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Overview

¢ Create New School Year (2014-2015)

¢ Set Next School and Next Grade Indicators
e Copy Master Schedule

¢ Create New Teachers

¢ Adjust Master Schedule

¢ Add Dependent Sections

e Enroll Students in Sections

¢ Verify Enrollments
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Years and Terms
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Start Page > School > Years and Terms
> New
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Years and Terms

Add the next school year to Years and Terms.
¢ On the Years and Terms screen, click New.

¢ Enter the Name, Abbreviation, First Day of
School and Last Day of School (for students).

Click Submit.
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Create New School Year
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Set Next School Indicator
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Set Next School Indicator

¢ Select a group of students (e.g. 1t grade)

¢ Under Functions, select Set Next School
Indicator

¢ Select the Next School from the dropdown for
this group of students

¢ Click Submit.
* Continue until all grade levels are completed.

NORTH CAROLINA STUDENT INFORMATION SYSTEM

Student Selection
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Set Next Grade
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Set Next Grade for Group of Students

¢ Select a group of students (e.g. 15t grade).

¢ From list of functions select Student Field Value.

¢ On the Student Field Value screen, select
Sched_NextYearGrade from the list of available
fields.

¢ Enter the new Field Value (e.g. 2).

¢ Click Submit.

¢ Continue until all students have had the next
grade field updated.
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Make Courses Available for Next Year
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LEA Office > LEA > Courses
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Make Courses Available

1. Navigate to LEA Office
2. Click LEA > Courses
3. Click Filter Results
Use the School(s), Status and Years fields
4. Select School

5. Below the list of courses, click Edit Availability for
Schools and Years

6. Click OK to acknowledge the warning
7. Select 2014-2015 and click the right-facing arrow
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Make Courses Available...

8. Click Next

9. Select the school and click the right-facing arrow
10.Click Next

11.Click Submit

12.Navigate back to the Course page, and filter the
results for a school and the 2014-2015 school
year

13. Verify that the correct courses are listed
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+ Filter Results Fillored by ‘Status’

m E: New Course

123456789 next>lst>

@ Number Name a Department  Prerequisite Note ~ Fee  Active  Inactive
@ | EL01 1st Grade English WE
@ | EL102 1st Grade Math WE
@ | EL14 1st Grade Science WE
ial
& | el 1st Grade Social WE
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* Filter Results Filterad by ‘Sehool(s}, ‘Status’
@ School(s): |Cherry Hil Middle School
Washington Elementary
Common Core State Standards Middle School u
Graduated Students
Status: @ Active Inactive Unavailable Year. | 2013-2014 &
" [ Department:
_| Course Number: -
|| Prerequisite Note:
Course Name: e
() Has Fees: Yes *
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Assoclate Courses with School Years
Select which years lo adjust school associations for the T8 selected course(s).

Years Source List Selected Years
2005-2006 20142015
2006-2007
2007-2008 i d
-
2009-2010
2010-2011
112012
012:2013
20132014
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Summary and Confirmation

Summary and Confirmation

Verify fotals and conflicts, then click submit. Associations with conflicts will not be processed.
Summary

Courses Affected %

Years Affected 1

Schools Affected 1

Total Associations to be Added 2%

Total Associations to be Removed 0

ATotal Association Conflicts 0
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Copy Master Schedule
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Start Page > System > Copy Master
Schedule
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Edit Dates in Years and Terms

After copying the Master Schedule to the new
year, go back to Years and Terms and correct the
dates if needed.

Start Page > Years and Terms > Edit Terms

Click Edit Terms for the new year

Click 2014-2015

Enter correct start and end dates for 2014-2015
Submit
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Add New Teachers
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Start Page > New Staff Entry
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NC New Staff Member
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Master Schedule by Teacher Report
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Start Page > Master Schedule
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Master Schedule List by Teacher
Report

¢ Print Master Schedule Report
¢ Sort by Teacher

* Use the report to see what changes need to
be made to the master schedule for the new
year.
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l Master Schedule List By Teachers
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Adjusting the Master Schedule

12



5/28/2014

NORTH CAROLINA STUDENT INFORMATION SYSTEM

Start Page > Setup > Sections
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Dependent Sections
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Start Page > School Setup > Sections >
Edit Section screen
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Dependent Sections

¢ Allows you to enroll students in one section,
and the system will enroll them in the
remaining dependent sections

* For example:
— Main course is Activity Period/Homeroom

— Dependent courses/sections are Lang Arts, Math,
Science, Social Studies, PE, Music, Art, etc.
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Adding Dependent Sections

¢ Click on the desired section of the main course

¢ In the Dependent Sections field, enter all the
other sections that the selected students must
also be enrolled in.

¢ Separate the section numbers with a comma. Do
not use a space between commas. For example:
54102Z0A.23,5211270A.23, etc.

¢ By enrolling students in one section, the system

will also enroll them in ALL sections entered in
the Dependent Sections field.
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Enroll Students in Sections
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Student Selection > Group Functions >
Mass Enroll
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Enroll Students in Sections

* Enroll students en masse into sections by
hand selecting groups of students.

¢ Enroll into the main course if using dependent
sections.

* The system will automatically enroll students
into the other sections listed as dependent
sections of the main course
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Enroll Students in Sections...
¢ Select a group of students by clicking on a grade level
on the Start Page.

¢ From the list of functions, choose Select Students by
Hand.

¢ Using the CTRL key, select students for the group by
hand.

¢ On the Group Functions screen click Mass Enroll.

¢ Enter the course number.section in the Quick Enroll
field and click Enroll.

* The Mass Enroll Preview screen will be displayed.
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Mass Enroll
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Mass Enroll Preview
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Questions?
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