Blended Classes using Platoons

Recommendations:
e Be familiar with using filters
e Map out your blended homerooms, grades and courses on a whiteboard or spreadsheet
before you begin working in MyEducation BC.

Create
Platoon Assign Assign
Codes with Homerooms Homerooms

Assign
Teacher & Group

Platoon to Schedule

Homeroom to Teachers to Students .
Sections

Values

Two scenarios are provided below.

Scenario 1: Students homeroom teacher teaches all courses
Homeroom > 45A, Grades > 4/5, Teacher > Sian Espey
Homeroom > 45B, Grades > 4/5, Teacher > Vivian Gilbertson

/ Gr-4 “ MENO04-01  (Platoon 45A) Ms. Espey
\ Lang. Arts
Gr-5

Hmrm 45A
- MENO05-01 (Platoon 45A)

Gr4 ~ MEN04-02 (Platoon 45B) ]_Ms- Gilbertson

Hmrm 45B Lang. Arts

ﬁ
Gr-5 MEN05-02  (Platoon 45B)
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Scenario 2: Students homeroom teacher differs from course teachers
Homeroom > 45A, Grades > 4/5, Teacher > Sian Espey

Homeroom > 45B, Grades > 4/5, Teacher > Vivian Gilbertson

Gr-4 ~ MENO0O4-01  (Platoon 45A)

Hmrm 45A < Ms. Espey
Gr-5 MENO04-02""(Platoon45B) ~ Gr. 4 Lang. Arts

Gr-4 MENO05-01  (Platoon 45A)
Ms. Gilbertson

Gr-5 ¥ MENOSH0ZNN(PIEIGONESE]  Gr. 5 Lang. Ars

Hmrm 45B

/\

Note:
Homeroom 45A must match the corresponding platoon - 45A, section 01
Homeroom 45B must match the corresponding platoon — 45B, section 02

Grades will be assigned to their corresponding grade level/platoon/section
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