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Introduction

Use PowerSchool Help to learn the PowerSchool Student Information System (SIS) and to serve as a
reference for your daily work. However, before you can begin using PowerSchool, the PowerSchool
administrator at your school must set up the system and import the data from your previous
system. Once those steps are complete, you can start using PowerSchool. Use PowerSchool Help to
assist you in navigating in PowerSchool.

PowerSchool Help is updated as PowerSchool is updated. Not all versions of PowerSchool Help are
available in a printable guide. For the most up-to-date information, click Help on any page in
PowerSchool.

There are user guides available that include the same information as PowerSchool Help for each
major release of PowerSchool. These user guides include instructions for certain user roles, though
these roles will vary depending on your school or district's circumstances. For the most recent
version of the printable guides, visit the PowerSchool Customer Support web site at
https://lwww.powerschool.com/support/documentation/userguides/. This URL is case-
sensitive.

Note: You need a username and password to view anything on the PowerSchool Customer Support
web site. Contact your PowerSchool administrator for access.

You are encouraged to read each section of the help that pertains to you. While the introductory
sections build a foundation of knowledge that you will use every time you log on to PowerSchool,
the remaining sections are independent of each other and can be read in any order. However, if
you have never used PowerSchool before, it will be most helpful if you start with the section
“Introduction to PowerSchool.” Whenever you read this guide, keep the following points in
mind:

* The actions you can perform in PowerSchool depend on your job responsibilities and
subsequently on your level of access to PowerSchool. Some users only have viewing rights
to some pages. Others can view or edit any page. Still other users can view or edit any page,
and create new ones as well. Finally, some pages are view-only for everyone. This guide
outlines viewing, editing, and creating options for most pages. Depending on your needs
and your level of access, only certain options will be applicable and available to you. If you
find that your work requires a greater level of access, contact the system administrator at
your school.

* Almost all of the activities described in this guide begin by selecting the appropriate
student or group; thus, it is imperative that you understand how to search for and select a
student. For detailed instructions on how to do this, refer to the section "Search and
Select."

* The school and student records used in this guide differ from those displayed on your page
as you work. You will work with real data based on student records at your school. The
graphics in this guide are only examples.

* In PowerSchool, different pages provide some of the same information because you view
the same data from a different place each time. If you add, change, or delete data on one
page, it will be added, changed, or deleted on other pages that contain the same field(s) of
data.

Introduction © 2004 Apple Computer, Inc. All rights reserved.
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* The reporting features described in this guide are some of the most important you will use
in the system. A PowerSchool report is a statement of student or staff records that is
produced for viewing or printing and can include information text in addition to the report
listings. PowerSchool reports include report cards, lists of class schedules, lunch balance
sheets, mailing labels, lists of current staff members, and attendance records.

* Use PowerSchool to create numerous types of reports that pull selected data quickly and
easily. Select from a list of pre-configured reports that have preset parameters or create a
custom report to include parameters needed for a specific task. You should read the
sections "Custom Reports" and "Pre-Configured Reports" before creating a report.

Legend

This guide uses the > symbol to move down a menu path. Thus, if instructed to "Click File >
New > Window", begin by clicking the File menu. Then, click New and Window. The option
noted after the > symbol will always be on the menu that results from your previous
selection.

* Itis easy to identify notes because they are indented and prefaced by the text Notes:.

Audience

This document is intended for school administrators, office staff, registrars, and counselors.

Introduction © 2004 Apple Computer, Inc. All rights reserved. 7
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Master Schedule

Course Numbers

Change the number of an existing course in your master course list to another number in your
master course list. The master course list is the list of courses available to all schools on your
PowerSchool system. When changing a course number, the system updates that number in
courses, enrollments, sections, and historical data.

For example, assume two high schools on your server offer U.S. History. The course number for U.S.
History at School A is 1000; at School B, it is 2000. Assume your district decides that the two schools
should share the same course number. You need to change the course number for U.S. History at
both schools to 1200.

First, you must create the new course, 1200. Then, change both course 1000 and 2000 to 1200,
using the Change Course Number function.

Before changing a course number for a particular school, use the navigation bar at the top of the
page to be sure you are working in the school in which you want to change the course number. If
you are changing a course number for all schools on your system, it does not matter which school
is currently selected.

Prerequisites
* Import the data from both schools.

* (Create a new course with a unique course number for one school's courses.

How to Change a Course Number

Before changing a course number, retrieve the existing course number from the master course list.
For more information, see the section "Master Course List."

1. On the start page, choose System from the main menu.

2. Click Change Course Number. The Change Course Number page appears.

Master Schedule © 2004 Apple Computer, Inc. All rights reserved.



s
. PowerSchool

Change Course Number

Courses specified below must be already set up
in the master course list.

Current Course

MNumber: E1 031
Change To New 3
Course Number: E1 131

This function changes the course number
wherever it appears in the system. This affects
courses, enrollments, sections, and historical
data.

F;:?This change affects only Apple Grove High Schaol

—+ Thiz change affects all schoals on this server

£ Submit

3. Use the following table to enter information in the fields:

Schedule User Guide

Field

Description

Current Course Number

Enter the existing course number.

Change to New Course
Number

Enter the new course number.

This change affects only
[school name]

This change affects all
schools on this server

change.

created the new course number.

Select an option to determine the scope of the course number

Note: If you are changing course numbers because of
duplicates, select the "This change affects only this school"
option. The school name displayed is the school for which you

4. Click Submit.

Sections

A section is an occurrence of a course. Each course can have several sections that meet in different
rooms at different times and are taught by different teachers. View, add, edit, and delete course
sections from the School Setup page.

For example, a school has a chemistry course; however, because there are too many students for
one class, there are several sections of chemistry. Two different teachers instruct it for four different
periods each. Thus, the school has eight sections of chemistry. Each section has a different number,
usually preceded by the same course number to indicate that it is part of the same chemistry

course.

Master Schedule

© 2004 Apple Computer, Inc. All rights reserved.
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Each section has an associated schedule expression, which is the combination of period(s) and
day(s) in which this section is taught. For example, a section of Biology meets during fifth and sixth
period on A and B days. The schedule expression 5-6(A-B) appears on the Edit Section page.

Edit Section

Field Value

Course Mame Einlagy

Course Number 1511

Term [ Semester 2 ¥
Expression: S-a{4-6)
B
11818
2|0
3|1
4 S e
Schedule 3 g @
o| ™| ¥
di=]s

How to View Course Sections

1. On the start page, choose School from the main menu.

2. On the School Setup page, click Sections.

3. Choose the course name from the courses menu. The course information page lists the

course sections.

How to Add a Section

1511 Biology
o N ew“
Exp Sec # Term Teacher Rm Size
1-204-B) 1 S alldredge, Jessica 24 &

I-4{4-B) 2 52 alldredge, Jessica 24 0

1. On the start page, choose School from the main menu.

Master Schedule

Schedule User Guide
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2. On the School Setup page, click Sections.

Schedule User Guide

3. Choose the course name from the courses menu. The course information page lists the

course sections.

1511 Biology
- N ew“
Exp Sec # Term Teacher Rm Size
1-204-B) 1 S alldredge, Jessica 24 &
I-4{4-B) 2 52 alldredge, Jessica 24 0
4. Click New. The Edit Section page appears.
Edit Section
Field Value
Course Mame Einlagy
Course Number 1511
Term [ Semester 2 ¥
Expression: S-a{4-6)
B
gi=] =
2|86
31816
4 R R
Schedule 3 g @
6| ¥ | ¥
18|18

5. Use the following table to enter information in the fields:

Field

Description

Course Name

This is the name of the course you selected.

Course Number

If you want to define a section for a different course number
than the one you selected, enter that course number.

Term

Choose the correct term from the pop-up menu.

Master Schedule
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Field Description

Schedule Select the checkbox(es) for the combination of days and
periods in which this section meets. For example, select the
checkbox for Period 1 and Day A if a section of Chemistry meets
during first period on A days.

Teacher Choose the correct teacher from the pop-up menu.

Room Enter the room in which this course section meets.

Section Number

Enter the section number in this field. Do not enter special
characters.

Note: Section numbers must be unique among sections of the
same course for a given school year.

Grade Level

If this course is available only for a certain grade level, enter the
grade level. Otherwise, leave this field blank.

Current Enrollment

This is the number of students currently enrolled in this course
section.

Maximum Enrollment

Enter the maximum number of students who can enroll in this
course section.

District Where Taught

If this course section is taught outside your district, enter the
other district's ID in this field.

School Where Taught

If this course section is taught outside your school, enter the
school's ID in this field.

Dependent Sections

If this course section has dependent sections, enter them in this
field using the course.section, course.section format. If a
student is enrolled in a class, it is not teacher-specific, but
section-specific.

Often used by elementary schools where students take a set of
classes, dependent sections indicate that if a student is
registered in one class, he or she must also register for the
dependent class. If the dependent section conflicts with
another class, you can manually drop the student from the class
and add him or her to another section.

This function has no implications with prerequisites or
graduation requirements.

Record Attendance
Using Attendance Mode

Use the pop-up menu to indicate the method by which you
want attendance recorded. At this time Meeting attendance is
your only option.

Master Schedule

© 2004 Apple Computer, Inc. All rights reserved. 12
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Field

Description

Record Attendance

If the section meets more than one period in a day you can
choose to take attendance once or for every period by selecting
the Select the Once for All Meetings option or the Each Meeting
Separately option.

Exclude From

Select this checkbox if you do not want attendance and

Attendance enrollment in this section to be counted towards any ADA/ADM
calculations.
Grade Scale Choose the grade scale from the pop-up menu. For more

information, see the section "Grade Scales."

Exclude from GPA?

Select the option to either include or exclude the grade from
the GPA calculation.

Exclude from Class Rank?

Select the option to either include or exclude the grade from
the class rank calculation.

Exclude from Honor Roll?

Select the option to either include or exclude the grade from
the honor roll calculation.

Section Type

Identifies the section as open only to be filled by students
whose course requests are designated as the same section
type. Choose the type of section, such as Bilingual, from the
pop-up menu (optional).

Note: For more information, see the section "How to Define
Section Types."

House

Identifies the section as open only to be filled by students who
are designated as belonging to the same house. Whether this is
enforced depends on the state of the scheduling preference
Use Houses. Click Associate to select a team to which this
section belongs.

Note: For more information, see the section "How to Define
Houses."

Team

Identifies the section as open only to be filled by students who
are designated as belonging to the same team. Choose the
team associated with this section from the pop-up menu.

Note: For more information, see the section "How to Define
Teams."

Master Schedule

© 2004 Apple Computer, Inc. All rights reserved. 13
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Field

Description

Close section at max

Identifies to the engine whether to enroll students into the
section even if the maximum enrollment has been reached. If
this is true then no students will be enrolled if the current
enrollment is equal to or greater than the maximum
enrollment. Select this checkbox to not accept more
enrollments than the maximum number of enrolled students.

6. Click Submit. The course information page displays the new section.

1511 Biology
New )
Exp Sec # Term Teacher Am Size
S-6iA-B) 3 e Alldredoge, Jessica 240
1-204-B) 1 Sz &lldredge, Jessica 24 &
I-dih-B) 2 57 Alldredge, Jessica 24 0

How to Edit a Section

1. On the start page, choose School from the main menu.

2. On the School Setup page, click Sections.

3. Choose the course name from the courses menu. The course information page appears.

1511 Biology
New )
Exp Sec # Term Teacher Am Size
S-6iA-B) 3 e Alldredoge, Jessica 240
1-204-B) 1 Sz &lldredge, Jessica 24 &
I-dih-B) 2 57 Alldredge, Jessica 24 0

4. C(lick either the period or the section number in the Per and Sec# columns. The Edit Section

page appears.

Master Schedule

© 2004 Apple Computer, Inc. All rights reserved.
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Edit Section

Field Value

Course Mame Einlagy

Course Number | 1511

Term [ Semester 2 ¥
Expression: S-a{4-6)
& B
11818
2|13 8
31008
=] 1=
Schedule 3 g @
o| M| ™
18|68

5. Use the following table to edit information in the fields:

Field

Description

Course Name

This is the name of the course you selected.

Course Number

If you want to define a section for a different course number
than the one you selected, enter that course number.

Term Choose the correct term from the pop-up menu.

Schedule Select the checkbox(es) for the combination of days and
periods in which this section meets. For example, select the
checkbox for Period 1 and Day A if a section of Chemistry meets
during first period on A days.

Teacher Choose the correct teacher from the pop-up menu.

Room Enter the room in which this course section meets.

Section Number

Enter the section number in this field. Do not enter special
characters.

Note: Section numbers must be unique among sections of the
same course for a given school year.

Grade Level

If this course is available only for a certain grade level, enter the
grade level. Otherwise, leave this field blank.

Master Schedule

© 2004 Apple Computer, Inc. All rights reserved. 15
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Field

Description

Current Enrollment

This is the number of students currently enrolled in this course
section.

Maximum Enrollment

Enter the maximum number of students who can enroll in this
course section.

District Where Taught

If this course section is taught outside your district, enter the
other district's ID in this field.

School Where Taught

If this course section is taught outside your school, enter the
school's ID in this field.

Dependent Sections

If this course section has dependent sections, enter them in this
field using the course.section, course.section format. If a
student is enrolled in a class, it is not teacher-specific, but
section-specific.

Often used by elementary schools where students take a set of
classes, dependent sections indicate that if a student is
registered in one class, he or she must also register for the
dependent class. If the dependent section conflicts with
another class, you can manually drop the student from the class
and add him or her to another section.

This function has no implications with prerequisites or
graduation requirements.

Exclude From

Select this checkbox if you do not want attendance and

Attendance enrollment in this section to be counted towards any ADA/ADM
calculations.

Allow Meeting TBD

Attendance

Grade Scale Choose the grade scale from the pop-up menu. For more

information, see the section "Grade Scales."

Exclude from GPA?

Select the option to either include or exclude the grade from
the GPA calculation.

Exclude from Class Rank?

Select the option to either include or exclude the grade from
the class rank calculation.

Exclude from Honor Roll?

Select the option to either include or exclude the grade from
the honor roll calculation.

Master Schedule

© 2004 Apple Computer, Inc. All rights reserved. 16
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Field Description

Section Type Identifies the section as open only to be filled by students
whose course requests are designated as the same section
type. Choose the type of section, such as Bilingual, from the
pop-up menu (optional).

Note: For more information, see the section "How to Define
Section Types."

House Identifies the section as open only to be filled by students who
are designated as belonging to the same house. Whether this is
enforced depends on the state of the scheduling preference
Use Houses. Click Associate to select a team to which this
section belongs.

Note: For more information, see the section "How to Define
Houses."

Team Identifies the section as open only to be filled by students who
are designated as belonging to the same team. Choose the
team associated with this section from the pop-up menu.

Note: For more information, see the section "How to Define
Teams."

Close section at max Identifies to the engine whether to enroll students into the
section even if the maximum enrollment has been reached. If
this is true then no students will be enrolled if the current
enrollment is equal to or greater than the maximum
enrollment. Select this checkbox to not accept more
enrollments than the maximum number of enrolled students.

6. Click Submit. The course information page displays the edited section.

1511 Biology
New )
Exp Sec # Term Teacher Am Size
S-6iA-B) 3 e Alldredoge, Jessica 240
1-204-B) 1 Sz &lldredge, Jessica 24 &
I-dih-B) 2 57 Alldredge, Jessica 24 0

How to Delete a Course Section

When you delete a course section, all enrollment records associated with that section, both past
and present, also are deleted. Therefore, you need to know the password to delete a course section.

Master Schedule © 2004 Apple Computer, Inc. All rights reserved. 17
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1. On the start page, choose School from the main menu.

2. On the School Setup page, click Sections.

Schedule User Guide

3. Choose the course name from the courses menu. The course information page appears.

1511 Biology

Exp Sec #
S5-6LA-B) 3
1-Z{4-B) 1
3-4diA-B) 2

Term Teacher

52 &l ldredge, Jessica
52 Al ldredge, Jessica
52 Alldredge, Jessica

Rm
24
24
24

Size

4. Click either the period or the section number in the Per and Sec# columns. The Edit Section

page appears.

Edit Section
Field Value
Course Mame Einlagy
Course Number 1511
Term [ Semester 2 =
Expression: S-a{4-6)
gi=] =
2 — R
31816
=] 1=
Schedule 3 E g
6| ¥ | ¥
18|68
5. Click Delete. The Delete Section page appears.
Master Schedule © 2004 Apple Computer, Inc. All rights reserved.
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Delete Section

Fiald

Course

Curranily Enrolled
Periad

Section Number
Teachar

Tierm

anter the special delete ==ction:

Value

dalogy

oS
3
&lldredge, Jedsica

SEMENTRE =

PN,

Pazzwird I

Ayl sure You swant b dalets thiz section? All enmollment Fecords ass=oated with
this section, bath past and present, will be deleted slong with it

1T there are or have ever Deen atudents enrolled in this clazs, wou are meguired to

" Delete 1

6. Enter the required password in the Password field.

Note: Your school's PowerSchool administrator can set this password.

7. Click Delete. The section is deleted.

How to View Sections by Term

1. On the start page, choose School from the main menu.

2. On the School Setup page, click Sections.

Schedule User Guide

3. Choose the course name from the courses menu. The course information page appears.

1511 Biology

Exp Sec #
S5-6LA-B) 3
1-Z{4-B) 1
3-4diA-B) 2

Term Teacher

52 &l ldredge, Jessica
52 Al ldredge, Jessica
52 Alldredge, Jessica

Rm Size
24 -0
24 5
24 0

4. Click the term in the Term column. The Term page appears.

Master Schedule © 2004 Apple Computer, Inc. All rights reserved.
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Term

Option Value
Term Name  Semester 2

Abbreviation 52
Dates 12102004 - 5/30/2004

How to View Sections by Teacher
1. On the start page, choose School from the main menu.
2. On the School Setup page, click Sections.

3. Choose the course name from the courses menu. The course information page appears.

1511 Biology
New )
Exp Sec # Term Teacher Am Size
S-6iA-B) 3 e Alldredoge, Jessica 240
1-204-B) 1 Sz &lldredge, Jessica 24 &
I-dih-B) 2 57 Alldredge, Jessica 24 0

4. Click the name of the teacher. The schedule for that teacher appears.

Alldredge, Jessica

Exp. Term Course # Course Size Sec.#
S-6L4-B) 52 1511 Biology 0O 3
1-Z2{4-B) 52 1511 Biology 8 1
3-4i4-B) 52 1511 Biology 0O 2

How to View the Class Roster
1. On the start page, choose School from the main menu.
2. On the School Setup page, click Sections.

3. Choose the course name from the courses menu. The course information page appears.

Master Schedule © 2004 Apple Computer, Inc. All rights reserved. 20
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1511 Biology

Exp Sec # Term Teacher Am Size
S-6iA-B) 3 e Alldredoge, Jessica 240
1-204-B) 1 Sz &lldredge, Jessica 24 &
I-dih-B) 2 57 Alldredge, Jessica 24 0

4. Click the number in the Size column. The Class Roster page appears.

Class Roster

&lldredge, Jessica Exp. S5-6(A-B) Biology

Eriggs, Jessica K
Fitzgerald, &ngela
Greeff, Ashly
keck, Dustin
Moare, Caszandra
Schmidt, Darin
Towt, Danielle
Willis, David 0

Qs

Make this the current selection of students

&dd these students to the current selection of students

Schedule User Guide

5. Select "Make this the current selection of students" to select the students in the class as the
only group with which you want to work. To select a specific student, click his or her name.

6. Select "Add these students to the current selection of students" to add this group to a
previously selected group. The Group Functions page displays the number of selected

students.

Master Schedule

© 2004 Apple Computer, Inc. All rights reserved.
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Group Functions

Function

dttendance Change
Counzelor's Screen
Daily Attendance Change

Enrallment Summary
Export Using Template
Fee Functions

10/ Password Assignment
List Students

Current student selection: &

Description

Changes attendance records for one or many days for currently selected
students.

Shows student pages for currently selected students.

Changes daily attendance records for one or many days for currently
selected students.

Reparts grade and ethnicity breakdown far currently selected students,
Uses a template to exports data on currently selected students.
Performs fee functions.

Assigns logon, lunch 1Ds and passwords for currently selected students.

Prints a quick list of currently selected students.

7. Click the underlined number to view the list of students. To work with the group of

students, choose a menu option. For more information on the Group Functions page, see

the section "Work With Groups."

Master Course List

The master course list displays all the active courses for your school. To view sections of courses, see
the section "Sections."

How to View the Master Course List

The master course list displays all courses for the selected school(s). Asterisks (*) next to course

names indicate associated course fees.

1. On the start page, choose District from the main menu. The District Setup page appears.

2. Click Courses. The Courses page appears.

3. Click View Master Course List from the courses menu. The Master Course List page appears.

Master Schedule

Sort by nurmber oF narne
View Master Course List

2033 &P English

9241 -C Academic Supp. 12
92471 -4 Seademic Supp. 10
9241 -B Academic Supp. 11
9241 Academic Supp. 9
1061 Adv. Mathw/Trig.

5570 AGEDA
2571 AGEDZ
5581 AGED 3
2591 AGED 4

5545 Agric. Ind. Study
1031 Algebra i

© 2004 Apple Computer, Inc. All rights reserved.
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Master Coursea List

This screen 1212 all coursss awal lablztz s

oals uaing thix PrwerSchool srvsr. Courss

currently active for 101y mohozl are s ind
schmal , click the coeckbax gxd hen click the Submit bution.
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4. Use this page to do any of the following:

* Click Course Number to sort the list of courses by number.

* Click Course Name to sort the list of courses by name.

Schedule User Guide

* Click Active Status on the Master Course List page to sort the list of courses by either
active or inactive status.

¢ (lick the name of a course in the courses menu to view course details and edit

course information.

How to Add a Course to the Master Course List

Courses are created at the district level and then associated with individual schools. To associate a
course with a school, see the section "How to Edit Course Status." You must first log in to the
district office before performing this procedure.

1. On the start page, choose District from the main menu. The District Setup page appears.

2. Click Courses. The Courses page appears.

Sort by nurmber oF narne
View Master Course List

2033 &P English

9241 -C Academic Supp. 12
92471 -4 Seademic Supp. 10
9241 -B Academic Supp. 11

9241 Academic Supp. 9
1061 Adv. Mathw/Trig.
S50 AGED

5571 AGEDZ

5581 AGED 3

5591 AGED 4

5545 Agric. Ind. Study

1031 Algebra i

3. Click View Master Course List from the courses menu. The Master Course List page appears.

Master Schedule
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Falg: & = =flar Lhe coures Mosber indcales Lhal the murss fes s fee ssigned o ik,
0 Wew kY
Sart L2t by Lourss Mame urse kb Aotrwe Shatos
Check Course Check Comss
? AP, Emlish SEFT :' Lit 3 Fsap - Team 2 Fraf
| &% Producilon | LIE 3 Feap - Team 3 575
- £ Braadcesting TEIT -
'l;_‘ Heodemic Supp, 12 855 LIBF 5kla = Team 1 F0F
ol tirademic Supp. 10 B0 - Liz 3 5kills - Team 2 Fr&f
'!‘ wrademic Supp, 11 AT -7 5 Lis 3k - Team 3 547
) ficademic Supp. 9 427 & Lis fide Ssr
H deademic Suppact S0 H Liteary S48
= hrademic Suppark J PN = Lisrary its FANRISE
Aralimic SUppact B AR TET A Lifs Skilly ATFT
wradzmic Suppart 7 7SO T Life Sports 008
4. Click New. The New Course page appears.
New Course
Label Value
Course Name IBiE‘IDQ‘:’

Course Number

Alternate Course Number
Credit Hours

CIP Code

Credit Type

Default Maximum Enrollment

Prerequisite Courses

term.
(eomma-separated)

PowerLink (English)
PowerLink [Espanol)
Grade Scale

GPA Added Value Points
Exclude from GPA?
Exclude from Class Rank?

Exclude from Honor Roll?

Use The Course For Lunch

Prerequisites apply only to the current scheduling

Exclude On Report Cards/Transcripts

|1 511
I—

|.5
I—
I {no spaces )

16

=3
— Wocational Class

1

[ Default il
I{:| {usually zera)

P
elnclude et Exc:l ude

Y
Ejlnclude o Exclude

o
@Include ot Excl ude

5. Use the following table to enter information in the fields:
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Field

Description

Course Name

The name of the course appears.

Course Number

The number used to identify the course appears.

Alternate Course
Number

An additional number used to identify the course appears.

Credit Hours

The number of credits a student receives for taking the course
appears.

CIP Code

In some states, schools use CIP codes to identify courses as part
of a state-managed vocational program.

Vocational Class

Select this checkbox if the course is a vocational class.

Credit Type

Enter the type of credit a student receives for passing this
course, such as standard, advanced, or remedial. You can then
apply this credit to a graduation type.

Default Maximum
Enrollment

The maximum number of students who can be enrolled in this
course appears.

Prerequisite Courses

The course number(s) that students must complete with a
passing grade before they can take this course appear. Separate
multiple courses with commas.

Note: When you enroll a student in a course, the system does
not automatically check if the student completed the
prerequisite courses you enter here. The user enrolling the
student must manually reference and research the information.

PowerLink (English)

PowerLink reads course-related text entered here when parents
and guardians access student information and select the
English option.

PowerLink (Espanol)

PowerLink reads course-related text entered here when parents
and guardians access student information and select the
Spanish option.

Gradescale

Choose the grade scale from the Gradescale pop-up menu. For
more information, see the section "How to Assign Grade
Scales to Courses."

GPA Added Value Points

Enter any added value for the grade points, such as 1 for one
additional grade point. You can also use fractions of a point.
Most schools do not enter added values.

Exclude from GPA?

Select the option to either include or exclude the grade from
the GPA calculation.

Master Schedule
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Field

Description

Exclude from Class Rank?

Select the option to either include or exclude the grade from
the class rank calculation.

Exclude from Honor Roll?

Select the option to either include or exclude the grade from
the honor roll calculation.

Use the Course for Lunch

Select this checkbox to use all sections of this course for lunch.
Otherwise, leave blank.

Exclude on Report
Cards/Transcripts

Select this checkbox to exclude all sections of this course from
appearing on Report Cards/Transcripts. Otherwise, leave blank.

6. Click Submit. The new course appears on the master course list.

How to Edit Course Information

You can edit course information at the school or district level. To edit a course at the district level,
log in to the district office and click District. Continue with step 2 below.

1. On the start page, choose School from the main menu. The School Setup page appears.

2. Click Courses. The Courses page appears.

Sort by nurmber oF narne
View Master Course List

2033 &P English

9241 -C Academic Supp. 12
92471 -4 Seademic Supp. 10
9241 -B Academic Supp. 11
9241 Academic Supp. 9
1061 Adv. Mathw/Trig.

5570 AGEDA
3571 AGEDZ
5581 AGED 3
2591 AGED 4

5545 Agric. Ind. Study
1031 Algebra i

3. Choose the name of the course from the courses menu. The Edit Course page appears. Note
that the page is divided into four functional areas: District, Fees, Scheduling, and
Relationships. By default, the District tab is selected.

Master Schedule
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Edit Course

Label
Course Name

Course Number

Course Name

Credit Hours
CIP Code

Credit Type

Departrment

Subject Area

Prerequisite Courses

term.
[comma-separated)

PowerLink (English)

PowerLink (Espanol)

Grade Scale

Exclude from GPA?

this school.

Alternate Course Number

Default Maximum Enrollment

Prerequisites apply only to the current scheduling

GPA Added Value Points

Use The Course For Lunch

Exclude On Report Cards/Transcripts

District | Fees | Scheduling | Relationships
Value
Biology
1511

[Biold:ug'_.f

—

0.500

— Wocational Class

I { no spaces )

S

Exclude From Attendance
[Optional: Use only to exclude all sections from
counting towards ADM/ADA for students.)

[ Default

e
-

ED {usually zero)

@ Include ,_ Exclude

P
Exclude from Class Rank? @Include ) Exclude

—
Exclude from Honor Roll? @Include Bl ude

Mote: Changes made here will affect this course at all schools which use the same PowerSchool server as

4. Use the following table to enter information in the fields:

Field

Description

Course Name

The name of the course appears.

Course Number

The number used to identify the course appears.

Course Name

Edit the name of the course.

Master Schedule

© 2004 Apple Computer, Inc. All rights reserved.

27




s
. PowerSchool

Schedule User Guide

Field

Description

Alternate Course
Number

An additional number used to identify the course appears.

Credit Hours

The number of credits a student receives for taking the course
appears.

CIP Code

In some states, schools use CIP codes to identify courses as part
of a state-managed vocational program.

Vocational Class

Select this checkbox if the course is a vocational class.

Credit Type

Edit the type of credit a student receives for passing this course,
such as standard, advanced, or remedial. You can then apply
this credit to a graduation type.

Default Maximum
Enrollment

Edit the maximum number of students who can be enrolled in
this course.

Department

Click Associate to select the department for this course.

Note: Click Department to create or edit departments at your
school.

Subject Area

Edit the subject area for the course.

Prerequisite Courses

The course number(s) that students must complete with a
passing grade before they can take this course appear. Separate
multiple courses with commas.

Note: When you enroll a student in a course, the system does
not automatically check if the student completed the
prerequisite courses you enter here. The user enrolling the
student must manually reference and research the information.

PowerLink (English)

PowerLink reads course-related text entered here when parents
and guardians access student information and select the
English option.

PowerLink (Espanol)

PowerLink reads course-related text entered here when parents
and guardians access student information and select the
Spanish option.

Grade Scale

Choose the grade scale from the Grade Scale pop-up menu. For
more information, see the section "How to Assign Grade
Scales to Courses."

Exclude from Attendance

Select this checkbox if you do not want attendance and
enrollment in this section to be counted towards any ADA/ADM
calculations. Otherwise, leave blank.

Master Schedule
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Field

Description

GPA Added Value Points

Enter any added value for the grade points, such as 1 for one
additional grade point. You can also use fractions of a point.
Most schools do not enter added values.

Exclude from GPA?

Select the option to either include or exclude the grade from
the GPA calculation.

Exclude from Class Rank?

Select the option to either include or exclude the grade from
the class rank calculation.

Exclude from Honor Roll?

Select the option to either include or exclude the grade from
the honor roll calculation.

Use the Course for Lunch

Select this checkbox to use all sections of this course for lunch.
Otherwise, leave blank.

Exclude on Report
Cards/Transcripts

Select this checkbox to exclude all sections of this course from
appearing on Report Cards/Transcripts. Otherwise, leave blank.

5. Click the Fees tab to access the Edit Course Enrollment Fees page.

Note: For more information on course fees, see the section "Course Enrollment Fees."

Click the Scheduling tab to access the Edit Course Scheduling Information page. This page
displays course-specific scheduling information used by the scheduling engine when
building a student's schedule. This information is either captured as part of the
PowerScheduler commit process or can be manually defined using this page.

7. Use the following table to enter information in the fields:

Field

Description

Allow Student Repeat in
Same Term

Select this checkbox to allow the system to schedule a student
in more than one section of this course in the same term. For
example, occasionally students need to double-up on a course
within the same term. This is usually done for elective courses,
such as Work Release.

Allow Student Repeat in
Different Term

Select this checkbox to allow the system to schedule a student
in more than one section of this course in different terms. Use
this option for either academic or elective courses.

Load Priority

Enter a numerical value of 1to 99 (1 being the highest priority)
to prioritize in which course the system should schedule a
student when a conflict between two of the student's requests
arises. You can enter the same load priority number for several
courses. For example, enter a load priority of 10 for all academic
courses to ensure that students are loaded into these courses
first, 20 for academic electives, and 30 for non-academic
electives.

Master Schedule

© 2004 Apple Computer, Inc. All rights reserved.

29



s
. PowerSchool

Schedule User Guide

Field

Description

Load Type

Use the pop-up menu to choose whether this is an academic,
elective, or alternate course. The system uses this classification
to balance the types of courses in which the student is
scheduled during a schedule term. For example, if your school’s
scheduling terms are semesters, the system does not schedule
the student in all elective courses the first semester and all
academic courses the second semester.

Use Pre-Established
Teams

Select this checkbox if you want the system to reference teams
when scheduling students into this course.

Use Section Types

Select this checkbox if you want the system to schedule courses
according to section types.

Don't Allow Substitutions

Select this checkbox if you do not want the system to attempt
to schedule a student in alternate courses if this course is full.

Global Substitution 1

Click Associate to select the first course substitution you want
the system to schedule for every student who cannot be
scheduled in this course.

Global Substitution 2

Click Associate to select the second course substitution you
want the system to schedule for every student who cannot be
scheduled in this course. The system will use this substitution if
Global Substitution 1 is no longer available.

Global Substitution 3

Click Associate to select the third course substitution you want
the system to schedule for every student who cannot be
scheduled in this course. The system will use this substitution if
Global Substitution 2 is no longer available.

8. (Click the Relationships tab to access the Edit Course Relationships page. This page displays
course relationship information between two courses.

District | Fees | Scheduling | Relationships

i -
Mew

Course Name Course Number Type

For each course, you can define related courses. The scheduling engine uses these course
relationships when building a student's schedule. If you define a relationship for a course
with another course, you do not have to define the relationship for both courses. But, you
can define the relationship for both courses so that it is easy to identify this relationship
regardless of which course you are viewing. The following three types of course
relationships are used in PowerSchool:

Master Schedule
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Prerequisite: Indicates relationship between two courses ensures that the student
will be scheduled into the specified course so that the course is completed prior to
the beginning of the second course.

Corequisite: Indicates relationship between two courses ensures that the student
will be scheduled into both courses so that the courses are taken concurrently.

Postrequisite: Indicates relationship between two courses ensures that the student
will be scheduled into the specified course after the student has completed the first
course in the relationship.

9. This information is either captured as part of the PowerScheduler commit process or can be
manually defined (added, edited, deleted) using this page:

To add a new relationship, click New. The Edit Course Relationship page appears.
Click the Associate button next to Course Number to select the number of the
course for which you want to define a relationship. Use the Relationship pop-up
menu to choose the appropriate relationship. Click Submit. The Course Relationships
page appears.

To edit an existing relationship, click the name of the course you want to edit. The
Edit Course Relationship page appears. Make the necessary changes. Click Submit.
The Course Relationships page appears.

To delete an existing relationship; click the name of the course for which you want
to delete a relationship. The Edit Course Relationship page appears. Click Delete. The
Selection Deleted page appears.

10. Click Submit. The Edit Course page displays the edited course.

How to Create a Course Group

To make it easier to associate courses, you have the option of creating course groups.

1. On the start page, choose School from the main menu. The School Setup page appears.

2. Choose Course Groups. The Course Groups page appears.

Course Groups

Grade

HS 10th Grade Electives

HZ 10th Grade Year Long Electives
HS 11th Grade Electives

HZ 111th Grade Yearlong Electives
HS 12th Grade Electives

HZ 12th Grade Yearlong Electives
HS 9th Grade Core Required Courses
HS 9th Grade Electives

Master Schedule
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3. Click New in the courses menu. The Edit Course Group page appears.

Edit Course Group

Oplion

Nama

Typa

Applies 1o

— 2033
azd41
—i 9241

_—9241-B

a2
— 1081

5570
—i 0371
5561

5591
—5545
1031
— 1041
— 1056
1037
1541
— 11
3041

1081

7521
Programr
—50B3
6045

2020
— 2011

2021

— 23

Courges on This st are thoss

-

]

Value

[12th College Prep

Graduation Set Only % I

' all gz

=) &pple Grove High School
&P Englizh — 200 Englizh 2
scademic Supp. 12 1551 Envwironmental Science
mCademic Supp. | — 4131 Fitrezaa for Life
fcadernic Supp. 11 __2034-C  Funcliomal English 12
dadernic Supp. 9 12034 Functioral English 5
fudv. Meth w/Trig. — 1501 Gzneral SClence 1
&G ED 1 1571 G=neral Science 2
a6 ED 2 301 ez /¥ Hizbory
AGED 3 13031 Gowerniment
AGED 4 400 Health
agric. Ind. Study 9031 ndep. tudy
dlgebra 1 6044 ndependent Living
Slgebra 2 w/iGeometry 604 nterior Design
Algabra A — 5031 ntro. to Dratting
algebrs B 2081 Lib, Aide
anatorme S Physialogy — 2057 Life Skills
&P Calculus — 3112 LiTe Sports
AP History 7533 IHLE Certificatio
Apolied Math —alas Mazz Froduction
o puter 5071 ooy 2
Conatruetion =Uhs o
~ulinary Aels — 7001 whard Processing

- 9251 whar k Exper

ENgwapaper .

— 9Znl wark Reless
Engligh 10 .

—i 2051 Yiesar ok
English 11
Engliah 12

el Featve besn sctivated for This school on the master

€ Submir ¥

4. Use the following table to enter information in the fields:

Schedule User Guide

Field

Description

Name

Enter a name for the course group.

Note: If there are multiple high schools on your server, you may
want to create a system for naming your course groups so that
they sort in a certain way. For example, you might call Apple
Grove High School's course group containing ninth-grade core
courses AGHS-9-Core Courses. If you followed this system, all of
your high schools would sort together, as would the grade

levels within them.

Master Schedule
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Field

Description

Type

Choose the type of course group from the pop-up menu:

* Scheduling Only: Course group is used for scheduling
purposes only.

* Graduation Set Only: Course group is used for
graduation requirement purposes only.

* Both: Course group is used for both scheduling and for
graduation requirement purposes.

Applies to

Set course groups to apply to all schools or to the current
school only. Existing groups are set to all schools by default.

5. Select the checkbox next to the name of each course that should belong to this group.

6. Click Submit.

Edit Course Group

Oplion

Nama
Typa
Applies 1o

'EE.":'-S &P Englizh

Q241-C Academic Supp 12

— 9241=4  Academic Supp. )
—_9241-B  &cademic Supp. 1
9241 dcadernic Supp, 9
— 1081 . MRth T,
5570 &G ED 1
—i 5371 AL ED
5561 AGED 3
5591 AGED 4
—5545 Agric. Ind. tudy
1031 Algebra 1
— 104 dlgebra 2 wiGeametry
I 1036 Algabra A
1a37 &lgebra B
lﬁ‘ 341 anatorme S Physialogy
101 AP Calculug
@3'-11 &P Histary
i 1091 Apolied Math
szl Com puber
Programmirg
— 5083 construction

— 6045 Culinary Arls
— 2020 ENgwapaper
— 2011 Engligh 10
2021 Englisk 11
—203 Englrah 12

Courges on This st are thoss
our=e |list

Value

[12th College Prep

Graduation Set Only % I

! &l sehools
' Apple Grove High School

— 2001

Englizh 2
1551 Environmentsl Science
— 4131 Fitreaa for Lite
__ 2034-C Funcliomal English 12
12034 Functiorel English 9
— 1501 Gzneral SClence 1
1571 G=neral Science 2
3011 Geng /W History
13031 Gowerniment
001 Health
— 903 ndep. Ztudy
6044 ndependent Living
— 604 nterior Design
— 5031 ntro. to Dratting
2081 Lib, Aide
12037 Life Skilla
— 3112 LiTe Sports
7533 IHLE Certificatio
—alas Mazz Froduction
5071 Womds 2
=i LE Wonds 3
— 7001 whard Processing
9251 whar k Exper
— 9Znl Wark Reles
— 2051 Yemar Do)
el Featve besn sctivated for This school on the master
£ Subeic
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1. On the start page, choose School from the main menu. The School Setup page appears.

2. Choose Course Groups. The Course Groups page appears.

Course Groups

Grade

HS 10th Grade Electives

HZ 10th Grade Year Long Electives
HS 11th Grade Electives

HZ 111th Grade Yearlong Electives
HS 12th Grade Electives

HZ 12th Grade Yearlong Electives
HS 9th Grade Core Required Courses
HS 9th Grade Electives

3. Choose the course group to be deleted from the courses menu. The Edit Course Group

page appears.

Master Schedule
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Edit Course Group
Option Value
Manme [12th College Prep
Typa Graduation Set Only % I
Applies to — all achools
= &pple Grove High School
'EE.":-S &P English 12001 Englizh 9
e 9241-C Academic Supp. 12 1551 Envwironmental Science
— 9241=4  Academic Supp. ) — 4131 Fitrezaa for Life
—9241-B  Acadernic Supp. 11 __ 2034-C Funcliomal English 12
9241 dadernic Supp. 9 2032 Functioral English 5
— 1061 fudv. Meth w/Trig. — 1501 Gzneral SClence 1
5570 AG ED 1571 General Seience 2
5571 A6 ED 2 301 [ezng /W _Hizbory
— 5581 AG ED 3 13031 Gorverniment
5591 aGED 4 _4nn Health
— 2a4h agric. Ind. ztudy —dual ndzp. ztudy
11031 dlgebra 1 6044 ndependent Living
— 104 dlgebra 2 wiGeometry 604 nterior Design
I 1036 Algabra & — 5031 ntro. to Dratting
1237 slgebra B a0E Lib. aide
1541 anatorme S Physialogy 2037 Life Skills
™, 101 AP Calculuz 4112 LiTe Sports
!?3'-11 &P Histary 7533 INLE Certificatior
i 1091 Apolied Math —alas Mazz Froduction
752 C 1 . . .
Fi-;l-J |II i r e = :;-l !. l:, .
_lsnges Conatruetion =f:jlt" o
lenas Culinary &rts — 7001 whard Processing
R L 9251 whar k Exper
_2020 E N pa pet .
=] — 9Znl wark Reless
— 2011 Engligh 10 .
. — 2051 ez bl
2021 English 11
—203 Englrah 12
Couraes on This ligl &re thoss thet neve been activated Tor This school on the masier
ourse |ist
M Delere ' Submir )

4. Click Delete. The Selection Deleted page appears.

How to Edit Course Status

Change a course's status from active to inactive or vice versa. Active courses are used to schedule
students. Additionally, use this page to remove all the courses from the master course list that do
not have sections taught in the current year.

1. On the start page, choose School from the main menu. The School Setup page appears.

2. Click Courses. The Courses page appears.

3. Click View Master Course List from the courses menu. The Master Course List page appears.

Master Schedule
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4. Select the checkbox next to the class you want to activate. Deselect the checkbox next to

the class you want

to deactivate.

5. Select the checkbox to remove all courses from this school's course list that do not have any
sections taught this year (optional).

6. Click Submit. The Courses page appears.
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Work With Student Schedules

In PowerSchool, work with individual student schedules using the student pages menu or with a
group of students using the Group Functions page. Add and drop sections, delete enrollment
records, transfer students, or enroll an entire group of students. Use the scheduling engine to
create student course request forms, a master schedule, and student schedules that are based on
both of these elements. For more information, see the section "Master Schedule Overview."

You can find the student schedule views on the student pages menu for any student. Each displays
the student schedule from a different perspective. Some are view-only, while others can be
modified.

All Enrollments

Enrollment

activities

&1 Enroll ments
Functions
Special Programs
Tranzfer Info

This page displays the selected student's enrollment history. It is most often used by counselors
reviewing the student’s entry and exit dates to previous and current classes. Counselors and other
school administrators can view assignments for the classes listed and any teacher comments.

PowerGrade sends the information from the teacher’s data files to PowerSchool for storage. Once
the grades and comments are on the PowerSchool system, they are part of the student’s
permanent record unless the teacher deletes them from their PowerGrade files before the end of
the term (when grades are stored). Only certain school administrators, such as counselors, can edit
these stored records.

See the section "Work With Student Schedules" for additional information.

How to View Grades and Assignments

Using this option on the All Enrollment page, view grades and assignments for any class in which
the student has been enrolled.

1. On the start page, search for and select the student.

2. Choose All Enrollments from the student pages menu. The All Enroliments page appears.
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3. C(lick View next to the class that you want to review. The Scores page displays the
assignments that make up the class and the grades the student received on each

assignment. This is the same page described in the section "Term Grades."

Note: This page is view-only for all users. To edit a record, see the section "How to Edit an

Enrollment Record."

Scores
Blizs  Justin 10

Due Date

09/07/2001
12/ 13F2001
09/ 1452001
09/ 1742001
09/ 212001
0972172001
09/ 2742001
09/ 2872001
1070572001
10/09/2001
10/12/2001
1041942001
1041972001

26712

‘Woods 1

Fimal Letter Grade: _

Calegory Assignment

wiork
Wik
Wik
work
wirk
Wik
wir k
W' "|‘
wiork
Wirk
work
Wik

wirk

AGHS

Exp, D3{A =

9/4
Srale
9/10
Measuring
Qulz
917
Project 1
9/24
1041
Jolnts Quiz
1078
Laresrs
10716

Alldredge, Jessica

Final Percent: _

Scorn b
EX/80
EX/25
Exf100
Ex/45
Exs10
EX/F100
Ex/40
1004100 100
80100 a0
/6 0
a5/100 95
0430 0
80/80 100

Grd

i

How to Edit an Enrollment Record

View or edit course enrollment dates and teacher comments on the All Enrollments page.

1. On the start page, search for and select the student.

2. Choose All Enrollments from the student pages menu. The All Enroliments page appears.
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All Enrollments ©

Hlozs, Justin 10 Z2E Al

Entered Exited Exp Course Teacher View Edit
DrEAF2001 1212002 DeCA) Praject ddwenturs fansan, Jamezon Vims  Edit

PEETA200Z 0F0hy Yool 1 Al edge, Jeesics ]
F2152002 D2{A) Sefbonre dppdications 2 Hardy, Hannak View - Fdit

PEETS 200 0308y Shudy He Grown, Caring fnn L]

SENLZO0Z Da{Aa) BEiolagy Garclg, Meithay [
rSarddul TAZ A A00E Ul Enghes 10 Uigzinger, Michalaz Yisw  Ldit
LEAFZ00N 212002 OFLAD Algebra Flinders, Shaa Len ¥ it
TIZI 200 BAZ1S 2002 DAla) Biolagy arcia, Meithew dit
121 /2002 &/21/2002 0SiAY Heslth Hackatl, Heallwr Edid
FEIFIONG BSF1AZO0T DAY & Flirdera, Shan Le'n Edit
TAZ vl Bzl A2008 03dp) Yard Frecessing eres, Brithasy Edit

3. Click Edit next to the class that you want to view or edit. The Edit Enrollment Record page
appears.

Edit Enroliment Record |

Shizs, Justin 10 26012 ALHS

Student Bliss, Justin

Course Woeds 1 {5061 .40
Teacher il ldredge, Jeasica
Expression

Enroll Date

Exit Date

Teacher
Commant

£ Submit %
4. Use the following table to enter information in the fields:

Field Description

Student The selected student appears.

Course The selected course appears.

Teacher The selected teacher appears.

Expression The selected schedule expression appears.

Enroll Date Enter or change the date the student enrolled using the format
mm/dd/yyyy or mm-dd-yyyy. If you do not use this format, an
alert appears. If you submit the date with an incorrect format,
the date field will be submitted as a blank entry.
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Field Description

Exit Date Enter or change the date the student exited using the format
mm/dd/yyyy or mm-dd-yyyy. If you do not use this format, an
alert appears. If you submit the date with an incorrect format,
the date field will be submitted as a blank entry.

Teacher Comment Enter or change any teacher comments.

Note: Parents and guardians can view these comments when
they check their child’s progress using PowerSchool.

5. Click Submit. The All Enrollment Records page appears.

Course Requests View

Scheduling

Bell Schedule %iew

List Wiew

Matriz ¥iew

Modify Schedule
Requests Modify Current
Requests Yiew Current
Requests Modify Future
Requests View Future
Scheduling Setup

How to View Current Course Requests

This page displays what courses a student has requested for the upcoming term within the current
school year. This page displays all the requests that were entered for the student for the current
year. Some of these requests may have been fulfilled while others may not have.

1. On the start page, search for and select the student.

2. Choose Requests View Current from the student pages menu. The Requests View Current
page appears.

Requests View Current

Eriggs, Jessica k. 10 25021 AEHS
Crs Num Course Type Term(s) CrHrs
1. 1041 Algebra 2 w/Geormnetry By 0.50
2. 1591 Chemistry 2 Ay 0.50
e LT &lgebra B By 0.50
4. 1031 Algebra 1 Ay 0.50

Total Credit Hours Requested 2.00
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3. Review the page. It is view-only for all users.

How to View Future Course Requests

This page displays what courses a student has requested for the next scheduling year, which is
defined in PowerScheduler.

1. On the start page, search for and select the student.

2. Choose Requests View Future from the student pages menu. The Requests View Future
page appears.

Requests View Future
Eriggs, Jessica k. 10 25021 AEHS
Crs Num Course Type Term(s) CrHrs
1. 101 flgebra 2w /Gearnetry fny 0.50
2. 1591 Chemistry 2 Ay 0.50
syt Bl &lgebra B By 0.50
4. 1031 Algebra 1 Ay 0.50
Total Credit Hours Requested 2.00

3. Review the page. It is view-only for all users.

Course Requests Modify

Scheduling

Bell Schedule %iew

List Wiew

Matriz ¥iew

Modify Sehedule
Requests Modify Current
Requests Yiew Current
Requests Modify Future
Requests View Future
Scheduling Setup

At some schools, administrative staff or guidance counselors enter student course requests directly
in PowerSchool for their students. Perhaps all of the ninth graders at your school have made their
requests on paper. All initial student course requests and those entering student course requests on
behalf of students should enter the student course requests in PowerSchool, not in the scheduling
area. Use the scheduling area to change or delete student course requests after the initial requests
are made in PowerSchool.

Note: If you use need to edit a request after it has been submitted, do so in the scheduling area. For
more information, see the section "Student Course Requests."
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Scheduling Year

Because course requests can be made for the current year or for other scheduling years, you must
set the schedule year for student requests made in PowerScheduler, in Parent Access, or on the
Requests Modify Future page in PowerSchool.

For example, set the scheduling year to 2004-2005 if you want students to enter course requests on
the student access pages for the 2004-2005 year. In this case, the request Screen Setup function in
PowerScheduler will apply to the 2004-2005 school year. The student's requests made through the
Requests Modify Current page in PowerSchool will apply to the 2003-2004 school year.

How to Modify Current Course Requests

This feature lets students select the courses for the upcoming term within the current school year
for which they want to register.

1. On the start page, search for and select the student.

2. Choose Requests Modify Current from the student pages menu. The Request Modify
Current page appears.
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3. Choose courses from the pop-up menu.

4. Click Submit. The Changes Recorded page appears. View the results of these choices on the
Requests View page. For more information, see the section "Course Requests View."

How to Modify Future Course Requests

This feature lets students select the courses for the next scheduling year for which they want to

register.
Note: The scheduling year is defined in PowerScheduler.

1. On the start page, search for and select the student.

2. Choose Requests Modify Future from the student pages menu. The Request Modify future

page appears.
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3. Choose courses from the pop-up menu.

4. Click Submit. The Changes Recorded page appears. View the results of these choices on the
Requests View page. For more information, see the section "Course Requests View."

Course Requests and Schedule

Scheduling

Bell Schedule %iew

List Wiew

Matriz ¥iew

Modify Sehedule
Requests Modify Current
Requests Yiew Current
Requests Modify Future
Requests View Future
Scheduling Setup
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In PowerSchool, you create and maintain a primary class schedule for each student in your school.
Throughout the year, you might need to make schedule changes for existing students, or create
new schedules for students who enroll at your school during the year. There are two ways to
maintain student schedules: manual scheduling and auto-scheduling. Manual scheduling is section-
specific and allows you to pick specific sections in which to enroll the student, overriding the
system-defined schedule if one exists. Auto scheduling is course-specific. You enter a student's
request for specific course(s). The system then automatically schedules the student for the sections
that best fits his or her schedule.

Note: Maintaining student schedules can be done in conjunction with Scheduler or independently.

How to Access the Modify Schedule - Enrollments Page

Use this page to modify the student's schedule. Note the page is divided into two functional areas:
Enrollments and Requests. By default, the Enrollments tab is selected. The Modify Schedule -
Enrollments page displays the student's section enrollments for the current year and school, as well
as current course requests.

1. On the start page, search for and select the student.

2. Choose Modify Schedule from the student pages menu. The Modify Schedule page appears.

iew Entire Year Scheduls Edit Auto Schedule Parameters

Effective Enrollment Date is-‘ﬁ;zum

Search Available Classes Quick Enroll
ﬁ:ﬁ;:gr Period | 1 4 I ¢ Find Course.ScctIunI ¢ Enroll Y
Enroliments
Lock Exp Trm Cre-Sec Course Name Teacher Room Enroll Leave Drop
A x i i - Alldredge i 8/28/ 127244 £ Dron 3
' A=B) a(d) 521=2 hemmistey 1 e, [ T
2(4-B) 4(4) 5 1521-2 Chermistry st 24 200% 2003 Drop
efa_RY . _ Algebra 2w/ Allphin, g/287 127248 ™
SLA-B 3 10411 Geometry Timothy > zoos  zoos e
€Al ) Al

b

(" Automated Schedule " Manually Schedule Student

Course Requestis

Number Course Name Alt Code Alt Alt Priority Section Type Alternate 1
1031 Algebra 1 i)
1037 Algebra B W 1
1041 Algebra 2 w/Geometry v £
1591 Chemistry 2 0 1591

The following information is either captured as part of the PowerScheduler commit process
or can be manually defined:
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Field Description

Enrollments By default, the Enrollments tab is selected, which displays the
student's section enrollments for the current year and school, as
well as current course requests.

Requests The second tab on the Modify Schedule page is Requests. The

Modify Schedule - Requests page supports editing and entering
course requests for the student. It is these requests that the
scheduling engine uses to determine the students schedule.

View Entire Year
Schedule

Click to view the student's schedule by each term within the
selected term.

Edit Auto Schedule
Parameters

Click to access the Automated Scheduling Setup page to
modify default parameter settings for this scheduling session.

Effective Enrollment Date

When creating a new section enrollment, use this field to enter
the date that any enrollment becomes effective. The field
defaults to tomorrow's date.

Search Available Classes

Use to enroll the student into a course:
e Course Number - Use to search for available sections.
* Period - Use as filter to search for available sections.

e Find - Click to search for available classes.

Quick Enroll Use to enroll the student into a section:
e Course.Section - Use to search for a section and enroll
the student immediately into the section.
e Enroll - Click to initiate search/enroll.
Enrollments Use to view, lock, or drop the student's section enroliments. The

following information appears for each line item: schedule
expression, term, course number, section number, course name,
teacher, room number, enrollment date, and exit date.

* Lock - Select this checkbox next to each section
enrollment that should not be changed by the
scheduling engine, if any. For instance, if the user wants
the student to remain in Algebra for period 1, MWF
then they would select the Lock checkbox for that
section enrollment. Note: If the Effective Enrollment
Date is set to a date that is after the Leave date for an
enrollment, then that enrollment is locked and cannot
be adjusted. If the course is in the future or in progress,
then you can lock/unlock as needed.

e Lock All - Click to lock all section enrollments.

* Drop - Delete enrollments individually and immediately

Work With Student Schedules
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Field

Description

by clicking the appropriate button next to the section
enrollment you want to delete. The Drop Section
Enrollments page appears. Verify the information you
want to delete. Enter an Exit Date and click Drop
Classes.

* Drop All - Click to immediately drop all the current
section enrollments for the student. The Drop Section
Enrollments page appears. Verify the information you
want to delete. Enter an Exit Date and click Drop
Classes.

Automated Schedule

Use to initiate the automated scheduling process that uses the
scheduling engine to produce the student's schedule.

Manually Schedule
Student

Use to manually schedule the student into available courses by
period.

Course Requests

Use to view the student's current course requests.

How to Change Terms

1. On the start page, search for and select the student.

2. Choose Modify Schedule from the student pages menu. The Modify Schedule page appears.
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iew Entire Year Schedule

Effective Enrollment Date Es.‘{',,.'zum

Search Available Classes

Course | i Eir p Y
Numrbcr | Peried | 1 ¢| Find

Enroliments

Lock Exp Trm Crs-Sec Course Name
2(A-B) 4(h) 51 1521-2 Chemistry 1

filgebra 2w/

SLA-B) 3 1041-1 Geometry

A
" Automated Schedule

Course Requesis

Number Course Name Alt Code Alt
1031 #Algebra 1
1037 algebra B
1041 &lgebra 2 w/beometry v
1591 Chemistry 2

Edit Auta S

Quick Enroll

Caursc.ScctIunl 4

Teacher

Alldredge,
Jessica

allphin,
Timothy

Room Enroll
: 8/28/
2% onn3

8/28/
S ooz

£ Manually Schedule Student L

Alt Priority
0
1
&

0

Section Type

chedule Parameters

Enroll

Leave Drop
12/247 € Brop N
2003 i
12724/ ™
2003 ey

Al Y

Alternate 1
1591

3. Click the term link. The Change Term page appears.

4. Use this page to select a different term in which to view the student's schedule.

How to View Entire Year Schedule

Use the Entire Year Schedule link to view the student's schedule by each term within the selected

term.

1. On the start page, search for and select the student.

2. Choose Modify Schedule from the student pages menu. The Modify Schedule page appears.

Work With Student Schedules
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iy

Entire Year Schedule

Effective Enrollment Date Es.‘{',,.'zum

Search Available Classes

Course
Number I

Enroliments

Course Requesis

Lock Exp
2(A-B) 4(h)
S{4-B)
AN

Peried | 1 =2 I £ Find O

Trm Crs-Sec Course Name
g1 1521-2 Chemistry 1

- Alaebra 2 w/
51 1041-1 gebra

Number Course Name

1031 #Algebra 1

1037 algebra B

1041 &lgebra 2 w/beometry
1591 Chemistry 2

Geometry

" Automated Schedule

Alt Code Alt

Edit Auto Schedule Parameters

Quick Enroll

CBursc.ScctIunl 4

Teacher

Alldredge,

Jessica

allphin,
Timothy

Room Enroll

24

13

8/28/
2003
a/28/

2003

£ Manually Schedule Student L

Alt Priority

]
1
£

0

Section Type

Enroll

Leave Drop
12/247 € Brop N
2003 i
12724/ ™
2003 ey

Al Y

Alternate 1
1591

3. Click the Entire Year Schedule link. The Entire Year Schedule page displays the student's

schedule for the entire year by terms, such as quarter and semester.

Eriggs, Jessica K

Exp

0104
02{4)
03647
LY
05(4)
O6(A)
0704

Exp

0104
02(4)
03(A)
0]
05(h)
O6LA)
0704)

Entire Year Schedule

10 25021
Trm Crs-Sec
S1  z001-03
51 7550-1
51 8571-01
51 1501-04
51 1036-1
51 7001-06
=] e R e
Trm Crs-Sec
51 z2001-03
51 7550-1
$1 5571-M
S1 1501-04
51  1036-1
51 7001-06
51 4121-2

AGHS
00-01 Quarter 1

Course Mame Teacher
Englizh 9 Griggs, kKylee Diane
Software Applications 1 Forest, Brittany
Chorus Spainhower, Meagan
General Science 1 Callister, Lisa
Algebra & Flinders, Shea Lyn

word Processing

Forest, Brittany

Swimming Hansen, Jameson

00-01 Quarter 2

Course Name Teacher

Englizh 9@ Griggs, kylee Diane
Software Applications 1 Forest, Brittany
Chorus Spainhower, Meagan
General Science 1 Callister, Lisa
Algebra b Flinders, Shea Lyn

word Processing

Forest, Brittany

Swimming Hanzen, Jamesan

Room
C310
D404
Bz02
D404

D409
A1 064

Room
C310
D404
Bz0z
D404

D409
A1 064

Enroll

g/28/2000
g/28/2000
g/z2as2000
g/28/2000
g/28/2000
g/28/2000
g/28/2000

Enroll

g/28/2000
g/28/2000
g/28/2000
g/28/2000
g/28/2000
g/28/2000
g/28/2000

Leave

141642001
141642001
1/16/2001
141642001
141642001
141642001
141642001

Leave

141642001
141642001
141642001
141642001
141642001
141642001
141642001
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Use Edit Auto Schedule Parameters to modify default parameter settings for this scheduling session.

The defaults for these values are defined via Start Page > School Setup > Scheduling Preferences. It

is often useful to be able to override the default values just for the current scheduling attempt.

1. On the start page, search for and select the student.

2. Choose Modify Schedule from the student pages menu. The Modify Schedule page appears.

iew Entire Year Schedule

Effective Enrollment Date Es.‘{',,.'zum

Search Available Classes

Course | i Eir p Y
NimBee | Period | 1 = Find

Enroliments

Lock Exp Trm Crs-Sec
2(A-B) 4(A) 51 1521-2
S(A-B) 51 1041-1

€A

P,

Course Requesis

Number Course Name Alt Code
1031 #Algebra 1
1037 algebra B
1041 &lgebra 2 w/beometry
1591 Chemistry 2

Course Name

Chemistry 1

filgebra 2w/

Geometry

Automated Schedule

Alt

N

Edit Auta Schedule Parameters
Quick Enroll
Course.Section I ¢ Enroll
Teacher Room Enroll Leave
Alldredge, 24 G/2as 127247
Jessica = 2003 2003
#llphin, a/zes 12/24f -
Timothy 'S Zooz 2003 .
A

£ Manually Schedule Student L
Alt Priority Section Type Alternate 1

0

1

£

0 1591

3. Click the Edit Auto Schedule Parameters. The Edit Auto Schedule Parameters page displays.
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Use Buildings

Use Houses

Load Optimizations

skipping

Automated Walk-In Scheduling

Close Sections at Max Enroliment
Use Global Course Alternate Substitution

Use Student Request Alternate Substitution

Percent of schedule combinations to evaluate for each student IG

Minimum number of schedule combinations to evaluate before

Value

4. Use the following table to edit the information in the fields:

Field Description
Use buildings Select this checkbox if this scenario uses buildings.
Use houses Select this checkbox if this scenario uses houses.

Close sections at
maximum

Select this checkbox to ensure that courses close at their
maximum enrollment numbers.

Use global course
substitutes

Select this checkbox to ensure that the system automatically
inserts any global course substitutes after student course
substitutes have been tried and rejected.

Use student course
substitutes

Select this checkbox to ensure that the system automatically
inserts student course substitutes in the order chosen, if
needed.

Percent of schedule
combinations to
evaluate for each
student

The default value of this field is 10. Change this value only if
you encounter problems with the amount of time the system is
using to build the master schedule. For example, if you enter
25, the system evaluates one-quarter of the possible schedule
combinations for each student. If you enter 75, the system
evaluates three-quarters of the possible schedule combinations
for each student.

Minimum number of
schedule combinations
to evaluate before

skipping

The default value of this field is 10,000. Change this value only if
you encounter problems with the amount of time the system is
using to build the master schedule. Entering a high number
forces the system to sample a minimum number of student
schedule course possibilities.

Work With Student Schedules

5. Click Submit. The Changes Recorded page appears.
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How to Modify a Student's Schedule Using Automated Walk-In

Automated Walk-In Scheduling, you no longer are required to manually create schedules for
students who have enrolled in school after the initial scheduling process has been completed.
Instead, you can now leverage the existing scheduling engine, which determines the most optimal
schedule for the student automatically.

In a typical scenario for a school during the first week of a new school year many students either do
not have a schedule or need to revise their previously created schedule. These students are sent to
a counselor who often has many other students waiting to work on their schedule. In this scenario
it can be very frustrating for the counselor to have to manually find open sections in the master
course schedule and try to create a schedule that works best for the student.

With Automated Walk-In Scheduling, the system automatically determines the most optimal
schedule for the student while taking into account the many rules and constraints concerning the
student and schedule, such as load constraints, course relationships, enrollment constraints, and
section types. Additionally, you can select to schedule by team, house, or building. All this can be
done, while locking existing section enrollments in order to preserve those records, yet scheduling
additional requests. Counselors then choose to accept or reject the schedule returned by the
engine before it is made permanent.

The following functional flow describes the basic course of events that you can perform to
successfully create a new schedule for an individual student or modify an existing schedule for an
individual student within PowerSchool.

1. On the start page, search for and select the student.

2. Choose Modify Schedule from the student pages menu. The Modify Schedule - Enrollments
page appears.

Work With Student Schedules © 2004 Apple Computer, Inc. All rights reserved. 52



s
' PowerSchool

Schedule User Guide

iew Entire Year Schedule Edit Auto Schedule Parameters

Effective Enrollment Date Es.‘{',,.'zum

Search Available Classes Quick Enroll
ﬁgﬁ,{;gr | Peried | 1 =2 I £ Find O Caursc.ScctIunl— “ Enroll Y
Enroliments
Lock Exp Trm Crs-Sec Course Name Teacher Room Enroll Leave Drop
2(A-B) 4(A) s1 1821-2 . Chemistry ) Alredm 5, B2/ 122V FURPY)

R Al

N

" Automated Schedule “ Manually Schedule Student )

Course Requesis

Number Course Name Alt Code Alt Alt Priority Section Type Alternate 1
1031 #Algebra 1 0
1037 algebra B v 1
1041 &lgebra 2 w/beometry v £
1591 Chemistry 2 0 1591

3. Enter the date the enrollment becomes effective. The default is set to today's date.
4. Click Requests. The Modify Schedule - Requests page appears.
5. Before continuing, you can:

* Select the Lock checkbox next to each section enrollment that should not be
changed by the scheduling engine, if any. For instance, if the user wants the student
to remain in Algebra for period 1, MWF then they would select the Lock checkbox
for that enrollment.

* C(lick Del next to the section enrollment you want to delete.
* C(lick All Del to delete all existing section enrollments.
Click New Request. The Edit Course Request [student name] page appears.
Click Associate to select the name of the course. The Associate Course page appears.

Press and hold Command (Mac) or Control (Windows) to make multiple selections.

O o N o

Click Submit. The Modify Schedule - Requests page appears, which now reflects the new
requests.

10. Modify the requests by identifying which ones are alternate requests and assigning
priorities or associating one alternate course for the primary request(s).

11. Click Submit. The Modify Schedule - Requests page refreshes.
12. Click Enrollments. The Modify Schedule - Enrollments page appears.
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13. Click Automated Schedule. The information is exported to the scheduling engine. The
scheduling engine determines and creates the most optimal schedule for the student based
on the students course requests, load constraints, course relationships and applicable
scheduling parameters. The results are then imported from the scheduling engine. Once the
engine determines a schedule for the student, the Automated Schedule Results page
appears. The page displays any error messages, enrollments, and course requests. At this
point the results have not become the permanent schedule for the student. The results can
only be accepted or rejected in whole.

Note: You can always modify the schedule by dropping and adding enroliments via the
Modify Schedule page.

14. Do one of the following:

* <div align="left">If the results are unacceptable, click Discard to clear the results.
The Modify Schedule - Enrollments page appears displaying the original
schedule.</div>

* If the results are acceptable, click Accept. The Modify Schedule - Enrollments page
appears displaying the new schedule.

How to Manually Modify a Student's Schedule

The schedule list view displays the student's schedule for the currently selected term. Use this page
to manually schedule students after viewing available courses by period.

Additionally, you can add or drop sections from a student's schedule using the Enroll and Drop
pop-up menus. For more information on these topics, see the sections "Add Sections" and "Drop
Sections."

1. On the start page, search for and select the student.

2. Choose Modify Schedule from the student pages menu. The Modify Schedule page appears.
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iew Entire Year Sche

Effective Enroliment Dale|5,¢ﬁ;2{)04

Search Available Classes

oeminialge] Period (1 ¢ | ( Find )
Enroliments
Lock Exp Trm Crs-Sec Course Name
i) 2(A-B) 4(h) 51 1521-2 Chemistry 1
y . - filgebra 2w/
] S{A-B) 51 1041-1 Beometry
T

" Automated Schedule

Course Requesis

Number Course Name Alt Code Alt
1031 Algebra 1 i
1037 Algebra B v
1041 &lgebra 2 w/Geometry v
1591 Chemistry 2

Quick Enroll

Course.Section I f Enroll Y

Teacher Room Enroll Leave Drop
Alldredge, ~ 8/28/ 12/24/  Brep B
Jessica 24 2003 2003 i
allphin, 6/28/ 12/24/ F Dror -
Timothy 1S Zpos  zoo3 e
Al

£ Manually Schedule Student
Alt Priority Section Type Alternate 1

0

1

£

0 1591

3. (lick Manually Schedule Student. The Manually Schedule Student page appears.
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Period
03 04 05 06 OF
M
.
1%
i 1
{1
i i
- 5
211
)

(]
g

Manually Schedule Student
Eriggs, Jessica k. 10 25021 AGHS
Enroll date: |12-"1 B/2003
Number Course Name Term  Day 01
31 &
1036 Algebra A
52 i
1501 General Science 1 51 & i
1571 General Science 2 82 4 I
51 h 1
2001 English 9
52 h 14
31 &
4001 Health
52 A
4121 Swimming 51 &
. : 51 B
413 Fitness for Life
52 [
51 f -
7001 Word Processing
52 A
i 51 B
7550 Software Applications 1
52 A
7555 Software Applications 2 52 & i
51 &
B5T1 Chorus
52 B
* Thiz zection iz full
B 7his section is full
This section is awvailable
This section is scheduled
Enter a pazsword for maximum enrollments over ride
{ Reser 1

{ Continue

€ Submir

4. Enter the "Enroll date" to indicate when the student enrolled in the selected course(s).

5. Select the checkboxes next to the course, term, and expression in which you want to enroll
the student. Deselect the checkboxes next to the course, term, and expression from which
you want to drop the student.

Note: The student's currently scheduled classes appear in gray, available classes in green,
and full classes in red. If an expression is gray and has a selected checkbox, the student is in
the class. An asterisk (*) notation means that the class is full, regardless of color. If enrolling
the student in a full class, enter the password to override the maximum enrollment in the
field at the bottom of the page.

6. Click Submit.
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Note: To refresh the page to display the last saved selections, click Reset.

7. On the Manually Schedule Student page, click Continue to return to the student's Schedule

List page.

How to Access the Modify Schedule - Requests Page

Schedule User Guide

The Modify Schedule - Requests page supports editing and entering course requests for the

student. Requests are what the engine uses to determine the student's schedule. The student will

not be scheduled for any course that is not requested. The exception to this are locked enrollments,
which will be kept even if a request does not exist for the course.

Although requests may still be entered through the Requests Modify Current and Requests Modify
Future pages, this page offers more flexibility and features. Existing requests entered by any other

method appears on this page.

1. On the start page, search for and select the student.

2. Choose Modify Schedule from the student pages menu. The Modify Schedule page appears.

iew Entire Year Schedule

Effective Enrollment Date Es.‘{',,.'zum

Search Available Classes

Course
Number

Enroliments
Lock

»

&

Number
1031
1037
1041

1591

Peried | 1 =2 I £ Find O
Exp Trm Crs-Sec Course Name
2(A-B) 4(h) 51 1521-2 Chemistry 1
ARy & filgebra 2w/
SlA-B b= 1041-1 Geametry

" Automated Schedule

Course Requesis

Course Name Alt Code Alt
#Algebra 1

algebra B

&lgebra 2 w/beometry v
Chemistry 2

N

Edit Auta Schedule Parameters
Quick Enroll
Course.Section I ¢ Enroll
Teacher Room Enroll Leave Drop
Alldredge, X G/2as 127247 FD!’O " 1
Jessica 2% 003 2003 —
#llphin, a/28/ 12/24f -
Timothy 'S Zooz 2003 .
Al Y

£ Manually Schedule Student L
Alt Priority Section Type Alternate 1

0

1

£

0

1591

3. Click Requests. The Modify Schedule - Requests page appears.
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1031  Algebra 1

Number Course Name

1037  Algebra B

1041  Algebra 2 w/Geometr

1591 Chemistry 2

e

F New
Alt Priority Section Type Alternate 1 Deleta
e ’U_ [ :-] li f Assoclate ) yee
M [ | - . i] { Associate
W r [ :] l_“""‘"’-—' (' Associate )
i r[rw [ E ] Mser & Associate B

The following information is either captured as part of the PowerScheduler commit process

or can be manually defined:

Field Description
New Click to create a new course request.
Number The number of the requested course appears.

Course Name

The name of the requested course appears.

Alt

Select this checkbox to indicate whether this is an alternate
course request.

Code

Enter any single letter as a way of relating alternate requests to
a primary request. Alternate requests that are assigned this
code will be used to substitute for any primary requests that are
assigned the same code.

Alt Priority

If you selected the Alternate checkbox, enter a priority number
so the system will know which alternate to load first when a
student does not receive the elective.

Section Type

Choose the course's section type, if applicable, from the pop-up
menu. For example, a student may request a bilingual section
of a course.

Alternate 1 Click Associate to select the name of the first alternate for this
course.
Delete To delete:

* An existing course request, click YES under the Delete
column next to the appropriate course request.

* All existing course requests, click ALL at the bottom of
the Delete column.

Work With Student Schedules
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How to Create a New Course Requests

1. On the start page, search for and select the student.

Schedule User Guide

2. Choose Modify Schedule from the student pages menu. The Modify Schedule page appears.

Enrallments | ]
iew Entire Year Schedule Edit Auta Schedule Parameters
Effective Enrollmant Dnlcis:{',,.';gu[]:;
Search Available Classes Quick Enroll
ﬁ:ﬁ,{;gr | Peried | 1 =2 £ Find O Caursc.ScctIunl  Enroll
Enroliments
Lock Exp Trm Crs-Sec Course Name Teacher Room Enroll Leave Drop
A By &4 mq - Alldredge, - G/2as 127247  F Prop B
2 (A-BY 4(h) & Ea . hariatry 1 o Doy
2(A-B) 4(A) 5 1521-2 Chermistry e 24 2003 S00% Urop
cra_RY o ) Algebra 2w/ Allphin, /280 N2/24f ™
-la-B J 10411 Geometry Timothy 'S Zooz 2003 .
T €Al
(" Automated Schedule % Manually Schedule Student
Course Requesis
Number Course Name Alt Code Alt Alt Priority Section Type Alternate 1
1031 Algebra 1 0
1037 algebra B 1
1041 &lgebra 2 w/beometry ¥ £
1591 Chemistry 2 0 1591
3. Click Requests. The Modify Schedule - Requests page appears.
Enrallmme | Reque
( New )

Number Course Name Alt Priority Section Type Alternate 1 Delete
A x A A s
1031 Algebra 1 =i [ 31 SS0ciae ¥ES

& : N
1037  Algebrs B & [ 3 |

1041  Algebra 2 w/Geometry 'iq

N\

| e

1591 Chemistry 2

f  Associate
=T i

4. Click to create a new course request. The Edit Course Request [student name] page appears.

5. Click Associate to select the name of the course.

Work With Student Schedules
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6. Press and hold Command (Mac) or Control (Windows) to make multiple selections.

7. Click Submit. The Modify Schedule - Requests page appears.

8. Enter the information as needed. For detailed information, see the table under “How to
Access the Modify Schedule - Requests Page.”

9. Click Submit.

How to Edit Course Request

1. On the start page, search for and select the student.

2. Choose Modify Schedule from the student pages menu. The Modify Schedule page appears.

iew Entire Year Schedule

Effective Enrollment Date Es.‘{',,.'zum

Search Available Classes

Course
Number I

Enroliments
Lock

»

&

Number

1031

Peried | 1 =2 I £ Find O

Exp Trm Crs-Sec
2(A-B) 4(A) 51 1521-2
SLA-B) 51 1041-1

P,

Course Requesis

Course Name
#Algebra 1

algebra B

&lgebra 2 w/beometry

Chemistry 2

Course Name

Chemistry 1

filgebra 2w/
Geometry

Automated Schedule

Alt Code

Alt

N

Edit Auta S

Quick Enroll

Caursc.ScctIunl 4

Teacher

Alldredge,
Jessica

allphin,
Timothy

Room Enroll

: &/28/
2% onn3

8/28/
S ooz

chedule Parameters

=z N
Enroll

Leave Drop

120247 £E——x
f Dro|

2003 i

12724/

r N
2003 o

Al

£ Manually Schedule Student L

Alt Priority
]
1
&

0

Section Type

Alternate 1

1591

3. Click Requests. The Modify Schedule - Requests page appears.
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1041 Algebra 2 w/Geametry

1591 Chemistry 2

New
Mumber Course Mame Alt Priority Section Type Alternate 1 Delete
= ; e
1031  Algebra 1 = [ :1 17 | Assoc_rate Y YES
I : \
1037  #lgebra B M [ | 2 Associate VES

M 2 | :

] ’— { Associate )
e
{ Associate
=T v

4. Update information as needed. For detailed information, see the table under “How to
Access the Modify Schedule - Requests Page.”

5. Click Submit.

How to Delete a Course Request

1. On the start page, search for and select the student.

2. Choose Modify Schedule from the student pages menu. The Modify Schedule page appears.

Enrollments | Req
ew Entire Year Schedule Edit Auta Schedule Parameters
Effective Enrollmant Dnlcis:{',,.';gu[]:;
Search Available Classes Quick Enroll
ﬁ:ﬁ,{;gr | Peried | 1 =2 I £ Find O Course.Section I  Enroll
Enroliments
Lock Exp Trm Crs-Sec Course Name Teacher Room Enroll Leave Drop
A By &4 mq - Alldredge, - G/28/ 127247  F Prop B
>(A-BY d{h) g e hemistry 1 e 2 E ¥ Dro
2(A-B) 4(A) 3 1521-2 Chermnistry e 4 2003 2003 “Dvop
cra_RY o ) Algebra 2w/ Allphin, 8/28/ 12/24/ € Brop
-la-B J 10411 Geometry Timothy 'S Zooz 2003 s
R oA
(" Automated Schedule % Manually Schedule Student
Course Requesis
Number Course Name Alt Code Alt Alt Priority Section Type Alternate 1
1031 Algebra 1 0
103 algebra B 1
104 &lgebra 2 w/beometry ¥ £
1591 Chemistry 2 0 159
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3. Click Requests. The Modify Schedule - Requests page appears.

Enraliments | Requests
F & Nm, .'\

Mumber Course Mame Alt Priority Section Type Alternate 1 Delete
= ; s

1031  Algebra 1 = [ :1 17 | Assoc_rate Y oves
I : \

1037  #lgebra B M [ | 2 Associate VES
e — -

1041  Algebra 2 w/Geometry W [2 [ 3] ’—  incniis ol

1591 Chemistry 2 e | 2] FEe { Associate )

4. To delete:

* An existing course request, click YES under the Delete column next to the
appropriate course request.

* All existing course requests, click ALL at the bottom of the Delete column.
5. Click Submit.

How to View Student Schedule Preferences
Use this page to view information related to scheduling for the currently selected student.
1. On the start page, search for and select a student.

2. Choose Scheduling Setup from the student pages menu. The Edit Scheduling Preferences
page appears.
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Scheduling Setup
Briggs, Jessica K 10 25021 AGHS

Required Settings
MNaxt Year Grade
Priarity

Schedule This Student

Year of Graduation 2005

T@jj

Mext School Indicator [ Apple Grove High 5chool | %

Optional Settings

Next Year Campus/Building [z " Associate

Mext Year House © Associate
EHuuse A
Mext Year Team Team A+

€ submir ¥
3. Use the following table to enter information in the fields:
Field Description
Next Year Grade Enter the grade level that the student will be in next year.
Priority Enter a scheduling priority level for the student.

Schedule This Student Select this checkbox if you want to schedule the student at this

time.
Year of Graduation Enter the year that the student should graduate.
Next School Indicator Select the school that the student will enter next year.
Next Year To select the campus or building that the student will go to
Campus/Building next year, click Associate. Select a campus or building, and click
Submit.
Next Year House To select the house that the student will belong to next year,

click Associate. Select a house, and click Submit.

Next year Team Choose the team that the student will belong to next year from
the pop-up menu.

4. Click Submit. The Changes Recorded page appears.
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Student Schedule

Scheduling

Bell Schedule %iew

List Wiew

Matriz ¥iew

Modify Sehedule
Requests Modify Current
Requests Yiew Current
Requests Modify Future
Requests View Future
Scheduling Setup

There are three ways to display a student's schedule. The Bell Schedule View displays the
student's schedule for the current week. The List View displays the student's schedule for the
selected term in a list format. The Matrix View displays the student's schedule for the selected
term in a graphical format.

How to View a Student's Bell Schedule

1. On the start page, search for and select the student.

2. Choose Bell Schedule View from the student pages menu. The Bell Schedule View page

displays the student's schedule for the current week.

9:00AM

10:004M

Bell Schedule View

Griggs, Kylee Diane
G20 AM - 5:45 AM

Software &pplications
1

Forest, Brittany
G50 4M - 9:154M

Chorus
Spainhower, Meagan

P20 AM - 9:45 AM

General Science 1
Callister, Lisa
950 &AM - 10:20 AM

Algebra d
Flinders, Shea Lyn
10:25 AM - 10:55
a1

Griggs, Kylee Diane
G20 AM - 9:05 AM

Software dpplications
1

Forest, Brittany
Q10 A4M - D55 a1

Chorus
Spainhower, Meagan
10:00 &M - 10:40

M

General Science 1
Callister, Lisa

Griggs, Kylee Diane
20 AM - 2:07 AM

Software &pplications
1

Forest, Brittany
212 4M - 953 4

Chorus
Spainhower, Meagan

[0 dEM - 110
- AM

General Science 1

Griggs, Kylee Diane
G20 AM - 9:07 AM

Software &pplications
1

Forest, Brittany
912 A4M - 25941

| Chorus
| Spainhower, Meagan

10:144M - 11:01

| &M

General Science 1

Briggs, Jessica k. 10 25021 AGHS
Monday Tuesday Wednesday Thursday Friday
August 28, 2000 August 29, 2000 August 30, 2000 August 31, 2000 September 1, 2000
English 9 English 9 English 9 English 9 English 9

Griggs, Kylee Diane
G20 AM - 907 AM

Software Applications
1

Forest, Brittany
Q12 4M - 259 41

Chorus

| Spainhower, Meagan

101440 - 11:01 &M

Gengral Science 1

11:004M | Ward Processing 10:45 4M - 11:25
Forest, Brittany 1l Callister, Lisa Callister, Lisa Callister, Lisa
11:00 &M - 11:30 11:06 &M - 11:53 11:064M - 11:53 11:064M- 11:53 A4l
Al A A
Swi mming Algebra &
Hansen, Jameson Flinders, Shea Lyn
11:35 &M - 1205 11:304M - 12:10
PH P
12:00 PH

Schedule
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How to View a Student's Schedule (List View)

1.

2. Choose List View from the student pages menu. The Schedule List View page displays the

On the start page, search for and select the student.

student's schedule for the currently selected term.

Schedule User Guide

Exp

O16A)
O1(a)
ozi{a)
Oz{a)
D3CA)
LY
EWY
EY)
05(a)
O5(A)
Y
OE{AD
O7Ea)
O7{a)

Trm
51
52
51
52
51
52
51
52
51
52
51
52
51
52

Schedule List View

Eriggs, Jessica K

10 25021 BGHS
Crs-Sec  Course Name Teacher
2001-03 English 9 Griggs, kylee Diang
Z2001-06 English 9 Griggs, kyles Diang
To50-1  Software Applications 1 Forest, Brittany
1571-02 General Science 2 Callister, Liza
8571-01 Chorus Spainhower, Meagan
G571-02 Chorus Spainhower, Meagan
1501-04 General Science 1 Callister, Lisa
4131-4  Fitness for Life Unknown teacher id: 443
1036-1  Algebra & Flinders, Shea Lyn
1036-3  Algebra d Flinders, Shea Lyn
TOO1-06 ‘word Processing Forest, Brittany
7555-1  Software dpplications 2 Forest, Brittany
4121-2  Swimming Hansen, Jamesan
4001-04 Health Unknown teacher id: 443

0o0-01 Year

Entire Year Schedule

Room
C310
C310
D404
Ddng
Bz202
Bz0z
D404
C305

D409
D409
41064
C303

Enroll

g/28/2000
141672001
G428/2000
1/16/2001
g/28/2000
141672001
G/28/2000
1/16/2001
B42842000
14162001
G/28/2000
/16,2001
B42842000
14162001

Leave

1/16/2001
S/26/2001
14162001
S/26/2001
141652001
S/26/2001
1/16/2001
S/26/2001
14162001
S/26/2001
1/16/2001
S/26/2001
1/16/2001
S/26/2001

The following information appears for each line item: schedule expression, term, course
number, section number, course name, teacher, room number, enrollment date, and exit

date.

To change terms, click the term link. The Change Term page appears. Use this page to select
a different term in which to view the student's schedule.

To view the student's schedule by each term within the selected term, click the Entire Year
Schedule link. The Entire Year Schedule page displays the student's schedule for the entire

year by terms, such as quarter and semester.

Schedule
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00-01 Quarter 2

Entire Year Schedule
Briggs, Jessica k10 25021 AGHS
00-01 Quarter 1

Exp Trm Crs-Sec Course Name Teacher Room Enroll Leave
01{Ay 51 Z001-03 English 9 Griggs, Kylee Diane C310 &/25/2000 1751672001
0z(4y 51 7550-1  Software dpplications 1 Forest, Brittany D404 §/28/72000 141672001
O34y S1 8571-01 Chorus Spainhower, Meagan B20Z  S§/258/2000 1/16/52001
04i4y 51 1501-04 General Science 1 Callister, Lisa D404  B/28/72000 151652001
O5(ad 51 1036-1  Algebra Flinders, Shea Lyn /2872000 141672001
0&afar 51 F001-06 ‘Word Processing Forest, Brittany D409 52852000 141652001
0?ay S1 4Z21-2  Swimming Hansen, Jameson A1064 S/258/2000 1A16/2001

Exp Trm Crs-Sec Course Name Teacher Room Enroll Leave

01¢4Y 51 2001-03 English 9 Griggs, Kylee Diane C310  8/28/2000 1/16/2001
024y 51 7550-1  Software épplications 1 Forest, Brittany D404d  §rz2872000 151672001
O3CAY 51 8571-01 Chorus Spainhower, Meagan BEZ0Z  S§/28/72000 171652001
04i4y 51 1501-04 General Science 1 Callister, Lisa D404  8/25/2000 151652001
05(4) 51 1036-1  Algebrad Flinders, Shea Lyn 8/28/2000 1/16/2001
O&AY 51 FO01-06 ‘Word Processing Farest, Brittany D409 §/2872000 151672001
O7CAY 51 d1Z1-2  Swimming Hansen, Jameson A1064 S/28/2000 141652001

How to Display a Student's Schedule (Matrix View)

The schedule matrix graphically represents a student's schedule for all days, periods, and terms in

the selected year for the current school.

1. On the start page, search for and select the student.

2. Choose Matrix View from the student pages menu. The Schedule Matrix View page appears.

Schedule Matrix View
Briggs, Jessica k. 10 25021 AGHS
-__ Enrallments far current school nnly._
e e e
Software e
Applications Charus Siﬁgigzll Algebra & Prz?e;ging Swimming
1 8571.01 1501.04 1036.1 2001.06 e
78501 Spainhower, Callist.er Flinders, Fnres:t - Hanzen,
Forest, IMeagan jieat Shea Lyn Brittal{y Jameson
Brittany Room: B202 Roori: D40 Raar: Raom: D409 Roorn: &1 064
Room: D404 03a) 51 04(;&) 51 OSiA) 51 Dﬁ(;ﬁ) 51 O7(A 51
02643 51 e
s
General SR
Science 2 Ha
1571.02 i
Callister, :
Liza
Room: D404
02iA) 52
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The schedule matrix view displays the student's schedule for each period and day in each term.
Identical colors on the schedule indicate the same period. A blank block means that nothing is
scheduled for that block in that term. Each block can include the following information, depending
on the matrix display preferences: course name, course number, section number, teacher name ,
room number, expression, which is the combination of period(s) and day(s), and year term.

For more information on the student schedule matrix preferences, see the section "Miscellaneous
System Administration."

Mass Enroll in a Class

Enroll an entire group of students in a class.

How to Mass Enroll in a Class
1. On the start page, select the group of students.

Note: Depending on the selection method you used, the Group Functions page appears
either immediately or after selecting students from the Student Selection page. If the
Student Selection page appears, choose the function in the next step from the group
functions pop-up menu.

2. Click Mass Enroll. The Mass Enroll page appears.

Mass Enroll - Term: 02-03 Quarter 4

Mass enrall the selected students into which clesa?
| Allphin, Timothy : | [ 01(A) t]
EIIUE'P':L' Loourse section

Clicking the Submit button below will cause the selected
¢ students fo be enrolled in the class specified above

Enroll ment date: 5222003

£ Submit ¥
3. Use the following table to enter information in the fields:
Field Description
Teacher Choose the teacher from the pop-up menu.
[Expression] Choose the schedule expression from the pop-up menu.
course.section Enter the course and section number. Separate the numbers
with a period and no spaces.
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Field

Description

Enrollment Date

Enter the date of the enrollment using the format mm/dd/yyyy
or mm-dd-yyyy. If you do not use this format, an alert appears.
If you submit the date with an incorrect format, the date field
will be submitted as a blank entry.

4. Click Submit. PowerSchool notifies you that the enrollment is complete.

Alert:

Maszs enroll was successful.
T students were enralled in:

Algebra 1 (Allphin, Timothy) Exp. 01{4&).

£ Back -3

Add Section Enrollments

Manual scheduling is section-specific and allows you to add one or more specific sections in which
to enroll the student, overriding the system-defined schedule if one exists.

Use the Search Available Courses or Quick Enroll functions on the Modify Schedule -
Enrollments page to enroll students in a course section.

How to Add a Section Enrollment to a Student Schedule Using Quick Enroll

If you know the course number and the specific section of the course you want to enroll the
student, you can use the Quick Enroll function to enroll the student immediately into the section.

1. On the start page, search for and select the student.

2. Choose Modify Schedule from the student pages menu. The Modify Schedule - Enrollments

page appears.

Schedule

© 2004 Apple Computer, Inc. All rights reserved. 68




s
' PowerSchool

Schedule User Guide

iew Entire Year Schedule Edit Auto Schedule Parameters

Effective Enrollment Date Es.‘{',,.'zum

Search Available Classes Quick Enroll
ﬁgﬁ,{;gr | Peried | 1 =2 I £ Find O Caursc.ScctIunl—  Enroll
Enroliments
Lock Exp Trm Crs-Sec Course Name Teacher Room Enroll Leave Drop
2(A-B) 4(A) s1 1821-2 . Chemistry ) Alredm 5, B2/ 122V FURPY)

b

R Al

f N

Automated Schedule “ Manually Schedule Student )

Course Requesis

Number Course Name Alt Code Alt Alt Priority Section Type Alternate 1
1031 #Algebra 1 0
1037 algebra B v 1
1041 &lgebra 2 w/beometry v 2
1591 Chemistry 2 0 1591

3. Enter the course and section number in the Course.Section field.

Quick Enrall
Course.Section !1 571 1 f Enroll ¥

4. Click Enroll. The Modify Schedule - Enrollments page refreshes and displays the new
enrollment.

How to Add a Section to a Student Schedule Using Search Available Courses

To search for available courses per period, use the Search Available Course function. You can enter
the number of the course in the Course Number field or leave it blank to search all courses. Then,
choose the period from the Period pop-up menu to search for sections that are available at that
time. Choose All to search for all available sections in all periods.

1. On the start page, search for and select the student.

2. Choose Modify Schedule from the student pages menu. The Modify Schedule - Enrollments
page appears.
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3. Choose the period in which you want to enroll the student from the Period pop-up menu.

4. Click Find. The Available Courses page appears displaying a list of courses taught during

Schedule User Guide

iew Entire Year Schedule

Effective Enrollment Date Es.‘{',,.'zum

Search Available Classes

Course | i Eir p Y
Numrbcr | Peried | 1 ¢| Find

Enroliments

SLA-B) 51 1041-1
%

&

P,

Course Requesis

Number Course Name Alt Code
1031 #Algebra 1
1037 algebra B
1041 &lgebra 2 w/beometry
1591 Chemistry 2

2(A-B) 4(h) 51 1521-2 Chemistry 1

filgebra 2w/

Geometry

Automated Schedule

Alt

Lock Exp Trm Crs-Sec Course Name

N

Edit Auta S

chedule Parameters

Quick Enroll
CBursc.ScctIunl ¢ Enroll
Teacher Room Enroll Leave Drop
Alldredge, X G/2as 127247 FD!’O " 1
Jessica 2% 003 2003 —
#llphin, a/28/ 12/24f D -
Timothy 'S Zooz 2003 s
Al Y

£ Manually Schedule Student L
Alt Priority Section Type Alternate 1

0

1

£

0 1591

Choose All to search for all available sections in all periods.

Search Available Classes

Enrollments

Lock Exp

Z0h-B) 4040

Course :
Numbc! Period v 1

R L
[ Find )
3
4
5 rs-5Sec
3]
7 E21-2

that period.
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Awalable Courses

FiksrBy

|1 | =] I | Teaw [
| Sinds Rl %] owdmee Al [#]
e [ [ S S—— ekl min =
fww [FTTEITT

T e Ceurse Hamz Ezzumgion Terr Tenzhur Comde Creeh Tpoz
JEODITI ALL ) Depe, 3w 1 o)

JEGAT 1 Aalgebre 1A LLLeoet o) ) Day, Dww ol

IHEMSCZ  SEramriry AV LT o TR Ml

f

THAG44Zl SElgekrn 1 R T trad iy 1 o o
1 Lia)
|

L] “Erwmciry AN £ bees, b = ik

HWFET LS “Ererral Srirww RE @ Ea-tir, Bl 1 = L) 1

Note: For information on the filter options, see the section "How to Filter Manual
Schedule Options."

The page displays the following information:

Field Description

Crs.Sec The course and section number.

Course Name The course name.

Expression The period and day combination.

Term The selected term.

Teacher The teacher's name.

Grade The grade level.

Credit Type The credit type, such as Math.

Cr Hours The number of credit hours earned by taking this course.

Enrollment The number of students currently enrolled in this course during
Fgeu?glected period, followed by the maximum enrollment

5. Enter the effective enroll date at the top of the page using the format mm/dd/yyyy or mm-
dd-yyyy. If you do not use this format, an alert appears. If you submit the date with an
incorrect format, the date field will be submitted as a blank entry.

6. Click a course name to add that course to the student's schedule during the selected period.
The Scheduling page appears.

If your system is configured to notify you that the section enrollment is at or above capacity,
the "Section is Full" page appears if the section is at or above capacity. You must enter a
password to override the capacity.
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Section is Full

Eir g3, Jeasica E 10

The saction of Algebra | requested C1031=-02 ) is already
at its maximum capacity of 20,
Toenrall the student in thiz section, you must enter the

special override password. Otherwise, click the 'Back” button
belovw and s&lact a different section

Password I

((Back ) (CSubmi )

How to Filter Manual Schedule Options

Filter the courses that appear on the Available Courses page when manually scheduling students.

Schedule User Guide

Filtering focuses your search for an available class according to a number of criteria, such as
teacher, credits, and current class size.

1.

2. Choose Modify Schedule from the student pages menu. The Modify Schedule - Enrollments

3. Choose the period in which you want to enroll the student from the Period pop-up menu.

On the start page, search for and select the student.

page appears.

Effective Enrollment Date Es.‘{',,.'zum

Search Available Classes

Number

Enroliments

P,

Course Requesis

Number Course Name
1031 #Algebra 1
1037 algebra B
1041 &lgebra 2 w/beometry
1591 Chemistry 2

iew Entire Year Schedule

Course | Period | 1 = £ Find

Lock Exp Trm Crs-Sec
2(A-B) 4(A) 51 1521-2
S(A-B) 51 1041-1

€A

Automated Schedule

Alt Code

N

Quick Enroll
Caursc.ScctIunl ¢ Enroll
Course Name Teacher Room Enroll Leave Drop
S R e o 8/28/ 12024/ £ Brop
Chemistry 1 Jessien 2% 003 2003 —
Algebra 2w/ Allphin, 8/28/ 12/24/ € Brop
Geometry Timothy 'S Zooz 2003 s
Al Y
L Manually Schedule Student L
Alt Alt Priority Section Type Alternate 1
0
1
v £
0 1591

Edit Auta S

chedule Parameters

Choose All to search for all available sections in all periods.
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Search Available Classes
Course :
Numl:m! Period

Enrollments

Lock Exp

All

rs-Sec

Z0h-B) 4040 521-2

3
4
5
5]
7

4. Click Find. The Available Courses page appears displaying a list of courses taught during

that period.

FiksrBy

aEsd
HEAZ
HEMSIZ
I
HFEI LS

Awalable Coursos:

1ag | = ] = | Tea all x
-, W | csdTme (Al ¥
B rme arky i vk oawekle mwip I}
fww [FTTEITT

Ceurse Harse Ezzumaion Teer Tewzhur
JEGNITL &
Aulgukrn 14 ¥
“slgehrn 1 R T trad , I 1 o o
“Eramrciry A [* 04 dlard bar 1 J

“Eremciry AN £ J

“Eemrral Irirwe RE @

Wk [ TR o
o

L]
L] Wi
Ea-bur, B 1 el 2 1

5. Select one of the following to filter information on the Available Courses page.

Field Description

Period Choose the period from the pop-up menu.

Term Choose the term from the pop-up menu.

Teacher Choose the teacher from the pop-up menu.

Day Choose the day from the pop-up menu.

Grade Choose the grade level from the pop-up menu.

Credit Type Choose the credit type from the pop-up menu, such as Math.

Course To jump to a particular course, enter the course number and
press Return (Mac) or Enter (Windows).

Show only classes with Select this checkbox to display only classes that have not

available seats reached the maximum enrollment.

6. Repeat Step 4 to further filter the selections.

Schedule
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Drop Section Enrollments

Manual scheduling is section-specific and allows you to drop one or more section enrollments from
a student's schedule, overriding the system-defined schedule if one exists. Because dropping a
section enrollment from a student's schedule has serious ramifications, use caution when
performing this procedure.

How to Drop a Section Enrollment From a Student Schedule

Drop section enrollments individually and immediately by clicking the appropriate Drop button
next to the section enrollment you want to delete. To efficiently drop more than one section

enrollment from a student's schedule, see the section "How to Drop Section Enrollments
From a Student Schedule."

1. On the start page, search for and select the student.

2. Choose Modify Schedule from the student pages menu. The Modify Schedule - Enrollments
page appears.

iew Entire Year Schedule Edit Auto Schedule Parameters

Effective Enrollment Date Es.‘{',,.'zum

Search Available Classes Quick Enroll
ﬁgﬁ,{;gr | Peried | 1 =2 I £ Find O Caursc.ScctIunl—  Enroll
Enroliments
Lock Exp Trm Crs-Sec Course Name Teacher Room Enroll Leave Drop
2(A-B) 4(A) s1 1821-2 . Chemistry ) Alredm 5, B2/ 122V FURPY)
€A Al Y

f N

Automated Schedule “ Manually Schedule Student )

Course Requesis

Number Course Name Alt Code Alt Alt Priority Section Type Alternate 1
1031 #Algebra 1 0
1037 algebra B v 1
1041 &lgebra 2 w/beometry v £
1591 Chemistry 2 0 1591

3. Locate the section enrollment you want to delete.

4. Click Drop next to the section enrollment you want to delete. The Drop Class page appears.

e
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5. Verify the informat
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Drop Class

Eriggs, Jessics K

Hindent
Peringd
Course &lgebra 1

leacher &llphin, Timal by

Exit Date 82002002
Note about exit dates
TFe et dabe |5 alvaws the
IT the atudent’s fast dza incl
e T 5722 wag the leal da

#34 wias 3 2E

thern the exit date 3 5/

of the term, and evan T schodl ie ot

tha day AFTER the |aat day the atudent was NG

Thiz appliss
In sesionon 5/ 23,

f Drop Class

ion you want to delete.

6. Use the following table to enter information in the fields:

Field Description

Student The selected student appears.

Period The selected period appears.

Course The selected course appears.

Teacher The selected teacher appears.

Exit Date Enter the effective exit date using the format mm/dd/yyyy or
mm-dd-yyyy. If you do not use this format, an alert appears. If
you submit the date with an incorrect format, the date field will
be submitted as a blank entry. This is usually the day after the
student's last day in class.

7. Click Drop Class if you are sure you want to drop the section enrollment. PowerSchool drops
the student from the selected section, and the schedule displays without the deleted

section enrollment

Schedule

Briggs, Jessica K 10 021 AGHS

Fer Trm Gra-Goc Coursc Name  Teocher Foom Enroll

Crop classes

| Enrall ¢|[lJrr-p :]
0205 Quarter |

F & Vear Schedule

Leowz Drop

How to Drop All Sections From a Student Schedule

Use this procedure to drop all section enrollments from a student's schedule.

1. On the start page, search for and select the student.

Schedule
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2. Choose Modify Schedule from the student pages menu. The Modify Schedule - Enrollments

page appears.

Schedule User Guide

iew Entire Year Schedule Edit Auto Schedule Parameters

Effective Enrollment Date Es.‘{',,.'zum

Search Available Classes

Quick Enroll

Course
Number I

Enroliments
Lock

»

&

Number

1031

Peried | 1 =2 £ Find O Caursc.ScctIunl 4

Exp Trm Crs-Sec Course Name Teacher Room Enroll
A By &4 mq - Alldredge, - G/2as
>(A-B) 4(h) g E5_ hernistry 1 d

2(A-B) 4(A) 5 1521-2 Chemistry e 24 2003
ARy - #lgebra 2w/ Allphin, a/28/
2la-B 2 1a4i-1 Geometry Timothy 15 2003

Course Requesis

" Automated Schedule % " Manually Schedule Student
Course Name Alt Code Alt Alt Priority Section Type
Algebra 1 ]
Algebra B 1
&lgebra 2 w/beometry v £
Chemistry 2 0

Enroll

Leave Drop
12/247 € Brop N
2003 i
12724/ ™
2003 ey

Al Y
'\\

Alternate 1
1591

3. Click All in the Drop column. The Drop Classes page appears.

Drop Classes

Briggs, Jessica K 10 25021 MGHS
Per Term Crz Bec Course
Dz 51 1051-02 Algebra 1

Exit Date |G/24/2002
MNote about exit dates:

The exit date iz always the day AFTER the last day the student was inclass

If the student's last day in cless wes 5722, then the exit date is 5/23. Thia
applies even T 3/ 22 was the last day of the term, and even If school 15 mot
imzaazionon 5/23

f Drop Classes ¥

Enter the first day the student is not in class in the Exit Date field using the format

mm/dd/yyyy or mm-dd-yyyy. If you do not use this format, an alert appears. If you submit

the date with an incorrect format, the date field will be submitted as a blank entry.

Click Drop Classes. The Changes Recorded page appears.

Schedule
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Schedule Reports

Student Listings

Student listing reports display lists of students, either by class or schedule.

How to Run the Class Rosters (PDF) Report
Generate a class roster as a PDF file for the current term or previous terms.
1. On the start page, choose Reports from the main menu.
2. On the Reports page, click Run Reports.
3. On the Run Reports page, click Class Rosters (PDF). The Class Rosters (PDF) page appears.
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Class Rosters (PDF)

Print rogters for
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4. Use the following table to enter information in the fields:

Schedule Reports
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Field

Description

Print roster(s) for

Select the teacher(s) whose attendance records are to be
audited. Press and hold Command (Mac) or Control (Windows)
to select multiple teachers.

Meeting(s)

Enter the meeting(s) to be audited in the second field. To audit
all meetings, use a blank field.

Include students who

Select an enrollment period option. Some options require you
to enter a date or date range using the format mm/dd/yyyy or
mm-dd-yyyy. If you do not use this format, an alert appears. If
you submit the date with an incorrect format, the date field will
be submitted as a blank entry.

Heading Font

Choose the heading font from the pop-up menu.

Heading Style

Enter the font size and line height in points. One point equals
1/72 of an inch.

Select the Bold checkbox to bold the heading.

Print heading on

Choose an option from the pop-up menu to determine how
you want the heading to print.

Heading Text

Enter the content to include in the report heading using text,
HTML tags, and PowerSchool data codes. For a complete list of
data codes, visit the PowerSchool Customer Support web site at
https://lwww.powerschool.com/support/downloads/ and
click PowerSchool Codes. For a complete list of field codes, click
View Field List on the PowerSchool start page.

Roster Font

Choose the roster listing font from the pop-up menu.

Roster Style

Enter the font size and line height in points. One point equals
1/72 of an inch.

Select the Bold checkbox to bold the roster listing.

Roster Columns

Enter the content to include in the student listings columns
using the format "field name \ column title \ column width \
alignment." For a complete list of field codes, click Fields.

Rule Width Enter the thickness in inches of the vertical and horizontal lines
on the report, as well as the outline of the entire report.

Cell Padding Enter the width of each cell and the amount of space from all
sides of the cells to the text in points. One point equals 1/72 of
aninch.

Page size Choose a size for the report page from the pop-up menu. If you

choose a custom size, enter the size of the page in inches.

Schedule Reports
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Field

Description

Margins

Enter the size of the margins in inches.

Orientation, Scale

Use the pop-up menu to choose the page layout. Portrait is a
vertical page; landscape is a horizontal page.

Scale is the finished size of the report. Fit more on a page by
reducing it by a percentage, but remember to leave it as large
as possible for easier viewing.

Watermark Text

If you want to print text as a watermark on each page of the
report, use the pop-up menu to either choose one of the
standard phrases or choose Custom and enter the text you
want to print as a watermark in the field.

Watermark Mode

Use the pop-up menu to determine how you want the text to
print. Watermark prints the text behind objects on the report,
while Overlay prints the text over objects on the report.

When to print

To run this report, select a time to start it:
* ASAP: Execute immediately.
* At Night: Execute during the next evening.
* On Weekend: Execute during the next weekend.

*  On Specific Date/Time: Execute on the date and time
specified in the following fields using the format
mm/dd/yyyy or mm-dd-yyyy. If you do not use this
format, an alert appears. If you submit the date with an
incorrect format, the date field will be submitted as a
blank entry.

5. Click Submit. PowerSchool runs the report, and the report queue appears. Depending on
your specifications, this could take several minutes.

6. Click Completed to display the report.
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Alldredge. Jessica

First Mame Last Mame
Jessica Briggs
Christopher Burningham
Kelsee Cluff

Jared Curtis
Amanda Entwhistle
Angela Ford

Kira Fartie
Jennifer Hollingsworth
Ashley Jackson
Brandon Jenkins
Kacie Littlewood
Joel Manning,
Destini Miles

Cireg Morse
Kellian Morth
Anthomy Peterson
Dustin Pingel
Joshua Winrow

Schedule User Guide

Proceed by printing the report from your web browser or saving it to another application.

For more information, see the section "Run, Print, and Save Reports."

How to Run the Master Schedule (PDF) Report

Generate a PDF file for the current master schedule. The master schedule PDF report displays
schedule information for sections that are in session during the selected term. Before proceeding,
change the selected term, if necessary. For more information, see the section "How to Change

Terms."

1. On the start page, choose Reports from the main menu.

2. On the Reports page, click Run Reports.
3. On the Run Reports page, click Master Schedule (PDF). The Master Schedule PDF page

appears.

Schedule Reports
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Period/Day orientation

Heading font

Size, line height, style
Print heading on
Column titie font
Size, line height, style
Print column titles on
Body Font

Size, line height, style

Cell padding (points)

Page size

Margins (inches)

Orientation, Scale

Watermark text

Watermark mode

When to print

Master Schedule PDF
Master Schedule Options
i 3 4
Periods Cs Bs B2
EAII perioda
Days —B A
gﬁll days
Cemaktyne [ {leave blank for all)
All Rooms
14
15
24
Rooms
All Teachers
Alldredge, Jessica
Allphin, Timothy
Teachers
_9 Teacher
Sort By o Credit Type
- Department
' Room

Printing Options

@Perlom across the top
' Days across the top

[ Times ]

]_I_ (points) Tleotd itatic Tlundertine
[ First page 2]

| Helvetica 2]

T peints) Boow Bitslic Bundertine

| All pages ¢I

[ Times 2]

] | (points) :Bolu :ltaluc :Undtrlme
Horizontal | Vertical

[ Letter (8 1/2" x 117) 2|
Custom size:  Height Wldlhl
Leff| Top] nghll Borlom]

[ Portrait (vertical) i”
|

[(Asap ¢

l - -

4. Use the following table to enter information in the fields:

Schedule Reports
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Field

Description

Periods

Select the checkbox(es) to indicate which periods to display on
the master schedule. To display all periods, select the All
Periods checkbox.

Days

Select the checkbox(es) to indicate which days to display on the
master schedule. To display all days, select the All Days
checkbox.

Credit Type

Enter the credit type to indicate which credit type to display on
the master schedule, such as MATH. To display all credit types,
do not enter anything in the field.

Rooms

Select the room(s) to display on the master schedule. Press and
hold Command (Mac) or Control (Windows) to make multiple
selections. Select All Rooms to display all rooms.

Teachers

Select the teacher(s) to display on the master schedule. Press
and hold Command (Mac) or Control (Windows) to make
multiple selections. Select All Teachers to display all teachers.

Sort By

Select a sort order option for the master schedule:
* Teachers
* C(Credit Type
* Department

e Room

Period/Day orientation

Select whether you want either periods or days to appear as
columns across the top of the report.

Heading Font

Choose the heading font from the pop-up menu.

Heading style

Enter the font size and line height in points. One point equals
1/72 of an inch.

Select the checkbox(es) to apply styles to the heading, such as
the Bold checkbox to bold the heading.

Print heading on

Choose an option from the pop-up menu to determine how
you want the heading to print.

Column title font

Choose the column title font from the pop-up menu.

Column title style

Enter the font size and line height in points. One point equals
1/72 of an inch.

Select the checkbox(es) to apply styles to the column title, such
as the Bold checkbox to bold the column title.

Schedule Reports
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Field

Description

Print column titles on

Choose an option from the pop-up menu to determine on
which pages you want the column titles to appear.

Body Font

Choose the body font from the pop-up menu.

Body Font style

Enter the font size and line height in points. One point equals
1/72 of an inch.

Select the checkbox(es) to apply styles to the body text, such as
the Bold checkbox to bold the body text.

Cell Padding Enter the width of each cell and the amount of space from all
sides of the cells to the text in points. One point equals 1/72 of
aninch.

Page size Choose a size for the report page from the pop-up menu. If you
choose a custom size, enter the size of the page in inches.

Margins Enter the size of the margins in inches.

Orientation, Scale

Use the pop-up menu to choose the page layout. Portrait is a
vertical page; landscape is a horizontal page.

Scale is the finished size of the report. Fit more on a page by
reducing it by a percentage, but remember to leave it as large
as possible for easier viewing.

Watermark Text

If you want to print text as a watermark on each page of the
report, use the pop-up menu to either choose one of the
standard phrases or choose Custom and enter the text you
want to print as a watermark in the field.

Watermark Mode

Use the pop-up menu to determine how you want the text to
print. Watermark prints the text behind objects on the report,
while Overlay prints the text over objects on the report.

When to print

To run this report, select a time to start it:
* ASAP: Execute immediately.
* At Night: Execute during the next evening.
* On Weekend: Execute during the next weekend.

* On Specific Date/Time: Execute on the date and time
specified in the following fields using the format
mm/dd/yyyy or mm-dd-yyyy. If you do not use this
format, an alert appears. If you submit the date with an
incorrect format, the date field will be submitted as a
blank entry.

5. Click Submit. PowerSchool runs the report, and the report queue appears. Depending on
your specifications, this could take several minutes.

Schedule Reports
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6. Click Completed to display the report.

Master Schedule - By Teacher

Course Day Period 1

Period 2 Period Period 4

3

Chemistry 1 A  Alldredge, Alldredge, Alldredge,
Jessica Jessica Jeszica
15211 15212 15212
12/20 19/20 19/20
Foom 24 Room 24 Room 24
1(A-By  2(A-B) NA-B) 4A)
Term: 51 4(A) Term: 51

Temm: 51
B Alldredge, Alldredge, Alldredge,
Jessica Jessica Tessica
15211 15212 152190003
12/20 19420 1220
Foom 24 Room 24 Foom 24
1(A-BY  2(A-B) 4EB)
Term: 51 4{A) Term: 51
Term: 51

Algebral A Allphin, Allphin, Allphin,

(Math) Timothy Timeothy Timaothy
1031.1 1031.2 10314
20428 12428 28/28
Foom 14 BRoom 14 Foom 13
1(A-BY  2(A-B) 4(A-B)
Term: 51 Temm: 51 Term: 51

E Allphin, Allphin, Allphin,

Timothy  Timethy Timethy
1031.1 1031.2 10314
20028 12/28 28/28
Foom 14 Room 14 Foom 15
1{A-B)  2{A-B) 4(A-B)

Schedule User Guide

Proceed by printing the report from your web browser or saving it to another application.

For more information, see the section "Run, Print, and Save Reports."

How to Run the Student Schedule Listing Report

This report provides a printout of students' classes and lets you know where they are during which

periods.

1. On the start page, choose Reports from the main menu.

2. On the Reports page, click Run Reports.

3. On the Run Reports page, click Student Schedule Listing. The Student Schedule Listing page

appears.
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LIRS

Student Schedule Listing
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4. Use the following table to e

nter information in the fields:

Field

Description

Students to Include

The number of selected students appears.

Report Title

Enter the title for the report.

Include for each class

Select the checkboxes to indicate what data you want to
include for each class. Select any combination of the following
checkboxes:

* Select the checkbox(es) to display the room, course, and
teacher information for each class.

* If you want to include grades, select the checkbox and
use the pop-up menu to choose either Historical Grade
or Current Grade.

* If you select Historical Grade or Current Grades above,
enter the Store Code/Final Grade, such as Q1 or Q2.

* (itizenship

* Attendance: If you select Attendance, enter the
attendance code.

* Attendance points

* Assignment Score: If you select Assignment Score, enter
the score.
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Field

Description

Scan Enrollment as of
this Date

Enter the student enrollment dates to scan using the format
mm/dd/yyyy or mm-dd-yyyy. If you do not use this format, an
alert appears. If you submit the date with an incorrect format,
the date field will be submitted as a blank entry.

Range of Periods

Enter the range of periods to scan.

Range of Days

Enter the range of days to scan.

How many students
between breaks

Enter the number of student records to display before a break
in the report.

Show only these pages

Select this checkbox to limit the number of pages to display. If
you select this checkbox, enter the page number range in the
next fields.

5. Click Submit. The resulting report displays students and their teachers for the selected

periods.
Schedule &pple Grove High School
i E
atl oz a1 oz
hlgebra |
Bavan, Adam &l Iphin, Timothy
Algebra 1
Blizs, Juatin Allphin, Timothy
Brigos, Greg D
Algabra 1 algebra |
Briggs, Jessica k Allphin, Timothe  &lTphin, Timothy
dlgabra 1
Allphin, Timethy
Algebra |
Eriggs, John K Allphin, Timothy
Algebra f
iy |_|i'| TI|_|'|'._
4lgebra
Briggs, Rwvan Y AlTphin, Thrmathy
Woods 1 .
Bl gebra
- laasic ]
Budd, Dominiqua R Alldredge, Jeasica phin, Timathy
H

Proceed by printing the report from your web browser or saving it to another application.
For more information, see the section "Run, Print, and Save Reports."
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Enrollment Reports

When setting up any of the reports, you can screen for students in special programs. If the students
are in the selected program at any time during the specified period, they are included in the report
results. For each report, you can click "Check for possible conflicts" to display any students with
errors on their class enrollment dates.

Possible Conflicts

Class dates check for Apple Grove High Schoal

Students with possible Class enrollment date errors:

#test, Stodent EnrolIGrade: 9 E: 8/26/02 L: 5/31/03
Algebra 1 E10/528703 L:12/24703 - Course date misalignrment with school enrollment

Eabcock, JoshuaGrade: 11 E: 1721402 L. 8421 /02
Student is enrolled in school, but not inany classes

Bahls, MaciiGrade: 11 E: §/29/01 L: 8/21/02
Student is enrolled inschool, but not inany classes

Baker, HalieGrade: 11 E: §/29/01 L: 8/21/02
Student is enrolled inschool, but not inany classes

Earlow, BryanGrade: 9 E: §/29/01 L: 6721702
Chemistry 1 E:5/28/03 L:12/24/03 - Course date misalignment with school enrallment
#lgebra 1 E:5/25/03 L1 2/24/03 - Course date misalignment with school enrallment

Eeesley, DavidGrade: 9 E: 5429701 L: 6721702
Algebra 1 E10A1 6403 L:12/24703 - Course date misalignment with school enrollment

Behunin, &lanGrade: 11 E: §/29/01 L: /21 /02
Student is enralled inschool, but not inany classes

Eehunin, Jonathan RGrade: 12 E: §/29/01 L. /21702
Student is enralled inschool, but not inany classes

Bewan, Addam CGrade: 10 E: 8429701 L: 8721 /02
Student is enralled inschool, but not inany classes

Eewan, CarolineGrade: 11 E: §£29/01 L: 8/21/02
Student is enralled inschool, but not inany classes

How to Run the Class Size Reduction Report

The Class Size Reduction report provides a day-to-day count of section enrollment over a specified
period. When setting up the report, exclude students in a special program from the enrollment
count by selecting the special program from the pop-up menu. At least one course number must
be entered to run the report. To display detailed enrollment per section, see the section "How to
Run the Enrollment by Section Report."

1.

2
3.
4

On the start page, choose Reports from the main menu. The Reports page appears.
Click Run Reports. The Run Reports page appears.
Click Class Size Reduction Report. The Class Size Reduction Report page appears.

Use the following table to enter information in the fields:
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Field

Description

Report Name

The name of this report.

Description

A description of this report's function.

Reporting Segment or
Begin Date and Ending
Date

Select which date range to use for this report:

* Reporting Segment: Choose a reporting segment from
the pop-up menu. For more information on reporting
segments, see the section "Reporting Segments."

* Begin Date and Ending Date: Specify a date range in the
blank fields using the format mm/dd/yyyy or mm-dd-
yyyy. If you do not use this format, an alert appears. If
you submit the date with an incorrect format, the date
field will be submitted as a blank entry.

Note: The date entered must fall within the selected school
year term.

Lines per page

Enter the number of data rows you want to appear on each
page of the report.

Starting Page Number

Enter the page number from which you want the report to
start.

Exclude counts for
students enrolled in this
Special Program

Use the pop-up menu to indicate any special program you
want to exclude from being counted.

Sort By

Select the sort order:
e Course Number
e Teacher Name

e Grade Level

Include only these
Course Numbers

Enter the course number(s). Separate multiple courses with
commas. Use a blank field to scan all courses.

Include/Exclude Section
Numbers

Select the option to exclude or include any sections.

Section Numbers

Enter the section number(s) to be included or excluded.
Separate multiple sections with commas. Use a blank field to
scan all sections.

Click Submit. The report results display based on the parameters you selected. Depending
on your specifications, this could take several minutes.

Print the report from your web browser or save it to another application. For more
information, see the section "Run, Print, and Save Reports."
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How to Run the Enrollment by Grade Report

Use the Enrollment by Grade report to generate a summary of student enrollment by grade level.
1. On the start page, choose Reports from the main menu. The Reports page appears.
2. Click Run Reports. The Run Reports page appears.
3. (lick "Enrollment by Grade." The Enrollment by Grade Report page appears.

4. Use the following table to enter information in the fields:

Field Description
School The selected school appears.
Reporting Segment Use the pop-up menu to choose the reporting segment if you

are not using a date range. For more information on reporting
segments or to create a reporting segment, see the section
"Reporting Segments."

Grades Select the checkbox(es) of the grade level(s) you want to scan
or leave all the checkboxes blank to scan all grade level(s).

5. Click Submit. The report results display based on the parameters you selected. Depending
on your specifications, this could take several minutes.

6. Print the report from your web browser or save it to another application. For more
information, see the section "Run, Print, and Save Reports."

How to Run the Enrollment by Section Report

This report provides current year enrollment statistics for class sections. To report on class size,
see the section "How to Run the Enrollment by Section (Class Size) Report."

1. On the start page, choose Reports from the main menu. The Reports page appears.
2. Click Run Reports. The Run Reports page appears.

3. Click "Enrollment by Section." The "Enrollment by Section" page appears.

4

Use the following table to enter information in the fields:

Field Description
Report Name The name of this report.
Description A description of this report's function.
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Field

Description

Reporting Segment or
Begin Date and Ending
Date

Select which date range to use for this report:

* Reporting Segment: Choose a reporting segment from
the pop-up menu. For more information on reporting
segments, see the section "Reporting Segments."

* Begin Date and Ending Date: Specify a date range in the
blank fields using the format mm/dd/yyyy or mm-dd-
yyyy. If you do not use this format, an alert appears. If
you submit the date with an incorrect format, the date
field will be submitted as a blank entry.

Note: The date entered must fall within the selected school
year term.

Processing Options

To run this report, select a time to start it:

* Execute Now: Executes the report immediately in the
current window.

* In Background Now: Executes the report immediately in
the Background.*

* ASAP: Executes the report in the order it is received in
the Report Queue.*

* At Night: Execute during the next evening.*
* On Weekend: Execute during the next weekend.*

*  On Specific Date/Time: Execute on the date and time
specified in the Specific Date/Time fields.*

*After submitting this report, it will be processed in the report
queue. On the navigation bar, click the Report Queue icon . The
Report Queue - My Jobs page displays all your reports.

Specific Date/Time

If you selected On Specific Date/Time for Processing Output,
enter the date to scan using the format mm/dd/yyyy or mm-
dd-yyyy. If you do not use this format, an alert appears. If you
submit the date with an incorrect format, the date field will be
submitted as a blank entry.

Use the pop-up menus to indicate hour and minute.

Sort By

Select the sort order:
e Course

e Teacher

Include only these
Course Numbers

Enter the course number(s). Separate multiple courses with
commas. Use a blank field to scan all courses.
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Field

Description

Include/Exclude Section
Numbers

Select the option to exclude or include any sections.

Section Numbers

Enter the section number(s) to be included or excluded.
Separate multiple sections with commas. Use a blank field to
scan all sections.

5. Click Submit. The report results display based on the parameters you selected. Depending

on your specifications, this could take several minutes. The following information appears in

the output file:

Column Name

Description

Teacher

The name of the teacher teaching the section ( Last, First,
Middle).

Course Name

The name of the course for the section.

Section Number

The section number of the section.

Grade

The grade level associated with the current section.

Begin Enrollment

The student enrollment in the section as of the start date of the
reporting period.

Entries How many students were added to the section.
Note: If a student enters the same section twice, it will count as
two entries.

Withdrawals How many students were withdrawn from a section.

Note: If a student enters the same section twice, it will count as
two entries.

End Enrollment

The enrollment at the end of the reporting period.

Enrollment for Period

How many total enrollments for the reporting period.

Enrollment to Date

The current enrollment as of today.

Aggregate Days
Attended

The total number of days attended by all of the students
enrolled in the section during the date range.

Average Days Attended

This is the ADA (the number of days in the date range /
Aggregate Days Attended).

Days Absent

The total number of days absent for the section during the
reporting period.
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Column Name Description

Days Off Track The total number of off track days for the students enrolled in
the section during the reporting period.

Total Days not Enrolled The total number of days students are not enrolled in this
section. That is, students who are enrolled at some point during
the year, but are not enrolled one or more days during the
reporting period.

Aggregate Days The total membership for this section during the reporting
Belonging period.

Average Number The Average Daily Membership for this section during the
Belonging reporting period (Aggregate Days Belonging / number of

meeting days in reporting period).

Percent Attendance Of the total potential Attendance for the Reporting Period,
What is the Percent of the actual attendance? (Aggregate Days

Attended / Average Number Belonging)

Print the report from your web browser or save it to another application. For more
information, see the section "Run, Print, and Save Reports."

How to Run the Enrollment Summary by Date Report

This report is the same as the Enrollment Summary except it can be run by a selected date instead
of just the current date. The resulting report displays a breakdown for the entire school. Column
titles describe the contents of each column. Row numbers indicate grade levels. The small blue
numbers (to the left of the slash) indicate male students; the small red numbers (to the right of the
slash) indicate female students. Large, bold blue numbers indicate the total enrollment of male and
female students for that classification

1.

2
3.
4

On the start page, choose Reports from the main menu. The Reports page appears.
Click Run Reports. The Run Reports page appears.
Click "Enrollment Summary by Date." The Enrollment Summary by Date page appears.

Enter the date as of which you want to calculate enrollments using the format mm/dd/yyyy
or mm-dd-yyyy. If you do not use this format, an alert appears. If you submit the date with
an incorrect format, the date field will be submitted as a blank entry.

Note: The date entered must fall within the selected school year term.

Click Submit. The report results display based on the parameters you selected. Depending
on your specifications, this could take several minutes.

Use the Vocational Courses Aggregate Membership report to generate a list of vocational
sections and their current membership totals. Print the report from your web browser or
save it to another application. For more information, see the section Use the Aggregate
Membership Audit report to generate membership audit by section information. "Run,
Print, and Save Reports."
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How to Run the Vocational Courses Aggregate Membership Report

Use the Vocational Courses Aggregate Membership report to generate a list of vocational sections
and their current membership totals.

1.
2.
3.

On the start page, choose Reports from the main menu. The Reports page appears.

Click Run Reports. The Run Reports page appears.

Click Voc. Courses Agg. Membership. The Vocational Courses Aggregate Membership

Report page appears.

Use the following table to enter information in the fields:

Field

Description

Report Name

The name of this report.

Description

A description of this report's function.

Lines per page

Enter the number of data rows you want to appear on each
page of the report.

Starting Page Number

Enter the page number from which you want the report to
start.

Processing Options

To run this report, select a time to start it:

* Execute Now: Executes the report immediately in the
current window.

* In Background Now: Executes the report immediately in
the Background.*

* ASAP: Executes the report in the order it is received in
the Report Queue.*

* At Night: Execute during the next evening.*
* On Weekend: Execute during the next weekend.*

* On Specific Date/Time: Execute on the date and time
specified in the Specific Date/Time fields.*

*After submitting this report, it will be processed in the report
queue. On the navigation bar, click the Report Queue icon . The
Report Queue - My Jobs page displays all your reports.

Specific Date/Time

If you selected On Specific Date/Time for Processing Output,
enter the date to scan using the format mm/dd/yyyy or mm-
dd-yyyy. If you do not use this format, an alert appears. If you
submit the date with an incorrect format, the date field will be
submitted as a blank entry.

Use the pop-up menus to indicate hour and minute.

5. Click Submit. You do not need to enter any data to run the report; simply wait for the
output. This could take several minutes. The resulting report displays the schedule of
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vocational courses and the number of students in each class. It also displays the number of
membership days for the different classes. Proceed by doing one of the following:

* Click a number of aggregate membership days to view an audit page.

¢ (lick an underlined number in the Size column to view the list of students in the
class.

* (lick a section number to view a description of the section.

*  Print the report from your web browser or save it to another application. For more
information, see the section "Run, Print, and Save Reports."

How to Run the School Enrollment Audit Report

Use the School Enrollment Audit report to detect possible school enrollment errors.
1. On the start page, choose Reports from the main menu. The Reports page appears.
2. Click Run Reports. The Run Reports page appears.

3. Click School Enrollment Audit. The Possible Conflicts for School Enrollment Audit page
appears.

How to Run the Section Enroliment Audit Report

Use the Section Enrollment Audit report to detect possible section enrollment errors.
1. On the start page, choose Reports from the main menu. The Reports page appears.
2. Click Run Reports. The Run Reports page appears.

3. Click Section Enrollment Audit. The Possible Conflicts for Section Enrollment Audit page
appears.
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Entry Codes

Use entry codes to identify the reasons why students enroll in and transfer to your school.

How to Add an Entry Code
You must log in to the district office before performing this procedure.
1. On the start page, choose District from the main menu.

2. Click Entry Codes. The Entry Codes page appears.

Entry Codes
“ New O
Code Meaning
AF Alternative Placement
1] Previous Drop Qut
FR Fromoted from previous yvear
Ta Transfer from out of State
TS5 Transfer from within State
Mate: This list of entry codes applies to all schools using this
PowerSchool server.

3. Click New. The Edit Entry Codes page appears.
Edit Entry Code

Option Value

Code Iﬁ

Heaning |H|:|me Schoal

|

Submit

4. Use the following table to enter information in the fields:
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Field Description
Code Enter the code.
Meaning Enter a description of the code.

5. Click Submit. The Entry Codes page displays the new code and its meaning. Any authorized

user can apply the new code to any student transferring out of your school.

Entry Codes
‘ Mew )
Code Meaning
aP Alternative Placement
Do Previous Drop Out
HS Horne School
PR Pramoted from previous vear
TO Tranzfer from out of State
TS Tranzfer from within State

Mote: This list of entry codes applies to all schools using this
PowerSchool server.

How to Edit an Entry Code

Everyone who enrolls or transfers students will be affected by any changes you make to a code. You
may want to discuss changes with other users before making them.

You must log in to the district office before performing this procedure.

1. On the start page, choose District from the main menu.

2. Click Entry Codes. The Entry Codes page appears.
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Entry Codes

“ New
Code Meaning
HP Alternative Placement
Do Previous Drop Out
HS Horne Schoal
PR Pramoted from previous vear
Ta Transfer from out of State
TS Tranzfer from within State
Mote: This list of entry codes applies to all schools using this
PowerSchool server.

3. Click the code or the meaning of the code to be edited. The Edit Entry Codes page appears.
Edit Entry Code

Option Value

Code Iﬁ

Heaning |H|:|me Schoal

3 Delete f Submit ¥

4. Use the following table to edit information in the fields:

Field Description
Code Edit the code.
Meaning Edit a description of the code.

5. Click Submit. The Entry Codes page displays the edited code and its meaning. Authorized
users can apply the edited code to any student transferring out of your school.
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Code
AP
1]
HS
PR
TO
TS

- -
Mew

Meaning

Alternative Placement
Previous Drop Out

Horne Schoal

Pramoted from previous vear
Transfer from out of State

Tranzfer from within State

Mote: This list of entry codes applies to all schools using this
PowerSchool server.

How to Delete an Entry Code

Schedule User Guide

Everyone who manages transfers will be affected by changes you make to a code. You may want to
discuss changes with other users before making them.

You must log in to the district office before performing this procedure.

1. On the start page, choose District from the main menu.

2. Click Entry Codes. The Entry Codes page appears.

Entry Codes

Code
AP
1]
HS
PR
TO
TS

- -
Mew

Meaning

Alternative Placement
Previous Drop Out

Horne Schoal

Pramoted from previous vear
Transfer from out of State

Tranzfer from within State

Mote: This list of entry codes applies to all schools using this
PowerSchool server.

3. Click the code or the meaning of the code to be deleted. The Edit Entry Codes page

appears.
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Edit Entry Code

Option Value

Code Iﬁ

Heaning |H|:|me School

"H_.Delete_\ f Submit ¥

4. Click Delete. The Entry Codes page displays without the deleted code:

Entry Codes
“ New O
Code Heaning
AF Alternative Placement
1] Previous Drop Qut
FR Fromoted from previous yvear
Ta Transfer from out of State
TS5 Transfer from within State
Mate: This list of entry codes applies to all schools using this
PowerSchool server.

Exit Codes

Use exit codes to identify the reasons why students leave your school.

How to Add an Exit Code
You must log in to the district office before performing this procedure.
1. On the start page, choose District from the main menu.

2. (lick Exit Codes. The Exit Codes page appears.
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Code
AP
DE
Ex
GR
PR
Ta
TS

- -
Mew

Meaning

Alternative Placement
Death

Explusion

Graduated from H3
Promoted to next vear
Tranzfer Out of State

Transzfer within State

Mote: This list of exit codes applies to all schools
using this Power3chool server.

3. Click New. The Edit Exit Codes page appears.
Edit Exit Codes

Option
Code

Value

5o

Meaning [Drop Out

f Submit ¥

4. Use the following table to enter information in the fields:

Schedule User Guide

Field Description
Code Enter the code.
Meaning Enter a description of the code.

5. Click Submit. The Exit Codes page displays the new code and its meaning. Authorized users

can apply the new code to any student transferring out of your school.
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Code
AP
DE
0o
E¥
GR
PR
TO
TS

- -
Mew

Meaning

Alternative Placement
Death

[Drop Out

Explusian

Graduated fram HS
Prarmoted to next year
Transfer Out of State

Transfer within State

Mote: This list of exit codes applies to all schools
using this PowerSchool server.

How to Edit an Exit Code

Schedule User Guide

Everyone who transfers students out of your school will be affected by changes you make to a

code. You may want to discuss changes with other users before making them.

You must log in to the district office before performing this procedure.

1. On the start page, choose District from the main menu.

2. (lick Exit Codes. The Exit Codes page appears.
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Exit Codes

T
Code Meaning
AP Alternative Placement
DE Death
(] [Drop Out
EX Explusian
GR Graduated fram HS
FR Prarmoted to next year
To Transfer Out of State
TS Transfer within State
Mote: This list of exit codes applies to all schools
using this PowerSchool server.

3. Click the code or the meaning of the code to be edited. The Edit Exit Codes page appears.
Edit Exit Codes

Option Value

Code Iﬁ

Heaning |Drup out

3 Delete f Submit ¥

4. Use the following table to edit information in the fields:

Field Description
Code Edit the code.
Meaning Edit a description of the code.

5. Click Submit. The Exit Codes page displays the edited code and its meaning. Authorized
users can apply the edited code to any student transferring out of your school.
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Code
AP
DE
Do
Ex
GR
PR
TO
TS

- -
Mew

Meaning

Alternative Placement
Death

Dropout

Explusion

Graduated fram H3
Promoted to next year
Transfer Out of State

Transfer within State

Mote: This list of exit codes applies to all schools
using this PowerSchool server.

How to Delete an Exit Code

Schedule User Guide

Everyone who manages transfers will be affected by changes you make to a code. You may want to
discuss changes with other users before making them.

You must log in to the district office before performing this procedure.

1. On the start page, choose District from the main menu.

2. (lick Exit Codes. The Exit Codes page appears.
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Exit Codes

T
Code Meaning
AP Alternative Placement
DE Death
(] [Drop Out
EX Explusian
GR Graduated fram HS
FR Prarmoted to next year
To Transfer Out of State
TS Transfer within State
Mote: This list of exit codes applies to all schools
using this PowerSchool server.

3. Click the code or the meaning of the code to be deleted. The Edit Exit Codes page appears.
Edit Exit Codes

Option Value

Code Iﬁ

Meaning |Drup out

'FDEIete_\ f Submit ¥

4. Click Delete. The Exit Codes page displays without the deleted code.
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Code
AP
DE
Ex
GR
PR
Ta
TS

- -
Mew

Meaning

Alternative Placement
Death

Explusion

Graduated from H3
Promoted to next vear
Tranzfer Out of State

Transzfer within State

Mote: This list of exit codes applies to all schools
using this Power3chool server.

Next School

Schedule User Guide

Add, edit, or delete a school to which the selected group of students graduates when they leave
your school. Next school selections are made either per student or as a default for all students. For
more information on setting the default school, see the section "Next School Indicator."

If the next schools share your PowerSchool system, PowerSchool automatically transfers student
records to the next school when you use the end-of-year process.

How to Create a Next School Indicator

If there is more than one school that your students often graduate to or move to, you may want to

set up additional next school indicators.

1. On the start page, choose School from the main menu.

2. Click Next School. The Next School page appears.
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'] N["\I‘u )

School Name School Abbrev. School Number
#ipple Grove High Schoo AGHS 400C

Middl HMS SO00

| & ntar E 200¢
Mote: The "Default’ school number will be used for all students
niot axsigned a specific school next schio

3. Click New. The Edit ‘Next School’ Record page appears.

Ed

it 'Next School' Record

Option Value

School Hame |Graduated students

GRAD
IUUUD

Sort order for =
display >

School abbrew.

School number
{Important}

f Submit ¥

4. Use the following table to enter information in the fields:

Schedule User Guide

Field

Description

SchoolName

Enter the name of the school.

School abbrev.

Enter the abbreviation for the school.

School number

Enter the school number.

Sort order for display

up menu.

Choose the sort order on the list of next schools from the pop-

5. Click Submit. The Next School page displays the new school.
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Next School
- e -
School Name School Abbrev. School Numbaer
apple Grove High AGHS 1000
Cherry Hill Middle CHMS : ]
Jeffersan Elementary JE 2000
Graduated Studends GRAD
Mote: The "Default’ school number will be used for all students
not assigned & specific school next school

Now you and other users can assign it as the next school for any student.

How to Edit a Next School Indicator

There are times when it is necessary to edit a next school record on the PowerSchool system. The

changes you make to the next school record apply to the school and not to the students who are
assigned to attend that school.

1. On the start page, choose School from the main menu.

2. Click Next School. The Next School page appears.

Next School
- e -
School Name School Abbrev. School Numbaer
apple Grove High AGHS 1000
Cherry Hill Middle CHMS : ]
Jeffersan Elementary JE 2000
Graduated Studends GRAD
Mote: The "Default’ school number will be used for all students
not assigned & specific school next school

3. Click the school name, school abbreviation, or school number to be changed. The Edit ‘Next
School’ Record page appears.

Schedule Administration © 2004 Apple Computer, Inc. All rights reserved. 108



s
. PowerSchool

Edit 'Next School Record

Option Value

School Hame |Graduated students

—

alle.
-

School abbrew.

School number
{Important}

Sort order for T
display

" Delete £ Submit ¥

4. Use the following table to edit information in the fields:

Schedule User Guide

Field

Description

SchoolName

Edit the name of the school.

School abbrev.

Edit the abbreviation for the school.

School number

Edit the school number.

Sort order for display

up menu.

Choose the sort order on the list of next schools from the pop-

5. Click Submit. The Next School page displays the changes.

Ne

xt School

- -
Mew

School Name School Abbrev. School Number

dpple Grove High School  AGHS 4000
Cherry Hill Middle

Sehool CHMS 000
Jefferson Elementary JE 2000
Graduated Students GRAD ]

Mote: The *Default’ school nurmber will be used for all students
not azzigned a specific school next schoal.
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If students are no longer continuing on to a particular school that has been set up as a next school,

delete that school from the list. Before doing so, it is important to verify that the school is to be

removed. Any student assigned to that school is impacted by this change.

1. On the start page, choose School from the main menu.

2. Click Next School. The Next School page appears.

MNext School

School Name
."'.||||||- Ls FiasieE |

Jeffersan Elementar
Graduated Students

Mote: The "Default
not assigned & spe

S~ -

Mew

School Abbrev
AL HS

CHIMS

JE

GRAD

School Number

sehool number will be used for all students
fic schoal next school

3. Click the school name, school abbreviation, or school number to be deleted. The Edit ‘Next

School’ Record page appears.

Option

School Hame

School abbrew.
School number
{Important}

Sort order for
display

Edit 'Next School Record

Value

|Graduated students

—

alle.
-

P -
[ Delere

f submit ¥

4. Click Delete. The Next School page displays without the deleted school.
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Next School
'] N["‘qﬂl N

School Name School Abbrev. School Number
#ipple Grove High Schoo AGHS 400C

Middl | HMS SO00

| & ntar E 200¢
Mote: The "Default’ school number will be used for all students
niot axsigned a specific school next schio

Load Constraints

The School Setup menu includes a Scheduling link, Constraints. Click the Constraints link to access
the Constraints page, which you can use to define scheduling constraints for students. Load

constraints restrict the way the system loads students into courses that have already been
scheduled.

This information is either captured as part of the PowerScheduler commit process or can be
manually defined (added, edited, deleted) using these pages. In the past, this information was
strictly defined within the context of mass scheduling within PowerScheduler.

Note: Since constraints restrict student schedules, the more constraints you define, the less
flexibility the system has to load students into courses and the less optimal the resulting schedule
will be. It is always best to use the fewest number of constraints required to accomplish your
scheduling goals.

How to Add a Student/Student Avoid Constraint

Use a Student/Student Avoid constraint to specify that two selected students cannot be scheduled
into any of the same course sections.

1. On the start page, choose School from the main menu. The School Setup page appears.

2. Click Constraints. The Constraints page appears.

Load Constraints
Student Avoid
Teacher &void
Student Free
Section Link
Student Pref

3. (lick Student Avoid. The Student/Student Avoid Constraints page appears.
4. Click New. The Edit Student/Student Avoid Constraint page appears.
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Edit Student/Student Avoid Constraint

Option Value

Student 1 e " Associate
Student 2 IW (" Associate
£ Submit ¥

5. Use the following table to enter information in the fields:

Field Description

Student 1 Click Associate to select the name of one of the students you
want to separate from one another.

Student 2 Click Associate to select the name of the other student.

6. Click Submit. The Student/Student Avoid Constraints page appears.

How to Add a Student/Teacher Avoid Constraint

Use a Student/Teacher Avoid constraint to specify that this student and this teacher cannot be
scheduled into any of the same course sections.

1. On the start page, choose School from the main menu. The School Setup page appears.

2. Click Constraints. The Constraints page appears.

Load Constraints
Student Avoid
Teacher &void
Student Free
Section Link
Student Pref

3. Click Teacher Avoid. The Student/Teacher Avoid Constraints page appears.
4. Click New. The Edit Student/Teacher Avoid Constraint page appears.

Edit Student/Teacher Avoid Constraint

Option Value

F .
AssDciate
Student Ir

N

Schedule Administration
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5. Use the following table to enter information in the fields:

Field Description

Student Click Associate to select the name of the student you want to
avoid scheduling with a selected teacher.

Teacher Click Associate to select the name of the teacher you want to
avoid scheduling with the selected student.

6. Click Submit. The Student/Teacher Avoid Constraints page appears.

How to Add a Student Free Constraint

Use a Student Free constraint to specify those periods when a student must be free, such as when
taking a course at another school.

1. On the start page, choose School from the main menu. The School Setup page appears.

2. Click Constraints. The Constraints page appears.

Load Constraints
Student Avoid
Teacher &void
Student Free
Section Link
Student Pref

3. Click Student Free. The Student Free Constraints page appears.
4. Click New. The Edit Student Free Constraint page appears.
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Edit Student Free Constraint

Option Value

i . .
Assnciate
Student Ir

Term [ Semester 1 = ]

Schedule |4

LI OO e =

O|O|OO|oalo|E] =

f Submit

5. Use the following table to enter information in the fields:

Field Description

Student Click Associate to select the name of the student who needs to
have a free period(s).

Term Choose the term that this student needs the free period(s) from
the pop-up menu.

Schedule Select the checkbox next to each period in each day that you
want to schedule this student to have a free period(s).

6. Click Submit. The Student Free Constraints page appears.

How to Add a Section Link Constraint

Use a Section Link constraint to specify that if students are enrolled in one course section, they
must also be enrolled in another, specific course section.

1. On the start page, choose School from the main menu. The School Setup page appears.

2. Click Constraints. The Constraints page appears.

Schedule Administration

© 2004 Apple Computer, Inc. All rights reserved. 114




s
. PowerSchool

Schedule User Guide

Load Constraints
Student Avoid
Teacher &void
Student Free
Section Link
Student Pref

3. (lick Section Link. The Section Link Constraints page appears.

4. Click New. The Edit Section Link Constraint page appears.

Edit Section Link Constraint

Option Value

r & .
A 3
Course Number 1 5402004 ssociate
Section Number 1 |01

F & .
Course Number 2 5402005 Asspciate
Section Number 2 |01

i

N

f Submit ¥

5. Use the following table to enter information in the fields:

Field

Description

Course Number 1

Click Associate to select the name of one of the courses for
which you want to link a section.

Section Number 1

Enter the section number of the course in the Course Number 1
field that you want to link to another course section.

Course Number 2

Click Associate to select the name of the other course for which
you want to link a section.

Section Number 2

Enter the section number of the course in the Course Number 2
field that you want to link to the section in the Section Number
1 field.

6. Click Submit. The Section Link Constraints page appears.

How to Add a Student Preference Constraint

Use a Student Preference constraint to schedule a student into a particular course section. You can
also specify the course per a specific term and teacher.

1. On the start page, choose School from the main menu. The School Setup page appears.

2. Click Constraints. The Constraints page appears.
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3. Click Student Pref. The Student Preference Constraints page appears.

Load Constraints
Student Avoid
Teacher &void
Student Free
Section Link
Student Pref

4. Click New. The Edit Student Preference Constraint page appears.

Edit Student Preference Constraint

Option Value

r

Student 5470 Associate
F & o -
Course Number EA0Z008 Associate

Term (optional) [ Semester 1 = ]

Section Number 01

Teacher {optional)

555

f Submit ¥

7 Associate

5. Use the following table to enter information in the fields:

Schedule User Guide

Field

Description

Student

Click Associate to select the name of the student you want to
force to schedule in a specific course section.

Course Number

Click Associate to select the name of the course.

Term

from the pop-up menu (optional).

Choose the term to which you want this constraint to apply

Section Number

the student to be scheduled.

Enter the section number of the course into which you want

Teacher

this course section (optional).

Click Associate to select the name of the teacher who instructs

6. Click Submit. The Student Preference Constraints page appears.

How to Modify Load Constraints

After creating load constraints, you can modify them by choosing Constraints under the Scheduling
heading from the School Setup menu. Select the constraint you created to view the constraints by

type.
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1. On the start page, choose School from the main menu. The School Setup page appears.

2. Click Constraints. The Constraints page appears.

Load Constraints
Student Avoid
Teacher &void
Student Free
Section Link
Student Pref

Click the name of the type of constraint you want to modify, such as Student Avoid.

4. Click the course name, student name, or teacher name in the row of the constraint you
want to modify. The Edit page for that particular constraint appears.

5. Edit the information as needed:

Student Avoid
Teacher Avoid
Student Free
Section Link
Student Pref

Note: See above sections for detailed information.

6. Click Submit. The appropriate constraints page appears.

How to Delete Load Constraints

After creating load constraints, you can delete them by choosing Constraints under the Scheduling
heading from the School Setup menu. Select the constraint you created to view the constraints by

type.

1. On the start page, choose School from the main menu. The School Setup page appears.

2. Click Constraints. The Constraints page appears.

Load Constraints
Student Avoid
Teacher &void
Student Free
Section Link
Student Pref

Click the name of the type of constraint you want to delete, such as Student Preference.

4. Click the course name, student name, or teacher name in the row of the constraint you
want to delete. The Edit page for that particular constraint appears.

5. Click Delete. The Selection Deleted page appears.

Scheduling Preferences

The School Setup menu includes a Scheduling link, Preferences. Click the Preferences link to access
the Scheduling Preferences page, which you can use define scheduling preferences, teams, houses,
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buildings, and section types. Note the page is divided into five functional areas: Preferences, Teams,
Houses, Buildings, and Section Types. By default, the Preferences tab is selected.

This information is either captured as part of the PowerScheduler commit process or can be
manually defined (added, edited, deleted) using these pages. In the past, this information was
strictly defined within the context of mass scheduling within PowerScheduler.

How to Define Scheduling Preferences

Use this page to define parameters, which determine how long the system spends scheduling each
course, section, and student.

1. On the start page, choose School from the main menu. The School Setup page appears.

2. Click Preferences. The Scheduling Preferences page appears.

Scheduling Preferences

Preferences | Teams | Houses | Buildings | Section Types

Automated Walk-In Scheduling Value

Use Buildings :

Use Houses :

Close Sections at Max Enrollment @

Use Global Course Alternate Substitution :

Use Student Request Alternate Substitution :

Load Optimizations

Percent of schedule combinations to evaluate for each student |1 0

Minimum number of schedule combinations to evaluate before

skipping E1DDDD

£ Submit A
3. Use the following table to enter information in the fields:
Field Description
Use Buildings Select this checkbox if this scenario uses buildings.
Use Houses Select this checkbox if this scenario uses houses.
Close Sections at Max Select this checkbox to ensure that courses close at their
Enrollment maximum enrollment numbers.
Use Global Course Select this checkbox to ensure that the system automatically
Alternate Substitution inserts any global course substitutes after student course
substitutes have been tried and rejected.
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Field

Description

Use Student Request
Alternate Substitution

Select this checkbox to ensure that the system automatically
inserts student course substitutes in the order chosen, if
needed.

Percent of schedule
combinations to
evaluate for each
student

The default value of this field is 10. Change this value only if
you encounter problems with the amount of time the system is
using to build the master schedule. For example, if you enter
25, the system evaluates one-quarter of the possible schedule
combinations for each student. If you enter 75, the system
evaluates three-quarters of the possible schedule combinations
for each student.

Minimum number of
schedule combinations
to evaluate before

skipping

The default value of this field is 10,000. Change this value only if
you encounter problems with the amount of time the system is
using to build the master schedule. Entering a high number
forces the system to sample a minimum number of student
schedule course possibilities.

4. Click Submit. The Changes Recorded page appears.

How to Define Teams

Some schools, most often middle or junior high schools, assign students and teachers to teams to
provide the best support and monitoring system. The second tab on the Scheduling Preferences
page is Teams. The Teams page displays the team name and number. Use this page to add, edit,

and delete teams.

1. On the start page, choose School from the main menu. The School Setup page appears.

2. Click Preferences. The Scheduling Preferences page appears.

3. C(lick the Teams tab. The Teams page appears.

Teams

Preferences | Teams | Houses | Buildings | Section Tywpes

Team

. -
Mew

4. To add a new team, click New. The Edit Team page appears.
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Edit Team

Option Value

Team |Blue {Limit 10 characters)

£ Submit

Enter a name for the team (ten-character limit).

6. Click Submit. The Teams page appears.
To edit an existing team, click the name of the team you want to edit. The Edit Team page

appears.

Edit Team

Option Value

Team |Blue fLimit 10 characters)

(oelete ) (Submie )

8. Edit the name of the team (ten-character limit).

9. C(lick Submit. The Teams page appears.
10. To delete an existing team, click the name of the team you want to delete. The Edit Team

page appears.

Edit Team

Option Value

Team |Blue fLimit 10 characters)

(oelete ) (Submie )

11. Click Delete. The Selection Deleted page appears.

How to Define Houses

Schedule User Guide

Some schools separate students into houses. For example, assume your school has House A (Grades
9 and 10) and House B (Grades 11 and 12). Determine which rooms, teachers, and students belong
to each house. If the "Use houses" checkbox is selected on the Scheduling Preferences page, the
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system references which house a room is assigned to before scheduling courses in that room and
gives scheduling priority to the appropriate house.

Also, sections will be scheduled for houses based on the house assignment of the teachers
scheduled for those sections. Students assigned to a house will be assigned to a section either
without a house or with the same house, whereas students not assigned a house can be assigned

to any section.

The third tab on the Scheduling Preferences page is Houses. The Houses page displays the house
name and number. Use this page to add, edit, and delete houses.

1. On the start page, choose School from the main menu. The School Setup page appears.
2. Click Preferences. The Scheduling Preferences page appears.

3. Click the Houses tab. The Houses page appears.

Houses

Preferences | Teams | Houses | Buildings | Section Types

P -
b MNew

House

4. To add a new house, click New. The Edit House page appears.

Edit House

Option Value

House |Team A {Limit 10 characters)

£ Submie Y

5. Enter a name for the house (ten-character limit).
6. Click Submit. The Houses page appears.

7. To edit an existing house, click the name of the house you want to edit. The Edit House
page appears.
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Edit House

Option Value

House |Team A fLimit 10 characters)

(Tbelere ) (Submw )

8. Edit the name of the house (ten-character limit).

9. (lick Submit. The Houses page appears.
10. To delete an existing house, click the name of the house you want to delete. The Edit House
page appears.

Edit House

Option Value

House |Team A fLimit 10 characters)

(Tbelere ) (Submw )

11. Click Delete. The Selection Deleted page appears.

How to Define Buildings

If your school campus contains several buildings, you can define each of them. Then, you can
associate these buildings with students, teachers, and rooms. This way, the system knows to
schedule courses in the appropriate building, taught by the appropriate teacher, and taken by the

appropriate students.

The fourth tab on the Scheduling Preferences page is Buildings. The Buildings page displays the
building name and number. Use this page to add, edit, and delete buildings.

1. On the start page, choose School from the main menu. The School Setup page appears.
2. Click Preferences. The Scheduling Preferences page appears.

3. Click the Buildings tab. The Buildings page appears.

Schedule Administration © 2004 Apple Computer, Inc. All rights reserved. 122



s’
' PowerSchool

Buildings

Preferences | Teams | Houses | Buildings | Section Twpes

Building

4. To add a new building, click New. The Edit Building page appears.

Edit Building

Option  Value

Building |Science tLimit 10 characters)

 Submit ¥

5. Enter a name for the building (ten-character limit).

6. Click Submit. The Buildings page appears.
To edit an existing building, click the name of the building you want to edit. The Edit

Building page appears.

Edit Building

Option  Value

Building |Science (Limit 10 characters)

(TDelete ) € Submit )

8. Edit the name of the building (ten-character limit).

9. (lick Submit. The Buildings page appears.
10. To delete an existing building, click the name of the building you want to delete. The Edit

Building page appears.
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Edit Building

Option  Value

Building |Science tLimit 10 characters)

(Toelere ) € Sabmit )

11. Click Delete. The Selection Deleted page appears.

How to Define Section Types

Section types are special sections of a course. For example, your school might offer separate
sections of courses for bilingual students. In this case, one section of the course will be identified as
bilingual. The teacher who instructs this section will have a bilingual section type assignment. The
students' requests will also reflect the bilingual section type.

The fifth tab on the Scheduling Preferences page is Section Types. The Section Types page displays
the section type name and number. Use this page to add, edit, and delete section types.

1. On the start page, choose School from the main menu. The School Setup page appears.
2. Click Preferences. The Scheduling Preferences page appears.

3. C(lick the Section Types tab. The Section Types page appears.

Section Types

Preferences | Teams | Houses | Buildings | Section Ty pes

Section Type Code

4. To add a new section type, click New. The Add/Edit Section Types page appears.
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Edit Section Type
Option Value
Section Type IB“i”ﬂ“E‘I CLimit 20
characters)
Section
Tvpe Code EBL [Limnit 2 characters)
£ submir Y

Enter a name for the section type (twenty-character limit).

Click Submit. The Section Types page appears.

5
6. Enter a section type code (two-character limit).
7
8

Schedule User Guide

To edit an existing section type, click the name of the section type you want to edit. The

Add/Edit Section Types page appears.

Edit Section Type

Option Value

Section
Type Code

Section Type IB“i”ﬂ“E‘I
characters)

EBL {Limit 2 characters)

I Delete

CLimit 20

N Submir Y

9. Edit the information as needed.

10. Click Submit. The Section Types page appears.

11. To delete an existing section type, click the name of the section type you want to delete.

The Add/Edit Section Types page appears.

Schedule Administration

© 2004 Apple Computer, Inc. All rights reserved.

125



s
' PowerSchool

Schedule User Guide

Edit Section Type

Option Value

Section Type IB“i”ﬂ“E‘I CLimit 20
characters)

Section
Tvpe Code EBL [Limnit 2 characters)

£ submit Y

12. Click Delete. The Selection Deleted page appears.
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