Elementary Scheduling:
-aV?
Sacramento

Using Roster Batch Edit to
Move Students in Mass il i

1. Find the section where students are currently scheduled
e Do a Course/Section Search — Index > Search > Course/Section
e Go to Section students are currently scheduled in

o Path: Scheduling > Course > Section

e Find the Roster Batch Edit tab

1000-1 HOMEROOM 1

Teacher Walker-Belton, T

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

Name SlUgent#  Start vate £na vate Hepeat Ne Crean
01 Allen, Alahna L 70000029 | ] m O O

01 Angel, Brian A 60048623 ] i O O

01 Foster, Corlianna D 70002881 ) MmO O

01 Galvan, Brianna N 70000181 | m O O

01 Garcia, Aaliyah M 60944273 | MmO O

01 Glau JR, Christian E 70002051 ] B O O

01 Kung'u, Meg Cecile N 70002753 ] O O

01 Podgurschi, Eddie V 70002189 ] MmO O

01 Powsell Ill, Richard K 60945008 ]| O O

01 Ramirez Alvarez, Daniel 60939589 | O O

01 Reznic, Timathy 80943441 ] m O O

01 Ritchey, Damian A 80942075 =] MmO O

01 Seals, Hevaeh J 60942849 ) MmO O

01 Washington Jr, Lamont E 60945307 & O O
% - = 0 0
S Student# Start Date End Date Repeat No ‘w
01 Aguilar Garcia, Arlette C 60940594 ) jenzzes O O

01 Foster JR, Corey D 70002882 T osrzzvarE O O

01 Marshall, LaTasha M 60941339 TE |osnzema[E [ =

e Enter appropriate END DATE on students who are changing sections

This will PRESERVE any attendance associated to the students within this section

2. Go to the section where students are moving to
e Do a Course/Section Search - — Index > Search > Course/Section
e Go to Section students are being placed into

o Path: Scheduling > Course > Section

e Use the Roster Setup tab to add students to the new section
e While in this section, go to the Roster Batch Edit tab

Newly added students will be GREEN
within the section for 10 days
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1000-3 HOMEROQOM 1

Staff Histon Roste mendance Grading By Task Graging By Sudent Roster Setup Roster Batch Edit

Active Students: 31

Hame SUcENt ¥ Start Date
01 Aguilar Garcia, Ariette C 60240834 [ 01152018 72
01 Autio, Kari A 60940488

0842080
002785
60940601
60943351
60840818

susTE
61843671
su38506
70002882 03152014
sUB4z84
su42251
su40s88
L eSS
suB40e8T

808k 0936748
susa284n
60842431
60940348
Gus44370
70000108

£nd Date Repeat _he Craat

e Enter appropriate START DATE on the students who were moved

Using Roster Copy to Schedule Elementary Students

1. Verify all needed sections have been created and assigned with a Primary Teacher
a. Use the Staff History Report to verify teachers are properly assigned
i. Path: Scheduling > Reports > Staff History Report
1. Choose the 3" radio button option (sections without a teacher)

2. Use Roster Copy to copy students from Homeroom sections into appropriate content areas
a. Path: Scheduling > Roster Copy

Select the Source section that will be copied (HOMEROOM course) on the left side of the window — the right
side will be the Destination (content area courses)

Source Calendar Destination Calendar
w | 14-15130 T G Empire

Source Schedule Structure Destination Schedule Structure
W
Source Course Destination Course
Source Section Destination Section
RUN
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Be careful to use the current calendar. This tool allows the user to copy from ANY calendar.

o SOURCE CALENDAR = current school year o DESTINATION CALENDAR = Already set based

o SOURCE SCHEDULE STRUCTURE = Main on header area (14-15 school)

o SOURCE COURSE = Homeroom courses (except o DESTINATION SCHEDULE STRUCTURE = Main
for the Special sections) o DESTINATION COURSE = All content courses

o SOURCE SECTION = Classroom students being o DESTINATION SECTION = Match to section
copied number and/or Teacher Name (May vary based

on setup)

Click RUN — the Pop Up window will state the number of students copied. This number should match the
number of CURRENT students in the Homeroom course
Note: Clicking on RUN multiple times will NOT place the SAME students into the SAME section
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Using Teams to place HR Teacher’s Name in Student Header

1. Define all Team names (HR teachers)
Path: Scheduling > Scheduling Groups > New > Save

o Repeat process until all teachers have been named
o The Team name can be anything. Most schools use Teacher’s Last Name and Room number

2. Attach Team name (teachers name) to the HOMEROOM course sections
Path: Scheduling > Courses > Enter HOME to find all HR classes

o Click on first course > Go Section Tab > Add/Edit a section
o Define HR teacher in TEAM dropdown

SectionlD
149227
*Section Mumber Teacher Display Mame

{ Seto, J
Max Students
(31)

Milk Count Adult Count
(] |

Homeraom
4) v

Team
Seto,

Room
04 ]
Multiple Teacher

Skinny Seq

W
Primary Teacher

Seto, Jean M
Academic Term Program Funding Source

Instructional Strategy
W
EL Instructional Type Language of Instruction

3. Populate student header with ‘Team’ name using Fill Team
Path: Scheduling > Fill Teams

o Depending on which option selected, this will update all students

To Define Team (HR teacher) on INDIVIDUAL student
1. Go the student’s Schedule tab

Path: Student Information > General > Schedule > Walk In Scheduler > Team dropdown > Save Regs

4 9.15.14/RR



Elementary Scheduling:

. . ~y
Using Roster Batch Edit to b

~ Sacramento

o City Unified
Move Students in Mass \ Schoal Ditrct
CTE Person Documents Foster Youth Attendance Letters District Assessments High School Program Details Home Visit
Summary Enroliments Schedule Attendance Flags Grades Transcript Credit Summary Assessment Behavior
Table - Group by Course (All Terms) v Display Active Courses Only Print OR | Choose a report option » View Schedule Scheduling Messenger Documents

Eftective Uate (8] lerms WIq I3

m 2 1]
. 001022014 - 11/28/2014| 12/01/2014 - 02/27/2015|03/02/2015 - 0611212015
fi fi

Bl Save Reqs ) Clear Reqs [4 ed Regs

’nuﬁint@i 9000

HOMEROOM HOMEROOM HOMEROOM

[T Emery ENPTY ENPTY
ENPTY ENPTY ENPTY R Y
ENPTY ENPTY ENPTY
EWPTY ENPTY EWPTY R v
EMPTY EMPTY EMFTY Rv
EWPTY ENPTY EWPTY R v

To Move Teachers to a New Course/Section

1. Create the new section, if needed

Path: Scheduling > Courses > Key in name of course that needs a new section > Section Tab > Add
New Section

o Enter a Section Number and set Section Placement

]

2. IF section already exists, but only the Teachers are moving (NOT students), Assign the new teacher from
the Staff History Tab
a. Add New teacher to the section

Path: Scheduling > Courses > Section Tab > Edit Section > Staff History > New Primary Teacher

Section Staff History Roster Attendance Grading By Task

Save Delete MNew Primary Teacher MNew Teacher |

P

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

Staff History Detail
Primary Teacher

MName Start Date End Date District Assignment

= 4 v

Comments

No need to enter a Start Date — LEAVE it blank
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3. Delete the previous teacher’s name

Do NOT delete/remove the Section until the students have been moved. Students DO need Start/End Dates
to keep any Attendance and/or other records associated to the section — See previous How to document on
Moving students
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