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If you are working in a future school year and the schedule is not finalized, you will be
required to select a schedule and schedule result when performing the following
Scenarios.

The remove function will be the only option enabled when dropping a course if school
has not started. Once the first day of school arrives, the drop, remove, and transfer
functions will all be enabled for course sections that are in progress. If the course term
has not started yet, the transfer function will be disabled on the course section.
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Scenario 1: Add a class to a student’s schedule using the
Course Section Assignments page

1. Navigate to Studentinformation » SIS » Scheduling » Course Section
Assignments in the current school year.

2. Put a student in context.

3. Click Add Course Assignment.

4. The page refreshes.

5. In the Course/Section fields, enter the course and section number.

6. If you do not know the course and or section humber, use the E icon.

7. If you clicked on the El icon, a new window pops up that shows each section of

the course and the capacity and filling count.
8. Click on the blue link for the section number and the section number will be
automatically filled in for you.

Non-Groups or Groups:(@) Non-Groups () Groups 'y
Course Code: l | Course Type: | v|
Name: | |
Department: |ENG - ENGLISH DEPT v[EMIS Subject Code: | v|
Area of Study: | v|Course Subject Area v
Teacher: | v [ ] Honors only
Rotation Day: IM:|T:|V£|R:|F:| Period of the Day: | v
Clear Cancel
Course Code - Name Department Course Sections
(® 116 - SPEECH ENGLISH Section Term Teacher(s) Meeting Time CapacilyFilling

DEPT 21 1Sem RICARDO GREENE 2 (117) 10 5.00

22 2Sem RICARDO GREENE 2 (117) 10 4.00

(® 120 - ENGLISH | ENGLISH Section Term Teacher(s) Meeting Time CapacityFiling

DEPT 1 Year DWIGHT DOUGLAS 1 (211) 25 2200

£ 10no

9. The Assignment Start Date field defaults to the first day of the course term if the
course term has not started. If the term is already in session, the date will default to
today’s date.

10.In the following screenshot the Assignment Start Date defaulted to the first day of
school. 116-22 is actually a 2" Semester only course. When the assignment is
saved, Studentinformation automatically corrects the start date to be the 15t day of
2"d Semester. .

Studentinformation ©  Schedule Changes Step by Step Page 3 of 22 Updated 8/4/17 v17.0.2


http://dev-web1.noacsc.org/Preview/Default.aspx
http://dev-web1.noacsc.org/Preview/SIS/Default.aspx
http://dev-web1.noacsc.org/Preview/SIS/Scheduling/Default.aspx
http://dev-web1.noacsc.org/Preview/SIS/Scheduling/CourseSectionAssignments.aspx
http://dev-web1.noacsc.org/Preview/SIS/Scheduling/CourseSectionAssignments.aspx

Course Section Assignments

From this screen, you can display, add, change and delete data pertaining to Course Section Assignments.

Schedule Result Set:  Default Schedule Result Student:DALTON, DOLORES
Course/Section: 116 22 ][]
- *|
Assignment Start Date:”[8/22/2017 | &
Assignment Stop Date: | | g8

‘ Save and New ‘ | Cancel !

11.Leave the Assignment Stop Date field empty.
12.Click Save.
13.The page refreshes and the following message is displayed.

The Course Section Assignment was marked to be saved. Click the save changes button
to commit to the database.

14.Click Save Changes again to commit the changes to the database.
15.1f click Save Changes is not clicked, the course section will not be assigned.
16.The page refreshes.

Course Section Assighments
From this screen, you can display, add, change and delete data pertaining to Course Section Assignments.

Schedule:* Schedule Resull:* status: /| Assigned [_| Dropped
Course: | I[ ||I|Course Term: | v‘ D Removed

Date: l:l =] Teacher: | v‘ w

Course Course Name Section Meeting o Teacher Term Type Status Start Date End Date

W ¢ 120 ENGLISH | 1 1211} DWIGHT DOUGLAS All Year Manual Assigned Aug 22, 2017

]ﬁ[ j 180 PEC SCIENCE 2 2(212) WARREN GARDNER All Year Batch  Assigned = Aug 22, 2017

w & | 116 SPEECH 22 2 (117) RICARDO GREENE 2nd Semester Manual Assigned Jan 16, 2018 |

17.Notice the Start Date says the correct date which is the 15t day of the 2" semester
even though today’s date or the first day of school was used.

18. Another item to note is the Type says Manual. This means the course section
assignment was added by hand by the office staff versus being scheduled by the
Batch Scheduler. (Assignments made by the Batch Scheduler have a Type of
Batch.)

19. The manual assignment will not show on the Requests page because the
assignment did not originate from a request. The Requests page only shows
requests.
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Scenario 2: Add a class to a student’s schedule using the
Request Assignments page

1. Navigate to Studentinformation » SIS » Student » Student Schedule

» Request Assignments.

2. Click Add Assignment.

3. The right side of the screen refreshes.

4. Inthe Choose Course/Group (required) and Section (optional) field, enter the

course section number or use the eIIi: se icon to select the course section.
‘Studentinformation > SIS > Student > Student Schedule > Request Assignments ) JiFind Students) _ J*WlicoTo]  [*%

Student Requests & Assignments - DANIELS, EDUARDO
From this screen you can manage a student's requests and course section assignments
View Display Options | Close Assignments | View Schedule Graph
Request Assignment Add Assignment
Primary Alt. Course Sec Start Drop
Choose C P (required) and section i (i3
& 8004 Ty & 8004 1 8/23/2016 —
[ ™
& 8005 W & 8005 1 11712017 =
& WMHMath o & MHMath 1 8/24/2016 |ﬂ‘
& MHEnglish g ra MHEnglish 1 8/24/2016
#9009 W ¢ 9009 3 8/23/2016
& 9010 T & 9010 3 11712017
& 5001 m & 5001 2 8/23/2016
& 11005 o & 11005 1 8/23/2016
& 11006 Ty s 11006 1 11712017
w201 7 8/26/2016
Ty & 2007 4 117/2017
& MHLife Skils i
485 Course Group & Group Section [s7] show Active onty
©Click assigned course for details
‘ Run Scheduler ‘ ‘ Schedule Study Halls ‘

5. Click Next or hit the Tab key on the keyboard.
6. All sections of the course will appear.
7. Click the Assign button of the section you would like to assign to the student.

Studentinformation > SIS > Student > Student Schedule > Request Assignments o Q Q

Student Requests & Assignments - DANIELS, EDUARDO

From this sereen you can manage a student's requests and course section assignments

View Display Options | Close Assignments | View Schedule Graph

Request Assignment Add Assignment

Primary Alt. Course Sec Start Drop
Choose Course/Group (required) and section (optional) €):

» 8004 8004 1 812312016 -
‘ L =
#8005 8005 1 11712017
s g ¢ Action Course/Group  Sec Meeting Times  Term Filling
#  MHMath MHMath 1 812412016
g g ¢ ‘ — | 6010 1 05(209) Semester 1 Course  23.00/25 €@ =
ssign
#  WHEngiish @] & MHEnglish 1 812412016 i
& 9009 w & 9009 3 812312016 ‘—Assign | 6010 2 03(209) Semester 1 Course  26.00/25 @ ™ &x
& 9010 @ & 900 3 11712017
— 6010 3 06(207) Semester 1 Course  20.00/30 €@ =
& 5001 w & 5001 2 812312016 ‘ Assign |
N
4 11005 LCl 4 11005 1 12312018 # Edit Assignment € Course Section Details ™ Scheduling Conflict & Filled
& 11006 | & 11006 1 111712017
W & 201 7 8I26/2016 ‘ e ‘
W & 2007 4 11712017
& MHLife Skills &
& Course Group & Group Section @ Show Active Only

@Ciick assigned course for details

‘ Run Scheduler H Schedule Study Halls ‘
8. The right side of the screen refreshes again.
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9. The Course/Section fields are grayed out — which is correct since we selected
which section we wanted by clicking Assign in the previous step.

10.1f you selected the wrong course section, click Cancel.

11.The Assignment Start Date field always defaults to the first day of the course term.

12.Click Save Assignment.
Studentinformation > SIS > Student > Student Schedule > Request Assignments

Student Requests & Assighments - DANIELS, EDUARDO
From this screen Yyou can manage a student's requesls and course section assignments
Request Assignment
Primary Alt. Course Sec Start Drop
& 8004 @} ra 8004 1 8/23/2016
& | 8005 @} & 8005 1 117/2017
&  MHMath @} ra MHMath 1 8/24/2016
# | MHEnglish @} & MHERglish 1 8/24/2016
& 9009 @} ra 3009 3 8/23/2016
& 9010 @} & 2010 3 117/2017
& 5001 @} ra 5001 2 8/23/2016
@} & 6010 1 10/21/2016
# 11005 @} ra 11005 1 8/23/2016
# | 11006 @} & 11008 1 117/2017
T & 2011 7 8/26/2016
T & 2007 4 1172017
& MHLife Skills &
&5 Course Group & Group Section @ Show Active Only
@Click assigned course for details
| Run Scheduler | ‘ Schedule Study Halls |

13. Notice there is no corresponding request on the same line for this course section
assignment. This means the course was entered manually and did not originate from a
request.

NOTE: The Student Requests & Assignments page also has the Run Scheduler and

Schedule Study Halls options. These options enable student scheduling from this
screen.
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Scenario 3: Run the Single Student Scheduler for a student

Running the Single Student Scheduler (SSS) requires a Job Parameter be set up.
Please see the Batch Scheduler Step by Step for instructions on setting up the SSS.

1. Change your context to the building level and the school year you are working with.
2. Navigate to Studentinformation » SIS » Scheduling » Reguests.
a. Select a Working Schedule: g Result: from the dropdowns if the

Reload Screen |

schedule hasn’t been finalized. Click |

3. Next, click L_RunSchedder |

4. Depending on the parameters defined on the SSS Job Parameter, previously
scheduled course section assignments, that originated from a request will be undone
and rescheduled, sometimes into a different section or no section at all. Please see
the Batch Scheduler Step by Step for detailed explanations of the SSS’s features.

5. The following message will display.

The Single Student scheduler has completed successfully.

6. C|iCk| Save Changes |
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Scenario 4: Run the Single Student Study Hall Wizard for a
student

Running the Study Hall Wizard for a single student requires the Study Hall Wizard
parameter page be filled out. Regardless, if you are running the Study Hall Wizard for a
single student or for the entire school, the Wizard uses the same parameters. Please
see the Batch Scheduler Step by Step for instructions on setting up the Study Hall
Wizard.

The Study Hall Wizard will only schedule students into study halls if they have an
Overall Student Status of Active and they must have at least one course request.

Student must have at least one course request or course section assignment to be
scheduled into study halls by the Study Hall Wizard.

1. Put a student in context at the building level and the school year you are working
with.

2. Navigate to StudentInformation » SIS » Scheduling » Course Section
Assignments.

a. Select a Working Schedule: gnq Result: from the dropdowns if the

schedule hasn't been finalized. Click L22e285=e |,

3. Next. click | Schedule Study Halls |

4. The Study Hall Wizard will fill in the student’s schedule with available study halls.
5. The following message will display.

The single student scheduler for Study Halls has completed successfully.

6. C|iCk| Save Changes |

Kourse Section Assignments

Pom this acreen, you Can displey, add, (hange and delete dats Pertaining te Caurse Sexturn Assigements

The single wtisdent schedudnr for S2udy 1tabs hay completed voor rbeily

Sthadule: Default Schedule v ¢ S hedule Revelt efauk Schedule Result v/ ¢ Satesl o Assgned Crogpes
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Scenario 5: Bulk add a class to 20 students

1. Change your context to the building level and the school year you are working with.
2. Navigate to Studentinformation » SIS » Scheduling » Bulk Assign.

3. Select a Working Schedule: gnq Result: from the dropdowns if the schedule hasn't
been finalized.

a.
b.

C|iCk| Reload Screen |

Create a list of students. . : :
Inthe o On TSRS saction filter on which students you’'d like to

bulk assign the course section to.
Click | Create Mew List | .

Click to advance to the 2" tab.

Enter the course section or course group section or use the EI to select the

. G
course group or section. Click .

Note: You can add more than one course section or group section.

Click to move to the third tab.

The Assignmentdate: go 4 \will default to today’s date if the course term has
already started and the first day of the term if it hasn’t started yet.

ciick 2z=8n]

The page will refresh and if any conflicts exist they will display in the grid.
Bulk Course Section Assignment

Use the bulk course section assignment wizard to schedule a list of students into a list of course sections

The following conflicts were found.

You may choose to allow a conflict to be saved if desired by clicking the box next to the
student.

Number Student Course Code Course Name Section
1043 - SENIOR MATH-CP 1

142 ACKL , SEQU 1010 ALGEBRA I 1l
1300 BAKE SAWY 336 INTRODUCTION TO MARKETING 1
120 BARB |, STEP 210 DRAWING & PAINTING 1
130C BORC |, SHAN 1043 SENIOR MATH - CP 1
1508 BRITT, STEVE 1311 ADV WORLD STUDIES 9 1
1440 BROWN, STEPKF 1320 U.5. SOCIAL STUDIES 10 1

1217 - PHYSICAL SCIENCE 2

142 ACKL , SEQU 920 ENGLISH 10 2
1300 BAKER, SAWYER 1035 ALGEBRA 2 - CP i
120, BARE , STEP 1030 ALGEBRA II 2
1300 BORO , SHAN 332 PER. FINANCES/ECONOMICS 1
1508 BRIT , STEVE 1218 PHYSICAL SCIENCE INVESTIGATION | 1
14403 |BROWN, STEPHONE |920 ENGLISH 10 2
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k. Put a check in the box next to the students you wish to create a scheduling

conflict for or click to go back to the Assignment Start Date tab.
. Click

m. The following message will
appear

Assignments were successfully saved.

n. If you don’t have the Extra Systems Security to create conflicts for students

you will only have the option and you will be forced to remove the
students from your list of students or pick different classes that don’t conflict
with the student(s).
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Scenario 6: Drop a class from a student’s schedule using
the Course Section Assignments page

1. With a student in context, navigate to Studentinformation » SIS » Scheduling
» Course Section Assignments.

Click on the X next to the assignment needing removed.

Choose the 2 option.
Enter the last day that the student attended the class.

Click :

The following message will display

epen o> g R

Assignment Saved

7. NOTE: If performing the drop using the Course Section Assignments (CSA) page

don’t forget to click twice.

Status:

8. The course should display on the CSA page when s
marked.

9. The marks associated with the course should display on the Student Marks page

with a yellow background.

V| As=signed |V Dropped is

635 - LATIN TV

Secfion 1 QUINN WHIT . 97.50 |94.27 | 90.60

950 - AP ENGLISH

Section 1 Katherine Gle 97.69 |98.26 | 108.75

10. Any period attendance entered for the course section will remain.
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Scenario 7: Drop a class from a student’s schedule using
the Request Assignments page

1. Navigate to Studentinformation » SIS » Student » Student Schedule

» Request Assighments.

2.
3.

Enter the student’s last da

Studentinformation > SIS > Student > Student Schedule > Request Assignments

in the course section in the

Click on the Trash Can icon of the section.
The right side of the screen refreshes.

Stop:  fia|d.

Student Requests & Assignments - DANIELS, EDUARDO
From this screen you can manage a student's requests and course section assignments
Request Assignment
Primary Alt, Course sec  start
& 8004 i 4 8004 7 8/23/12016
& 8005 W & 8005 1 11712017
& MHMath W & MHMath q 8/24/2016
& MHEngish W ¢ MHEnglish 1 8/24/2016
& 9009 o v 9009 3 8/23/2016
& 9010 o v 8010 3 11712017
& 5001 o Va 5001 2 8/23/2016
i S 4 6010 1 10/21/2016
& 11005 W & 11005 7 812312016
& 11006 W ¢ 11008 1 1ATI2017
W & 2011 7 8/26/2016
W ¢ 2007 4 117/2017
& MHLife Skils v
& Course Group & Group Section
©click assigned course for details
| Run Scheduler ‘ ‘ Schedule Study Halls ‘

[] show Active Only

L BFind Students] _ Jo¥ Q

View Display Options | Close Assignments | View Schedule Graph

Course Info Term Info
Course: 6010 Sec: 1 Term: Semester 1 Course
Course Name: CP Algebra I-A Start Date: 8/18/2016
Start Date: 10/21/2016 Stop Date: 1/13/2017

) Drop

Student will appear on class lists for this assignment until the stop date has passed

Stop Date:” (1012112016 ]

(O Remove / Delete

(O Transfer

Add Request [ Add Assignment

- [E2

Click Save.

(o o2 = en ol

The dropped course now displays.

Studentinformation ©  Schedule Changes Step by Step

The Drop function is selected by default.

The following message is displayed: Assignment Saved.
Uncheck Show Active Only checkbox.
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Scenario 8: Remove a class from a student’s schedule using
the Course Section Assignments page

1. With a student in context navigate to Studentinformation » SIS » Scheduling
» Course Section Assignments.

Click on the X next to the assignment needing removed.

Choose the

Click [52:2].

The following message will display

option.

erg Y

Assignment Saved

6. NOTE: If performing the remove using the Course Section Assignments page don’t
forget to click twice.

Removed

11 onthe CSA page when is

7. The course should display with two
marked.
8. Any marks or period attendance associated with removed class have been hard

deleted.

IS o Eion Assignments

¥ rErE TeE U YEEE EEA A dramias adull 0 karcpr aedodreirie dais preieraeg s msrer el e oo s s
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Scenario 9: Remove a class from a student’s schedule using
the Request Assignments page

L

Navigate to Studentinformation » SIS » Student » Student Schedule
» Request Assignments.

Click on the Trash Can icon of the section.

The right side of the screen refreshes.

Select the Remove / Delete option.

Click Save.

The following message appears: Assignment Saved

NOTE: Removed courses are not visible on the Request Assignments page.

= o 21l o> B0 1N

Studentinformation > 515 > Student > Student Schedule > Reguest Assignments & Q al|
Student Requests & Assignments - DANIELS, EDUARDO
From this screen you can manage a student's requests and course section assignments
View Display Options | Close Assignments | View Schedule Graph
Request Assignment Course Info Term Info
Primary Alt. Course Sec  Start Drop
> > Course: 2011 Sec: 7 Term: Semester 1 Course
& 8004 W & 8004 1 8/23/2016
Gourse Name: Google 101 start Date: 8/18/2016
& 8005 W ¢ 8005 1 1172017 StartDate:  8/26/2016 Stop Date: 1/13/2017
& MHMath W 4  MHMath 1 812412016
#  MHEnglish #* | MHENnglish 1 812412016 ~
& g @ & g () Drop
& 9009 W & o009 3 82312016
& 00 W ¢ 9010 3 1172017 {@;Remove / Delete
& 5001 W ¢ s001 2 812312016
W & s 1 10/21/2016 10/21/2016 €) Remove (Schedule Finalized). Delete (Schedule not Finalized).
Student will no longer appear on class lists for this assignment
& 11005 W & 11005 1 82312016
€) Delete marks, exception credits, mark comments and report card absences.
& 11006 T ra 11006 1 11712017 Removing a previously dropped assignment will set status to removed.
W ¢ 2m 7 812612016
W & 2007 4 111712017 B
() Transfer
& MHLife Skills &
48} Course Group & Group Section [ ] show active onty a ‘ — |
@Click assigned course for details
‘ Run Scheduler ‘ | Schedule Study Halls Add Request | Add Assignment
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Scenario 10: Transfer a student from one class to another
using Transfer — Drop option on the Course Section
Assignments page or Request Assignments page

1. With a student in context navigate to Studentinformation » SIS » Student

» Student Schedule » Request Assignments or Studentinformation » SIS

» Scheduling » Course Section Assignments.

2. Click on the Trash Can icon next to the assignment the student will transfer out of.
3. Choose the Transer option and enter the course section the student will transfer
into.

4. The new section must be the same course term and course type as the course
section the student is transferring out of.

5. Next, select the Drop option.

6. The Stop date field is enabled, enter the last day the student was physically in the
class.

7. The new section the student is moving to will have a start date of the next school
day.

8. Click Save.

9. NOTE: If performing the remove using the Course Section Assignments (CSA) page,
don’t forget to click Save twice.

10.The new class will display on the CSA or Request Assignments (RA) page and the
class the student transferred out of will display as a drop.

11.Any marks or period attendance associated with the original course have been
transferred to the new class.

‘Studentinformation > SIS > Student > Sludent Schedule > Request Assignments

Student Requests & Assignments - DANIELS, EDUARDO
From this screen you can manage a student's requests and course section sssignments
View Display Opfions | Close Assignments | View Schedule Graph

(=3 STl Course Info Term Info

Primary At Course

§

start Drop
Course: 6010 Sec: 2 Term:  Semester 1 Course.
Course Name: CP Algebra 1A Start Date: 8/18/2016
1172017 Start Date:  10/17/2016 Stop Date: 11312017

8004 8004 8232016

8005 8005

MHMatn MHMath 82412016

ALY

MHENgiish MHEnglish 82412016

O Drop

6010 10HTI2016

~

3009 9009

/2312016 D Remove / Delete

172017

# oo
& st

s010
500 812312016 ® Transfer
6010 102112016 10212016,

 Transfor marks lo the new assignment when both have the same course term and course fype.
New assignment will retain the assignment start date of the removed assignment.

oo e ]

& os 1005 232016

# 100 11006 11172017

25 e 888882 8
e ala N e | a e ]

2007 1172017

LA S S YA T SR N UL UL L RN

& wrie Suis ® Orop () Remove

48 Course Group & Group Section [ Show Active Only

© The original assigned course willbs marked a5 dropped with the stop date entered.
@ik assigned course for detaile e neus assignment vl begin vith a start e of the next atending day

* [10/1872016
Run Scheduler || Schedule Study Halls Add Request m,,, Stop Date: #
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Scenario 11: Transfer a student from one class to another
using Transfer — Remove option on the Course Section
Assignments page or Request Assignments page

1. With a student in context navigate to Studentinformation » SIS » Student

» Student Schedule » Request Assignments or Studentinformation » SIS

» Scheduling » Course Section Assignments.

2. Click on the Trash Can icon next to the assignment the student will transfer out of.
3. Choose the Transfer option and enter the course section the student will transfer
into.

4. The new section must be the same course term and course type as the course
section the student is transferring out of.

5. Next, select the Remove option.

6. The new section the student is moving to will have a start date equivalent to the start
date of the section the student transferred out of.

7. Click Save.

8. NOTE: If performing the remove using the Course Section Assignments (CSA) page,
don’t forget to click Save twice.

9. The new class will display on the CSA or Request Assignments (RA) page and the
class the student transferred out of will display as a remove with locks.

10. Any marks or period attendance associated with the original course have been
transferred to the new class.

Student Requests & Assignments - DANIELS, TERRENCE
e cours

From this screen you can manage o stuler’s requeats and course section assigrments

== s e Course Info Term Info
Frenary an Coune sec stan orop

AT T A Y

~

Remove / Delete

DR R R R e R 08

TR WYY N RN
E]
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Scenario 12: Bulk drop 10 students from the same class

1. Navigate to Studentinformation » SIS » Scheduling » Bulk Course Section
Management .

i . . Wi
2. Onthe ChooseSection a1 anter the course section and click .

3. Click the % next to any student whom shouldn’t be removed from the course
section.

4. Click to move to the 2" tab named Cheese Action

Stop: .
5. Select andentera " date, which would be the last day the students
attended the class.

6. Click [et=]

7. Now, finish the transaction by clicking .
8. The following message will display

Drop was successful.

Status: .

9. The course should display on the CSA page when . //Assigned [/IDropped g
marked.

10.The marks associated with the course should display on the Student Marks page

with a yellow background.

635 - LATIN IV
Section 1 QUINN WHIT

950 - AP ENGLISH
Section 1 Katherine Gle

97.50 |94.27 |90.60

97.69 |98.26 |108.75

11.Any period attendance entered for the course section will remain.
- .ﬁﬂigflﬂfl'l

it Pinidis 1§ i il ek Tl illio o miediie e IVl i il el i Pl sl & gl Gl il § e i el Bk s § afenged T enen o
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Scenario 13: Bulk remove 5 students from the same class

1. Navigate to Studentinformation » SIS » Scheduling » Bulk Course Section

Management .

i . . Wi
2. Onthe ChooseSection a1 enter the course section and click .

3. Click the X next to any student whom shouldn’t be removed from the course
section.

: Mext = _
. Click to move to the 2" tab named Choose Action

. Choose the

4
5
6. Click [hex=]
4
8

option.

. Now, finish the transaction by clicking .
. The following message will display

Remove was successful.

9. The course should display with two “*| = Bl Removed
marked.
10. Any marks or period attendance associated with removed class have been

permanently deleted.

on the CSA page when

Bulk Course Section Managenent

e resrar wrrive irnesbye oreen sl s i iraeskbre sl bramm par resrer wreeice i sceborr s e

0 | W v |
(=,
iy L] Foellip Vg ford L g ] Fopdoop i Poiopb il
"kl e e or lem lmil b D assreeed
serlr e roeg rplihs. =ark el el ! sl sl
i 1T . ay el g s | e e
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Scenario 14: Bulk transfer 9 students from one class to
another using the Transfer — Drop option

1. Navigate to Studentinformation » SIS » Scheduling » Bulk Course Section
Management .

i _ o
2. Onthe ChooseSection a1 anter the course section and click .

3. Click the %% next to any student whom shouldn’t be transferred from the course
section.

4. Click to move to the 2" tab named Cheese Action

5. Choose the option.
6. The new section must be the same course term & course type as the course section
the student is transferring out of.

i Drop -Z:-:Z-Remove
7. Next, selectthe -
8. The 5P (date field is enabled, enter the last day the students were physically
in the class.
9. The new section the students are moving to will have a start date of the next school
day.
10. Click to move to the 3/ tab named ~ “ie® conflicts
11. Students who will have a scheduling conflict as a result of being transferred into the
new course will display in the grid.

12.Click the % next to any student whom shouldn’t be transferred into the new course
section.

13.Click to move to the final tab named ~ ="™™2™

14.Now finish the transaction by clicking .
15.The following message will display

Transfer was successful.

16.The course the students transferred out of will display with a pencil on the CSA or
RA page.

17.Any marks or period attendance associated with old class have been transferred to
the new course.
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Pulk Course Section Management
h

e course section transfer screen allows users to transfer students from one course section to another course section.

Choose Section Choose Action View conflicts Semmary
| Drop
'Remove / Delete

Tracsfer marks to the new assignment when both have the same course term and course type,
New assignment will retan the assignment stact date of the removed assignment.

1047 1 ¥ ]
® Drop Remove

The onginal assigned course will be marked as dropped with the stop date entered.
The new assignment will begin with a start date of the next attending day.

Stop Date: [4/23/2013 [¥] ¢
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Scenario 15: Bulk transfer 9 students from one class to
another using the Transfer — Remove option

1. Navigate to Studentinformation » SIS » Scheduling » Bulk Course Section
Management .

= _ T
2. Onthe ChooseSection a1 anter the course section and click .

3. Click the ** next to any student whom shouldn’t be transferred from the course
section.

4. Click to move to the 2" tab named heose Action

5. Choose the option.
6. The new section must be the same course term & course type as the course section
the student is transferring out of.

-j---j- Drop -jij- Remowve
7. Next, selectthe option.
8. The new section the student is moving to will have a start date equivalent to the start
date of the section the student transferred out of.

9. Click to move to the 3" tab named Y= conflicts

10. Students who will have a scheduling conflict as a result of being transferred into the
new course will display in the grid.

11.Click the < next to any student whom shouldn’t be transferred into the new course
section.

12.Click to move to the final tab named ~ ="™™2™

13.Now finish the transaction by clicking .
14.The following message will display

Transfer was successful.

15. The course the students transferred out of will display with two "~ *? on the CSA

o
page when Removed

the RA page.
16.Any marks or period attendance associated with old class have been transferred to
the new course.

is marked. The transferred out of course will not display on
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ulk Course Section Management

he course section transfer screen allows users to transfer students from one course section to another course section.

Choose Section Choose Action View conflicts Summary
'Drop
_Remove / Delete

Trarsfer marks 20 the new assgnment when both have the same course term and course type,
New assignment will retain the assignment start date of the removed assignment.

1047 JIE ,"'[E
Drop (@) Remove

The onginal assgned course will be removed with 3 stop date equal to the start date.
The new assignment will Degin with a start date equal to the first day of the corresponding term,
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