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Classroom Instructional Facilitators

The process must be followed in order to submit valid data during PEIMS submissions and
scheduling.

e Short Term Substitutes hired for less than 10 days are not to be entered in Skyward.

e To keep the gradebook active a campus administrator such as a Principal, Asst.
Principal or Lead teacher should be entered as the meet until a Long-Term substitute
is hired, and/or the Teacher of Record returns.

It is also critical that the administrator/staff member be excluded from the class meet
PEIMS reporting purposes.

e Classroom Instructional Facilitators (CIF) and/or FMLA Substitutes hired for more than 10

days more must be requested through HR.

1) Once a substitute has been approved through ESS, campuses must submit to the SIS

department the FMLA SUBSTUTUTES, CIF OR NEW TEACHER GRADEBOOK ACCESS REQUEST
FORM via Google Form.

e Accurate start and end dates for the Teacher Vacancy positions and FMLA positions

are critical. Dates are PEIMS reportable and also used to determine the extent oftime
allotment for Skyward gradebook access.

2) IMPORTANT STEP: CIF’s Classroom Position of 02 — Assistant Teacher under the Edit Class

Meet area in Skyward. This record will be excluded from PEIMS and the SIS departmentwill
build the responsibility for PEIMS.

Texas State Specific:

* Classroom Position: [01 ]~ | Teacher of Record
Monthly Minutes Override: @1 [Teacher of Record]

82 [Assistant Teacher]
83 [Support Teacher]

84 [Substitute Teacher]
85 [PK Classroom Aide]

O P ~

o

FMLA substitutes which are considered long term substitutes filling in for teachers
on FMLA should NOT be added to the class meet (Master Schedule) instead;

1) Campuses must submit the FMLA SUBSTUTUTES, CIF OR NEW TEACHER GRADEBOOK ACCESS
REQUEST FORM. Once the form is submitted and received;

2) SIS will create a substitute assignment for the substitute filling in for a FMLA position and
notify the counselor via email when complete.
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Substitute Process Flow Chart

Campus Admin. will provide a list of CIF's to the campus counselor to add to the section master. HR will provide a list of short-
term substitutes and/or FMLA substitutes.

Campus will need to submit the FMLA SUB, CIF, OR NEW TEACHER Google form to the SIS
department. The information submitted is critical, especially Start and End Dates which are
used for PEIMS reporting.

FMLA
(Family & Medical Leave Act) Classroom Instructional Facilitator

Teacher is returning to the classroom to be the Primary Teacher of Record. Important: CIF will be add to the campus section master as a 02 — Assistant Teacher, and 515 will

Long term substitutes filing in for teachers on FMLA should NOT be added to the Class build the campus responsibility record.
Meet.

Once the FMLA SUB, CIF, OR NEW TEACHER Google form is
Once the FMLA SUB, CIF ,OR NEW TEACHER Google form is submitted and received, the 515 department will do the following
submitted and received, the 515 department will do the steps:
followipe=reps; 1. Add the substitute to the Staff record.
1. Add the substitute to the Staff rd and add a Substitut
€ SUDSTITULE to the record anc'acd a su € 2. Notify the counselor via email when the process is complete.

Assignment for the specified days.
3. The counselor will need to add the CIF to the Class Meet with a

2. Notify the counselor via email when the process is complete. Classroom Position code of ‘02 — Assistant Teacher’.

Elementary Teacher Homeroom Number Table:

Homeroom Codes are maintained at the campus level.

Pre-Kindergarten 0 0 Seq 1-9 No Last 2 digits
Pre-K Emergent Bilingual (EB) 8 8 Seq 1-9 No 8, last digit
Kindergarten 0 1 Seq 1-9 No Last 2 digits
KG Emergent Bilingual (EB) 8 0 Seq 1-9 No 8, last digit
1%t Grade 1 0 Seq 1-9 No Last 2 digits
1%t Emergent Bilingual (EB) 8 1 Seq 1-9 No 8, last digit
2" Grade 2 0 Seq 1-9 No Last 2 digits
2" Emergent Bilingual (EB) 8 2 Seq 1-9 No 8, last digit
3 Grade 3 0 Seq 1-9 No Last 2 digits
3" Bilingual (EB) 8 3 Seq 1-9 No 8, last digit
4t Grade 4 0 Seq 1-9 No Last 2 digits
4% Emergent Bilingual (EB) 8 4 Seq 1-9 No 8, last digit
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5t Grade 5 0 Seq 1-9 No Last 2 digits
5% Emergent Bilingual (EB) 8 5 Seq 1-9 No 8, last digit
6" Grade 6 0 Seq 1-9 No Last 2 digits
6" Emergent Bilingual (EB) 8 6 Seq 1-9 No 8, last digit
Special Education 7 0 Seq 1-9 No 5, last digit

Note: Homeroom Code 8 will also be used for the Newcomers, as these are usually Bilingual classes. If
the class isn’t bilingual contact the SIS department for further instructions.

Homeroom Codes

Before you get started with your Homeroom Code updates, make sure that you have the name key
for the teacher that you are going to add to your homeroom code table. You can locate the name
key on the Staff tab by going to Staff > Staff-SF. This will pull up all of your staff members. If the
teacher has not populated in your Staff Browse, then you may still update the homeroom code
leaving the teacher name field blank.

mv| Students | Familieg tUd.em & ‘ﬁ . Staﬁ Bmwse w
] | emvices | Sef

Q 1 Vi ereral | Al 01 SafF Qick Filter v

. n

- Staff - 5F Setup - T T T
. ‘ ‘ ot ke 5 Emp.
Stafi - SF 9 ] i i iatte 5 Ew
Substitute Assignments - SA ..l
Reports - RP L

Add Homeroom Codes:

1. Go to Office > Current/ Scheduling > Setup > Codes > Homerooms-HO. You will get a popup
that will display all of your existing Homeroom Codes.

School Year

< = Codes ‘.( Views: ‘Gener‘aIV‘ Filters:‘ *Skyward Defaultv‘ b w jﬂ ..-_L‘{, Swich |

P . ; . . Code & |Building .Ruom School Teacher
“{_] Go to Current Scheduling Configuration - CF - ' !
1) Go to Current Scheduling Utilities - UT L i SR
130

=3 Codes - CO 2 b2 012 130 =

I_I‘ Buildings -BU 33 130 013 130 Delele
] Homerooms - HO 4 Fo14 130 999 130 —
. gack
{1 Student Tracks - ST 5 kit 130 101 130

WARNING: The Homeroom code table is school year specific, so you will need to verify the
school year BEFORE you make a CY updates. Otherwise, you run the risk of changing the
current school year homeroom codes.
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To verify and switch school years, click Switch School Year. You will get a popup that will show the
school year choices in a dropdown menu. Select the school year that you want to update (for the
2025-2026 school year, you will select 2026 from the dropdown).

Switch School Year Apply |
School Year: | 28 ~ m
20
20
20

Now that you have verified the correct school year, you can make your updates as indicated below.
2. Click the Add button.

Homeroom Codes AT S 7
Viewes: [General | filte [ *Siyward Gefault v ] T OB & | e
Code & Buikding Room Schoot Teacher
|  asg
z P o1z 130 012 130 — e
3 ®013 130 013 130 ==
4 k014 130 999 130 —
Eack
5 k1 130 101 130 =
6 * 102 130 a2 130

3. Enter the number in the Homeroom field for the new homeroom such as 203 or 504. (Refer
to the Teacher Homeroom Table on page. 2)

Enter your 3-digit campus code in the Building field.

Enter the room number of the teacher, or you can enter 999.

Enter your 3-digit campus code in the School field.

Enter the staff member’s name key that you found on the Staff tab. You may also
click on the Teacher link to find the teacher if you do not have thename key. You can
also leave the teacher field blank and come back later and update to the new
teacher’s name key once it has populated your Staff Browser roster tab.

8. Click Save.

N oo s

Homeroom Maintenance A @Q G |2
* Entity: [130 - PEASE COMMUNICATION & TECHNOLO | el Save |
eSEhooI Year: ; Back
Homeroom: )

* Building:

Enter the staff name
key in teacher field
you located in the

" Room:

-
-
g Staff Browse roster.
School: | | -

Teacher:

Asterisk (*) denotes a required field
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Update Homeroom Codes:

1. Go to Office > Current Scheduling-CS > Setup > Codes > Homerooms-HO. Make sure to be in
the correct school year.
2. Highlight the homeroom code that you want to update to a different teacher.

3. Click Edit.
Homeroom Codes A BRE o B
Views: | General | Filters:| *Skyward Default v | T [ = [&l 'ch:g}$ear:
I Cnde - E!mldlng | School Teacher
nmw T
b 201 '&
11 » 202 130 202 130 Delete
12 » 203 130 203 130 e
13 b 204 130 204 130

The popup below will appear to update the teacher information.

Homeroom Maintenance A B
* Entity: [130 - PEASE COMMUNICATION & TECHNOLO e' Save
School Year: |  Back
* Homeroom: |202 |

* Building: | 130 * |PEASE COMMU Enter the name key
B for the staff member
Room: |999 ¥ 909
you loacted on the

School: (130 ¥ |PEASE COBMMLI
o Staff Browser roster.
eacher: ~ d

Asterisk (*) denotes a required field

4. Enter the staff name key in the Teacher field that was located on the Staff Browser.
You may also click on the Teacher link to find the teacher if you do not have the staff
name key. Remove the teacher’s name in the Teacher field and leave blank. You can
come back later and update to the new teacher’s name key once it has populated
your Staff tab.

5. Click Save.

Delete Homeroom Codes

1. Go to Office > Current Scheduling > Setup > Codes > Homerooms-HO. You will get the
popup below that will display all of your existing Homeroom Codes. Make sure to be in the
correct school year.

2. Highlight the homeroom code you want to delete.
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3.Click Delete. Note: The Skyward record will only be deleted if no students are tied to that
homeroom code.

Homeroom Codes 28T & 7
Views: | General Vl Filtﬂ| #Ckyward Default Vl b @ @_J [gl _ S::Eu:ﬂ[?&ar:
| Code & | Building | Room School Teacher ) | | o
rRrl: TP L LT L ;-_-_:\"-'-'F'.-'!'-"f-' i
TR e
10 » 201 130 201 130 [ Edit
11 F 202 130 202 130 Delete |
12 F 203 130 203 130 [ Back |
13 P 204 130 204 130

Confirm Delete

A popup will appear to confirm the delete. If you
are certain that you need to delete thishomeroom
code, then select Yes on the popup.

Are you sure you wish to delete this record (109 130)?

ves I Mo

Assigning Homeroom Codes

Assigning Current Year Homeroom Code to a single student:

1. Go to Students > Student Profile ”""m B B

: Q
2. Go to the Entity Info tab
. . - Students - ST
3' CIICk Edlt IStudent Profile - PR I
Student Browse - ST
AUUITSD -
Birth Hist * | Student] ‘ - | 4[> | @ Ranges Add || Delete || Transfer || Pseudo |
Entity Info
w Entity ¥
Entity Information Entity 130 e ==
Obligations Entity: [130 | |PEASE COMMUNICATION & TECH)| Default Entity: [Yes | ——
EntrvWith School: [130 | [PEASE COMMUNICATION & TECH| Status: [Active
¥ Calendar: [130 | [PEASE COMMUNICATION & TECH| Mext Year Status: [Active
¥ Scheduling Student Type: [0 [REGULAR | Full/Part Time: [Full-time

4. Go to CY Homeroom Information area and click on the “CY Homeroom” hyperlink to get alist
of teacher numbers.

5. You click to highlight the CY teacher and click “Select”. The CY homeroom selected will
populate on the Entity Maintenance screen.

6. Click Save.
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Entity Maintenance

Entity Information
Entity: [130
School: [130
Calendar: [130

PEASE COMMUNICATION & TECHNOLC|
PEASE COMMUNICATION & TECHNOLC
PEASE COMMUNICATION & TECHNOLC|

[~

Entity 130

Default
Entity:

es v

h

©s

Save
Back

Student Type: |0

REGULAR

i R

1 ﬁ WSAST\TBAEN\TE\EN - Homeroom Codes - Entity 130 - 11303 - 05.22.06.00.02 - Google Chrome e 1]

& skyward.iscorp.com/scripts/wsisa.dll/WService

vsedumidlandisdtrntx/shomebrws003.w?vPositioningFi...

Discipline Offi —
Teacher of Recd HOMEroom Codes 2 S S (2]
| |, Band Instrumg  views: [General v | Filters: [ *Skyward Default v h. | @_]h
Y Homeroon Code & Building Room School Teacher —
I@.: 1 ko011 130 011 130 = Edt
EE—Rerd 2 P 012|130 012 130 Delete
Building: Back
4 ¥ 014 130 999 130
NY'Homeroofl |[F5! b 101 (130 101 130
NY Homercom:} g » 102 130 102 130 -
Teacher: |
Building: | 1 Enrolicd: | sty

Mass assign homeroom codes and assign a homeroom code to a Single student are two options to
assign homeroom codes to students.

To Mass assigh Homeroom Codes:

1. In Skyward, go to Office > Current Scheduling>Setup>Utilities.
2. Click on Student Homeroom Quick Entry.

T Student Food . Student Food
Home ‘v Students ME:ITES ‘ Slaﬁ‘ Sl ‘ Office Home |v| Students | Families \ Staﬁ\ Services | Service ‘
« IO- . A+ Student Ma ‘: Utilities %

~ Current Scheduling - CS} | Setup LE Go to Current Scheduling Codes - CO

1] Go to Current Scheduling Configuration - CF
Reports - RE Codes - CO Lo Utilities - UT
~ Build Course Mas! Configuration - CF ] i_: Assign Scheduling Teams by Student - AS
oo Student Homeroom Quick Entry - QE
Curriculum Master - cu || Utiliies - UT b II T‘ e Co?ies = v - CF |
fie " o T

Note: When you click on Student Homeroom Quick Entry-QE link, two different windows will pop
up. On the Student Ranges window:
3. Select By Grade Range. Input the grade level you wish to assign homeroom codes.
4. Once you click Save on the Student Ranges window, you will be directed to the Student
Homeroom Quick Entry window as shown on the next page.

Student Ranges e o i
| Student ranges areq upon the current entity’s school year, not the report’s school year. [9
q S
I' O By Individual Grades | @ By Grade Range| O By Grad Year Range O By Grad Req Base Year Ve
3 Back
oW High —— S

e Student Key: | |[zzzzzz77z277 |
i | Grade/Grad Yr{[0o6 _ |2028 2028

i Advisor: | I |

Counselor: | |[zzz2zz77777 |

K Feeder School: | I |

Zip Code: | | [zzzzzzz727 |

Student Status: @® Active (O Inactive O Both
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On the Student Homeroom Quick Entry Screen select the following options accordingly on
the Record Selection area:

5. Select the Multiple Student Selection and the Current Year Homeroom options.
6. Select the students you wish to assign to a Homeroom Code.
Once you have selected this homeroom group of students, on the New Homeroom Info for Selected

Students area:

e You may select more students by using the arrows to advance the page to the next20
records as shown highlighted in green on the screenshot below.

7. Click on the Homeroom hyperlink or type in the homeroom the selected students will be
going to Current Year.
8. Click Update. This will automatically update the Homeroom code for the selected students.

5}

Record Selection

O Next Year Homeroom

Student Homeroom Quick Entry

O Single Student Selection
® Multiple Student Selection
® Current Year Homeroom

Auto Advance to Next Student

In this example 6th grade has

New Homeroom Info for Selected Students

e Homeroom: *||_ Update 0

Building:

Room:
Teacher:

Students been selected to assigne CY ey Ranges
QSELECT NAME KEY a NAME GRYR |STATUS NY 3 ez Sl Building Room Locke _ Refresh
10 2028 | Active Inactive 602 130 602 1)
2 2028 Active Inactive 603 130 603
30 2028 Active Inactive 603 130 603 Solecial
4 0 2028  Active Inactive 601 130 601 Unselect All
5 2028 Active Inactive 601 130 601
6 O 2028 Active Inactive 602 130 602 Back
70O 2028 | Active Inactive 601 130 601
8 2028  Active Inactive 603 130 603
2 2028 Active Inactive 601 130 601
| — 2028 _|Active _|Inactive 601 | _ 10 o ||
»
4 P W 20 records displayed NAME KEY: | | ﬂ

Additional Ranges

A IR~ I

High

Low
Locker: 777777
Graduated:
Full Time:

@] Only Students With Blank Homercoms

IMPORTANT NOTE: Make sure that after you have clicked on the Update button, you click on
Unselect All. If you don’t, you will run the risk of assigning those same students to another

homeroom.

You can check the Entity Info screen, to see the CY Homeroom code as well.

DU rust
School Path
Vehicles

Web Access
Change Hist
Wellness Screening

¥ Entity

Tgations
Entry/With
¥ Scheduling

Current
Future

Grades
Transcript
¥ Grad Regs

Endorsements

Entity Info

Entity Information

Entity: (130 PEASE COMMUNICATION & TECHNOLC
School: (130 PEASE COMMUNICATION & TECHNOLC|
Calendar: [130 PEASE COMMUNICATION & TECHNOLC
Student Type: |0 REGULAR
Advisor:
Counselor:

Discipline Officer:
Teacher of Record:

Band Instrument:

Entity 130
Default Entity:
Status:
Next Year Status:
Full/Part Time:
Current Year Member:
Family Representative:
Include in Honor Roll:
Include in Rank:
Multi-Rank:
Print/Display Rank:

CY Homeroom Information

CY Homeroom: 602 602 Room Number: [602
Teacher: L
Building: 130 PEASE COMMUNICATION & TECH

Promotion Status:
Percent Enrolled:
Addl Seat Count:

NY Homeroom Information
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Active
Inactive
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[Yes
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Elementary Curriculum Course Master

Note: Music, Theater and AVID courses are for select campuses.

Description
000003 ADA LEAP SPED 000017 ADA PERIOD KG 000011 ADA PERIOD 1 000012 ADA PERIOD 2
000004 ADA LEAP REG 000020 SOC STUD KG 000101 ELAR 1 000201 ELAR 2
000005 ADA PERIOD PK 000021 ELAR KG 000111 SLAR 1 000211 SLAR 2
000006 ADA PERIOD HS 000022 SLAR KG 000120 SOCSTUD 1 000220 SOC STUD 2
000009 PE PK 000030 MATH KG 000130 MATH 1 000230 MATH 2
000018 FINE ARTS PK 000040 SCIENCE KG 000140 SCIENCE 1 000240 SCIENCE 2
000105 ADA EE SPED 000050 FINE ARTS KG 000150 FINE ARTS 1 000250 FINE ARTS 2
000056 MUS G-KG 000156 MUS G-1 000256 MUS G-2
000057 THEA G-KG 000157 THEA G-1 000257 THEA G-2
000060 PE/HEALTH KG 000160 PE/HEALTH 1 000260 PE/HEALTH 2
000061 PE/DANCE KG 000161 PE/DANCE 1 000261 PE/DANCE 2
000070 FLES LNG-SPAN K 000170 FLES LNG-SPAN 1 000270 FLES LNG-SPAN 2
000090 AVID K 000190 AVID 1 000290 AVID 2
000091 AR ZONE KG 000191 ARZONE 1 000291 AR ZONE 2
MAP100 MAP 1 MAP200 MAP 2
3RD ‘ 4TH 5TH 6TH
000013 ADA PERIOD 3 000014 ADA PERIOD 4 000015 ADA PERIOD 5 000016 ADA PERIOD 6
000301 ELAR 3 000401 ELAR 4 000501 ELARS 000602 ELAR 6
000311 SLAR 3 000411 SLAR 4 000511 SLAR 5 000612 ESL6
000320 SOCSTUD 3 000420 SOCSTUD 4 000520 SOCSTUD 5 000620 SOCSTUD 6
000330 MATH 3 000430 MATH 4 000530 MATH 5 000630 MATH 6
000340 SCIENCE 3 000440 SCIENCE 4 000540 SCIENCE 5 000640 SCI/HEALTH 6
000350 FINE ARTS 3 000450 FINE ARTS 4 000550 FINE ARTS 5 000650 FINE ARTS 6
000355 STRINGS 3 000455 STRINGS 4 000555 STRINGS 5 000651 ART MID SCH 1
000356 MUS G-3 000456 MUS G-4 000556 MUS G-5 000655 STRINGS 6
000357 THEA G-3 000457 THEA G-4 000557 THEA G-5 000656 MUS G-6
000360 PE/HEALTH 3 000460 PE/HEALTH 4 000560 PE/HEALTH 5 000658 THEA MID SCH 1
000361 PE/DANCE 3 000461 PE/DANCE 4 000561 PE/DANCE 5 000659 DANCE MID SCH 1
000370 FLES LNG-SPAN 3 000470 FLES LNG-SPAN 4 000570 FLES LNG-SPAN 5 000660 PE6
000390 AVID 3 000490 AVID 4 000590 AVID 5 000661 PE/DANCE 6
000391 AR ZONE 3 000491 AR ZONE 4 000591 AR ZONE 5 000670 FLES LNG-SPAN 6
MAP300 MAP 3 MAP400 MAP 4 MAP500 MAP 5 000681 AVID 6
000591 AR ZONE 6
MAPG600 MAP 6

MAP courses are optional.
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Building Sections in Skyward

Please refer to the instructions below on how to add sections in the Section Master OR Course
Master.

To Create a Section and Meet:

1. Go to Office>Current Scheduling>Build Course Master> Course Master OR Sections Master

Home |v/| Students | Families | start | Student | Food \ﬁ
Services | Service
4 Q o« Student Man
‘ « Transcripts - TR Setup ‘
]
E ¢ ~
~ Current Scheduling - €S Setup
Reports - RE fa
 Build Course Master - BC Setup
Curriculum Master - CU w U
Course Master - CM wl
Section Master - SM wu
Reports - RE 1
~ Student Schedule Generation - SS Setup
Entry by Student - BS -
Entry by Class - BC hll|
Reports - RE <9

e Course Master — The counselor will have to select the course, click on the arrow nextto
the course, then under Section Details click Add Section.

e Section Master — The counselor will have to select the course/section and click Add
Section on the right-hand side of the screen.

4K Course Master W <« i Section Master | ' Favorites §7] New Window g5 My Print Queue
Views: [ Course Details | Filters: [ SERVICE 1 Viwiil| Class Section Detail wlIEE G Switch
lews_| ass Section Details | £ - T il _'J e} i
Dsp |Days B u |
Course & Short Description Curriculum CDU{E?.: Shol‘t Descmptlon i Prd MeEt @ L M AG[] Section
21 \ GPA Set 1 (Normal): 1 Credits: 0.000 GPASet2 (4 9 b oooe13 ADA PERIOD 3 12 MTWRF . -
' Edt Section |
22 Bl v Section Details | Add Section | View All Sections b 000013 ADA PERIOD 3 --“n e
elele
23 [ This course does not have any sections ] 11 ¥ eeee13 ADA PERIOD 3 MTWRF Section

To create the Section and Meet, follow these steps:
1. Inthe Section field, enter the section number. Refer to the Elementary TeacherHomeroom
Number table.

2. In the General Properties section, update the following as needed:

e Update the Maximum Students as needed. Note: Be sure to update this field for MAP
sections.

e |n the Attendance Method field, verify Mixed is selected.

3. Expand the Texas State Specific sections and update the following PEIMS fields as needed:

Field Name Description Field Values
Course Sequence Identifies when a course is taught Enter ‘1’ in the first field and ‘2’ in the second field.
Codes during a single grading period or
Page 12 of 41 Last Updated 8/05/2025
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semester or across multiple grading
periods or semesters.
Non-High School Identifies non-high school courses.

Course

Exclude record from
PEIMS

Only check if the section should be
excluded from PEIMS reporting.

Class Type Identifies the type of class

providing instruction to students.

Population Served This code is determined by who the
class is defined for. For example, if
you have special education and
regular students in the same class,
01 (regular) would be the
population served since the class is
not designed specifically for special
education students.

4. Click Save and Add Meet.

All Elementary sections need to have Non-High
School Course checked off.

Contact the SIS department before selecting this box
for any other courses but the following:
e MAP
e ADA
e 01-Regular
e 02 - Non-Regular
Special Education Setting (if the class is only self-
contained special education students)
01 — Regular Students
02 — Bilingual Students
e 04 - Gifted and Talented Students (Carver
Center)
e 06 — Special Education Students
e 07— ESL Students

Class Status:
* Class Control Set: |[¥R * |YEAR
* Calendar: 130 ¥ |PEASE COMMUNICA

Add Section
Entity: (130 |[PEASE COMMUNICATION & TECHNOLO School Year: o)urse Key: (000013 |aDA PERIOD 3 o
= . 2 il . 4 Ioa 1 —
Status: |Active Number of Requests: |0 Section: |09 1 rorm—
i o Add Meet
General Properties _ Back

Minimum Students: |
Optimum Students: |

Maximum Students: | 30|

Attendance Method:
Dﬁssign Seats
Rows: jt_}- Columns: m'

Bell Schedule: -

=] Designate Class as Homeroom for Ed-Fi Export
[ Exclude from the Automatic Posting of Gradebook Grades

[ Bilingual ] Use Class Meeting Time Override
Default Building: | 130 |~ | PEASE COMMUNICA

Room Type(s) Add Room Type
Priority

e Texas State Specific

Description

Non-High School Course
Exclude record from PEIMS
[J 7SDS Homergom
* Distance Learning: 00 ¥ |NO DISTANCE LEARNIN
¥ REGULAR
¥ | REGULAR STUDENTS
¥ | NOT APPLICABLE

Class Type: 01

* Population Served: |01

Mon Campus Based Instruction: |00
T

PK Curriculum: x

Grading Method:

5. Input the Display Period, Scheduling Period, and Attendance Period.
e The ADA Course for ELEMENTARY must be period 12.

6. Input the Room Number.

Page 13 of 41
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7. Select the Teacher link to select the teacher that will be teaching the course or leave the
teacher field blank and come back later and update to the new teacher’s name key onceit
has populated your Staff Browser roster tab.

8. In the Texas State Specific section, update the following PEIMS fields as needed:

Field Name
Classroom Position

Monthly Minutes Override

Physical Education Instruction

Week #: Days/Minutes

Exclude record from PEIMS

ADSY — Additional Days School Year

Description

Indicates the type of position the staff e

member holds in the specific class.

The total number of minutesin a
month devoted to each class.

Identifies the section as PE.

The total number of days and minutes
by week devoted to each PE class.

Only check if the meet (teacher)
should be excluded from PEIMS
reporting.

ADSY program that utilizes anywhere
from one to 30 additional days and
with design flexibility as long as it
meets the requirements above.

Page 14 of 41

Field Values

01 — Teacher of Record indicates
that the teacher is responsible for
the classroom, making the final
decisions about the instruction
delivered and the final outcomes for
the students assigned to the class.

Example: Teacher A spends 90 minutes
a day on 1st grade math, the total
number of monthly minutes would be
1800 (90 minutes * 20 days in
October).

Check this box for all primary (Teacher
of Record) PE teachers. Do not check
this box for Assistant PE teachers.

For PE courses, we must report how
many days and minutes in a week
devoted to each class. Only enter these
values for the primary (Teacher of
Record) PE teacher; these fields must
be left blank for Assistant PE teachers.

Contact the SIS department before
selecting this box for any other courses
other than:

e ADA

e MAP

ADSY is used for MISD during
Intersession for grades PK — 5.

Last Updated 8/05/2025
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9. Click Save.

£ (7 WS\OF\FS\BC\SMI\SM - Add Class Meet - Entity 130 - 10113 - 05.22.02.00.05 - Google Chrome = e o=

B skyward.iscorp.com/scripts/wsisa.dll/WService=wsedumidlandisdtrnix/sschdedit®03.w?isPopup=true

Add Class Meet o R T
.

Course e S

"|[PEASE COMMUNICATION & TECHNOLO Back
o apaPERTOD3
Control Set: [YR i Class Status: [Active

Start and Stop Terms

* Display Term Start: * Stop: * Scheduling Term Start: 01| * Stop:

Meet Pattern
MTWRF S

= Display Period: . Display: (]
= gcheduling Period: E scheduling: ]
* Attendance Period: 3 Attendance: (]

Lunch Code
@ Mone () Group A OGruup B O Group C ) Group D ) Group E ) Group F

uilding: | 130 ~ |PEASE COMMUNICATION & TE!
Room: | 999 1> 1999 4 Type: [ ] usage: [0/0
Teacher: | HARRICHEDOO |¥ HARRIS CHERIE Combined Room Usage: [0/0

Display This Class Meet On Student Schedules
Allow Access to EA+
Allow Access to Gradebook

Teacher Type =
@) primary ) Alternate

Class Meet Type
@ Instructional O Lunch O Recess O Study Hall O other

@(as State Specific:
= Classroom Position: (01 |~ | Teacher of Record

Monthly Minutes Override: [ 00000]
[J Physical Education Instruction
Days Minutes
week1: [ 0[ 4
week2: [ o[ 0
week3a: [ o[ 0
A | | T
Exclude record from PEIMS
] apsy Program
STAAR 3-8 Subject (Paper): (Mo Subjects Selected)
STAAR 3-B Subject (Online): (No Subjects Selected)

IMPORTANT: Because the effective date for teacher transactions defaults to the current date,_
you will need to edit and update the effective date if you are adding teachers who were active in a
course section on a previous or different date or will be active in a course section on a date. If the
teacher was active since the first day of school, you will delete the transaction details.

To update the effective date to a date other than the first day of school:

1. Under the Section Master, expand the course and click on the Edit link located under the
Teacher Transactions title.

w Section Details Edit Section History

5
6 Control
Section Status Set Calendar
4 13 A - Active YR - 130 - PEASE COMMUNI
8 YEAR
]
0 - Teacher Transactions
1 _ :
Effective Date Transaction Type Teacher

B

Edit Delete 02/23/20; A-Add
3 Edit Delete 02/23/20; D - Drop
=1 Edit Delete 01/04/20: A - Add
5 Edit Delete 01/04/20: D - Drop

Page 15 of 41 Last Updated 8/05/2025




Skyward Elementary Schedule Guide FioTpm

Midland Independent School District

2. In the Teacher Transaction Maintenance window, enter the correct effective date for the
teacher’s first day in the classroom.

3. Click Save.
Teacher Transaction Maintenance A QO S
h——————
2 eacher Transaction _
(]2,!’23;’20 :]: Transaction Type: |A - Add S .
Teacher: b _ Classroom Position: | -
U Exclude record from PEIMS
Done by: | Transaction Time: [09:52A

To Change Teachers on your Section Master

Before adding a staff member, you will have to have the alphakey for the staff member that you are
going to add. You can locate the alphakey on the Staff tab by going to Staff > Staff. This will pull up
all of your staff members.

nDWwAanw

m7| Students | Familie

swdent | Fo (), SffBrowse

ervices | Ser

/Ql LA g V] e AL S kPl

~ Staff - SF Setup : ‘ : C=is

= il ik Rl ) §
Substitute Assignments - SA N
Reports - RP Ly

Use these steps below to “edit a meet” on the course section to move a section from one teacher to
another teacher. Go to Office > Current Scheduling > Build Course Master > Section Master.

1. Under Views, select Class Section Details and make sure you are in correct school year.

Section Master g
Views: | Class Section Details w | Filters: | *A11 Sections w
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2. Find and expand the course section that you need to update. This will open the section
information.

3. Open the Section Details and the Meet Details.
. oy ¢ .
4. Click Edit in the Meet Details area.
"+ |Section Details Edit Section History
Control
Section Status Set Calendar Bell
o9 A - Active YR - 130 - PEASE COMMUMICA
‘ YEAR
3 .
- Teacher Transactions
l There are no Teacher Transactions for this Section.
[+ [Meet Details  ~dd Meet  Wiew All Meets
Building Room Teacher Type
4 g Edit Pelete History 130 - PEASE COMMURNICA 299 CHERIE HARRIS P - P
W Student Roster Wiew Roster
l Mo student records found for this course and section. I

You will get the popup below to Edit Class Meet information.
5. Enter the staff member’s alphakey that you found on the Staff tab or click on the

Teacher link to find the teacher. You can leave the teacher field blank and come

back later and update to the new teacher’s name key once it has populated your

Staff Browser roster tab.

Select Primary under Teacher Type.

7. Leave the Display This Class Meet on Student Schedules, Allow Access to EA+, and Allow
Access to Gradebook fields checked.

8. Select the correct Classroom Position under the Texas State Specific area and verify that
Texas State Specific information is correct.

9. Click Save.

Save

Back

* Display Period: 01
* Scheduling Period:

Display: (]
Scheduling: 3 G G E O (

[C] Primary O Alternate

Allow Access to EA+

Allow Access to Gradebook

Building: | 130 ¥ PEASE COMMUNICATION & TE!
om: | 999 ¥ 999 Type:
Teacher: Combined Room

Teacher Type kd| o Display This Class Meet On Student Schedules

Texas State Specific:

* Classroom Position: 01

¥ Teacher of Record

Monthly Minutes Override:
O Physical Education Instruction
Days Minutes
Week 1:
Week2:[ o[ o
Week3:[ o[ o
week4: [ o[ 0
[ Exclude record from PEIMS
O apsy Program
STAAR 3-8 Subject (Paper): (No Subjects Selected)
STAAR 3-8 Subject (Online): (No Subjects Selected)
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The new teacher’s meet will be added to the section and you will see the Teacher Transaction
details for the “A-Add” and “D-Drop” as well as the effective date of the change. Any teacher
transaction edits made prior to the first day of school will not appear.

5 ¥ Section Details Edit Section History
0 b 4 Teacher Transactions
1 : 3
Effective Date Transaction Type  Teacher

2

Edit Delete 02/23/20 A - Add
3 Edit Delete 02/23/20 D - Drop
14 Edit Delete 01/04/20 A - Add
5 Edit Delete 01/04/20 D - Drop

MPORTANT: Because the effective date for teacher transactions defaults to the current date, you will
need to edit and update the effective date if you are dropping and adding teachers who were active in a

course section on a previous/different/future date. If the teacher was active since the first day of
school, you will delete the transaction details.

To update the effective date to a date other than the first day of school:

1. Under the Section Master, expand the course and click on the Edit link located under the
Teacher Transactions title.

w Section Details Edit Section History

5
6 Control
Section Status Set Calendar
7 13 A - Active YR - 130 - PEASE COMMUNI
8 o YEAR
9
0 v Teacher Transactions
1 . :
Effective Date Transaction Type Teacher

%

Edit Delete 02/23/20; A- Add
3 Edit Delete 02/23/20: D - Drop
4 Edit Delete 01/04/20; A-Add
5 Edit Delete 01/04/20; D - Drop

2. Inthe Teacher Transaction Maintenance window, enter the correct effective date for the
teacher’s first day in the classroom.

3. Click Save.
Teacher Transaction Maintenance A BN
3
> eacher Transaction
02/23/20 j: Transaction Type: |A - Add Back
Teacher: v Classroom Position:
[ Exclude record from PEIMS

Done by: Transaction Time: [09:52A
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4. If the teacher started on the first day of school, select Delete next to the Teacher Transaction.
The date will default to the first day of school.

w Section Details Edit Section History

5
0 w Teacher Transactions
1 = n
Effective Date Transaction Type Teacher

o

Edit Delete 02/23/20 A - Add
3 Edit Delete 02/23/20 D - Drop
4 Edi Delete q1/04/20 A-Add
5 Edit Delete 01/04/20 D - Drop

5. Select OK on the confirmation message.

skyward.iscorp.com says

Are you sure you wish to delete this teacher transaction?

| Cancel

The screen will need to be reloaded to confirm the update:
e Right-click and reload your screen or, do CTRL+R and Continue to reload the screen or,
e Press the F5 function key to Confirm Form Resubmission. Sometimes it takes several of these
for the screen to refresh and display the corrected effective dates.

Back

:ﬁ,..._,,.ﬁ/ \ Confirm Form Resubmission
Reload Ctrl+R The page that you're looking for used information that you entered.

Returning to that page might cause any action you took to be repeated.
Do you want to continue?

Sawve as. Ctrl+5

Print... Ctrl+P

Cast...
i Continue Cancel
Translate to English

You will need to repeat these steps for any other course sections that need to be moved from one
staff member to another staff member.
Add Assistant and Support Teachers in Skyward

Please refer to the definitions below to determine if a teacher is considered an assistant teacher or a
support teacher.

An “Assistant Teacher” is almost always in the A “Support Teacher” is occasionally in the
classroom of a particular course section and classroom assisting the “Teacher of Record”
assists the “Teacher of Record” in the delivery of | with the delivery of specialized instruction
the class curriculum to the students. This teacher| related to that course and section for all or
may work with the students as a whole or in part| part of the class as directed by the “Teacher
as directed by the “Teacher of Record.” of Record.”

Page 19 of 41 Last Updated 8/05/2025




. Xl
Skyward Elementary Schedule Guide ““"

Before you get started, make sure that you have the alphakey for the staff member that you are
going to add as an assistant or support teacher. You can locate the alphakey on the Staff tab by going
to Staff > Staff. This will pull up all of your staff members.

In Skyward, go to Office > Future Scheduling > Build Course Master > Section Master.

1. Inthe Views dropdown, select Meet Details and in the Filters dropdown, select All sections.
Verify you are in correct school year.

2. Find the course section that you need to update. Click the arrow to the left of the course

number. This will open the section information.

Expand the Meet Details.

4. Click Add Meet. You will get the popup below to Add Class Meet information.

w

- Student Food .. 0 Educator Advanced | Federal/State | Custom
—— ‘v| Slians | Tl | — | Services | Service ﬂ Anvhier | Access Plus | Featuras ‘ Reporting ‘ Reports
4 - Section Master W
o Views: | Meet Details ~ | Eilters: | #A11 Sections v |
(1 (1) (1
(1 (1 (1 (1) Str| Stp| Dsp
t;ourseA Short Description Curriculum Sec 5 Building |Room |Teacher Type Term | Term Prd
&7 P Beelsa FINE ARTS 1 000150 03 A 130 999 P 0 06 04
58 P Be@15e FINE ARTS 1 000150 04 A 130 999 P 01 06 04
e PE/HEALTH 1
0

Expand &ll Collapse all Modify Details (displaying 3 of 3) View Printable Details

[ 4 Sectiong Edit Section History
w Meet Det Add Meet  View All Meets

71

Display
Building Room Teacher Type Term Term Period Code
76 Edit Delete History 130 - PEASE COMMUNICA 999 ¥ P - Primary 01 06 04

5. Enter the staff member’s alphakey that you found on the Staff tab. You may also click onthe
Teacher link to find the teacher if you do not have the alphakey.

6. Select Alternate under Teacher Type.
e The 1%*meet defaults to Primary and you can only have one Primaryteacher.
e You must have Primary teacher before adding an Alternate teacher or it will defaultto

Primary.

7. Uncheck the Display This Class Meet on Student Schedules box.

8. If you want this staff member to have access to EA+ or to Gradebook, leave these fields
checked. Otherwise, remove the checks.

9. Update the Texas State Specific area as needed.

10. Click Save.
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Classroom Indicates the type of e 02 - Assistant Teacher is almost always in the classroom of a particular

Position position the staff course section and assists the “Teacher of Record” in the delivery of the
member holds in the class curriculum to the students. This teacher may work with the students
specific class. as a whole or in part as directed by the “Teacher of Record.” Assistant

teachers also include Classroom Instructional Facilitators. CIF’s are
excluded from PEIMS and they are

e 03 - Support Teacher is occasionally in the classroom assisting the
“Teacher of Record” with the delivery of specialized instruction relatedto
that course and section for all or part of the class as directed by the
“Teacher of Record.”

e 05— PK Classroom Aid indicates that the this aid is not the teacherof
record, but still aides in the PK class.

Example: Teacher A spends 90 minutes a day on 1st grade math, the total

Monthly The total number of number of monthly minutes would be 1800 (90 minutes * 20 days in
Minutes minutes in a month October).
Override devoted to each class.
Exclude Only check if the Contact the SIS department before selecting this box for any other courses
record from  meet (teacher)should other than:
PEIMS be excluded from

PEIMS reporting. o ADA

o MAP
Page 21 of 41 Last Updated 8/05/2025
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Add Class Meet

Course
Entity: [130 PEASE COMMUNICATION & TECHNOLO
Class: 000160704 PE/HEALTH 1
Control Set: [YR Class Status: |Active
Warning: Students Scheduled.
Updating fields that change when the Section meets may cause conflicts. IE
Start and Stop Terms

* Display Term Start: = Stop: * Scheduling Term Start: = Stop:

Meet Pattern
MTWRF S
Display: O
Scheduling: O
Attendance: ]

* Display Period:
* Scheduling Period:
* Attendance Period:

Lunch Code
@none OcroupA OGroupB OcroupC OGroup 0 O Group E O Group F
Building: |130 ¥ PEASE COMMUNICATION & TE/

= Room: | 999 L]
Teacher:  ARANDCHRO0Z

Type:
RANDA-ROJAS CHRISTINA MARIE

Usage: |595/0
Combined Room Usage: [Term Error

[ Display This Class Meet On Student Schedules
Allow Access to EA+
Allow Access to Gradebook

Teacher Type i}
O Primary @ altern:

Class Meet Type
® Instructional O'Lunch O Recess f:'Study Hall O Other

eTexa s State Specific:

* Classroom Position: 02 ~ |Assistant Teacher
Monthly Minutes Override:
[ Physical Education Instruction
Days  Minutes

week1:[ o[ g
week2: [ o[ g
week3: [ o[ g
weeka: [ o[ g

[ Exclude record from PEIMS

O apsy Program

Save

Back

You will need to repeat these steps (1-10) for each course section that the staff member serves as an

alternate teacher.

IMPORTANT: Because the effective date for teacher transactions defaults to the current date, you will need
to edit and update the effective date if you are adding teachers who were active in a course section on a
previous/different/ date. If the teacher was active since the first day of school, you will delete the transaction

details.

To update the effective date to a date other than the first day of school:

1. Under the Section Master, expand the course and click on the Edit link located under the

Teacher Transactions title.

- Section Details

= Edit Section History
& Control
Section Status Set
5 13 A - Active YR -
a YEAR
o
= ~ Teacher Transactions
1 : N
Effective Date  Transaction Type
=
Ean Delete 02/23/2022 A-Ada
= Edit Delete 02/23/2022 D - Drop
= Edit Delete 01/04/2022 A-Add
= Edit Delete 01/04/2022 D - Drop

Calendar
130 - PEASE COMMUNI|

Teacher
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2. In the Teacher Transaction Maintenance window, enter the correct effective date for the
teacher’s first day in the classroom.

3. Click Save.
Teacher Transaction Maintenance A QO S
S ——
o eacher Transaction _
02/23/20, & Transaction Type: A - Add —bak
Teacher: v Classroom Position: ]
[J Exclude record from PEIMS

Done by: Transaction Time: |09:52A

4. If the teacher started on the first day of school, select Delete next to the Teacher Transaction.
The date will default to the first day of school.

¥ Section Details FEdit Section History

5
0 - Teacher Transactions
1 : :
Effective Date  Transaction Type  Teacher

o

Edit Delete 02/23/2022 A - Add
3 Edit Delete 02/23/2022 D - Drop
la Eqi Delete (110472022 A-Add
5 Edit Delete 01/04/2022 D - Drop

5. Select OK on the confirmation message.

skyward.iscorp.com says

Are you sure you wish to delete this teacher transaction?

.

The screen will need to be reloaded to confirm the update:
e Right-click and reload your screen or, do CTRL+R and Continue to reload the screen or,
e Press the F5 function key to Confirm Form Resubmission. Sometimes it takes several of these
for the screen to refresh and display the corrected effective dates.

Alt+Left Arrow

Back o
Fcr-‘.-ard/ NM P Confirm Form Resubmission
Reload Ctrl+R The page that you're looking for used information that you entered.

Returning to that page might cause any action you took to be repeated.
Do you want to continue?

Sawve as... Ctrl+5

Print... Cirl+P

Cast...
R Cancel
Translate to English
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You will need to repeat these steps for any other course sections that need to be moved from one
staff member to another staff member.

Closing a Section in Skyward

If students are no longer enrolled in a section and the section is no longer available for scheduling,
the teacher must be removed so that the teacher’s name will no longer appears as if they are still
teaching the course section.

WARNING: DO NOT inactivate a course section that students were enrolled in. Instructions were
provided at some point during the school year as this will negatively affect PEIMS reporting.

To close a section:

1. In Skyward, go to Office > Current Scheduling > Build Course Master > Section Master.

Home |~ | Students | Famiies | Staff | Student | Food M
evices | Senvice
4 Q + Student Man
= B

 Current Scheduling - CS Setup
Reports - RE o
« Build Course Master - BC Setup
Curriculum Master - CU wT
Course Master - CM w D
Section Master - SM wl
Reports - RE CD

2. Verify you are viewing the correct school year (2023-24) and click the arrow to the left of the
course section to see section details.

Expand All Collapse All Maodify Details (displaying 3 of 3) View Printable Details

"w |Section Details Edit Section History

Section Status Set Calendar Bell
09 A - Active YR - 130 - PEASE COMMUNICA
YEAR
- Teacher Transactions

There are no Teacher Transactions for this Section.

Building Room Teacher Type
Delete History 130 - PEASE COMMUMICA 999 CHERIE HARRIS P - Py

w Student Roster View Roster

Mo student records found for this course and section.
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4. Click Edit on the Meet Details.
5. You will get the popup to Edit Class Meet information. Delete the teacher’s name from the
Teacher field and click Save.

Edit Class Meet
Course
Entity: [130 PEASE COMMUNICATION & TECHNOLO
Class: [000013/09 |ADA PERIOD 3

Class Status: |Active

Combined Room Usage: |0/0

To update the effective date to a date other than the first day of school:
1. Under the Section Master, expand the course and click on the Edit link located under the
Teacher Transactions title.

s w Section Details Edit Section History
& Control
Section Status Set Calendar
5 13 A- Active YR - 130 - PEASE COMMUNI|
a YEAR
9
5 - Teacher Transactions
1 ! .
Effective Date  Transac tion Type  Teacher

2

Edit Delete 02/23/2022 A-Add
3 Edit Delete 02/23/2022 D - Drop
=3 Edit Delete 01/04/2022 A-Add
. Edit Delete 01/04/2022 D - Drop

2. In the Teacher Transaction Maintenance window, enter the correct effective date for the
teacher’s first day in the classroom.

3. Click Save.
Teacher Transaction Maintenance BN BN
i
2 eacher Transaction
02/23/20] | &= Transaction Type: [A - Add —Back
Teacher: - Classroom Position:
(] Exclude record from PEIMS
Done by: Transaction Time: |09:52A

6. If the teacher started on the first day of school, select Delete next to the Teacher Transaction.
The date will default to the first day of school.

w Section Details Edit Section History

5
0 - Teacher Transactions
1 : 5
Effective Date Transaction Type Teacher

ad

Edit Delete 02/23/2022 A - Add
3 Edit Delete 02/23/2022 D - Drop
la EfT Delete 110472022 A-Add
5 Edit Delete 01/04/2022 D - Drop
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7. Select OK on the confirmation message.

skyward.iscorp.com says

| Are you sure you wish to delete this teacher transaction?

| Canee!

The screen will need to be reloaded to confirm the update:
e Right-click and reload your screen or, do CTRL+R and Continue to reload the screen or,
e Press the F5 function key to Confirm Form Resubmission. Sometimes it takes several of these
for the screen to refresh and display the corrected effective dates.

Back Alt+=Left Arrcow

o / \_ - Confirm Form Resubmission
Forward Mg ht Arro
Reload Ctrl+R The page that you're looking for used information that you entered,

Returning to that page might cause any action you took to be repeated.
Save as... Ctrl+5S - - °
. Do you want to continue?
Print... Ctrl+P

Cast...
i Cancel
Translate to English

You will need to repeat these steps for any other course sections that need to be moved from one
staff member to another staff member.

Scheduling Groups

Scheduling Groups are used to quickly add courses to a student. You can add multiple courses to a
student in one quick step as opposed to adding each course manually.

NOTE: The Student Information Systems (SIS) Department clones Scheduling Groups from year to
year. You will need to add, delete or update existing Scheduling Groups as needed.

Adding a Scheduling Group:

1. In Skyward, go to Office>Current Scheduling — CS>Build Course Master — BC>Setup>Codes.

Home |v| Students | Families | Staff | SStud_enl | Food |m
ervices | Service

Q « Student Ma
' ~ Current Scheduling - CS Setup \
Reports - RE LN
+ Build Course Master - BC Setup

Curriculum Master - CU l Codes - cO 97 |
Course Master - CM Otities —UT

Section Master - SM —
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2. Select Scheduling Groups - SG.

Home |« | Students | Families Staff Studgnt Foqd Ofhice
Services Service
-4 kd Codes 5y

{1 Go to Build Course Master Utilities - UT

=43 Codes - CO

11 Course Length Sets - CL

11 Report Card Groups - RC

11 rRoom Types - RT
Scheduling Categories - SC
Scheduling Groups - SG

L1 Scheduling Period Times - SP

M Scheduling Team Codes - ST

3. To verify you are in the correct year:
a. Click Switch School Year.
b. Select the School Year from the dropdown.
c. Click Apply. (Screenshot on the next page)

Switch School Year

b School Year: ] | Sclect the Year you want.
__———— ;

To create a Scheduling Group:

1. Click Add.

2. Inthe Code field, input the Homeroom Code. NOTE: The homeroom will need to be created
prior to this step. (Refer to page 6 on how to Add a New Homeroom Code).

3. Input the Grade Level. NOTE: A Scheduling Group will need to be created for each grade level
the homeroom teacher will teach (i.e. SPED teachers).

4. In the Type field dropdown select Both.

5. In the Description field, re-enter the Homeroom Code.

6. Click Save.

Scheduling Groups A o O 5 (2
Views: & WS\ORCS\BC\PS\CONSG - Scheduling Groups - Entity 130 - 9910 - 05.22.0600.02 - Go..  — O | Switch
. School Year

8 skyward.iscorp.com/scripts/wsisa.dll/WService=wsedumidlandisdtrntx/sschedgrpedit001....

{Grou_p Code & |
There are no record Scheduling Groups A B . B °| Add
Entity: [130 |[PEASE COMMUNICATION & TECHNOLCel Edit

Save |

':“&)DI Year: [N ( Pz | Delete

* Code: B [ Back |
S Grade Level: -
Type: | Both ~ |

5 B Description: [1o8 ]

Asterisk () denotes a required field
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7. Expand the Scheduling Group.
8. Select Add Class Section.
9. Apply the Filters to Active Classes Only.
10. Click the filter icon.
11. Input the Sec (section) number. NOTE: The section and meet will need to be created prior to
this step.
12. Click Apply Filter and click Save.
13. Select the classes. Be sure to verify the section corresponds to the scheduling
group/homeroom code and click Save.
ﬁ Scheduling Groups AT S |2
| Views: |General v | Filters: | *Skyward Default v Y W & % | Scﬁgﬂgfgpeari
__________ . Group Code & E-Grade Level géraup Description Type Description ; | —
s [ I e L Add |
Expand All Collapse All View Printable Details ’ Edit |
| Delete |

14.

¥ Scheduling Gr

Add Course Req

oug Detail W———
Q - | Back |

w WENORCSABC\PSVWCONSG - Add Class Section - Entity 130 - 9910 - 05.22.06.00.02 - Google Chrome

B skyward.iscorp.com/scripts/wsisa.dll/WService=wsedumidlandisdtrnte/sschedgrpbrws003.w?isPopup=true

Add Class Section A @ QO D2
Views: FiltEI’S |*Act1\:e Classes Only v| @ﬂ | Save
Add Enln:\,r Course - _ l_ o -:' Back
2 0O 130 2022-23 eeeell ADA PERIOD 1 A 180 03 PAL/
30 130 2022-23 eeeell ADA PERIOD 1 A 180 81 COR
4 (J 130 2022-23 ©eeeal2 ADA PERIOD 2 A 180 01 PaL/
5 O 130 2022-23 | eeeel2 ADA PERIOD 2 A 180 02 POW
6 U 130 2022-23 eeeal2 ADA PERIOD 2 A 180 03 MILLE
2_‘ v
M 4 » W 20 records displayed Course: | l | AB_C |

The Scheduling Group is now setup and ready for use. Refer to pg. 28 for instructions on how
to add courses to a student using a Scheduling Group.

Scheduling Groups

Views: | Genera 1 ~ | Filters: [ *Skyward Default ~ | e |

Group Code | Grade Level | Group Description | Type Descriptior|

Expand All Collapse All View Printable Details

~ Scheduling Group Detail

Add Course est Add Class Section
Description Length Period Torms Meat

Delete  000011/01 ADA PERIOD 1 YR 12 01-06 MTWRF

Delete 000101/01 ELAR 1 YR 1 01-06 MTWRF
Delete 000120/01 SOoC sSTUuD 1 YR 2 01-06 MTWRF
Delote 000130701 MATH 1 YR 4 01-06 MTWRF
Delete 00014001 SCIENCE 1 YR 3 01-06 MTWRF
Delete 000150701 FINE ARTS 1 YR 4 01-06 MTWRF
Delete no01e0/1 PE/HEALTH 1 YR 4 01-06 MTWRF
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Deleting a Scheduling Group

If you no longer need a Scheduling Group, you may delete it by following these steps:
1. Highlight the Scheduling Group to delete.
2. Click Delete.
3. Click Yes on the popup.

Confirm Delete

Are you sure you wish to delete this record (1- INT.B 01)7?

Updating a Scheduling Group
If you need to make changes to a Scheduling Group, you may edit it by following these steps:

1. Highlight the Scheduling Group to edit.
2. Click Edit.
3. Update the fields as needed.
4. Click Save.
Views: | General w | Filters: | *Skyward Default w Rid W S
| |
| |Group Code HE WS\ORCS\BOWPS\CO! eduling Groups - Entity 130 - 9910 - 05.22.06.0 I_l
i P 1-INT.B - s SN . andied and clas “ | Add |
& sl .iscorp.c Swisisa.dll /WS edumidlandisdtr S ——
S sen o kywar: |= OTP.COMm, a.d V umidlandisdtrn e d = |
3 » 1-SPED Scheduling Groups A w8 U S | ?] landdas e
» : e dcas | —
4 : 101 Entity: [130 ||PEASE COMMUNICATION & TECHNOLO) save | aﬂd Cla‘ ———
. o dack )
102 ol Year: [ Back | i
b 103 * Code: —EE— lnd dlac
8 P 2. INT.B Type: | Both v| and clas
9 P 2 INTM * Description: \104 \ and clas
10 » 2-SPED Asterisk (*) denotes a required field and clas
11 » 201 and clas
12 » 202 and clas
13 Pk 203 0z 203 Both requests and clas

Updating a Scheduling Group Class Sections

If you need to make changes to a Scheduling Group’s class sections, you may add or delete them by
following these steps:

1. Expand the Scheduling Group.

2. Click Add Class Section OR Click Delete.
3. A popup window will appear, click OK to confirm your action.
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iews: | G 1 v | Filters: [ *Skyus £ Switch
V'?WS' erera v er;'-: W_; skyward.iscorp.com says ? Ll —] ‘A‘L School Year |
|Grade Leve  pe you sure you want to delete this Record? (ADA PERIOD 1)? e DESC”PUOH L
e h requests and claeiEY R
€ |
------- Expand All Collapse All Vi Edit
P 3
4 w Scheduling Gro, etail \aiiete)
5 Add Course Reg Add Class Section :ﬂ:
6 CorlSec Description Length Period Terms Meet Instruc
Delste  000011/04  ADAPERIOD 1 YR 12 01-06 MTWRF
Delete  000120/04  SOC STUD 1 YR 2 01-06 MTWRF
Using a Scheduling Group
To add courses to a student using a Scheduling Group, follow these steps:
1. Go to Students>Students — ST>Student Profile — PR.
2. Go to the Scheduling>Current
3. Locate the student by Student ID, Name or by clicking the Student link.
4. Once the student is populated, click Add Course.
<}l = Current Scheduling (Main Screen) 4] New Window ¢ My Print Que
VELILIe> T
Web Access Student: ]__' | /| €| P | @ Ranges
s Current Scheduling
Entry/With

View: ® List O Matrix O Semester-Day O Weekday By Term | Option:

¥ Scheduling o - —
Views: m [General v | Filters: [60-06 (YR = Year) Quick Filter v| r w = &

Future D
Prda |Trm  (Trm*  [Trm* Course Description Days _ Eat

i llﬂﬂq Add Couse |

Transcript 201 _ MATH 6 MTWRF

Build |
301 YR 01 06 MAPGE@ /Mal MAP 6 MTWRF | Schedule |
LY Grad Rens _____
5. Inthe Course Filter area select Sched Group
6. Then select Schedule All.
Edit Schedule A @O S (2
Student: |@ pos:” i Age: | 12| Gender: [F |
) i I ] Fa e
ad Yr: Grade: |06
Course Filter 2021-22 Available Classes For Group 601 @] Q'W.
7 Avail Days
Sched Group: Gt S S Do o Prd  Meet B Eldg [ viewan
I- ADA PERIOD 6 -- v (0106 _ YOUNG,T ~ (e
) 2 000602 ELAR 6 YR (01-06] @ MTWRF YOUNG,T 130
Subject: .o 3 000620 01 S0C STUD 6 No 5 YR (01-06] 82  MTWRF WATERS,Q 130 | ClearFiter |
Period: 4 000630 01 MATH 6 No 5 YR (01-06] @2  MTWRF MCGEE, A 130
Teacher:[A1l Teachers | 5 000640 01 SCI/HEALTH 6 No 5 YR (01-06] @1  MTWRF WATERS,Q 130 Options |
Teacher: = 6 000650 01 FINEARTS6 No 5 YR (01-06] @2  MTWRF FENTEM,E 130
O only Classes with Seats Available 7 000660 01 PEG No 5 YR (01-06] @2  MTWRF SHEPPARD,C 130
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OPTIONAL: Setup your Transaction Update Options to ‘Prompt For Effective Date’ to ensure you

enter the correct course effective date.

7. For each class enter the Effective Date. IMPORTANT: This date should be the first day the

student enrolled in the class.
8. Then click Continue.

Scheduling Group: 601

Scheduling Group: 601

Grad Yr:
Age:

Student:
DOB:

= Schedule Class 1: 000016 / 01

Class: |000016 / 01 Schedule Class: @ Yes O No
Desc: |ADA PERIOD 6

Term: YR (01-06)

Class Control Set

2028
12

Grade: |06

*#* §cheduling a Class or Co-requisite with Fit Conflict(s) will process the Fit Conflict Class(es). **

prd: [12 Scheduling Terms: [ YR (1-06) - YEAR [Normal]

Transaction Details

A m O S
\

e Continue

- .

| Effective Date: [08/19/20 __|[;] Thursday
9. Click Back.
Edit Schedule (2021-22) N K=
Student: Age: 12 0
Back
Grad Yr: 2028 Grade:

Student Schedule Legend

.Prd Term Course Description Days Meet Credits | Edit
01 YR (01-06) 000602/02 ELAR 6 MTWRF 0.000 Change
01 YR (01-06) _ MATH & MTWRF 0.000 Unschedule
01  YR(01-06) 000640/01 SCI/HEALTH 6 MTWRF 0.000 Delete
01 YR(01-06) MAP600O/MO1 MAP 6 MTWRF 0.000 -

View Meets Regquest
01 YR(01-06) MAP600/ROL MAP 6 MTWRF 0.000 ﬁ Quick Entry
lew Trans e

01 YR(01-06) MAP600/S01 MAP 6 MTWRF 0.000 — Walk-In
02 YR (01-0) |DODGOZIOANIINN ELAR 6 HTWRF 0.000 e | | Scheduler
02 YR(01-06) 000620/01 50C STUD 6 MTWRF 0.000 Period
02 YR(01-06) 000630/01 MATH 6 MTWRF 0.000 - Times
A »

Student Schedule Changes in Skyward

Go to Student > Student Profile > Scheduling > Current

First, check your options. If you are going to make several schedule changes after the fact and for the
same effective date or at the end of the day for the same effective date, you can set your effective
date so that you don’t have to update this date repeatedly. Once you are done, you can go back and
take off the option for the specific date. You always want to leave the Prompt for Effective Date

option checked.
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Current Scheduling

View: ® [ist O Matrix O Semester-Day O Weekday By Term [ _options |  Email__)[_ Legend | (__ History

N WS\ST\TBASC\CS\CS - Default Settings - Entity 130 - 11298 - 05.22.06.00.02 - Google Chrome

& skyward.iscorp.com/scripts/wsisa.dll/WService=wsedumidlandisdtrote® [ deditD25 w?hCurrentFuture=c8isPopup=true
Default Settings EX R s
0.000
Transaction Update Options Save J 0.000
Back L-000
* Calendar: 130 @FCASE COMMUNICATION & TECHNOLO e bt
O 1nclyde Se@VE Date in Save - 0.000
= Effective Date: A 0.000
1 Prompt For Effective Date 0.000 ||
[ Record Person Requesting Schedule Change B 0.000
Requested By: | s 0.000
o ;
Prompt to Apply Attendance When Changing Sections Once you are done, you can go 0.000
back and take off the option for the 0.000
Preference and Display Options specific date. You always want to 0.000
leave the Prompt for Effective 0.000
Schedule Display Options Date option checked. 0.000
Display All Classes
Display Enrolled Classes
Display Dropped Classes
() Do not display Future Transactions
Update Homeroom code (if you need to):
e
Families

Home ‘ -

. In Skyward, go to Students>Student Profile.
Under the Entity Tab, click Entity Info. J Ql
Click Edit. You will get a popup. -
. Enter the new CY Homeroom. C{ | = Students - ST

. Click Save. w |l Student Profile - PR

StudentBrowse - 5T

uhWNR
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School Path Entity Info
Vehicles Entity Information Entity 130 e Edit
Webircass Default Entity: |Yes
Change Hist s
W} WS\ST\TBAENNTE\EN - Entity Maintenance - Entity 1 0002 - Google Chrome
‘ellness Screening
@ skyward.iscorp.com/scripts/wsisa.dll/WService: umidlandisdtrntx/sstudentedit001.w?isPopup=true
Entity
. Entity Maintenance 1 A
Entity Info ty LR
Obligations Entity Information Entity 130 Qi
Entry/With Entity: [130 [PEASE COMMUNICATION & TECHNOLG Default ., e S
T ) Entity:
¥ Scheduling School: (130 PEASE COMMUNICATION & TECHNOLG Status:
Calendar: 130 PEASE COMMUNICATION & TECHNOLC|
Current s — = E — Next Year
Bl Student Type: 0 REGULAR Ciatys: Lnactive
Ao z Pl e )
Grades Counselon: = Time:
= T Current Year
Transcript Discipline Officer: | v Member:
¥ Grad Reqs - v Family
q Teacher of Record: Frmerita
Endorsements Band Instrument: = Include in
v * Portfoli A Honor Roll:
Orone CY Homeroom Information Include in
* Attachments . . Rank:
CY Homeroom: 602 * 602 Room Number: (602 " E]
Highlights B == == Multi-Rank:
* i Print/Display
Enrcment Building: (130 PEASE COMMUNICATION & TECH| Rank.
Family Print Renort ) 2
A T T T

Course Change (Change Section) Active Student:

Go to Student > Student Profile > Scheduling > Current and find the student.

1. Highlight the course that you are changingsections.
2. Select Chng Sect.

Current Scheduling
View: @ List O Matrix O Semester-Day O Weekday By Term Options Email Legend || History
Views: Fiters: [@0-05 (YR = Year) Quick Filter v &,
' Str Stp -
| |Pda [Tm Tm* Tm* Course Description | Days Bldg  |Room |Teacher Credits| | | Edit
100 YR 01 065  0e@ee2/62  ELARG MTWRF 130 999 YOUNG,T 0.000  *|(AddCourse]
200 YR ot 06  [EGGSEIGEN VATH 6 MTWRF 130 999 MCGEE, A 0.000 s
300 YR 01 06  MAPG@a/MBl  |MAPG MTURF 130 999 DURANS 0.000 Schedule
401 YR 01 06  MAPG@3/RE1  MAP6 MTHRF 130 999 YOUNG,T 0.000 Diop
1 YR 01 06  MAP6E@/SO1  MAP6 MTURF 130 999 MCGEEM 0.000 e
b [ A MTHRF MCGEEM 0.000 e
-I!I-E! FINE ARTS 6 MM-I _repce |
802 YR 06  008668/62  PEG6 MTHRF 130 999 SHEPPARD,C 0.000 Unschedule

You will get the popup below. You will see the student’s current schedule and all of the sections of
the course that you are updating. If you do not see all sections, check your filter.

3. Highlight the section that the student is moving to.
4. Select Schedule Class.
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Student Schedule Legend Student Requests iy

lprd |

Term Course | Description Days Meet | This is the student's current | Course | Term | Credits |
02 YR (01-06) ELAR 6 MTWRF I schedule. The course that you i
02 | YR (01-06) FINE ARTS 6 MTWRF

I are changing sections for must
02 YR(01-06) D000660/02 PE 6 MTWRF . be highlighted.

03 YR (01-06) 000630/02 MATH 6 HTHRF
03 YR(01-06) 000640/02 SCUHEALTH 6 MTWRF
04 YR(01-06) 000620/02 SOC STUD 6 MTWRF . Available sections of the course
05 YR (01-06) _ SCI/HEALTH 6 MTWR . appear. If you don't see all of the
06 YR (01-06) 000670/02 FLES LNG-SPAN 6 i i .., sections, set your filter to the
12 |YR(01-06) |000016/02 |ADA PERIOD 6 [MTHRE i Skyward Default” to see all sections.

3

_ 0.000

Credits: | .000)

Course Filter Views: |Gener‘al vl Fi\ters:‘ *Skyward Default v A id D @j ﬂ Scnz«:gle
Sched Group: v | | Avai | | s ‘
| Course & Sec  |Short Description | Fit Seats | Term Prd Meet Teacher Blc; | view Al |
|l
000016 - ADA PERIOD 6 -- YR (01-06) - MTWRF [T - | ot
Subject: ALl v 2 oeeels 02 ADA PERIOD 6 Enr YR (01-06) 12 MTWRF 33
Period: *Al1* W 3 o00els 03 ADA PERIOD 6 Yes 7 YR (01-06) |12 MTWRF 13
Teacher: All Teachers v

You will get another popup below.

5. Check the Effective Dates. These dates are the student’s first day in the new section.
6. Click Continue.

Change Section 22 il T
Change Section e\ Continue |
Student : il Grad Yr: [ 2028 Grade: [06 | e B
posii Age: [ 12|
= Class Information: 000016 / ij
P LD Class Control Set
Scheduling Terms: [ YR (81-@6) - YEAR [Normal] ~
Transaction Details
e | Effective Date: [05/02/20° __|[:] Monday il
5| Change Class: 000016 / 02 Criginal Section
Class Control Set
Scheduling Terms: | YR (81-@6) - YEAR [Normal] ~
Transaction Details
Date Added: [
I Effective Dats: |05f[)2;’2[1 |E ] Monday I I
Ty TS e T T
You may get a popup like the one shown:
7. Click Schedule.
s SCHEALTH ©
Scheduling Conflict...
Warning! Class 000655/81 does not fit into current
schedule.
Would you still like to schedule it7?
Schedule
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The course will change to ”-" on the student’s schedule to indicate that it has been dropped.
You need to repeat steps 1-7 for all the courses. Once you are done changing all the course sections,
the student’s schedule will display the dropped sections in ”-" along with the non-highlighted
active sections like the example on the next page.

Course Change (Change Section) Non- Active Student:

You will follow most of the same steps 1-5 listed on page. 33, but will alter the effective date to
delete the course section. This course needs to be deleted instead of dropped since the student was
never active in the course.

Go to Student > Student Profile > Scheduling > Current and find the student.

1. Highlight the course that you are changing to the correct section.

2. Select Chng Sect.

3. Highlight the section that the student should have been in.

4. Select Schedule Class.

5. Check the Effective Date for the correct course section. This is the student’s first day in
section.

6. Enter the effective date to match the Date Added date and click enter on your keyboard.

7. You will get an option to delete or drop the class. Select “Delete” in the Delete or Drop Class

field. As long as grades are not present, you can delete the course.

8. Select Continue. You need to repeat steps 1-8 for all the courses. Once you are done changing
all the course sections, the student’s schedule should display only with the non-highlighted
active sections.

Change Section 2 mB T
Change Section e
Back
Student: Grad Yr: 2028 Grade: |06 Bec
DOB: Age: 12
Class Information: 000016 / 01
s RN GRal | Class Control Set
Desc: |ADA PERIOD 6
Term: [YR (01-06) I Scheduling Terms: [ YR (@1-@6) - YEAR [Normal] ~
Prd: |12
Transaction Details
e I Effective Date: (08/19/2021 1 L | Thursday I
Scheduling Alerts
Taken/Enroll Warning: Student is already enrolled in this class.
Original Section 3§
Change Class: 000016 / 01
Class: (000016 / 01 T —
Desc: ADA PERIOD 6
Term: [YR (01-06) Scheduling Terms: [ YR_(@1-86) - YEAR [Normal] ~
Prd: |12
Transaction Details
Date Added: |08/19/2021
I Effective Date: [08/19/2021 i__ Thursday I
Grade Check Info o
There gre Nao Grades Present.
Delete or Drop Class: O Delete ® Dropl
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Reactivating a student’s schedule
If a student was withdrawn or no-showed and have returned (The student’s schedule will appear in

”-” :

Go to Student > Student Profile > Scheduling > Current and find the student.
1. Highlight the course that you need to reactivate.
2. Select Activate.

Current Scheduling

View: @ List O Marrix O Semester-Day O Weekday B

Courses dropped are
highlighted in greeen.

Views: Filters: [ 00-06 (YR = Year) Quig

Quick
2 Print

[ [Str St [ _

| [Pda [Tm |Tm® .:Tb_-??u_ﬁ%. Jl_Edt

101 YR 01 0 “ | Add Course |

200 YR 0L 06 =

(3Jor  [yr Jo1 o6 | Schedule |
Drop
Activate

3. A popup will appear for Class Control Set, select YEAR.
4. A popup will appear. Check the effective date. This will be the student’s re-entry date.

5. Click Save.
Transaction Maintenance BN B EE -
Student: B
MAPG600/501 Transaction Information e Save |
[ Back

TR 06/30/20%

Asterisk (*) denotes a required field

'_',,.1 !Thursday

6. A pop-up may appear if there is a scheduling conflict. Click on the Schedule button to
continue with verifying or entering the Effective Date.

g SL/ACALI A D Ll (V]

Fedquirea

I+ Scheduling Conflict...

i Warning! Class 000655/81 does not fit into
schedule.

current

&/ould you still like to schedule it?

Schedule
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You need to repeat steps 1-5 for all the courses. Once you are done changing all the course sections,
the student’s schedule should display only with the non-highlighted active sections.

Change Course (Replace)

Follow these steps to move a student from one course to a different course.
e Example: Move student from Fine Arts (000650) to Strings (000655).

Go to Student > Student Profile > Scheduling > Current and find the student.
1. Highlight the course that you are replacing.
2. Select Replace.

Current Scheduling (2021-22)
view: ® List O Matrix O Semester-Day O Weekday By Term | Options | Email || Legend History
Views: [General ~| Filters: [08-86 (YR = Year) Quick Filter =,
Sir Stp
|Prd & |Trm Trm* Trm* Course Description Days Bldg Room Teacher Credits 1 _ Edt
101 YR |01 06 090602/02 ELAR 6 MTWRF 130 999  YOUNG,T 0.000 * || Add Course |
200 YR 01 05 |[EGGSGUONIN MATH 6 MTHRF 130 999 MCGEE, A 0.000 =
301 YR |01 06 MAPE@@/MB1  MAP 6 MTWRF 130 999  DURAN,S 0.000 Scnedule
4 01 YR |01 06 MAPE@B/RE1  MAP 6 MTWRF 130 999  YOUNG,T 0.000 e
1 YR |01 06 MAPE@B/S@1  MAP 6 MTWRF 130 999  MCGEEM 0.000 T
2 — ELAR 6 MTURF MCGEE,M 0.000
8 02 01 06 800660,/02 PE6 MTHRF 130 999  SH EPPARD C 0.000 Unschedule_'

You will get the popup (on the following page). You will see all of the courses on your master
schedule. To narrow down to just the replacement course, change your filter and enter the course
number for the replacement course. (For example: Strings is 000655)

1. Inthe Course lookup box, input the new course number and then click enter.
Verify the correct course is highlighted and then click the arrow to expand the course.
3. Select Schedule Section.

N

1 Replace Section Ao T S 7
Views: [Genera ] Filter: [Sieywara Deraute v | Y W W @ sk
Number of Number of
Course & Description Length Subject Req/Elective Sections Requests
1 b oeecde SCI/HEALTH & YR 005 Required 3 71

Elective

» Beecse FINE ARTS 6

4
z w Section 81 Class P 3 Schedule Section
E
1 6 Rm Comb Com
Fit Term Prd Str Stp Days Teacher Bid Room u Rm Sect
7 S28s Usage Total
8 No YR (01-06) 02 01 06 MTWRF ETIER.D 130 899 T48/0 Trm Err Trm E
-] -
v
4 4 P M 20 records displayed o Course: | |[aBc
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4. |If grades are present, the following pop-up will display, click Drop.

Drop/lnactivate This Class?

Warning! Gradebook Grades ARE Present!
Gradebook Assignment Grades

You cannot Delete Class 000650/02 for

Do you wish to Drop/lnactivate it?

Cancel

5. Input the Effective Date. This date should be the first day the student was no longer enrolled
in the class. A future date can be used.
6. Click Save.

Transaction Maintenance 22 e T ?

Student:

I
i
<
M

B 000650/02 Transaction Information
& e Date Added: |07/28/20: 'Wednesday Back
H | * Effective Date: [10/08/20. |- .l [Friday
ﬁ Asterisk () denotes a required field
7. Select the YR (Year) class control set.
8. Click on Select.
Class Control Sets for 000655/81 A el - EI
Student: |
Views: Filters:l *Skyward Default Vl hid _|L J.E g Select
~ [ Display [ li 1 Display | Display| S | Back
iteral Description | Type Start | Stop
_-E- -
2 vsi SEMESTER 1 Subset
3 vs2 SEMESTER 2 Subset 04 06
9. If there is a scheduling conflict, the following pop-up will display, click Schedule.
Note: Skyward is setup to allow double scheduling.
[Tt SUHCALTIT O TR Wi5] REqUITEd 3
% Scheduling Conflict._.
a4 Warning! Class 000655/81 does not fit into current -

4 schedule. :
) Would you still like to schedule it? -
Schedule Cancel

LT ]
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10. Input the Effective Date. This date should be the first day the student was enrolled in the new
class. A future date can be used.
11. Click Save.

Transaction Maintenance 2 el T

Student:

00065656/81 Transaction Information @ Save
Back

@Eﬁectwe Date: |10/08/20 |

-

Friday

Asterisk () denotes a required field

e The dropped course will now be highlighted in green Note: If you input a futuretransaction
date, the course will not be highlighted until that date.
e IMPORTANT: The dropped grades will NOT automatically transfer to the new course. IF the

grades need to be transferred to the new class, have your secretary remove the grades from
the dropped class and add it to the new class. Note: The teacher will need to manually
transfer the grades by using the ‘NEW’ button in their Skyward Gradebook.

Please contact the SIS department for any questions regarding this process.

Mass Add/Change/Delete Courses

This utility can be used to mass add, change or delete student scheduled classes.

1. Go to Office > Current Scheduling > Student Schedule Generation > Setup > Utilities > Mass
Add/Change/Delete Student Requests
2. Add, edit, view or clone a template.
tomo || sudents | Femies | st | Sucent | £ [ nqmimstotn | Cceaty | Advances | Focg

4 Utilities &
] Go to Student Schedule Generation Configuration - CF
=3 Utilities - UT
] Study Hall Scheduler - SH
-] Mass Add Students to Course/Class - MA
1.1 Mass Add/Change/Delete Student Requests - MC o

] Mass Assig|

ﬁ WRAORCS\SSWPSWUTMC - Mass Add/Change/Delete Student Requests - Entity 130 - 9926 - 05.22.06.00.02 -...

1
|}
) Mass Assig
[ Mass Delets # skyward.iscorp.com/scripts/wsisa.dll/WService=wsedumidlandisdtrnitx/qrpribrws001.w?BrwsTitle=M
1 : Mass Chan¢ Mlass Add/Change/Delete Student Requests B el
1] Mass Assigy
L . Mass Deletd Display My Templates Display Shared Templates Display Skyward Templates
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3. Add a Template Description if new template.
4. Select the current school year 2023-24.
5. Select which students to make schedule changes to under Process By
a) Individual — select each/student the changes apply to.
b) Multiple — select if making the same changes to multiple students.
c) Range —select students by range (i.e. grade level, gender, scheduling team, etc.)
d) Course —select if needing to move entire sections of a course.
6. Update the Effective Date to date when students will actually be enrolled in class.
7. Select Process Type
a) Add/Course Class — select if adding a class
b) Change Course/Class — select if changing from one class to another class
c) Delete Course/Class — select if dropping or deleting students from a class that will
have no replacement

Mass Add/Change/Delete Student Requests A m T o | ?
Mass Add/Change/Delete Student Request Processing Options Save
This process will mass add, change, or delete student course requests and/or scheduled class sections. A list of the 9 S'*:,ar"[‘;‘cé:;:
selected student or students within range will be displayed prior to processing. —
SO R SE LT WLV TOUC T Db BISpRdycet PR it PIOe sl Back

Template Settings
* Template Description: lTraining Demo e |
(U Share with other users in entity 130

School Year: o
Process By
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Scheduling Reports

Class Roster Report

Office > Current Scheduling > Reports

The Class Roster Report generates a list of student names and can include certain student
demographic information such as date of birth, address, and home phone. This report can be
generated for a single section, for several sections of different courses, or for a range of sections. The
contents of the report are determined by the choices you make in the Roster Options, Items to Print,
Formatting and Student Ranges areas of the report template.

Student Schedules

Office > Current Scheduling > Reports

The Student Schedules Report generates a student’s schedule. The report can be run for a single
student, several students or a range of students.

Schedule Cards Report

Office > Current Scheduling > Reports

The Schedule Cards Report is another report that generates a student’s schedule. This report has
fewer printing options compared to the Student Schedules report because it is intended to be
printed on card stock.

Teacher Schedules Report
Office > Current Scheduling > Reports
The Teacher Schedules Report generates a matrix view by period of a teacher’s assigned sections.
You can also use the report to:
e |dentify teachers without scheduled classes (select Print Teachers WithoutScheduled
Classes).
e |dentify staff who are assigned scheduled classes but who are not flagged as teachers
in the staff table (select Print Staff Members Not Flagged as a Teacher Assigned to a
Class).
e Print period times on this report.
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