Updating Multiple Calendars Using Mass Utility

1. You will need to be in the 000 Entity WS/OF/AT/PS/UT/CD (Mass Change Calendar Days for Multiple
Calendars)

Student Food

Services | Service Office Rt

Home ‘v‘ Students ‘ Families ‘ Staff ‘

4 M~ Utilities 3¢

""" 1] Go to Attendance Codes

""" 1] G0 to Attendance Configuration
EI =3 Utilities

~{] Delete Orphaned Attendance Records
~{] Delete Attendance Records without Period Types
~{] Attendance Transaction Mass Delete
-{] Mass Calculate Number of Calendar Term Days
~{] Mass Delete Orphaned Calendar Days
] Clone Calandar Tofo in Sama Yaar

-] Mass Change Calendar Days for Multiple Calendars
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2. Add atemplate
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|-« e |

3. Name your Template and click on the Change Days button.

Mass Change Calendar Days

* Template Descriptiorl |Chr1'stmas Break | l
I#] Share with other users in entity 000
Select how you want to modify the ;
' Add Events Only @ ') add Days |E| '® Change Days ) Delete Days @

Template Settings

You will need to click on each area of the Report Ranges.

Report Ranges

School Year: 2020

| Selected Days | | Selected Calendars | | Selected Events | Add Days Options | Change Days Options |
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4. Start with Selected Days Button. You can select a single day or a date range. Click on Add. Once
you have the appropriate dates in the Selected Dates box click on Save

Select Days

A @ QG

Single Date

07/24/2019 || %] Wednesday

Date Range
Low

Higlh

| ﬁzfzyzmg | 2] Monday

|o1/03/2020

|2 Friday I

Selected Dates

12723720819
12724720819
12/25/20819
12/26/2019
12727720819
12/28/2019
12/25/20819
l 12/3@8/2019
12731720819
al/als2eie
al/az/282e

al/a3/2eie

y =

| Remove |

| Remove &l |

5. Next, click on the Selected Calendars Button and select every calendar that this item applies to and

click Save

Calendars

2019-20 Calendars

Calendar ID & Entity
L] 133 133
L] 134 134
L] 135 135
] 318 318
Ld] 418 418
L] AM 135
# ¥ GsA 134
L] GSP 134
U GSREP 134

Cal Str Dte
29/83/2a819
87 /81/2019
@9/83/2019
a7 /els2a19
a7/ /els2a19
29/83/2819
8o9,/83/2219
89/83/2019
@9,/83,2a19

@9,/83/2819

Long Description | Back |
Gardens Elementary -

Morton Elementary | Selectal |
Washington Elementary | Deselect Al |

Marysville Middle School
Marysville High School
AM ECSE

GSRP AM

GSRP PM

GSRP Mot Usad

PM ECSE
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6. Next, click on Selected Events Button. You will need to Add an Event for each Entity clicking on the
Add button after each one. You will need to click on whether the day is Instructional or Non-
Instructional (typically these are Non-Instructional days). You can add a Comment and also select,
by checking the box, if you want this to show on the Public Events Calendar or not. Once all Entities

are Added you can select Save.

Select event(s) for the day(s) modified

&4 @

Q& 2

Select an Event

|v |Marysvi|le High Schoal ‘“
* Event: |H | |Holiday |
Day Type: ') Instructional ® Mon-Instructional

Duration:
Comment: [Christmas Break| ]

%) Show this on the Public Events Calendar

* Entity: [418

(7]
o
=
[

Selected Events

Selected Events

Christmas Break N
Christmas Break N
Christmas Break N

134 H 1.00 N/A
1.00 | Nf&

1.00 Nf&

Holiday
Haliday
Haoliday

135 H
318 H

133 TnJHoiday —Jchristmassreak [N [ 100lva Twa Jves |8

N/A
Nj&
Nf&

| @1 | Remove |

| Remove All |

YES
YES
YES

[mx
ool
o
=

7. Next, click on the Change Days Button and make appropriate changes. Typically this is where you
would change the day to count as 0.00 and indicate to not take attendance for the selected periods
by inserting a checkbox in front of each period and changing the Yes to a No. You can also insert a

comment in this area. Click Save

Select Options

Select Options

Count As: | 0.00]
Non Instructiona Days: [ 0,00

Comment: |Christmas Braak

Select Periods

B
B

Minutes

i
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8. Click on Save and Run to update all calendars with this information.

Save and
Run

9. You will want to create a separate template for different events. Some examples are:

Begin/End of Year Non-Instructional Days (7/1/XX —9/2/xx and 6/15/xx — 6/30/xx)
Half Days

Thanksgiving

Christmas

Mid-Winter Break

Spring Break

Easter Break

Memorial Day
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