Campus ES Scheduling New Students as of the 1% day

e When scheduling a new student as of the first day of school and thereafter, you must
verify the start date.

e When there is a teacher change - (if you are replacing a teacher during the school year,
contact the hotline for additional instructions on this procedure) - verify the start and
add an end date.

e When a student is moved from one Team (Scheduling Group) to another - verify the start
and add an end date.

This quick Reference Guide will walk you through the steps of scheduling a student as of
the first day of school and thereafter when any of the above applies.

For complete instructions on Scheduling a New Student, see the ES Scheduling New
Students Prior to 1st day Quick Reference Guide.

Verifying Start Dates - When to modify the START DATE:

Starting the first day of school every new class a student is scheduled into must have a start
date.

e When adding a course to a student’s schedule before the first day of school, a start date
does not need to be used. (Do not use a start date.)

e When adding a course to a student’s schedule as of the first day of school a start date
does need to be used. (Use a start date.)

New Student

1. Student = General = Student
Information = Advanced Search 2>
Enter student number = Search.

Start Date ‘Emms - 2. Select the Schedule tab
Couree thumd 3. Select Walk in Scheduler.
Dot _ 4. Select Search.
Teocher EEmm 1 The Section Search window will open.
e The start date field will auto fill with
e today’s date.

Verify the date and change if needed.

Step 1. Search for the Team.

Select from the drop-down list.
Team (Scheduling Group) is the homeroom
teacher’s last name.

Step 2. Click Search.

A list of all classes that have been assigned to
the Team (Scheduling Group) will be listed
below.

The student will need to be assigned to each
of the classes listed.
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Campus ES Scheduling New Students as of the 1% day

Step 3. Select the Reading section.

Click on the section hyperlink below

StrtDats  [o7nar2000 |2 the Reading course name.
Course hMMumber
Course Hame Continue with this 3-step process:
Seerimer STT— 4 Step 1. Select the Team
Teacher || Step 2. Select Search
90100 15t Reading Step 3. Select the Section
90100-103 (21/35) Chapman, Julie & T:T1-T3 P:ART IEP=: O
9010% 1=t Writing ) ) .
90108-103 (0/35) Chapman, Julie & T:T1-T3 P:AR1 EPs: O Unt'l a” courses for the SChedU“ng GFOUp

have been added to the schedule.

The schedule will show the modified start
date in RED.

CrecteDst | __[] Toms B2t (1269 Prior to the first day of school IC

T T2 T3 -
nr.-'1n.nznns-11.nn7.n2|ms automatically assumes a start date of the

MSUS%-NB 90395-206 90393-206 first day of the Trimester for the first day
3rd Homeroom 3rd Homeroom Jrd Homeroom
90385-206 S0395-206 9035393-206 Of attendance

3rd Homeroom Jrdl Homeroam Jrd Homeroom

90300-206 S0300-206 903500-206 . .

3rd Reading 3rdl Reading 3rdl Reading Starting the first day of school, IC

Start: 071 82003 Start:07 1 82008 Start: 07 1 302008

automatically will populate the start date as

EwPTY  Ewey By ;
- | today’s date for the first date of attendance.

Manually modifying a start date

. 1. Click on the Section Number
07/10/2008 - 11072008 11/10,2008 - 027202009 ( on the blue hyperlink of the course)

ﬂgfjﬂirﬁgfm &= nfinite Campus 2. Enter the modified date of the Start Date

Chapman i
a0333-206 o Seve K Delete fle.ld'
3rd Homeroa 3. Click Save.

90395-206 3rd Homeroom
Start Dste

Oer3002008 (74

Eocl I'\ﬁ

Lock RepestCourse
L] L]

hodified by: Fitch, Claudis
07552005 00:00:00 -0&00
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Campus ES Scheduling New Students as of the 1% day

Moving a Student to a Different Scheduling
Group (Team)

End and Start Dates

End date or Drop a Student from classes

CDsummary | Enroliments | 3HS Al-ltilalion | @ schedule | Ziaty 1 Student 9 General 9 Student
‘ Table - Group by Day (Term T1)1 | bt OR‘ Choose a report option .
¥ Lo ko 3 End Y i 3, 5emrr | Information - Advanced Search >
Eifective Date I:Ill Terms [v]1 [v]z2 [¥]3 Enter student number 9 SearCh
T 1 2. Select Schedule tab.
901851103 0155103 901 53-103 .
uﬂs‘tHomeronm 15t Homeroom 15t Homeroam 3 Select Walk In Scheduler
B e [ 4. Select Search.
20100-103 a0100-103 90100-103
13t Reading 13t Reading 13t Reading
20120-103 20120-103 90120103
15t Math 15t Wth 15t Mth
085103 0355103 o0E83-103
Physical Education |Physical Education |Physical Education
ANET-103 ANETO-105 ANETD-103
et At At
91956103 91956-103 31956-103
Music Music Music
¥ -tV S
5. Click on the Section number.
et Homeroor] | [ Save 3 beks (on the blue hyperlink of the course — in
o g || Y this case it is for Homeroom)
90195-103 15t Homeroom
90120-103 HEilEn
JpsindBN || — 6. Enter End Date.
gﬁ\sfgisc;;IDESduc |m ion
Lock -
s0870.103 (End Date is the last day of attendance)
Art Moditied by: Dorada, Tory:
07 AE3/2007 00:00:00 -0500
E— 7. Click Save.
g il T TEr
| Tabe - Group by Day (Term T1) | EGPrint OR| Chosss are The schedule will now show a drop date for
[ Losa [ Uioed [ Ena [ Restore 3, earen the course. Homeroom will show a drop date
EffectiveDate [ 7| Terms [7]1 [2 M3 for both Period 01 and 02.

R
S0193-103 90198-103

1=t Homeraom 1=t Homeraom 15t Homeroom
Drop: 05/2952007  |Drop:08/29/2007  |Drop:08/29/2007

901 55-103 0185-103 90195-103

1st Homeroom 1=t Homeroom 15t Homeroom
Dirop: 05295200 Drop:08/29/2007  |Drop:08/29/2007
90100103 90100-103 90100-103

15t Reading 15t Reading 15t Reading

901 20-103 01 20-103 40120103

1st Math 1=t Math 1t Math
ANARR- 103 ANRAS-103 ANRAE- 03

Repeat steps 1-7 if there are additional
classes that need to be dropped.
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ES Scheduling New Students as of the 1* day

El

BIE - Group By Day [Term

=t Homeroom

90198103 0198103
1=t Homeroom 1
Dropc058/28/2007 | Drop: 0562952007

0198103

90195-103
1st Homeroom 1
Drop:08/28/2007 | Drop: 0562952007

=t Homeroom
90120-103 90120-103
1st Math 1st Math
905868-103 905865-103

Phyzical Education | Physical Educstion

90E70-103 g0E70-103
Art Art
91936-103 91936-103
husic husic

90100-103
1zt Reading

90193-103

1=t Homeroom
Do o 02802007
90195-103

12t Homeroom
Do o 02802007
901 20-103

15t Math

90868-103
Phyzical Education

90E70-103
Art

91936-103
Music

90100-103 0O 00-103
15t Reading =t Reading
Drop: 08728200 Dirop: 0552802007 |Prop: 0572972007

The schedule will now show a drop date for
the course.

Notice that the Reading course appears
below the courses that have not been
dropped in Period Altl.

A

90195103
1st Homeroom
Drviop: 08292007

90193-103
1zt Hotmeroom
Drop: 08292007

90100-103
1=t Reading
Drop: 05/29/2007

90103-103
1=t Writing
Drviop: 08292007

90120-103
15t Math
Drop: 08292007

90130-103
1zt Science
Drop: 082972007

90140103
1zt Social Studies
Drop: 05/29/2007

A0EES-103

90195103
15t Homeroom
Drop: 082952007

901593-103
15t Homeroom
Drop 052972007

90100-103
15t Reading
Drop:0&29/2007

90103-103
1=t Wiriting
Drop: 082952007

90120-103
15t Math
Drop 052972007

90130-103
1=t Science
Drop0&29:2007

90140-103
1=t Social Studies
Drop:0&29/2007

A0GE5-103

Phy=ical Education |Physical Education |Physical Education
Drop: 082952007 |Drop 082902007 | Drop: 03529/2007

90195103
15t Homeroom
Do oop: OEF2902007

90153-103
1st Homeroom
D op 0572902007

90100-103
15t Reading
D op: 0852902007

901 05-103
1 st Wiriting
Do oop: OEF2902007

01 20-103
15t Math
D op 0572902007

a0130-103
15t Science
Drvop: 0572902007

90140103
15t Social Studies
D op: 0852902007

A0565-103

~ [ PNt OR | Chf

E 3.5

Eatch

HS Articulation | g’s:hedule | ':Ll:'nthendam:e

|

APt OR| Chonse & v
-

ort option |ﬁ‘r"

are @'S

udert Reguests

e

4.
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The schedule will show all courses as
dropped, with dates when this process has
been completed.

Adding a student to classes
1. Click Search.

2. Select Student Requests.

Team: Select the down arrow and scroll to
and select the new Scheduling Group
(Team).

Click the Save Reqs icon




Campus

~

ES Scheduling

New Students as of the 1* day

T

Save Regs P4 Clear Regs [ Get

(=T + | HRequest

E Course ¥ Course Hame

Save Regs 2

o

Tahle - Groug by Day (Term T1) w | Prirt

[ Load [ Unload [ End [ Restu

umMmary | Enrollments | 3 HS Articulatio

5. Click the Search icon.

Section Search

Skt Dz 07182008 (75|
Course humber

Course Mame

Departmernt -
Team Compton >

Teacher
Term
FPeriod

Schedule

6. Search by Team.
Scroll to Team/Scheduling Group

7. Click Search icon.

Section Search

Team

Term

Start Date OFH8/2008 |4
Course Mumber

Course Mame

Department -

Teacher

90100 1st

90108 1st

0100-103 (21433) Chapman, Julie & T.T1-T3 P.af1 EP= 0

A0108-103 (0/35) Chapman, Julie & T:T1-T3 PAK IEPs: 0

Reading

Writing

A list of courses with sections assigned to the
Scheduling Group for which the search was
done will appear in the bottom box.

Course Name

Department

Team Compton -

Teacher
Term
Petiod

Schedule

Search

40100 15t Reading

90108 1=t Writing

90108-205 (0435) Compton, Joyce M T:T1-T3 P&kl [EPs: O

90120 15t Math

90120-205 (9/35) Compton, Joyce M T:T1-T3 P A1 IEPs: O

90130 1st Science

90140 1=t Social St

901 30-205 (0351 Compton, Joyee M T:T1-T3 FAM EPs 0
udies

90140-205 (04357 Compton, Joyce M T:T1-T3 P&kl [EPs: 0
90198 15t Homeroom

90198-205 (1435) Compton, Joyce M T:T4-T3 P:01-02 IEPs: 0
90200 2nd Reading

90200-205 (13635)
90208 2nd Writing

ANMNA-205 (N5351 Cometon_nwece bl T-T1-T3 P Af IFP 0 % /

e M TT1-T3 P AR IEPs: O

Compton, Joyce M T.T1-T3 P AR EPs: 0

S ocalickeanat

8. Click the first section.
(this should be Reading)

The Reading selection will automatically
move to the schedule.

9. Repeat Scheduling a Student Using
Walk-in Scheduler page 2 until all
classes are scheduled for the new
Scheduling Group (Team).
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ES Scheduling New Students as of the 1* day

901 95-205
15t Homeroom
[Start: 05/30/2007

90195103

15t Homeroom
Dropr 052972007
90195205

15t Homeroom
[Start ORE02007

90195103

15t Homeroom
Drop: 052972007
901 00-205

15t Reading
[Start 08302007

901 03-205
15t Vriting
[Start 08302007

90120205
15t Math
[Start: 0273002007

901 30-205
13t Science
[Start 08r30/2007

Music
Start:05730/2007

90100-103
15t Reading
Drop:08/29/2007

80108-103
13t Wihiting
Drop:08/29/2007

90120-103
13t ath
Drop:05/29/2007

901 30-103
13t Science
Drop:08/29/2007

90140-103
13t Social Studies
Drop:08/29/2007

0568-103
Phrysical Education
Drop:08/29/2007

0570103
At
Drop:08/29/2007

a0193-205
1 st Homeroom
Start:08/30/2007

a0193-103

1 st Homeroom
Divop:08/28/2007
90193-205

1 st Homeroom
Start:08/30/2007

a0193-103

15t Homeroom
Drrop: 0872372007
a0100-205

1 st Reading
Start:08/30/2007

a0108-205
1 st Writing
Start:08/30/2007

a0120-205
15t Math
Start:08/30/2007

A0130-205
13t Science
Start:08/30/2007

Ilusic
Start:08/30,2007

90100-103
1=t Reading
Drop: 0872972007

30108-103
1=t Wiriting
Drop: 0872972007

90120-103
15t Math
Crop: 08/29/2007

90130-103
15t Science
Drop: 08/29/2007

a0140-103
15t Social Studies
Drop: 08/29/2007

A0865-103
Physical Education
Drop: 08/29/2007

90870103
art
Drop: 08/29/2007

018205
13t Homeroom
Start: 0B/30/2007

0188103

1st Homeroom
Drop: 087292007
9018s-205

1st Homeroom
Start: 0B/S02007

0188103

15t Homeraom
Drop: 08292007
901 00-205

1zt Reading
Start: 08302007

a0108-205
st Writing
Start: 08302007

90120-205
1=t Math
Start: 0873002007

80130-205
13t Science
Start: 087302007

Music
Start:05730/2007

90100-103
15t Reading
Drop:08/29/2007

80108-103
13t Wihiting
Drop:08/29/2007

90120-103
13t ath
Drop:05/29/2007

901 30-103
13t Science
Drop:08/29/2007

90140-103
13t Social Studies
Drop:08/29/2007

0568-103
Phrysical Education
Drop:08/29/2007

0570103
At
Drop:08/29/2007

When all new courses have been added, the
schedule will look similar to this.

The dropped courses will show at the bottom of
each period.

All new courses will have dates at this time; all
dropped courses will have a drop date.

The new courses with the Start Dates will
show above the old courses with the Drop
Dates
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ES Scheduling New Students as of the 1% day

Elementary School Schedule Change Team

Term T1(08:20/2007 - 10/26/2007)

05 30:00 Ah-03:15:00 PR
90198-103 1st Homeroom
Chapman, Julie &

Rm: 103

Start: 05421/2007

07320:00 Ph-03:25:00 PM
90120- 15t Math
Chapman, Julie &

03:20:00 PW-03:25:00 PM
90100- 1=t Reading
Chaptman, Julie &

03:20:00 P-03:25:00 PR
90130- 1=t Science
Chapman, Julie L

R 103

Start: 08421/2007

03 20:00 Ph-035:25:00 PR
90140- 1st Social Studies
Chapman, Julie &

Rm: 103

Start: 05421/2007

03:20:00 PM-03:25:00 PM
90108- 15t Writing
Chapman, Julie &

Rm: 103

Start: 0802172007

(03:20:00 PM-03: 2:5:00 PR
90870- Art

Werner, Jennifer

Rm: 213

Start: 056212007

03:20:00 PM-03:25:00 PM
91956- Music

Medina, Donna

R Aud

Start: 0562172007

03:20:00 PM-03: 25:00 PM
90863- Physical Education
Rogers, Pamala W

R Gyim

Start: 0352152007

L EMPTY
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After start of school
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TermT1 Term T2

(07/20/07-10126/07) (10/29/07-02115/08) (0211
90298-112 2nd Homeroom

Mikolaou, Stephanie A, Team: Nikolaou
2

Start: 08222007

90298-111 2nd Homeroom
‘ieau, Stephanie, Team: Yieau
Fim: 111

Drop: 0824 /2007

90200-112 2nd Reading
Mikolaou, Stephanie &, Team: Nkolaou
112

Start:0ai22/2007

90208-112 2nd Writing
Mikolaou, Stephanie &, Team: Nkolaou
2

Start:0ai22/2007

90220-112 2nd Math
Mikolaou, Stephanie &, Team: Nkolaou
Rin: 112

Start:0ai22/2007

90220-112 2nd Math
Mikolaou, Stephanie & Team: Nikolaou
Rm: 112

Start: 0862272007

90230-112 2nd Science
Mikolzou, Stephanie &, Team: Nkolsou
Rm: 112

Start: 0842272007

90240-112 2nd Social Studies
Hikolaou, Stephanie A, Team: Mikolaou
Rim: 112

Start 082202007

90868-112 Physical Education
Rogers, Pamala K, Team: Mkolaou
R Gym

Start: 0862272007

90200-111 2nd Reading
‘ieaw, Stephanie, Team: Vieau
Rm: 111

Drop. 06/21 12007

90208-111 2nd Writing
‘ieaw, Stephanie, Team: Vieau
Rm: 111

Drop: 087212007

90220-111 2nd Math
‘ieaw, Stephanie, Team: Vieau
Rm: 111

Drop:06/24 2007

90230-111 2nd Science
‘ieaw, Stephanie, Team: Vieau
Fm: 111

Drop:06/24 2007




