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Basic Scheduling Overview and Tips
Basic Scheduling enables you to generate schedules for courses, teachers, and class sections.  Both secondary and elementary schools may use the Basic Scheduling functions.

Walk-in scheduling uses the AMST (Master Schedule) and ACLS (Class Schedules) files for the current year.   Any scheduling task that you perform using the Walk-In Scheduling atom affects the current year’s schedules.

	Toolbar:
	Location

	
Teacher 
	(Basic Scheduling folder)

	
Teacher List
	(Basic Scheduling folder)

	
Course 
	(Basic Scheduling folder)

	
Course List 
	(Basic Scheduling folder)

	
Sections 
	(Basic Scheduling folder)

	
Student 
	(Student Info folder)

	
Generic Selection 
	(Student Info folder)

	
Mass Assign 
	(Basic Scheduling folder)

	
Classes 
	(Basic Scheduling folder)

	
Walk-In Scheduling 
	(Basic Scheduling folder)

	
Fill Open Periods 
	(Basic Scheduling folder)


1. Teacher  
· used to set up teacher records

· enables you to enter professional information for each teacher and assign Teacher IDs and SSN
· personal and home information is stored in the Staff Info atom

· Data – Add 

· Data – Inactivate
· parenthesis will appear around teacher’s name

· inactive teachers will not roll over from one year to the next; if you have an inactive teacher that is going to be in your school the following year, activate them prior to New Year Rollover

· Data – Activate

· Data – Delete will permanently remove a teacher from the database
Teacher Menu 

· Change Name, ID – will allow you to edit the teacher name or change the ID assigned.
TIP: (secondary) There will be a new Algebra teacher, but you haven’t hired her, yet.  Add a teacher record with the name “Algebra New Hire” and proceed with assigning students to this teacher.  Once the teacher has been hired, use the Change Name option to enter the teacher’s correct name.

TIP: (elementary) There will be a new 4th grade teacher, but you haven’t hired them, yet.  Add a teacher record with the name “4th Grade New Hire” and proceed with assigning students to this teacher.  Once the teacher has been hired, use the Change Name option to enter the teacher’s correct name.

2. Teacher List 

· lists the names and ID numbers of all the teachers at your school so that you can quickly access them from one place

· teachers are automatically added to this list once their record has been created in the Teacher Atom

· sort the teacher list by double clicking on the heading (either by ID or by name)  

left click – ascending       right click - descending

· double click on a teacher name to access that teacher’s record

· you can drag and drop the teacher number to assign the teacher to the student

· may print this list to keep close by for reference

3. Course  - enables you to set up and maintain a record for each course taught at your 
school 

· General Info screen 

· Course Narrative screen 
· Course Summer School screen 
· Schedule Pro screen 
· can inactivate courses if not used in your school

· course file may have many inactivate courses in it following conversion
· Data – Activate to make a course active, if used in your school
· inactive courses will not roll over from one year to the next; if you have an inactive course that is going to be used in your school the following year, activate the course prior to New Year Rollover 
4. Course List 
· lists the names and ID numbers of all the active courses so that users can quickly access them from one place

· inactive courses will not show up in the list

· courses are automatically added to the Course List when you create Course records in the Course atom

· access course record by double clicking on the desired course

Create a data atom:

· Select several courses by holding down the SHIFT key

· Drag and drop the courses onto the desktop to create the atom

5. Sections 
· enables you to set up and maintain sections for the courses that are taught in your school

· works the same way for both elementary and secondary

Find – locate by typing in Section ID 
· Student List screen 
· Dropped Students screen 
· Meeting Days screen 

· this screen will only display if your school is using period rotation

· period rotation must be set in the School Atom

· period rotation will allow you to have Algebra during 1st period on Monday, 2nd period on Tuesday, 3rd period on Wednesday, etc

Capability:

· drag and drop course data field onto a Sections record to display a list of all sections available for a course

· double click a student ID in a Sections record to open the Classes atom and automatically display the schedule for that student

· Data – Add
· Click on linking arrow for course to display course list
· Highlight a course from the list  – drag and drop it onto the Sections form
· Enter period  (i.e. 03) and grade (i.e. low – 09; high – 12)

· Click on linking arrow for course to display teacher list
· Select a teacher  from the teacher list – drag and drop onto the Sections form
· Enter all other pertinent information  and Save
· Sections Menu – Duplicate Section
· Change the period (04) and the teacher
· Check all other information and Save
NOTE: In order to use CLASSxp effectively when taking period attendance, you must designate the beginning and ending periods for each of the subject areas a student takes during the day.  Also, for each subject that will be graded, beginning and ending periods must be designated.

Assigning students to a section:

· Find newly created section 

· Open Student atom from toolbar

· * in last name to find all students 

· Highlight students in matrix and drag and drop onto Accounting section (can do as few as 1 student, or as many as you need to schedule into this section)

· Find another newly created section 
· Open Generic Selection atom from toolbar

· Select students by double clicking on the name or highlight the name and click on the double arrows pointing to the right

· Highlight the heading and drag and drop the students  into the section.
To drop a student:
· Highlight the student you wish to drop (holding the Shift key allows for more than one student to be selected at a time)

· Sections Menu – Drop Student
· Can view dropped students on Dropped Students screen, unless Delete Permanently is selected

6. Mass Assign 
· enables you to add, drop, or replace classes for a group of students

· Warning will display when atom is opened

· you may want to backup the ACLS and ACLH files 

· easy way to assign a group of elementary students to the same classes

Mass Assign a class 

· used to give all students in a particular section or group a class

· Find a section
· Action – Keep
· Add list 
· Enter start date and click on Assign
Mass Change a class 

 -
 used to change a group of students from one section to another

· Section lookup, locate a section
· Action – Drop
· Add List 

· Enter start date and click on Assign
Mass Drop a class 

· used to drop classes from a group of students

· Section lookup, find Section 331000CW-01 – World Geography
· Action – Drop
· Enter start date and click on Assign
7. Classes 

· enables you to view and maintain current schedules for individual students

Classes screen

Classes Other Info screen

Classes History screen

Assign Section by drag and drop
· Open Classes atom from toolbar

· Find a student
· Open Sections atom from toolbar

· Find mode - * in Section ID

· Select a section and highlight ; drag and drop onto Classes form

· Save
Add a Section to a student’s classes

· Find a student
· Data – Add
·  Manually type in a Section id 

· Save 
Remove a Section from a student’s classes

· Select a student 
· Highlight line number of class to drop 
· Data – Delete Classes – move to Class History; type in date
· View Class History screen to see dropped class
8. Using the Walk-In Scheduling 

· enables you to create schedules for new students while the school year is in progress

Practice: Enroll a student!

Requests Screen

Add requests:
· Open Walk-In Scheduling
· Find student you just enrolled

· Open  Course List
· Data – Add
· Type in course number – use list as reference

Enter requests by drag and drop:

· Select a course; drag and drop onto Walk-In scheduling form

· Select more than one course by holding down the SHIFT key

Enter requests by using a data atom:



Drop the course data atom onto the Walk-In Scheduling form

Delete a request:

· Highlight course in Walk-In Scheduling atom

· Data – Delete request
Preschedule a course:

· Click into Pre-sched column to select the actual section

· This forces the scheduler to place the student in the specified section of the course

· Scheduling menu

- select Schedule Student
Analysis screen

· Displays the student’s schedule in a matrix showing each period

· The Comments field indicates whether the student is pre-scheduled into that section, or why the student could not be scheduled into that section.
· Shows if a class is available, full, or restricted
Schedules screen

· use this screen to view the section number, teacher number and name, and any comments about the scheduling or course

Other Info screen

· to enter scheduling information about the student, such as assigning the student to a team, defining the lowest and highest period to which the student can be assigned, and entering a house designation

9.  Fill Open Periods 

· used to schedule a class or study hall in any period that students have open in their schedules

· click on linking arrow

· select course number to fill

· dates come from term duration

Tip: could create a class called “See Counselor” – fill open periods with this course; this prints on schedules and student would go to counselor during that period to work on a schedule change
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