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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 the Teacher of
Record returns.

e |tis also critical that the administrator/staff member be excluded from the class
meet PEIMS reporting purposes.

1) Campuses must submit to the SIS department the FMLA SUBSTUTUTES OR NEW
TEACHER GRADEBOOK ACCESS REQUEST FORM via SIShelp@midlandisd.net .
e Accurate start and end dates for FMLA positions are critical. Dates are PEIMS
reportable and also used to determine the extent of time allotment for Skyward
gradebook access.

2) IMPORTANT STEP: Add the Teacher of Record, then add another meet for the AT.
Classroom Position of 02 — Assistant Teacher under the Edit Class Meet area in Skyward.
This record will be excluded from PEIMS and the SIS department will build the
responsibility for PEIMS.

Texas State Specific:

* Classroom Position: [@_____ ]+
Monthly Minutes Override: @1 [Teacher of Record]

©2 [Assistant Teacher]
©3 [sSupport Teacher]

©4 [substitute Teacher]
©s [PK Classroom Aide]
Week 3: | o[ o|
week4:| o[ o

Exclude record from PEIMS

O aDsY Program

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, 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.

Page 2 Of 50 Last updated 7/24/2025




»
Skyward Secondary Current Scheduling | A“'
G u id e Midland Independent School District

CIF and FMLA Sub Flow Chart
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Maintain the Course Master
Review each course to determine whether new courses need to be added or existing courses
need to be edited, inactivated or deleted. Note: Your current year and prior year Course
Masters are read-only. Contact Student Information Systems (SIS) if you need edits for a course
or need a new course added.
1. In Skyward, go to Office > Current Scheduling > Build Course Master > Course Master.
mv| Students | Families | Staff | Student | Food iR
- Q ;f'StudentMar
~ Current Scheduling -CS Setup
Reports - RE L5
w Build Course Master - BC Setup
Curriculum Master - CU Ll
O
e b
Reports - RE L
2. Verify you are in the 2023-24 school year.
3. OPTIONAL: To add a course, click Add Course.
4. Enter or review the following sections:
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A. General Properties

e Course Length Set — Length of time a course meets during the school
year (i.e. year-long or semester).

e Course Status - Determines whether a course is Active or Inactive.

¢ Elective/Required — Defines which courses a student must take verses
those they have an option to take.

e Schedule Type — Defines how a student is typically enrolled into the
course. Most courses have a Schedule Type of ‘Normal’.

1. Manually Scheduled Courses prevents the Walk In Scheduler and
the Auto Scheduler from scheduling a student into the course.
Students must be hand-scheduled into Manually Scheduled
courses.

2. Special Education Courses defines courses offered only to Special
Education students and prevents the Auto Scheduler from
scheduling a student into the course. Students must be hand-
scheduled into Special Education courses.

e Scheduling Priority — Specifies which courses receive scheduling
preference when the Walk-In Scheduler or the Auto Scheduler is used.
The higher priority, the more attempts the system will make to schedule
students into the class.

e Team Sched Priority — Priority that a Team-Scheduled course receives
compared to a non-Team Scheduled course when students are scheduled
into their sections by the Auto Scheduler. The higher priority, the more
attempts the system will make to schedule students into the class.

e Type — Course type indicates whether the course has a special
explanation code (i.e. transfer, honors, etc.).

e Grade Ranges — Grade level of students who should take this course. This
does not prevent a student from being enrolled in this course if their
grade level is outside the range. It does however prevent it from being
added to a career plan.

e Earned Credits — Credit value a student earns after successfully
completing this course. Contact the SIS department if this needs to be
updated.

e Core Academic Subject — Indicates if the course is a core subject. Contact
the SIS department if this needs to be updated.

¢ Grade Course — Indicates whether the course will be graded.

e Keep Attendance - Indicates whether attendance will be taken.

e GPA Set - Indicates whether the course is ‘Core’ or ‘Enhanced’. This field
affects a student’s GPA calculation. Contact the SIS department if this
needs to be updated.
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e GPA Credits — GPA value a student earns after completing this course.
This value affects a student’s GPA calculation. A value of zero indicates,
the course is not GPA weighted. Contact the SIS department if this needs

to be updated.

Grading System: | Cumulative
Grading Type: | Graded -

TALG1

Current Requests:
Maximum Seats Available:

Edit Course
Entity: (002 LEGACY HIGH School Year: |2022-23 | * Curriculum: |MAT100 (000)
* Course Key: [MAT100 * Short Description: * Long Description: [ALGEBRA 1
o General Properties
Course Length Set: [YR - YEAR v Subject: | 004 v 004
Grade Set: [YEAR Type: -
Course Status: Department: (004 |+ 004
Elective/Required: | Required v | Activity Link: -
Cat 1| Regul ~
mt e CHE Code: -
Schedule Type: [Normal v S
— eport Card: =
Scheduling Priority: [@ - Lowest Priority  w| BEfor L
Lock Group: =

* Grade Ranges: =
Fees:
Academic Hours:
Earned Credits:
Core Academic Subject
Grade Course
Keep Attendance
[CJ Repeatable For Credit
il [ Locked to Scheduler
0 Allow Teacher Conferences

Team Sched Priority: [@ = No Priority v O
. ; Default Course for Career Plan
Transcript GLO: [ || Include Tran GLO in GPA Estimated Nbr of Sections:
Website Address: | | Actual Nbr of Sections: 0
Website Display: | |
Note:

Save

Save and
Go to Prev
Course

Save and
Go to Next
Course

Save and
Add Section

Back

Maximum characters: 200, Remaining characters: 200
Normal * GPASet1:2
4.0 Scale * GPA Set 2:2

¥ |Core
¥ |Core

Ovemide GPA Set and Credits by Grad Req Year

Control Sets Possible: |[YR.

GPA Credits 1: 2.000)
GPA Credits 2: 2.000)

Section Defaults — If all sections for a course will have the same basic
parameters, you can create section defaults. The information in this area is
automatically assigned to new sections created for this course.

@ Section Defaults

Note: The Values Entered Below Will Be The Default Field Values For All New Sections Of This Course.

Calendar: |pg2 ¥ LEGACY HIGH

Minimum Number Of Students:

Optimum Number Of Students:

Maximum Mumber Of Students:
[ Use Meeting Times

Room Type(s) Add Room Type

Priority Descripticn

Texas State Specific

e Service ID — PEIMS code that refers to the type of course. Note: The
description will be printed on the AAR (transcript). Contact the SIS
department if this needs to be updated.

e Transcript Area — Indicates the section where the course will be
displayed on the AAR (transcript). Note: Courses tied to Code 15 — Local

Page 5 of 50
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Electives will display earned credits in the ‘Local Credits’ area on the AAR
(transcript). Contact the SIS department if this needs to be updated.

’6 Texas State Specific

Service ID: | 03100500 |~ ALGEBRAI Unit Desc: [ALG 1
Transcript Area: |03 ¥ MATHEMATICS
Career Tech Ind: w7
Subject Area: | v
Course Level Characteristic: | v|

(J PE Waiver Course
Include In TX Honor Roll
Voc Ed Contact Hrs:
College Credit Hrs:
MAR. Sem. Bucket Override:

(J advanced Technical Credit Course

Transcript Area List Add
Priority Trans. Area Description

Asterisk (*) denotes a required field

5. Once all fields have been entered or updated, click Save.

Notes:
e [f your campus is offering a new course that has not been offered at MISD before, a
Course Proposal Request form will need to be submitted.
e Toview courses that are available at the district level, go to Office > Current
Scheduling > Build Course Master > Curriculum Master. Note: The Curriculum Master
is not year specific.

Home |v| Students | Families | Staff Ssxigts Sl;:\tziie

4 1Q 4‘“ Student Man|
Office - OF Setup ~ Discipline
: : Entry by Offic|
| » Attendance - AT Setup Entry by Stud
s < Entry by Incid
| » Grading - GR Setup Action Detail
. L ) Transaction T|
( ) Reports - RE
* Current Scheduling - CS Setup
 Discipline U
Reports - RE 8| Templates -
 Build Course Master - BC Setup » Office Visit
I Curriculum Master - CU I 4|l ©
Course Master - CM Ll N
Section Master - SM L R g
Reports - RE LN Student Profil

Building the Section Master
GPA Notes: The following information is important information about GPA and how students
should be scheduled into classes:

e 2026 Cohort 12th grade- All high school credits count into GPA.
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e 2027 Cohort 11th grade and beyond- First 4 English, Math, Science Credits, up to 4.5
Social Studies credits, and the first 2 LOTE credits from the first time level 1 and the first
time level 2.

e Students will also receive High Quality Grade Points awarded for the courses calculated
into GPA upon receipt of the District's annual AP score report.

AP EXAMS SCORES GRADE POINT TO BE ADDED
5 0.5
4 0.4
3 0.3
2 0
1 0

Create a Section and Class Meet
Please refer to the instructions below on how to add sections and class meets.

1. In Skyward, go to Office > Current Scheduling > Build Course Master > Section Master
or Course Master (if there are no sections).

v| Students | Families | Staff | Stud_ent | Foo_d
Services | Service
J Q

J‘ Student Mar

+ Current Scheduling - CS
Reports - RE

+ Build Course Master - BC

Curriculum Master - CU
Course Master - CM
Section Master - SM
Reports - RE

agagageis e | 1|

e Verify you are viewing the correct school year (2025-26), highlight the course to add a
section to and then click Add Section. Note: If this is the first section, you must first add
the section under Course Master.

e To create the Section and Meet, follow these steps:

1. Inthe Section field, enter the section number (up to 3 characters).
2. In the General Properties section, update the following as needed:
e Class Control Set
e For campuses with block schedules, enter the appropriate Bell Schedule.
e Verify the Minimum, Optimum, and Maximum Students values are not
0.
e Add Scheduling Categories and/or Scheduling Teams if applicable.
¢ In the Attendance Method field, verify Mixed is selected.
3. Expand the Texas State Specific sections and update the following PEIMS fields
as needed:

Note: A new popup has been created for Course Sequence Codes and Non-Campus Based
Instruction.
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Field Name
Course Sequence
Codes

Non-High School
Course

Exclude record from
PEIMS

Distance Learning
Class Type

Population Served

Non Campus Based
Instruction

Description

Identifies when a course is
taught during a single grading
period or semester or across
multiple grading periods or
semesters.

Identifies non-high school
courses.

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

Identifies the type of class
providing instruction to
students.

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.

Indicates how the class was
offered.

Page 8 of 50

Field Values

e Forayear-long course, enter ‘1’ in the first field
and ‘2’ in the second field.

e  For first half of a year-long course (i.e. A Plus
courses), enter ‘1’ in both fields.

e Forsecond half of a year-long course (i.e.
Semester 2 A Plus courses), enter 2’ in both
fields.

e For one semester course, enter ‘0’ in both fields.

Junior High campuses must check all sections, except
for high school credit courses.

Contact the SIS department before selecting this
box.

Leave ‘00"
e 01-Regular
e 02 - Non-Regular
o Alternative Education School for Discipline
(MAP and Culver)
o Non-Disciplinary Alternative Education
(Coleman)
o Special Education Setting (if the class is only
self-contained special education students)

Code & Descriplion

o1 REGUURSTUDENTS |

a2 BILINGUAL STUDENTS

a3 COMPENSATORY/REMEDIAL STUDENTS
24 GIFTED AND TALENTED STUDENTS

as CAREER. AND TECHNICAL STUDENTS
@6 SPECIAL EDUCATION STUDENTS

a7 ESL STUDENTS

a8 ADULT BASIC EDUCATION STUDENTS
ag HONCRS STUDENTS

18 MIGRANT STUDENTS

e 01— College Campus Based, this class takes place
at a college campus (Add a blank meet for current
year)

e 02— A Plus Lab or Correspondence (Add a blank
meet for current year)

e 08— Credit by Exam (CBE) (Add a blank meet for
current year)

e 10 - Off Campus PE (9t" — 12t)

e 11 —Online OFSDP(CHS)

e 99 — Off Campus PE (7t — 8t)

Last updated 7/24/2025
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4. Click Save and Add Meet.

Add Section
Entity: 002 LEGACY HIGH School Year: 2023 Course Key: [ELA200 ENGLISH 2 Save
tatus: |Active Number of Requests: [608 o = Section: ficieua
| Add Meet
General Properties Hos
Class Status: Minimum Students: Attendance Method: e
* Class Control Set:| YR ~ | YEAR Optimum Students [ Assign Seats
* Calendar: |00z ~ | LEGACY HIGH Maximum Students: Rows: [___000] Columns: [__ooo]
Bell Schedule: |R ~ Regular Scheduling Category: Grading Method:

|- Designate Class as Homeroom for Ed-Fi Export [ Allow Students with No Category to be Assigned
[ Exclude from the Automatic Posting of Gradebook Grades
Scheduling Team(s) Add Scheduling Team
Code Description

[ ilingual [(Juse Class Meeting Time Override
Default Building: 002 ¥ LEGACY HIGH

Room Type(s) Add Room Type
Priority Description

e Texas State Specific

Course Sequence Codes: E Ij|
[ Nen-High School Course
[ Exclude record from PEIMS
I TSDS Homeroom
= Distance Learning: | 00 ¥ NG DISTANCE LEARNING

Class Type: |01 ¥ | REGULAR
* Population Served: 01 |~ REGULAR STUDENTS
Non Campus Based Instruction: 00 ¥ |NOT APPLICABLE
PK Curriculum: >

High Quality PK Program:
HOQ PK Program Type:
PK School

Student Instru b

(HERERENE]

OnRamps Dual Enrollment:

Asterisk (*) denotes a required field

5. Input the Display Period, Scheduling Period, and Attendance Period.
Important: Students at the secondary campuses should NOT have more than
one scheduled class with the same attendance period.

6. Input the Room Number.

7. Select the Teacher link to select the teacher that will be teaching the course or
leave the teacher field blank. Note: You can Edit the meet at a later time to enter
a teacher or replace the existing teacher.

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

Field Name Description Field Values

Classroom Position Indicates the type of position the e 01— Teacher of Record
staff member holds in the specific o 02 -- Assistant Teacher (Excluded from
class. PEIMS)

e 03 —Support Teacher
e 04 —Substitute Teacher

Exclude record from Only check if the meet (teacher) Contact the SIS department before selecting
PEIMS should be excluded from PEIMS this box.
reporting.

9. Click Save.
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Add Class Meet

Course 9 S

Entity: (002 |[LEGACY HIGH Sk
Class: [ELA200/02 |[ENGLISH 2
Control Set: YR | Class Status: [Active

Start and Stop Terms

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

e Meet Pattern

* Display Period:
* scheduling Period:
* Attendance Period: 01] Attendance: ]

MTWRFS

Lunch Code
®none Ocroup A O6roup B Ocroup ¢ Oroup b O Group E O Group F

Building; | 002 ¥ |LEGACY HIGH
~ Room: 959 T{993 Type: | | Usage: 0}’0
Teacher: ARANDCHR0O0Z * ARANDA-ROJAS CHRISTINA MARIE Combined Room Usage: [0/0

Teacher Type kel Display This Class Meet On Student Schedules

® primary O Alterate Allowipcces I b
Allow Access to Gradebook

Class Meet Type

@ mstructional OLunch O Recess O study Hall O Other

e Texas State Specific:

I Classroom Position: |01 ~ [Teacher of Record
Monthly Minutes Override: [ 00000]
[J physical Education Instruction
Days  Minutes

week1:[ o[ q
Week2: [ 0 0
wieek3:[ 0 0
week4:[ o 0
[ Exclude record from PEIMS
[ ADSY Program
STAAR 3-8 Subject (Paper): (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
future date. If a future date is entered to drop/add a teacher, the teacher will lose access to
their Gradebook immediately and not based on the effective date entered. 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. Select Edit next to the Teacher Transaction.

Crl

Course . Short Description Curriculum Sec = Set Cal
Expand All Collapse All Meodify Details (displaying 3 of 3) View Printable Details
~ Section Details Edit Section History
Control v
Section Status Set Calendar Bell E
k| A - Active R - 002 - LEGACY HIGH
WEAR
-~ Teacher Transactions
Effective Date Transaction Type Teacher Classroom Pos|
Edit Delete 08/04/2021
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2. In the Teacher Transaction Maintenance popup, enter the correct effective date for the
teacher’s first day in the classroom. If a future date is entered to drop/add a teacher,
the teacher will lose access to their Gradebook immediately and not based on the
effective date entered.

3. Click Save.

Teacher Transaction Maintenance
Teacher Transaction o Save
Effective Date: [08/16/,  __ &3] Transaction Type: [A-Add | Back
Teacher: Classroom Position:
[ exclude record from PEIMS
Done by: Transaction Time: [10:474
Page 11 Of 50 Last updated 7/24/2025
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Change Teachers on the Section Master

Before you get started, make sure that you 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.

SKTwany
Home |« | Students | Familizs Y Si'Jdlent Sl:\“” & Swdent | Food —_—
‘ Servicas | oms H Students ‘ Families S ‘ o | Offics | Admiristration ‘
<[~ Staff Browse W

Q Views: [General | Filters: [ *A11 Staff in Entity v

( + Staff - SF Setup | Last Name a [Eirst | Miadle Staff Key | [s [emp 10

|| Staff-SF €
G Substitute Assignments - SA LE

Reports - RP Ln|
b -

Use these steps 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.
<4

Views: |Class Section Details

Section Master (2022-23) 3

v |[Filters:

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.
3. Expand the Meet Details.

Cirl
Set

Min
Stu

Opt| Ma
Stu =

Course & Short Descriplion Curriculum

000928

Cal Bell

Expand all Collzpse all

Modify Details (displaying 3 of 3) View Printable Details

b Section Details Edit Section History

w» Meet Details Add Meet  View All Meets

Building
Edit Delete History 002 - LEGACY HIGH

Room
443

Teacher
CHRISTINA MARIE ARANDA-ROJAS

Type
P - Primary

Page 12 of 50
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4. Click Edit on the Meet Details.

Cirl Min Opt| Ma
Course & Short Descriplion Curriculum Sec s Set |Cal Bell Stu Stu i

000928

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

b Section Details Edit Secfion History

w Meet Details  Add Meet  View All Meets

4 Building Room Teacher Type
Delete History 002 - LEGACY HIGH 443 CHRISTINA MARIE ARANDA-ROJAS P - Primary

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. You may also click on
the Teacher link to find the teacher if you do not have the alphakey.

Select Primary under Teacher Type.

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

In the Classroom Position field, select 01 [Teacher of Rec] under the Texas State
Specific area.

Click Save.

Edit Class Meet
Course e Save
Entity: [002 LEGACY HIGH Back

Class: |000928/11 TAKE FLIGHT
Control Set: [YR Class Status: |Active

N o

o

©o

Warning: Students Scheduled.
Updating fields that change when the Section meets may cause conflicts. @

Start and Stop Terms

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

Meet Pattern
MTWRFS
* Display Period: Display: B G G EE
* Scheduling Period: Scheduling: O
* Attendance Period: Attendance: O

Lunch Code
@®none OGroupA OGroupB OGroup ¢ OGroupDd O Group E O Group F

Building: 002 ¥ LEGACY HIGH
* Room: 443 v 443 Type: Usage: |1/28
eTeacher: ARAMNDCHRO02 * ARANDA-ROJAS CHRISTINA MARIE Combined Room Usage: |Term Error
Teacher Type Display This Class Meet On Student Schedules

@ primary ) Alternate Allow Access to EA+
g Allow Access to Gradebook

Class Meet Type
® Instructional O'Lunch ORecess O Study Hall O Other

eTexas State Specific:

* Classroom Position: | 01 ¥ Teacher of Record
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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.

v 800019 |READING KG

|oooo1s |14 [A [1o1  [om | o1 os| ot |mTweF |

Expand Al Collapse All Madify Details (displaying 3 of 3) View Printable Details This shows the

History dropped teacher and

me.added t'_ea“'her Enrolled  Enrolled  Enrolled  Enrolled  Enrolled |
information. Term2  Term3  Term4  Term5  Term6  Biingual T

7 7 7 7 7 MNe y

w Section Details Edit Section

Minimum
Students
1

Control
set

YR -YEAR

Optimum
Studants

Section Bell

14

Status
A - Aclive

Calendar
101 - BONHAMELE

L d

Teacher Transactions

- Exclude
Effective Date  Transaction Type  Teacher ClassRolg XvMCE

Edit Dalate 08/29/ A - Add Mo HALE, TOMIA 05:57P
Edit Delete 08/29/ D - Drop 01 Mo HALE, TOMIA 05:57P

Done By Transaction Time

This is the current
teacher's "meet”
information.

w Meet Details  Add Meet View All Meets

Start  Stop Display Lumch  Display @ Schedule Attendance  Attendance  Time
Building Room Teacher Type Term Term Period Code Meet Period Meet Period Meet Type
Edit Delete History 101 - BONHAM ELEMENTA 899 P - Primary 01 06 ol MTRRF L} HTWRE [ 1- Instructional |

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 dropping and adding teachers
who were active in a course section on a previous/different/future date. If a future date is
entered to drop/add a teacher, the teacher will lose access to their Gradebook immediately and
not based on the effective date entered. If the teacher was active since the first day of schooal,
you will delete the transaction details.

» Steps 10-13: To update the effective date to a date other than the first day of school.
= Steps 14-15: To update the effective date to the first day of school.

10. Select Edit next to the Teacher Transaction for the “dropped” record.

v Teacher Transactions
Effective Date Transaction Type Teacher Cla
Edit Delete 06/22/ A - Add ARANDA-ROJ
Edit Delete 06/22/ | 01
Edit Delete 08/04/ A - Add i

You will get a popup below.

11. Enter the correct effective date for the teacher’s last day in the classroom as the
teacher of record. This date will be the first day that this teacher no longer serves as
the teacher of record.

12. Click Save.
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Teacher Transaction Maintenance

Teacher Transaction @ Save

0 Effective Date: [03/24/20 Transaction Type: [D - Drop | 2k
Teacher: MACPHCRIOOD |+ MACPHERSON CRISTA L Classroom Position: (01
UE
Done by: ARANDA-ROJAS, CHRISTIN/ Transaction Time: |01:19P

13. Select Edit next to the Teacher Transaction for the “add” record. Repeat steps 11 & 12
to update the effective date for the new teacher’s first day in the classroom as teacher

of record.
b Teacher Transactions
Effective Date Transaction Type Teacher Cla
@ Edit Delete 06/22/ A-Add ARANDA-ROJ
Edit Delete 06/22/ D —Dirop | 01
Edit Delete 05/04/ A - Add i

14. If the teacher started on the first day of school, select Delete next to the Teacher
Transaction.

v Teacher Transactions
Effective Date Transaction Type Teacher Cla
A - Add ARANDA-ROJ
D - Drop | 01
A - Add i

15. Select OK on the popup.

skyward.iscorp.com says

Are you sure you wish to delete this teacher transaction?

In order to verify that the changes have been made, you will need to right-click and reload your
screen. You can also do CTRL+R and Continue to reload the screen.

You will need to repeat these steps (1-15) for any other course sections that need to be moved
from one staff member to another staff member.
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Add Assistance and Support Teachers

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

e Assistant Teacher indicates that the teacher is assigned to the class and works with
the Teacher of Record providing instruction and/or other instructional services to the
students in the class. For MISD this also includes CIF’'s that provide instruction,
however they will be excluded from PEIMS.

e Support Teacher indicates that the teacher provides specialized services on a regular
or irregular basis to students in the class.

To add an Assistant or Support Teacher:
1. In Skyward, go to Office > Current Scheduling > Build Course Master > Section Master.

v| Students | Families | Staff | Stud.ent F{m_u:l
Services | Service

J Q & Student Mar

- Current Scheduling - CS Setup
Reports - RE 1

+ Build Course Master - BC Setup
Curriculum Master - CU 1
Course Master - CM 1]
Section Master - SM 1
Reports - RE 1]

2. Verify you are viewing the correct school year (2023-24), expand the course/section to
add an Assistant or Support teacher to.

3. Expand the Meet Details and click Add Meet.

4. Select the Teacher link to select the teacher that will be teaching the course or leave the
teacher field blank. Note: You can Edit the meet at a later time to enter a teacher or
replace the existing teacher.

5. In the Teacher Type section, select Alternate.

6. Uncheck the Display This Class Meet on Student Schedules box. If this is left checked,
the student will show the class twice on their schedule; once with the Teacher of Record
and again with the Assistant/Support Teacher.

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

8. Select either 02 [Assistant Teacher] or 03 [Support Teacher] based on the appropriate
role for this staff member under the Texas State Specific area.
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9. Click Save.

2 @@ O

* stop:

Usage: |35/0

Caad Room Usage: |35/0

e Student Food PS— Educat S Sl L Bndaea
A "‘ Students | Families | Staff | Services | Service @ Administration | Access B ;i Add Class Meet - Entity 002 - WS\OF\FS\BC\SMISM - 10113 - 05.22.02.00.05 - Google Chrome
4 H Section Master (2022-23) ﬁ 8 skyward.iscorp.com/scripts/wsisa.dll/WService=wsedumidlandisdtrnix/sschdedit003.w?isPopup=true
Views: [ Class Section Details | Flters:[*A1l Sections ~| Add Class Meet
cl Min —
Course & Short Description Curiculum | Sec S |Set |Cal |[Bell Sty
e Entity: |002 LEGACY HIGH
< Expand All Collapse All Modify Details (displaying 3 of 3) View Printable Details | LA ENGTSE .
5 Contral Set: [YR Class Status: |Active
6 w Section Details Edit Section History P—
Warning: Students Scheduled.
7 Conitod Minimum Ol ypdating fields that change when the Section meets may cause conflicts. [7]
Section  Status Set Calendar Bell  Students St
L) 0 A-Aclive YR- 002 - LEGACY HIGH 5 Start and Stop Terms
£l LR * Display Term Start: * Stop: * Scheduling Term Start:
10
1 - Teacher Transactions M
leet Pattern
12 Bere are no Teacher Transactions for this Section. MTWREFS
13 * Display Period: Display: O
14 - = Scheduling Period:
15 [ = Meet Details [ Add tieet fiew 2il eets e
16 .
Building Room  Teacher T

v Edit Delefe History 002-LEGACYHIGH 999 CHRISTINAMARIE ARANDAROJAS  B| | Lunch Code
18 @®None O Group A OGruup B OGroup c O Group D O Group E O Group F
19l * Student Roster View Roster
B P— Building: | 002 » |LEGACY HIGH
21 Student Name: Gender Year Grade Statu, 7 - R = 1090 Type:
= M - Male 2025 10 A- A Teacher: HARRICHEDO0| * | HARRIS CHERIE

M - Male 2025 10 A- Active
= M- Male 205 10 A- Ak Teacher Type (2] 0 Display This Class Meet On Student Schedules
2 M- Male 2025 10 A- At Obrimary ® alternate Allow Access to EA+
25 M - Male 2025 10 A- Active B Allow Access to Gradebook
25 F - Female DU A- Active o
= F - Female 2025 10 A-Adtive Class Meet Type
28 - bale w0 A-hedive ® nstructional O'Lunch ORecess O Study Hall O Other

F - Female 2025 10 A- Active
29 M - Male 2025 10 A- Active
30 F - Female 2025 10 A- Active exas State Specific:
= M- Male: 2025 10 A-Active I

M - Male 2025 10 A- Active
_ F - Female 2025 10 A- Active .
3 F - Female 2025 10 A- Active O Physical Education Instruction

The Alternate class meet will be
Transaction details.

added to the section and you will see the Teacher

w Section Details Add Section View All Sections
Control Minimum Optimum Maximum
Section Status Set Calendar Bell Students Students Students  Teacher
¥ Edil Delete Roster History Add Meet 01 A - Active YR - YEAR 002 - LEE HIGH 5 30 35
Start Stop  Display Lunch Display Scheduling Schedule
Building Room  Teacher Type Term  Term Period Code Meet Period Meet
Edit Delete Hisfory 002 -LEE HIGH 457 P - Primary 01 06 o1 MTWRF 01  MTWRF
Edif Delete History 002 - LEE HIGH 457 A - Atemate 01 06 01 MTWRF 01 MTWRF
'¥ Teacher Transactions
Effective Date  Transaction T Teacher Class Role Excluce Done By Transaction Time
L From PEIMS ¥
Edit Delete 08/22/ A - Add No HALE, TOMIA 06:37P

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/future date. If a future date is entered to drop/add
a teacher, the teacher will lose access to their Gradebook immediately and not based on the

effective date entered. If the teacher was active since the first day of school, you will delete the

transaction details.
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You will need to repeat these steps (1-9) for each course section that the staff member
serves as an assistant or support teacher and for any other staff members who serve in
these roles.
Close a Section

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 it no longer appears as if they are still
teaching the course section. DO NOT inactivate a course section in Current Scheduling in
which instruction was provided during the current school year as this may not report to
PEIMS correctly.

To close a section:

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

Mv| Students | Families | Staff | S::flz;; 5';?;2&
J Q + Student Mar
- Current Scheduling - CS Setup
Reports - RE 1
= Build Course Master - BC Setup
Curriculum Master - CU 1]
Course Master - CM 1
Eectinn Master - SM LN
Reports - RE 1

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.
3. Click to expand Section Details and Meet Details.
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Cird
Set

Min e]

Course & Shori Descripiion Curriculum Sec = Cal Bell

Expand All Collzpse All  Modify Details (displaying 3 of 3) View Printable Details

w Section Details Edit Section History

Control Minimum Optimy
Section Status Set Calendar Bell Students Studer
il A - Aclive YR- 002 - LEGACY HIGH 5
YEAR
L Teacher Transactions
Effective Date Transaction Type Teacher Classroom Position E:‘::izm
Edit Delete 05/04/2021 A-Add CARRV No
w Meet Details  Add Meet  View All Meels
Building Room Teacher Type 'I
Edit Delete History 002 -LEGACY HIGH 443 P - Primary
4. Click Edit Section on the Section Details.
Ctrl Min O
Course Shori Descriplion Curriculum Sec = Set |Cal Bell Stu 5
000928
Expand All 4 ge All  Modify Details (displaying 3 of 3)  View Printable Details
w Section Details § Edit Section [History
Control Minimum Optirm|
Section Status Set Calendar Bell Students Stude
" A - Active YR - 002 - LEGACY HIGH 2
YEAR

Since we cannot inactivate a class, edit the number of students allowed to enroll to zero.
When you auto-schedule a student, this section will not be available for scheduling based
on this update.

5. Update the Minimum Students, Optimum Students and Maximum Students to 0.
6. Click Save.

O Designate Class as Homeroom for Ed-Fi Export

Edit Section N = 9 & |2
Entity: [002 |[LEGACY HIGH | School Year: [2022 Course Key: (000928 || TAKE FLIGHT r——
Status: Number of Requests: (1| Section: 11| ——

General Properties e
Class Status: Minimum Students: EI Attendance Method:
* Class Control Set: | YR ¥ |YEAR Optimum Students: El [ assign Seats
* Calendar:| 002 ¥ |LEGACY HIGH Maximum Students: Ijl Rows: Columns:
Bell Schedule: hd Scheduling_Category: Grading Method:

[ Allow Students with No Category to be Assigned

O Exclude from the Automatic Posting of Gradebook Grades

Last updated 7/24/2025
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7. Click Edit on the Meet Details.
|

w» Meet Details  Add Mest  View All Meets

Building Room Teacher Type ]
Edit ielete History 002 - LEGACY HIGH 443 P - Primary

You will get the popup below to Edit Class Meet information.

8. Delete the teacher’s name from the Teacher field.

9. Click Save.
Edit Class Meet

Course e Save
Entity: |002 LEGACY HIGH EBack

Class: |000928/11 TAKE FLIGHT
Control Set: |YR Class Status: |Active

Warning: Students Scheduled.
Updating fields that change when the Section meets may cause conflicts. @

Start and Stop Terms

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

Meet Pattern
MTWRFS
* Display Period: Display: m|EO
* Scheduling Period: Scheduling: O
* Attendance Period: Attendance: EEO

Lunch Code
®nNone OGroupA OGroupB OGroupC OGroupd O Group E O Group F

Building: | 002 ¥ LEGACY HIGH
* Room: 443 ¥ 443 Type: Usage: |1/28
eTeacher: adll Combined Room Usage: [Term Error
Teacher Type E‘ Display This Class Meet On Student Schedules

Allow Access to EA+

@primary O Altemate Allow Access to Gradebook

A Drop record will be added under Teacher Transactions. You may see additional Add or
Drop records depending on previous changes made to the meet.

bt Teacher Transactions
Effective Date Transaction Type Teacher Clg
ST EERTe U A T
H Delete 06/22/2022 D - Drop ] 01
1 A-Add i
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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 dropping a teacher for a previous
or future date. If a future date is entered to drop a teacher, the teacher will lose access to their
Gradebook immediately and not based on the effective date entered.

You will need to repeat these steps (1-9) for each section that needs to be closed.

Scheduling Students

Manually Schedule Individual Students in Sections

To manually schedule a student into a course:
1. In Skyward, go to Students>Student Profile.

Home |« Families | Staff Stud_ent |
Services | o4
4Q
C{ | = Students - ST Setup
| | Student Profile - PR Ln
ent Browse - Lh
Custom Forms - CF Lh
Data Mining - DM Lh
Pseudo Approval - PA 1]
Reports - RE Ln
2. Go to the Scheduling>Current tab.
3. Click Add Course.
4. In the Course lookup field, enter the course number.
5. Highlight the Course/Section to schedule.
6. Click Schedule Class.
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Home ‘v Students MU

Student | Food - ration | Educator | Advanced | FederalState | Custom
| sttt | Shioee | Semvice | Offce | Adminisration | \ZSE | A0 Ee | M g | Repors |

4l | Current Scheduling (Main Screen) 5 €] New Window ¢SaMy Print Queu
Custs Tab:
pelamee e Student. | 7 dit Schedule (2021-22) - Entity 003 - WS\ST\TB\SC\CSACS - 11298 - 05.22.0200.10 - Google Chrome - o x
» General
Sy Gradve] @ skyward.iscorp.com/scripts/wsisa.dll/WService=wsedumidlandisdtrty/sschdedit15T.w
Customi i =
Scheduling Edit Schedule ( ) A @wD G2
OtherID:
Student:

Future Curren|| oradve:
Entry/With
gy v @| Student Schedule Legend Student Requests
Grades
Prd | Term Course Description Class Start. Days Meet Credits. Course. Term Credits. -
Transcript Views: Y ®m &
» GPA | 3
Prd & lesc
Attendance e e
ey Quick Entry Buid
» Emergency e Wakin _Schedute
Future Scheduler
» Discipline Transactions ST
Period
P TXINCLB s
b Special Prgms >
At-Risk Credi Credits:
Ddorecialt Course Fiter Views Fiters Y @
» Health = Atemates
sehed G atemtes
Activi Aval Days i View Trans
] - Course & Sec  |ShodDescripion  |Fit | Seats Term Pd | Mest Teacher ¢ | Course Mew Trans )
» * Portfolio 1 889597 16 INST SUP BIO Yes 0 YR (01-06) 06 MTWRF ( FEuture
2 089597 INST SUP BIO Yes 0 R (01- MTWRF ( View All e
P Grad Reqs Lir =k
5 [alssam s e | | eoon| || M
¥ Test Scores Teacher: (ALl Teachers v 4 T12con COUNSMH Yes 35
paCateorisy Teacher: B 5 121 D Yes 35 T
Guidance [ only Classes with Seats Available i e IRty Yes 35
" DO“\V Classes that Fit 7 TR3704 TAFCYB Yes 3
Edu Milestones g TRao03 *ASL 2 Yes 35
P Vocational Ed 9 TR7011 TR1 CRINVEST Yes 35
» Locker 10 TRE200 TR1  SPORTMDL Yes 35 YR (01-06) -
;
» Busing

4 4 ¥ Wi 13 records displayed

7. Select the appropriate Scheduling Terms.
8. Click Continue.

Schedule Class

Schedule Class

Student:
DOB:

Class Information: ELA300/ 01

: !
Class: [ELAS00/ 01 Class Control Set

Desc: |[ENG 3 =
Term: [YR (01-06) cheduling Terms: [YR (@81-86) - YEAR [Normal]
Prd: |00

9. Click Back.
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Edit Schedule (2( ?
Student:
Grad Yr: . e
Student Schedule Legend Student Requests
Prd | Term Course Diescription Class Start Days Meet Credits Edit Course Term Credits
00 |YR (01-06) |ELA300/01 ENG 3 08/02/2022 MTWRF 1.000 Change
Unschedule
Delete
View Meets Reguest
Quick Entry
View Trans —
- Walk-In
Period Scheduler
Times T
»
Credits: 1.000 Credits: 0.000)
Course Filter Views: | General w | Filters: [ *Skyward Default w N T e §c£;g;|e
Sched Group: i
E Avail Days Beguest
Course Sec | Shori Description Fit Seals Term Prd | Mest Teacher | Caurse,
1 ELA2@1 og ENG 2 EAS No 35 YR (01-068) 00 MTWRF (
Subject: Appy 2 ELA202 01 ENG2EASG 35 YR (01-06) 00 NTWRF iew a1
Period: E-EEE_-E_ (01-06) m-m_—: —
Teacher: 4 ELA300 ENG 3 YR (01-06) 00 MTWRF (
Tredte v 5 ELA30G 03 |ENG3 No | 35 YR (01-06) |00  |MTWRF (Jf |\ 0tio0s
0O Only Classes with Seats Available 6 ELA3BE 04 ENG 3 No 35 YR (01-06) 00 MTWRF [
[ only Classes that Fit 7 ELA3@8 035 ENG 3 No 35 YR (01-06) |00 MTWRF (
8 ELA3B@ 06 ENG 3 No 35 YR (01-06) 00 MTWRF (
0 ELA3B8 07 ENG 3 No 35 YR (01-06) |00 MTWRF (
10 ELA3@8 0g ENG 3 No 35 YR (01-06) |00 MTWRF [~
»
M4 4 » Wl 20 records displayed Course: | aBc

Mass Schedule Multiple Students in Sections

Mass Add/Change/Delete Student Request

This utility allows you to add, change, or delete requests for a course or courses for many
students at once and can be used to schedule students into courses.

To run the Mass Add/Change/Delete Student Request:

1. Go to Office>Current Scheduling>Student Schedule Generation

Home |v Families | Staff | SS;‘rJ\i‘z;; S';cr,voige
- Q + Student Man
~ Current Scheduling - CS Setup
Reports - RE Lm|
= Build Course Master - BC Setup
» Curriculum Master - CU T
Course Master - CM |
Section Master - SM Lm|
< Reporis - RE Lm|
» - Student Schedule Generation - 85 Setup
N EogbyiStidantyBs Configuration - CF "T_|
Entry by Class —BC  FINGSS =0T, e
P Reports - RE -
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2. Click Mass Add/Change/Delete Student Requests.
< 4~ Utilities s

1J o to Student Schedule Generation Configuration - CF
=3 Utilities - UT

----- 11 study Hall Scheduler - SH

[ Mass Add Students fo Course/Class - MA
1| Mass Add/Change/Delete Student Requests - MC
1| Mass Assign Student Scheduling Status - MS

----- ] Mass Assign Variable Earned Credits - VE

3. Click Add.
Mass Add/Change/Delete Student Requests a2 . IR
Display My Templates [ Display Shared Templates [ Display Skyward Templates
Mass Add/Change/Delete Student Requests Templates = .j-h' Process
Template Type & Description Created By Pmi?:fing
1)User  [CrsMasterCleanup  |ARANDAROIAS, CHRISTINA M. | Ry
e T
3 2) Entity MASS MOVE ARANDA-ROJAS, CHRISTINA M. .= L
Clone
Delete
4. To create a template, follow the steps below:
1. Enter a Template Description.
2. OPTIONAL: Click Share with other users in entity (###).
3. Verify the School Year.
4. In the Process By section, select one of the following options:
e Individual
e Multiple Students
e Range
e Course
5. Update the Effective Date to date when students will actually be enrolled in
class.
6. Inthe Process Type section, select Add Course/Class.
7. Click Scheduled Class.
8. In the Select Classes popup, select the Course(s) to add and then click Select.
9. Click Save and Process.
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Mass Add/Change/Delete Student Requests

Mass Add/Change/Delete Student Request Processing Options Save
process will mass add, change, or delete student course requests and/or scheduled class sections. A list of the 9 Save and

ted student or students within range will be displayed prior to processing. Process
Back
Template Settings
* Template Description: |Mass Schedule Students |
[] Share with other users in entity 002
eS(huol ear: | 282 -
Process By
O Individual O Multiple Students ® Range O Course Range
Exclusion Courses
Exclusions
Clear
P
e * Effective Date: |08/01/20¢ I:l Calendar Start Date: |06/23/207 - End Date: |08/01/20; 2
Process Type
@ Add Course/Class (@] Change Course/Class O Delete Course/Class (O Mass Delete All Reguesis
Course |
pulioquest,., {77 Select Classes - Entity 002 - WS\OR\CS\SS\PS\UT\MC - 9926 - 05.22.02.00.10 - Google..  — O =
Clear
1 & skyward.iscorp.com/scripts/wsisa.dllfWService=wsedumidlandisdtrntx/smclsbrws001.w
Scheduled | |[ELA200/01 =
e SR Select Classes 2. @ O o (2
Clear

e Select

- Back

Views: | General w | Filters: | Skyward Default Quick Filter (18) w

Select Course a Descripfion
10 832455
2 [

Teacher
52 <Mo Mest= -
=MNo Meat=

Asterisk (*) denotes a reguired field Select All

Unselect All

4 TESHE =Mo Mest=
5 O Tessua SUEJL TS1 <No Meet>
6 [ T12HL HLTHSCI TS1 <MNp Meets>
7 O TNGCON COUNSMH NG TS1 <Mo Mest>
8 O TR4BET *SSSPANZ TS1 <Mo Meet>
9 O TRS@E1 HEBSCSS TS1 <No Mest>
10 O TR5883 HSNTSS TS1 <Nop Meets>
11 TR3B2E SPORTMD1 TS1 <Mo Mest>
12 O TRESUZ SUBATH2 T51

13 O TRESUZ SUBATH3 TS1

14 O TRARPH ART2PHTO TS1 <Mo Meet>
15 O TRFACO FAMCOSRV TS1 <Mo Meet=
16 OJ TRYCHN CHIMESE 2 TS1 <No Megt>

10. Once the utility has completed processing, click Preview Data to Process.
Mass Add/Change/Delete Student Requests b W nfl

Template Description: ;E_L_A_; | Back |
Processing Messages

Preview process has completed and has found records to process.
Select the 'Preview Data to Process’ button to continue.

Process Options

I | Preview Data to Process .I

i S VR i
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11. Review the students carefully and click Remove From Update to remove
students as needed OR click Back.

Mass Add Course/Class A E@O S ?
Views: | General w | Eilters: [ *Skyward Default v Y i @ &, Bgmﬂe
Student Key & Student Id Last Mame First Middle Other Id Grad Year Grade CY S5is | NY Sts | Gend todle
2 A 2025 10 I A M
3A 2025 10 I A F
1A 2025 10 I A M
5A 2025 10 I A F
6 A 2025 10 I A F
v
o Anne n . . -
< >
M 4 b W 200 records displayed Student Key: | |[2B¢c]

12. Click Run the Update.
Mass Add/Change/Delete Student Requests A B @9 g

Template Description: [ELA 2 | | Back |

Processing Messages

Preview process has completed and has found records to process.
Select the 'Preview Data to Process' button to continue.

Process Options

| Preview Data to Process |

Run the Update "

13. Click Yes.

By clicking Yes the update process will be run, making
permanent changes that cannot be undonel

The update process will be run on the print gueue and the
status can be viewed there.
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14. Once the utility has completed processing, click Display Report.
Below is an example of the report

Issmsr02.p 11-4 LECACY HIGH 03/28/22 Page: 1
05.22.02.00.00 *TrnDB* Mass Add Student Requests { 12:04 PM

Process Type: Add Course/Class
Course/Class List: ELAzOD

Exclusions

Course/Class
Student Name Other Id Grade Grad Year Added Status Career Plan

1o 2025 I Create Successful

1o 2025 I Create Successful
1o 2025 I Create Successful

10 2025 I Create Successful

Schedule Change Procedures

Configure the Scheduling Screen Defaults
Setup your Transaction Update Options default settings as outlined below. This will help
ensure schedule changes are being identified correctly.

To setup the Transaction Update Options:
1. In Skyward, go to Students > Student Profile.

Home |YEIH= Families |

Q|

| | « Students - ST

¥ Student Profile - PR

Student Browse - 5T

2. Expand the Scheduling > Current tab.

3. Click Options.

4. In the Default Settings popup, check the highlighted boxes.
5. Click Save.
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= Student | Food c——— Educator | Advanced | Federal/State | Custom
e ‘vm Familes | St | SEnvices | Senvice ‘ Ofce | Administration | Access Plus | Features ‘ Reporting | Reports |O‘

al Sl Sl Lieln See)) 0 §i(f Default Settings - Entity 002 - WS\ST\TB\SC\CS\CS - 11298 - 05.22.020.. — [m] X

Customize Tabs . § - § :
utomize 1 iients & skyward.iscorp.com/scripts/wsisa.dll/WService=wsedumidlandisdtrntx/sschdedi...
P General fault Sett .
' etau ettings A ] = | ?
» Entity Grad Yez g A B@ O S
Customiz
Scheduling B Transaction Update Options e
OtherID: o
* Calendar: 002 ¥ LEGACY HIGH _2a
Ire Current Scheduling (v i] Sz asn O 1nclude Effective Date in Save
+ 5
EntryMith ) i - e Effective Date: [06/23/2C
view: @ List O Matrix O Semester-Day O Weekday By Term I Options I Prompt For Effective Date
Grades [ Record Person Requesting Schedule Change

Transcript Views: [ General v | Elters: [ =0e-25 (YR = vear) ~| Reguested By:

» GPA En Sip | OJPrompt to Apply Attendance When Changing Sections
Prd a |Tom Trm* | Trm* Course Descripfion Str Date Days |
Attendance . 2
There are no records to display; check your filter settings. Preference and Display Options
Family

Schedule Display Options
Display All Classes

P Emergency

» Discipline n
Display Enrolled Classes
» TXINCLB Display Dropped Classes
» Special Prgms O po not display Future Transactions
At-Risk Display Period By Period Course Availability
» Special Ed Display 'Adjusted’ Records in Light Blue
Display ‘Double Booked' Records in Yellow
P Health

[ Display Only Courses At Student's Grade Level On Add
Activity Display Class Control Set Selection Screen on Add
O Display Only Classes that Fit when Adding By Open Classes

» * Portfolio e

[ Display Only Same Term/Period/Day Classes When Replacing a Course
» Grad Regs [ pisplay Student Enrollment By Term on Add
b Test Scores Display Class Start Date in Student's Schedule

[ Hide Teacher Name in Current Scheduling

[ Hide Room Mumber in Current Scheduling

Guidance [ Display Supplemental Auto-Scheduling Arbitrary Scheduling Techniques
Use Academic Hours instead of Credits

b Categories

Edu Milestones
» Vocational Ed Alert Message Options
» Locker B Alert When Adding to Students That Have Graduated
B Alert When Adding a Course the Student Has Already Passed E‘

¥ Busing B Alert When Adding a Class That Violates a Scheduling Constraint

Food Service

Schedule Change Options

e Chng Section — Use this option to move a student from one section of a course to
another section of the same course (i.e. 001120.01 English 1 to 001120.02 English 1).
This option will also move any cycle/term posted grades for the old class to the new
class.

e Activate — This option is available for a dropped course (highlighted in green) and is
used to reactivate the previously dropped class.

e Drop - This option is used to drop a class that will not be replaced by another course or
section.

e Replace — This option is used to move from one course to a completely different course.
This option should only be used if the student never went to the first course, and has
been in the second course all year. Example, a student was put in a GPA weighted
course for the year, however, upon further review it turns out the student should have
been in the Non-GPA course. The replace option would be used.
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Change Section with the SAME Course (Chng Sect)

Follow these steps to move a student from one section of a course to another section of the
same course.

Example: Move student from English 1 (0707) section 01 to English 1 (0707) section 02.

1. Go to the Scheduling>Current tab and locate the student by Student ID, Name or by
clicking the Student link.
2. Highlight the course that needs to be changed and then click Chng Sect.

] Student | Foad ictvation | Educator | Advanced | Federal/State | Custarn
e " Familes | Staff | S0, | (2%, | Offce | Adminisration | oSSt | A0S | M araring | Repers |

<l |- Current Scheduling (Main Screen) v 1 ew Window €My Print Queue:
Customize Tabs 3 o
» General
» Entity Grad Yea %
; Customiz
v Scheduling
OtherIn:f
utrE Current Scheduling (2021-7" —ganscrieT
EntryMWith ) ) -
View: @ List OMatrix O Semester-Day O Weekday By Term Options Email Legend History
Grades e e—
Transcript Views: [General v | Eilters: [+09-95 (YR = Vear) v roW = @
» GPA ERED
Prda |Tm |Tm* |Tm* |Couse Description siDaie  |Days Bl |Room | Teacher Credits|  Acadbirs|Tea | Period Times Buiing Desc | Room Desc
Attendance 101 YR 0L 06 007832/11 PRI ART/AV/C 08/02/2021 |MTWRF 044 213 1.000 0.000 M 8:40AM- 9:30AM  MIDLAND FRESE 213 Add Course
Family 202 YR 01 06 092120/23  *TPC 08/02/2021 | 044 119 1.000 0.000 M| 9:34AM-10:24AM MIDLAND FRESF 119 e
D 303 YR 01 06  903220/31  *COTEACHALG1  08/02/2021 M 044 206 1.000 0.000 A |10:28AM-11:18AV MIDLAND FRESH 206 | Schedule |
- 404 YR 01 06 ©04416/a1  "SPANISH 1 08/02/2021 | 044 103 1.000 0.000 M | 11:224M-12:12PM MIDLAND FRESF 103 T—
P Discipline 505 YR 0L (06 |99900e/e5 | LUNCH 08/02/2021 |1 044 CAFE 0.000 0.000 M |11:52AM-12:42PM  MIDLAND FRESF CAFE
» TXINCLB 2 il Lo o l & i) SoLLL
S o w Jor Jos sesem [woros [ouoozon [l Jow Jis | ? :
2 J EEE i i TP Unscheduie
AL 909 YR (0L 05 ©99205/24  ADVISORY 08/02/2021 | 044104 =
» Special Ed Scheduler

3. Highlight the course to add to the student’s schedule and then click Schedule Class.

Edit Schedule (202 A (- I ]
Student:
Back
Grad Yr: = oo —
Student Schedule Legend Student Requests
Prd | Term Course Descripfion Class Start Days Meet Credits Course Term Credits
01 YR (01-06) 007832/11 PRI ART/AV/C 08/02/2021 MTWRF 1.000
02 YR (01-06) 002120/23 *IPC 08022021 MTWRF 1.000
03 YR (01-06) 00322C/31 “CO-TEACH ALG 1 08/02/2021 MTWRF 1.000
04 YR (01-06) 004410/41 *SPANISH 1 08022021 MTWRF 1.000 ——
05 YR (01-06) 009000/05 LUNCH 08/02/2021 MTWRF 0.000 ﬁ
06 YR (01-06) 00112C/61 “CO-TEACH ENG 1 08/02/2021 _ MTWRF 1.000 S e
07 | YR (01-06) |005120/71 |*W GEOG |ogfo2/2021 | mmwRF |1.000 e
08 YR (01-06) 008550/81 B-GOLF1 08/02/2021 __ MTWRF 1.000 —T=r
09 YR (01-06) 009205/24 ADVISORY 08/02/2021 MTWRF 0.000 7 | Times
»
Credits: 7.000 Credits: 0.000)
Course Filter Views: | General v | Eilters: [ *Skyward Default v | T i ELQ §%|Ieag:|e
Sched Group: one v
Avail Days
Course & Sec | Short Description | Fit | Seals Term Frd | Mest Teacher £ View Al
1 ees120 |11 [*weE0G \ | 7 [YR (01-06) [01  |MTwRF { Meets
Subject: A11 = 2 885129 17 "W GEOG No 1 YR(01-06) 01  MTRRF ¢
Period: | *A11% w 3 @es1ze 13 *W GEOG No 3 YR(01-06) |01  |MTWRF (
Teacher: 411 s ~ 4 985128 14 *W GEOG No 6 YR (01-06) 01 MTWRF (
i - 5 9es12e 21 *W GEOG No 5 YR (D1-06) |02 RF (
Only Classes with Seats Available 5 [BAET0 2 "W GEOG No 5 ¥R (01-06) |02 MTWRF (
Only Classes that Fit 7 @es12e 23 *W GEOG No 5 YR (D1-06) |02 RF (
8 985128 31 *W GEOG No 2 YR (01-06) 03 MTWRF (
9 ges12e 32 *W GEOG No 1 YR(01-06) |03  |MTWRF (
10 #@5128 33 *W GEOG No 1 YR (01-06) 03 MTWRF e (=
»
4 4 b M 20 records displayed (nur;e::} Bc
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4. In the Change Section area, input the following:

1. Update the Class Control Set as needed for the new class/section (refer to the
‘Term Adjustments’ section for more information).

2. Transaction Details: Input the Effective Date for the new class/section. This date
should be the first day the student was enrolled in the new class. A future date
can be used.

3. Update the Class Control Set as needed for the old class/section (refer to the
‘Term Adjustments’ section for more information).

4. Transaction Details: Input the Effective Date for the old class/section. This date
should be the first day the student was no longer enrolled in the class. A future
date can be used.

5. Click Continue.

Change Section a FYXR - DL
Change Section | Continue
i Bak

= Class Information: 005120/ 11

Class: [005120 / 11

Desc: [*W GEOG

Term: YR (01-06)
Prd: |01

Class Control Set
- Scheduling Terms: [ YR (81-86) - YEAR [Normal] %

Transaction Details

Effective Date: [11/12/2( [5] Friday

Scheduling Alerts
Fit Warning: This class does not fit into student's current schedule.

Change Class: 005120/ 71

Class: 005120 / 71
Desc: [*W GEOG

Term: [YR_(01-06)
prd: [07

Class Control Set
Scheduling Terms: [ YR (81-86) - YEAR [Normal] ~

Transaction Details
Date Added: |08/02/2(
Effective Date: [11/12/20 __|[5][Friday

Grade Check Info

Gradebook Grades ARE Present!

Gradebook Assignment Grades

Gradebook Exam Grades

This class cannot be deleted. Continue Scheduling will DROP this class.

IMPORTANT: The Effective Dates are PEIMS reportable.

= The dropped course will now be highlighted in green. Note: If you input a future
transaction date, the course will not be highlighted until that date.
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Current Scheduling ( ] TRAMSCRIPT
View: @ List O Matrix O Semester-Day O Weekday By Term Options Email Legend History
Views: | General V| Flltﬂ| *@B-26 (YR = Year) v|
Sir Stp
Prd Trm Trm* Trm* Course & Descripfion Str Date Days Bldg Raom Teacher
106 YR 01 06 Bae112C/61 *CO-TEACH ENG 1 08/02/2i MTHRF 044 113
2 02 YR m 06 Be2128/23 *IPC 08/02/2i MTWRF 044 119
3 03 YR 01 06 ae322C/31 *CO-TEACH ALG 1 08/02/2i MTWRF 044 206
4 04 YR 01 06 ae4418/41 *SPANISH 1 08/02/21 | MTWRF 044 103
| I I P85128/11 W /12/3| MTWRF 144 128 |
i 07 [y o1 |06 *W GEOG 08/02/ MTWRF 044|106 [ ]|
7 ot YR n 06 Be7E32/11 PRI ART/AVIC 0870212 MTHRF n44 213
g8 08 YR m 06 Be8558/81 B-GOLF1 08/02/2i MTWRF 044 MHS
9 05 YR 01 06 28398a/a5 LUNCH 08/02/2| MTWRF 044 CAFE
10 09 YR m 06 Be92es5/24 ADVISORY 08/02/2 MTWRF 044 104

* If the student had any cycle/term grades, they will now be moved to the new class on
the student’s Grades tab. NOTE: The teacher will need to manually transfer the grades

by using the ‘NEW BUTTON’ in their Gradebook.

Home‘vw Famies | St | SUEER | F00¢ | Ofice | Admiisgaion |  EAUCA00 | Advanced | Federaliste

4l - Grading Tab i

Customize Tabs s
P General
P Entity
P Scheduling .
Entry/With
Grades Grades ( Student In GPA Queue )
Transcript Views: [ General v | Filters: [ #Skyward Default v
P GPA Prd_|Ent Course & Class | Description s |mm |ovi |cv2 |cys [cva
Attendance 1 b 0s 944 22112C 61 *CO-TEACH ENG 1 YR 92 93 93 90
Family 2 b (2 Baa 802128 23 *IPC YR 91 80 90 84
3 b (3 04e 883220 31 *CO-TEACH ALG 1 YR 9 86 97 99
P Emergency =

P Discipline

P TXINCLB o » o7 ea2 085120 71 =W GEOG Dp YR
¥ Special Prgms b 01 042 |ea7832 11 PRI ART/AV/C YR 95 100 (97 97

Custom
‘ Reports

CvYs
94
90
%

93

Cvé
a5
96
97

94

|

1
91
88
91

97
98

udo

I e S = I S T 2 I I

95
96

FIN PR1

92 96
90 90
94 a7

96

97 94

PR2 PR3 |PR4 |PRS |PR6 |SE1 SE2
89 90 100 92 83 86 X
79 80 83 92 94 92 93
89 98 100 95 a7 85 X

N ET 2 N 2
a5

99 96 94 97 87 100 100

At-Risk 8 ¥ ogear A85559 81 B-GOLFL YR T1000 100 1000 100

100

100

100

100

100 100

100" 100 100 00X

Change Course (Replace)

Follow these steps to move a student from one course to a different course. This is only used if
the student has never went to the first course and has been in the second course all year.

Example, a student was put in a GPA weighted course for the year, however, upon further
review it turns out the student should have been in the Non-GPA course. The replace option

would be used.
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1. Go to the Scheduling>Current tab and locate the student by Student ID, Name or by
clicking the Student link.
2. Highlight the course that needs to be changed and then click Replace.

<l |- Current Scheduling (Main Screen) % * §] New Window £ My Print Queue
» General
» Entity Gy E
Custom
¥ Scheduling
OtherID
Future Current Scheduling ) (tRanscaiPT
EntryMith ; ) -
View: @vist O Matrix O semester-Day O Weekday By Term Options Emai Legend History
Grades -
Transcript Views: [General v | Filters:[*60-@6 (YR = Year) ~] Y oul® &
> GPA EED
Proa |Tm [T |Toe | couse S strDaste  |Days Bidg|Room | Teacher Credits| _ Acaairs|Teq | perioa Times Buiking Desc | RoamDesc Edt
Attendance 101 YR 01 06 205120/11 *W GEOG 11/12/2( MTWRF 044 129 1.000 0.000 M 8:40AM- 9:30AM | MIDLAND FRESH 129 Add Course
Family 201 YR 01 06 667832/11  PRIART/AV/C 08/02/21 | MTWRF 04 213 1.000 0000 M 8:40AM- 9:30AM MIDLAND FRESH 213 -
» Emergency 302 YR 01 06 062128/23  *IPC 08/02/20 | MTWRF 044119 1.000 0.000 M | 9:33AM-10:24AM MIDLAND FRESH 119 Schedule
- 403 YR 01 06 00322C/31  *COTEACHALG1  (08/02/21 |MTWRF 044 206 1.000 0.000 A 10:28AM-11:18AV MIDLAND FRESH 206 T
PiDisclpiine 504 YR 01 06  @84418/41  SPANISH1 08/02/2( | MTWRF 044 103 1.000 0.000 M | 11:22AM-12:12PM MIDLAND FRESH 103 -
» TXINCLB 605 YR 01 06  099000/05 LUNCH / MTURF 044 CAFE 0.000 0.000 M 11:52AM-12:42PM MIDLAND FRESH CAFE ”_
X ) ) =CO-] ) » ) 00 0.00¢ : - Repl
» Special Prgms 706 YR 01 06 @el12c/6l COTEACHENG 1 | 08/02/2(  |MTWRF 044113 1.000 0.000 A 12:46PM- 1:36PM MIDLAND FRESH 113 aflcplace,
- 807 YR _01__06 W GEOG 03/00)21 MTLRF 044106 1.000 0.000 i :40PM-2:30PM _ MIDLAND FRESH 106 Unschedule
Aisk (s [ [ jos eesssem |econ o/02/ 10w o000 M [MIDLAND FRES: 15 [
» Special Ed 10 09 YR O 06 000205/28  ADVISORY Cef02/2l  TeRE TE 108 . 0,000 0,000 7 I MIDLAND FREST 107 Scheduler

3. Inthe Replace Section area, input the following:
1. Inthe Course lookup box, input the new course number and then click enter.
2. Verify the correct course is highlighted and then click the arrow to expand the

course.
3. Select Schedule Section.
Replace Section A [ I
Views: |General v| M| *Skyward Default v Nid m @J L& _ Back
MHumber of Mumber of Total Seats
a Course 4 Descripfion Length Subject Req/Elective i R 1 ilabl
12 ; 3
- w Section 41 Class Schedule Section
14 Rm Comb Comb Ftr
Fit Term Prd Str Stp Days Teacher Bld Room - Rm Sect Enrolled Awvail Ei Cat
15 SA0E ysa Total n
ge otals
16 No YR (01-06) 04 01 06 MTHRF TURNER, T 044 BGYM 12100 121100 12/40 1240 28 12/40
17
18 » @@8535 BASEBALL1 YR 125 Elective 1 ] 30
19 » @@s548 VOLLEYBALL1 YR 125 Elective 1 16 50
20 Pk @essas DRILL TEAM YR 120 Elective 1 30 v
13
4 4 » MW 20 records displayed Course: | |[2@c

4. |If grades are present, the following pop-up will display, click Drop.

Drop/inactivate This Class?

Warning! Gradebook Grades ARE Present!
Gradebook Assignment Grades
Gradebook Exam Grades
Gradebook Grade Adjustment Grades

You cannot Delete Class 008550731 for ¢

Do you wish to Drop/inactivate it?

Drop Cancel
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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 2 - Iy
Student:

008550/81 Transaction Information ol Save
Date Added: |08/02/20 Monday Eack

e Effective Date: [[0/08/20 )| [Friday

Asterisk (*) denotes a reguired field

7. Select the appropriate Class Control Set (refer to the ‘Term Adjustments’ section
for more information).

8. Click Select.

Class Control Sets for 008530/41 2 | O o 7
Student: [,

Views: Filters: | *Skyward Default + | T (] = 9 Select
Display Display| Display Sch&d oo Back
Literal & | Descripfion Type Start Stop
-—-m-

2 Y51 ¥51 Subset

3 ¥s2 Y52 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.

Scheduling Conflict...
Warning! Class 008530/41 does not fit into

current schedule.

Would you still like to schedule it?

Schedule Cancel

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.

Page 33 of 50 Last updated 7/24/2025




I!D
Skyward Secondary Current Scheduling Eﬁ- F

< Midland Independent School District
Guide

Transaction Maintenance e MmO S
Student: |1

003530/41 Transaction Information 0 Save
Back
Effective Date: [10/08/20. . ||=2[Friday

Asterisk (*) denotes a required field

= The dropped course will now be highlighted in green. Note: If you input a future
transaction date, the course will not be highlighted until that date.

= |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 data clerk or registrar
remove the grade 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
Gradebook.

Please contact the Student Information Systems department for any questions regarding
this process.

Drop Course (Drop)

The Drop option is used when the student will be dropping a class and NOT replacing it with
another class.

Example: A student will be dropping English 4 (1420) and will NOT be replacing it. Instead the
student will be taking English 4 as A Plus. This is also used whenever changing CTE courses at
the semester.

1. Go to the Scheduling>Current tab and locate the student by Student ID, Name or by

clicking the Student link.
2. Highlight the course that needs to be dropped and then click Drop.
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Home ‘v Familes | Staff | SIS | 000 | Office | Administration | SSuceiey | Advanced | Federaibiate | Custom |

<« K- Current Scheduling (Main Screen) % s ] New Windowr S8 My Print Queue

Other T
Current Scheduling (2021-22) (transcrieT

Day O weekday By Term Options Email Legend History

Y m e (5]

Building Desc | Room Desc
9:30AM | MIDLAND FRESH 129
DLAND ER

R 14 000 1 220 MIDLAND F]
1044|119 1.000 | 0.000 M ___| 9:33AM-10:24AM | MIDLAND FRESE | 119
403 YR 01 06 "*COTEACH ALG 1 T It
504 YR (o1 06 =SPANISH 1
604 YR (01 06 B-BASKETBALL1 =
» Special Prgms 705 YR o1 06 LuncH o+ |care 0.000 0.000 M | 11:52AM-12:42PM MIDLAND FRES CAFE

806 YR 01 06 o112c/61  *COTEACHENG1  08/02/2  MTWRF 044 113 1.000 0000 A 12:46PM- 1:36PM MIDLAND FRESF 113

O 907 vR (o1 oo |EESESSESEEE v ccos oooz/z rmer o108 1000 0.000 1 L:40PM- 2:30PM | MIDLAND FRESY | 106
» Special Ed 1008 YR |01 oc  |EOSSSORSINNNN c-GOLF1 08/02/2 MTRF 044 MHS 1.000 0.000 1 3:05PM- 4:00PM  MIDLAND FRESH MHS
» Health 1109 YR (01 |06  ©209265/24 | ADVISORY 08/02/2  MTRF 044|108 0.000 0.000 M | 2:34PM-3:01PM  MIDLAND FRESF 104

3. If grades are present, the following pop-up will display, click Drop.

Drop/inactivate This Class?

Warning! Gradebook Grades ARE Presentl
Gradebook Assignment Grades
Gradebook Exam Grades

Gradebook Grade Adjustment Grades

You cannot Delete Class 002120/23 for 1

Do you wish to Drop/lnactivate it?

Cancs!

4. In the Transaction Maintenance area, input the following:
1. Input the Effective Date. This date should be the first day the student was no
longer enrolled in the class.
2. Click Save.

Transaction Maintenance o M| T S
Student:
002120/23 Transaction Information e Save
Dzte Added: [07/30/2021 Friday Back
Effective Date: [11/18/20 |2l Thursday
Asterizk (*) denotes a reguired field

* The dropped course will now be highlighted in green. Note: If you input a future
transaction date, the course will not be highlighted until that date.
* The student’s grades will remain with the dropped class.

Future Transactions

Schedule changes can be made using a future date. If checked to show in your transaction
options, these changes will show under the course until the changes take effect.
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Current ling (2021-22) |Transeripts)
view: ® List O matrix O semester-Day O weekday By Term Options Email Legend History
Views: |Gener-al i \ Filters: | *0@-86 (YR = Year) i \
St Stp
Prd & | Trm Trm* Trm* Course Description Sir Date Bldg Room Teacher £ L=
N TS R 77 T osiozr20an e ooz a7 | ool
087175/12 FLORAL FA 08/02/2021 MTWRF 002 706 1.0010
03 51 01 03 @a5422/13 SOCIOLOGY 08/02/2021 MTWRF 002 475 0.500 Sn?ﬂilc“ldula
03 52 04 06 2@5413/53 PSYCHOLOGY 01/04/2022 MTWRF o002 475 0.501
04 YR 01 06 @82335/24 ANATPHYS 08/02/2021 MTWRF 002 604 1.00¢ &
05 YR 01 0o Pe7626/15 *FORENSCI 08/02/2021 MTWRF 002 603 1.000 Chng Sect
06 YR 01 08 2a3260/66 TALG 2 08/02/2021 MTWRF 002 405 1.000 Replace
07 YR o1 06 001320/17 FENG 3 08/02/2021 MTWRF 002 458 1.000 JE
Drop - 08/30, D Unschedule
07 YR 01 06 9013208/37 *EMNG 3 08/02/2021 MTWRF 002 457 1.001 Walk-In
I add - 08730/ I Scheduler
Alternates
» View Trans
9 records displayed Future
Transactions

If the future date schedule changes need to be edited or are no longer needed, follow the steps
below:

1. Go to Student > Student Profile > Scheduling > Current > Future Transactions

Current Scheduling | } [ Transeripts
view: ® List O Matrix O Semester-Day O Weekday By Term _ Options || Email || Legend || History
Views: |Gener‘al V| Filters: | *BP-86 (YR = Year) V| ] =R u;_&
Sir Stp
Prda |Trm  [Tm* |Tm* | Course Description Sir Date Days Bldg Room | Teacher Credits Edit
-E_E-ﬂﬁﬂ--_ Add Course
007175/12 FLORAL FA 08/02/2C MTHWRF 002 706 1.00¢ _7
03 s1 01 03 805422/13 SOCIOLOGY 08/02/20 MTWRF 002 475 0.501 = cﬁi’éile
03 s2 04 06 895413/53 PSYCHOLOGY 01/04/2C  MTWRF 002 475 0.500 |
04 YR 01 06 082335/24 ANATPHYS 08/02/20 | MTWRF 002 604 100t || (D00
05 YR 01 06 007626/15 *FORENSCI 08/02/20  MTWRF 002 605 .00t | Chng Sect
06 YR 01 06 803260/66 *ALG 2 08/02/20  MTWRF 002 405 1.00( S
07 YR 01 06 201320/17 *ENG 3 08/02/20  MTWRF 002 458 S0 1 S —
Drop - 08/30,  Unschedule |
07 YR 01 06 #01320/37 *ENG 3 08/02/20 | MTWRF 002 457 1.00( Walk-In
Add - 08/30/ _Scheduler |
_Alternates |
v View Trans
9 records displayed FEuture
 Transactions|
2. Select the record to be edited or deleted.
e Click Edit to change the date of the schedule change to a different future date.
The Add and Drop record need to be reviewed and edited as needed.
e Click Delete if the schedule change is no longer deleted. Review and delete the
Add and Drop records as needed.
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Future Transactions

A N ISR~k
LA Y QT

Delete

Views: |General - | Fikters'.| *Skyward Default v |

Effective
Daie v

Transaction
Type

Transaction New
Status Course Description Terms | Period

Scheduled |001320/17
Scheduled  001320/37

Teacher Performed By ==
VILLARREAL, ERIN

VILLARREAL, ERIN

Eackee]

*ENG 3

8s/38/28 Add

01-06 07 BEMAVIDEZ,

Term Adjustments

Term adjustments are done to change the Control Set of a course. For example, changing a
class for a student from a Year Long course to a Semester 1 or Semester 2 course.

The following tables will help you determine when to apply Term Adjustments when making
schedule changes or creating a schedule for a new student.

IMPORTANT: Ensure you update the Effective Date when making schedule changes or creating
a schedule since these are PEIMS reportable.

SCHEDULE CHANGE CHART
Student ?tudent enrolls Student enrolls Office Responsibility Teacher Responsibility
. enrolls innewclasson . % S . . " S . .
Scenario durin or for 1 dav of in new class after Detailed instructions will Detailed instructions will be
s1 . 2 v S2 begins be provided to Office staff. provided to teachers.

Effective date for DROPPED course = 1st day student NOT present in class.

Effective date for ADDED course = 1st day student scheduled to be present in class.

Junior High ONLY: Control Control Set = YR for | Control Set=YRfor | e Office MUST enter Teacher MUST use NEW button to
New to MISD Set=YR year long courses or | year long courses or previous cycle grades enter prior cycle grades in their
transfer student for year YS2 for semester YS2 for semester from the prior districton  Gradebook.
with a Non-HS long long courses long courses the Student Profile >
credit course courses. Grades tab and share

grades with teacher.
New to MISD Control Control Set = YS2 Control Set = YS2 . If student transferred Teacher can use NEW button to enter
transfer student Set=YR from outside MISD, their prior cycle grades in their Gradebook
with a HS credit for year Semester 1 grades and for reference purposes only.
course long credits must be entered

courses. in Class History as a

transfer grade. For
detailed instructions,
refer to the ‘Entering
Grades’ section in the
Skyward Secondary
Grade Reporting Guide.

If enrolled during
semester, enter grades
for completed cycles
within that semester and
share grades with
teacher.
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MISD transfer
(includes Non-HS
and HS credit

COUFSES[

Changing a regular
student’s schedule
for same course,
NEW section
(Change Sect
button)

Changing a regular
student’s schedule
to DIFFERENT
course (Replace
button)

This button should
only be used if the
student was NEVER
in the original class,
or if changing a
GPA/NON-GPA
course to a
GPA/NON-GPA
course.

Control
Set=YR
for year
long

courses.

Use CHNG
SECT
option.
Control
Set=YR
for year
long
courses.

Use
REPLACE
option.
Control
Set=YR
for year
long
courses.

Control Set = YS2

Use CHNG SECT

option.

. Control Set =
YS2 for NEW
section

. If the student
moves back to
their original
S1 section
after S2 starts,
change the
Control Set
back to YR.
Leave the
DROPPED
section as is.

Use REPLACE

option.

. Control Set =
YS2 for NEW
section

o Keep
DROPPED
section as YR.

. If the student
moves back to

Control Set = YS2 .

Use CHNG SECT

If student completed
semester 1 at an MISD
campus, verify that their
semester 1 cycle and
semester grades from
their previous MISD
campus are posted on
their Student Profile >
Grades tab and that
credit was awarded, if
applicable. Do not enter
these grades into Class
History.

. If enrolled during
semester, enter grades
for completed cycles
within that semester.

Share grades with
teacher for both
scenarios.

No action needed.

option.

Use REPLACE
option.

Control Set =
YS2 for NEW
section.

Keep
DROPPED
section as YR.
If the student
moves back to
their original
S1 section
after S2 starts,
change the
Control Set
back to YR.
Leave the
DROPPED
section as is.
Enter any missing cycle grades
and share with teacher.
Control Set =
YS2 for new
section

Keep
DROPPED
section as YR.
If the student
moves back to

their original their original
S1 section S1 section
after S2 starts, after S2 starts,
change the change the
Control Set Control Set
back to YR. back to YR.
Leave the Leave the
DROPPED DROPPED
section as is. section as is.
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. If enrolled during a semester for
a YR long course, use the NEW
button to enter completed cycle
grades from incoming campus.

. If enrolled during a semester for
a YS2 course, use the NEW
button to enter completed cycle
grades within that semester.

. If enrolled during a semester for
a YR long course, use the NEW
button to enter completed cycle
grades from incoming campus.

. If enrolled during a semester for
a YR or YS2 course, use the NEW
button to enter completed cycle
grades within that semester.

Follow campus grades' procedures
and use the NEW button to enter
completed cycle grades.
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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 Identify teachers without scheduled classes (select Print Teachers Without
Scheduled 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.

Activities

Activities allow you to group students together; usually for extra-credit activities. Activity
Leaders and Assistants can access student’s information in their gradebook by going to Teacher
Access > My Activities. Activities are also used throughout Skyward for report ranges and
sorting capability.
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Home Teacher Access

Ql
+ Teacher Access
My Gradebook - MG 1]
My Students - MS 1]
My Classes - MC 1]
My Lesson Scheduler - ML 1]
Post Daily Attendance - DA 1
My Activities - MA 1]
My Students With Disabilities - SD 1]
Please use the below chart when creating new activities:
101 thru 149 B Athletics Boys Athletics — break down by gender and A = Athletic
sport
150 thru 199 G Athletics Girls Athletics — break down by gender and A = Athletic
sport
200 thru 224 Band Band - break down by gender and M = Music
instrument
225 thru 249 Orchestra Orchestra - break down by gender and M = Music
instrument
250 thru 274 Choir Choir - break down by gender and/or other M = Music
275 thru 299 Theatre Arts Theatre - break down by gender and/or M = Music
other
300 thru 399 Department Chair Department chair by subject or other C = Academic
400 thru 499 By Program Bilingual, Special Ed, etc. O = Organization
500 thru 599 Intervention Robotics, Academic Decathlon, CIS, etc. C = Academic
600 thru 899 By course Use as needed C = Academic
900 thru 999 Other Use as needed
Add an Activity
1. Go to Office>Activities — AC>Activities — AM.
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v | Students | Families | Staff | Stud_ent | Foo_d Administration | Bz | Ad‘:
Services | Service Access Plus | Fed
4 Q «* Student Management Setup

| Office - OF Setup | | » Discipline - DI Setup |
| » Attendance - AT Setup | | » Health Records - HR Setup |

| » Grading - GR setup | | v Activities - AC Setup

) _ | Activities - AM 3]

| » Current Scheduling - CS Setup Entry by Student- BS L

b 4 Grade Entry by Student - GE L

| » Future Scheduling - F§ Setup DiadelEnyibyiElsS Gl U

s ) Al

q

€

2. Click Add.
3. Inthe Add Activity popup, input the following information:

e Code — Enter a code consisting of up to three characters for the Activity. Refer to
the code chart guidelines on the previous page.

e Short Description — Enter a description for the activity up to 15 characters.

e Long Description — Enter a description for the activity up to 30 characters.

e Type —Select the type of Activity (Extra Curricular, School Sponsored
Community, both, or Other).

e Special Program Link — This option will automatically add students to the
activities that are linked to the select Special Program.

e Start and End Date — The dates entered here could be the actual dates of the
activity or the start and end date of the school year. NOTE: If you are using
Athletic Eligibility, you will want to enter the specific dates of the activities
because it will determine the students whose grades will post for Eligibility.

e Extra-Curricular Type - Extra Curricular Type allows for a further breakdown of
the activity.

e School Sponsored Type — If School Sponsored Community or Extra Curricular &
School Sponsored Community is selected for the “Type,” this field will appear.
Select either Required or Voluntary.

e Use for Grading — Select this option if teachers will be posting athletic eligibility
grades for the activity. If this option is not selected, you will not see the activity
listed on certain grading reports.

e Use Student Participation Start and End Dates — If this option is selected, it will
allow you to specify the dates within the activity start and end dates when each
student is participating in the activity.

e Hide in Family Access — If you do not wish to have this activity displayed in
Family Access, then select this option.
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e If you do not want to add staff to this activity (i.e. football coach, etc.), click Save
and Close.
4. If you want to add staff to this activity, click Save and Add Staff.

= Student | Food o — Educator | Advanced | Federal/State | Custom
Home ‘v| Students | Families ‘ Staft | Services | Service ﬁ Administration ‘ Access Plus | Features | Reporting | Reports |O‘
4f | Activities i €] New Window £ZaMy Print Queue
Views: [Activity Details ~| Eiters: [#A11 Activities v rmE & (e
Entity + |Code | SchiYear |Short Description Long Description Special Program Link | Type Start Date End Date Exira Curr Type sssistant 1
I T T 1 e T M )
2 booz 101 202 ATH-B-SOCCER ATHLETICS BOYS SOCCER Extra Curricular 08/02/2021  ©5/2/2822  Athletic E
3P0z 102 |z s g Activity - Entity 002 - WS\ORACYAM - 10788 - 05.22.02.00.10 - Goagle Chrome - o x b [—c—
4 b o2 103
s b0 104 @ skyward.iscorp.com/scripts/wsisa.dll/WService=wsedumidlandisdtrntx/sactvedit001.w?isPopup=true 5 Mainlain
Staff
6 ooz 10 IAdd Activity ) @ & 2 -l
7 b o002 106 =
8 b 002 107 Activity Maintenance §'g§;’"’ 5 war:rr'\‘em
g Fooz 109 School Year: [262 * Start Date: [08/02/20 [ Monday n ﬁsm . S L, S
10 ¥ 002 110 Entity: |002 LEGACY HIGH * End Date: [05/27/20 [z [Friday Add Staft
-
11 k02 111 * Code: [400 * Extra Curmicular Type: |A | Athletic m— - s | TransLogs
12 P ooz 112 = Short Description: [ATH-G-WP School Sponsored Type:[Voluntary v ] )
13 ¥ 002 113 * Long Description: |ATHLETICS GIRLS WATER POLO B use for Grading IZ‘
14 ¥ 002 114 Type: | Extra Curricular & School Sponsored Community ~|  [Juse Student Participation Start and End Dates [2]
15 P o2 115 Spedial Program Link: @ & Hide in Family Access
16 b 002 116 |
Asterisk (*) denotes a required field
17 ooz 200
. o
5. Click Add Activity Staff.
. . ..
6. In the Staff Selection popup, select on or more staff to add to this activity.
7. Click Select.
Maintain Activity Staff I | [ I E o
Activity: 999 - ATHLETICS GIRLS WATER POLO Entity: 002 School Year: |20
Activity Staff Add Activity
Staff
Last Mame + First Name Middle Mame Key Activity Leader Change
No records available Leader
Status
§17 Staff Selection - Entity 002 - WS\ORAC\AM - 10788 - 05.22,02.00.10 - Gaogle Chrome Delete
c .. P A - g . Finish
8 skyward.iscorp.com/scripts/wsisa.dll/WService=wsedumidlandisdtrntx/scommname(g e ——
Staff Selection J2 ) [ IR~ R )
Views: Filters: [*A11 Staff v v [ @ | Switch
| | W G o | S
- Last Name First Middle MName Key CY Status
10 Inactive Select |
20 Inactive
) Back
1 20 Inactive — B —
{4 a0 Inactive nja
5 0 Inactive Voluntary
¥ |ARANDAROIAS ____|CHRISTINA__[MARIE ___[ARANDCHROG2 _[Acive |
D- ARANDA-ROJAS CHRISTINA ARANDCHRO@2 ] Voluntary
il Inactive
° Voluntarv

8. OPTIONAL: If you want to designate a leader of the activity, you will highlight the staff
member and select Change Leader Status.
9. Click Finish.
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Maintain Activity Staff 2. WMo 5 (?
Activity: 999 - ATHLETICS GIRLS WATER. POLO Entity: (002 School Year: 202
Activity Staff (Leader: ARANDA-ROJAS, CHRISTINA) add;c#vits-
a
Last Name & First Hame Middle Hame Key Activity Leader Change
| ARANDA-ROJAS | CHRISTINA | MARIE | ARANDCHRO02 | yes | 8 '—Selgﬂg
HARRIS "CHERIE ! "HARRICHEDOO 'no R

Delete

e FEinish

2 records displayed

Lookup Last Name: |

Add Students to an Activity

Students can be added to an activity multiple ways.

To add one or more students to activities:
1. Go to Office>Activities — AC>Activities — AM.

~| Students | Familes | staff | S0 | Fo00 WELSH Administration | ,ZOuRot | A0
Services | Service Access Plus | Fed

4 Q # Student Management Setup

| Office - OF Setup | | » Discipline - DI Setup |

| F Attendance - AT Setup | | ¥ Health Records - HR Setup |

| » Grading - GR Setup | ~ Activities - AC Setup

) _ | Activities - AM 5

| » Current Scheduling - CS Setup | Entry by Studsnt - BS €

“ || Grade Entry by Student - GE Ll

| » Future Scheduling - FS Setup | grade im?; hy:{ljss =ElE %

. 3 eport Cards -
Field Trip Master - FT q
Reports - RE q

2. Expand the activity to add students to and in the Student Roster section, select Add
Student.

3. Inthe Add Individual Students — Student Details popup, select one or more students to
add the activity to and then click Save.
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Federal/State

Home |v| Students | Familiss | Staff ‘ Sltenn Ay m Administration Selliemer Atz Reporting

Custom Q
Services | Service Access Plus | Features |

Reports

4l - Activities 77

Views: [Activity Details | Filters: [ *a11 Activities w|

Entity 4 |Code | SchlYear |Short Description Long Description Special Program Link | Type Start Date End Date Exira Curr Type
ATHLETICS GIRLS WATER POLO Extra Curric. & School Spon. Cor|  ©8/82/2021 85/27/2022

and All Collapse All  Modify Details (displaying 4 of 4) View Printable Details
o)

w Student Ros Add Student | Add Studenis by Class  View All Students  Student Requirements Entry

There are no Stud ]
"/f Add Individual Students - Student Details - Entity 002 - WS\OP\AC\AM - 10788 - 05.22.02.00.10 - Google Chrome
» Activity Events
8@ skyward.iscorp.com/scripts/wsisa.dll/\WService=wsedumidlandisdtrntx/sfldtbrws011.w?isPopup=true
» Activity Requirem
i B = k) K
bon |mt 2028 Add Individual Students - Student Details A= O & |7
b 002 |ESL 20214 views: |Student Details w| Filters:[ A1l Students v Y W @ = -
P 002 GAT 2021 Grad Y | Select All
¥ ooz P 2021 Last Name & First Middle Yi|GR S |G |Advisor School S
voz s oot 40 lg 0000 T TTnT 66D 1T M 002 e [ Desctectan
3 L 20212 A A F 002 _ Shewn
0O §- 2016/ GD 1 1 M 002 [ Back |
40 £ 2024 10 A A M 002
5 A 201860 1 1 F ooz |
CEANE | 207)6D 1 |1 [F | oo | |
70 £ 2023 11 A A M 002
s O £ 2020 GD I |I |F 002
9 20018 GD 1 1 F 002
10 0 £ 2020 GD I |I |F 002
o
‘ 3
4 I 4 ¥ W 20 records displayed Lookup: | | 2@c)
| —

To add students to activities by class:

1. Go to Office>Activities — AC>Activities — AM.

~| Students | Families | Staff | Student | Food WORIS agministration | , Educator | AdY
Services | Service Access Plus | Fed

4 Q + Student Management Setup

Office - OF Setup » Discipline - DI Setup
» Attendance - AT Setup | » Health Records - HR Setup

» Grading - GR Setup « Activities - AC Setup

) ~ | Activities - AM 3]
| » Current Scheduling - CS sewp | || Entry by Student - BS Q4
- “ || Grade Entry by Student - GE Ll
» Future Scheduling - FS Setup DiadelEnyibyiElsS Gl o

L ) || Report Cards - RC L
Field Trip Master - FT Ll

Reports - RE q

2. Expand the activity to add students to and in the Student Roster section, select Add
Students by Class.
3. Select one or more classes and then click Run.
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- Student Food .. . Educator Advanced | Federal/State | Custom
Ao ‘v‘ R | Fanlles | = | Services | Service Al Access Plus | Features ‘ Reporting ‘ Reports ‘Q

B  Activities ¥

Views: [ Activity Details w | Filters: [ *A11 Activities v |

Short Descriplion Long Description Special Program Link Start Datq
ATHLETICS GIRLS WATER POLO Extra Curric. & School Spon. Cor| 98/02/28)

. od Al Collapse All Modify Details (displaying 4 of 4) View Printable Details

o T 2

w Student Roster Add Student | Add Students by Class | View All Students  Student Requirements Entry

l There are no Students parlicipating in this Acfivity.

» Activity £t Add Students by Class - Class Details - Entity 002 - WS\OF\VACVAM - 10788 - 05.22.02.00.10 - Google Chrome
» Activity| 8 skyward.iscorp.com/scripts/wsisa.dll/WService=wsedumidlandisdtrntx/sactvbrws005.w
» 002 Es1 | Add Students by Class - Class Details A B@ T o 7
»
> Eg; Zil_;_ Views: | Class Details v| ﬁlters:| #411 Classes v| T @ =] Run | :
P 002 (SP1 | |SE|eCt|CDIJISE!A |Sec |Descriplion |Subj |Terms |Pd |Teacher |Days |Ruur4 | Back p.
b oz sp2| 1 D 832455 551 ALGEBRAIC REAS SEM 004 51 (01-03) b
ELA208 R | | |
L reotte 0l HEATH EDUCATION 120 _iS1010)_ I B
S1(01-02
5 D Tessua  TS1  SUBIL 120 |51(01-03)
6 0 Ti2HL TS1  HLTHSCI 190 YR (01-06)
7 0 |Tugcon TSI COUNSMH NOGPA 190 YR (D1-06)
8 0 TRese7  TS1  SSSPAN2 006 YR (01-06)
»
4 4 » W 16 records displayed Course:
: i
To add students to activities by course:
1. Go to Office>Current Scheduling - CS>Build Course Master — BC>Course Master - CM.
»| Students | Families | Staff | Student | Food g
Services | Service
J Q " Student Mar
+ Current Scheduling - CS Setup
Reports - RE L
+ Build Course Master - BC Setup
Curriculum Master - CU L
Course Master- CM L
ection Master - L
Reports - RE L
2. Highlight the course to add the activity to and then click Edit Course.
3. Input the Activity Link and then click Save.
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= Student | Food e Educator | Advanced | Federal/State | Custom
flome ‘v| Sidente ‘ feiics | Sl Services | Service ﬂ Al ‘ Access Plus | Features | Reporting | Reports. |O‘
< Course Master (202 ) W 4] New window 3 My Print Queue
ews: | C Detail Filters: [ +A11 ¢ R Swilch
Views: | Course Details | Hilters: [ ourses ~| romW @ | S
Act
c Subj |Grs [Dept |R Schd | Schd Nor|  MNbr| Seals| Has | Has | Eamed Gd| Grd|"
s cd Ty Type | Priorl _Regs| _ Sct__Availl_Atd | Grd Crdis Fee L Add
1| ¥ PeD10S HLTH ED PED105 A [SEM |120 120 [E |[R [N ] 35 Yes 0.500 09 12 - |\loure.,
2z 8 s Ecit
3 b Tezy| €1 Edit Course - Entity 002 - WS\ORCS\BCICM\CM - 9889 - 05.22.02.00.10 - Google Chrome 3 _ Course
4 ¥ ToSNE| @ skyward.iscorp.com/scripts/wsisa.dll/WService=wsedumidlandisdtrntx/sschdedit001.w7isPopup=true 2
5 b Teasul 2
Edit Course L - Glone
6 ¥ Teasy 2 Course
7 P Teass Entity: |002 LEGACY HIGH School Year: |20: * Curriculum: |PED105 (000) ¥ HLTH ED e 2
Build
8 ¥ TI2L + course Key: [PED10S * Short Description: [HLTH ED * Long Description: [HEALTH EDUCATION | Save and 2 CDTJ‘FSS
9 b TNGCO) Bojlo Brey 2 Timetable
Gourse —
General Properties —
10 b TR219{ = 2
11 ¥ TRaoa Course Length Set: subjert: (120 |¥ 120 Cajeieg >
12 P TR40D Grade Set: [SEMESTER Tupe: = . 5 —_— E
- ac
13 b TRa0E Course Status: Department: 120 |v 120 demic Hours: 0.000) — 2
14 b TRs00 Elective/Required: My Lnk. 888 = ATHLETICS GIAL Earned Credits: 0.500] 2
15 b TRs00) Category: e = [ Core Academic Subject F
» Schedule Type: Grade Course
16 P TRsee( Report Card: = 2
X Grading System: Lock Group: M O repeatable For Credit
jif R Current Requests: ol [ Locked to Scheduler 2
Grading Type: quests:
19 b TRESY . e M Seats Avalable: 5 [ Allow Teacher Conferences 2
20 b TRARPS I AT sl [ pefault Course for Career Plan 2
N Transcript GLO: ||| Include Tran GLO in GPA Estimated Nbr of Sections:
. websteaddress: | Actual N of Sections: |1 !
_ = Website Display:

Activity Report by Student

The Activity Report by Student lists the students and the activities in which they are enrolled.

To run this report, follow the instructions below:

1. Go to Office>Activities — AC>Reports — RE.

v| Students | Families | Staff | Student | Food RN Administration |  Educator | Ady
Services | Service Access Plus | Fed
Q " Student Management Sstup
Office - OF Setup + Discipline - DI Setup
} Attendance - AT Setup ‘ ‘ } Health Records - HR Setup
+ Grading - GR Setup ~ Activities - AC Setup
) || Activities - AM L
b Current Scheduling - CS Setup Entry by Student - BS LE
. “ || Grade Entry by Student - GE L
} Future Scheduling - FS Setup EruEnyy dl B O
L ), Report Cards - RC L
Field Trip Master - FT ]
Reports - RE 1
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2. Click Activity Report by Student — BS.
4 - Reports %7

EI — Activity Reports - RE
¢ [ Activity Code Report - AC
Activity Report by Activity - BA

-1 Activity Report by Student - BS |

3. Click Add to create a template.

Activity Report By Student A B@mT o |?
Disclla\-r My Templates ] Display Shared Templates [ Display Skyward Templates
Activity Report By Student Templates -2 T O =
Template Type & Descripfion - Created By F'rocl,_?:ts ing
Activity Report by Student ARANDA-ROJAS, CHRISTINA M. ]
Edit

Clone

Delete

1 records displayed

4. Input the following information:
1. Input a Template Description.
2. OPTIONAL: Click Share with other users in entity (###).
3. In the Print Options section, select the following:
= Print using Student Ranges or Print using Student Selection — If you
select the option to "Print using Student Ranges,” the students displaying
will be based on the ranges selected. When you select the option to
“Print Using Student Selection,” you will need to pick individual students.
= Print Home Phone Number — This option allows you to print the
student’s home phone number on the report.
= Print Awards Received Activity — Select this option to print any awards
the student has received in the activities.
= Page Break By Student — If this option is selected, each student will print
on a separate page.
4. Sort Order — Use this to specify how the report will be sorted.
5. Student Activity Ranges — The Student Activity Ranges allow you to determine
the activities that will display on the report based on selected ranges.
6. Student Range Selections — The Student Range Selections allow you to
determine the students that will print on the report.
7. After all selections have been made, click Save and Print.
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Activity Report by Student A B@T o (7
Template Settings Save
= Template Description: |Girls Water Polo | o Sa;ﬁnat“d
[ share with other users in entity 002 (|
[ print Greenbar —
o Print Options
® print using Student Ranges (O Print using Student Selection
[] print Home Phone Number o Sort Order [Grad Year
Print Confidential Phone Number i
[ print Awards Received in Activity
[[] Page Break By Student
e Student Activity Ranges
Low High
Actvity Year: 1900 9999
Activity Code:
Activity Entity: [ | 9999
Participation Start Date: |01/01/1900 Participation End Date: [12/31/2999
o Student Range Selections
Low High
Entity: 002 002 |
Swdentkey: [ | [zzzzzzzzez |
Grade/Grad Yr: [ 19999 | I
Homeroom: EZZZ
Advisor: [ | 1777777777
B select All Calendars ;
B select All Schools
Gender: [ Both M
Student Status: [Active v|
CY Member: [ Both v|
Asterisk (*) denotes a reguired field
8. Once the report is finished processing, click View Report.
Example of report.
lstactl5.p 15-4 LEGACY HIGH 06/237 Page: 1
05.22.02.00.00 *TrnDB* Activity Report by Student 10:16 AM
A STD ENTITY: 002  GD YR:20
CENDER: FEMALE ~ SCHL:00z  CAL: o002
ENTITY YEAR CODE DESC STR DATE _ END DATE _ PRT STR DT PRT END DT TYPE
002 20 999 ATHLETICS GIRLS WATER POLO 08/02/20 | 05/27/200 N/7A N/A B
EEE S RS R R R R S S S SR RS R ) Eﬂd Of‘ report LR R R R S
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