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Training:
* Contact Sheryl Priester ext. 70417 or email
priess@collierschools.com

Support:
* Contact the Help Desk at ext. 70445 or email
helpdesk@collierschools.com
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Things you will need:
¢ Homeroom Teacher list for each grade level (including PK if applicable)
Updated School Map
SWD Special Units (if applicable)
Instructional Minutes Template (approved)
Departmentalization Specifics (approved)
Related Arts Schedule including Split Homerooms

1. Update Teacher Information

Update Teacher Numbers (Users/User Info)

Update Courses & Sections (Refer to Typical Scheduling Package Worksheet)
Review Your Master Schedule Template

Tweak the Master Schedule Report

o o M w0 D

Update Class Weekly Minutes

7. Tweak the Teacher Schedule Report
(move courses and sections to the proper periods)

8. Create Packages

9. Schedule Students

Note: For lunch eligibility purposes, we are requesting that you schedule your Pre-K students
first. Disregard this notice if you do not have Pre-K at your location.
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Beginning of Year (BOY) Scheduling — Elementary

What needs to be done?

You should have the following
(If not, consult with your Administrator)
e Homeroom Teacher list for each grade level (including PK if applicable)
Updated School Map
SWD Special Units (if applicable)
Instructional Minutes Template
Departmentalization Specifics (approved)
Related Arts Schedule including Split Homerooms

Teacher Information
o Received Homeroom Teacher List
e Sent updated list of teachers to be removed/added to Rose Elarde.
o Updated teacher department and number under user info/teacher number.

Courses & Sections
e Create all course sections for Homeroom Teachers and Related Arts Teachers.

Departmentalization (if applicable)
o Remember the teacher name reflects the teacher that is teaching the course.
o The short name reflects the class the teacher is teaching.

The Master Schedule Report/Teacher Schedule Report

o Refer to Master Schedule and Scheduling Guide

o Assign periods

Update teacher, section, and room
Update class weekly minutes
Check attendance and grade eligibility flags
Check grading and standards indicator scales
The only course that should be in Period 00 is the grade-level course

O O O O O

Creating Packages
e Create all packages for Homeroom Teachers.
o Check packages for correctness (Refer to the Typical Scheduling Package Reference Sheet).

Schedule Students
e After you have confirmed that you are past the major changes.
e Add courses to student’s schedule.

Reports
e Check your Loading Reports
o Students with Incomplete Schedules
o Students with Overlapping Schedules
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Add / Update Teacher Information
The district populates the teacher drop-down. You cannot manually add teachers to FOCUS. If you
need a teacher added or removed, notify Rose Elarde (elardr@collierschools.com).

Make sure to provide the following information:

e Employee ID number
First and Last Name

[ ]
e Teacher Network Username
[ ]

Status (add or delete)

F@cus

School Software

Providing this information will ensure the correct teacher is added in a timely manner.

Example:
Staff Number
Identifier Local | Last First M Gender | Username | Status
1000222222 Alexander, Annamarie Lynn F alexaa2 delete
1000333333 Alvarez, Nuvia F alvarn4
1000044444 Avalos Gutierrez, Melissa F avalom1 add
1000555555 Bale, Regina M F baler12 add

Note: Refer to your Teacher Detail Report via the Reports tab.
(Reports tab/District Reports/Users/Teacher Detail Report)

Note: You do not have to provide this information if you are requesting a
TBA teacher placeholder to be added.

Add / Update Teacher Numbers

1. Click the Users tab.
2. Select User Info. Recommended Teacher Numbering System:
3. Search and Select the Teacher. Starts With | Grade Level Example
4. Select the Teacher Number sub-section 0 PK Oxx
on the left. 05 KG 05x
5. Enter criteria on the blank row to create a 1 1stgrade 1xX
new record. 2 2" grade 2XX
6. Select the School. 3 3" grade 3xx
7. Select the Department. 4 4" grade 4xx
8. Enter the Teacher Number. 5 5" grade B5xx
9. Click Save. 6 6" grade 6XX
7 Special Teachers* 7XX
Note: A teacher can have multiple teacher 8 ESE Provider # 8xX
numbers/departments assigned. (for example, a 9 Special Units OxX

teacher assigned to multiple locations)

You can generate the following report to view

teacher numbers assigned.

Reports tab > SCHDL_Teacher Number List

* Special teacher example — Resource, ELL
Immersion, Coaches, ESE Teacher/Special Ed
#ESE Provider = Speech, Language, OT, PT

FOCUS: Elementary Basic Scheduling Checklist (2026-2027)
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Audit Trail

[E Save = €« > -

Teacher Number

General
Teacher Number

Permissions o
— OFF
Teacher Number [ = ] [ ]
School & Department 4 Teacher Number 4
Teacher Schedule [ ] i! Q 0

Teachers - —
&= | |Eden Park Elementary (0 03 - 3rd Grade ¥ =05

Delete Teacher Numbers

From the Teacher Number screen:
1. Locate the row containing the teacher number record you want to delete.
2. Click the red minus to the left of the row to delete the record.
3. Click Save.

Review your Teacher Number List report to make sure you have assigned teacher numbers to all your
teachers.

1. Click the Reports tab.

2. Locate and Select the published advanced report named SCHDL_Teacher Number List.

3. The report will be generated.

4. Review the report and remove or add records as needed.

Note: The Teacher number field is referenced when generating the Homeroom Teacher Tally Report.

Add / Update Building and Room Information
The District populates the Room drop-down. You cannot manually add buildings and
rooms to FOCUS. If you need a room added, notify Rose Elarde
(elardr@collierschools.com).

4-002 B
R

Room

Add / Update Periods or Bell Schedule Information

The Periods drop-down is populated by the District. You cannot manually add/update periods or bell
schedules in FOCUS. If you need periods/bell schedules added, notify Sheryl Priester
(priess@collierschools.com).

+ Add/Modify Bell
2 .
- Short - Length Used for Required for
Title Name Sort Order | Start Time End Time (minutes) Attendance Scheduling
- Period 00 00 0 8:25AM 250PM 5 el ¥
= Period 01 o1 1 Pl o
= Peril 02 2 N o
— Period 03 03 3 - : = X L
FOCUS: Elementary Basic Scheduling Checklist (2026-2027) Page 10 of 53
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Courses & Sections

Subject Setup

Subijects are simply a way to organize the courses for quick navigation,
particularly when building student schedules. This set up is the basis for
building the sections for each offered course or grade level.

1. Click on the Scheduling tab.
2. Select Courses & Sections.
3. The existing list of subject folder is displayed on the left.

Note: Focus recommends that Subjects be set up and named by
grade level for elementary schools.

00 — Pre-K

000 - Kindergarten
001 — First Grade
002 — Second Grade
003 — Third Grade
004 — Fourth Grade
005 - Fifth Grade

F@cus

School Software

Sefup Students  Users Scheduling Grades —Assessms

15 Subjects
Subject

0 - PK walk-in
00 -PK

000 - Kindergarten

001 - First

002 - Second

003 - Third
004 - Fourth
005 - Fifth
Elecfives

Special Unit 000

Special Unit 001

Special Unit 002

Special Unit 003
Special Unit 004

Special Unit 005

+

T
&

Electives — Speech, Language, OT/PT, Vision, Hearing, and English Lang Dev courses

Special Unit — Special Unit 000, 001, 002, 003, 004, 005

Adding Subjects
From the Subjects list:

Click the + (plus sign) at the bottom of the list.

The new subject fields are displayed at the top of the screen.
Enter a Title and Short Name for the newly created Subject.
Click the Save button in the upper right of the screen.

The New Subject is added to the list.

Setup Students Users Scheduli Grades

o=

New Subject

Title e Short Name 3 Vocational Program Mumber
9 Subjects

Subject

Tofal Fours for Program

00-PreK
000-Kindergarten
001-1st grade
002-2nd grade
003-3rd grade
004-4th grade
005-5th Grade
006-SWD

Electives

+

Attendance | Discipline Billing Eligibility Florida Reports Reports

Search| Save

Required Percentage of Hours Aftended

FOCUS: Elementary Basic Scheduling Checklist (2026-2027)
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Deleting Subjects

1. Select the Subject.
Click the Delete button in the subject information section at the top of the page.

Click Delete to confirm that you want to delete the subject folder.
The Subiject folder will be removed from the list.

PN

Are you sure you want to delete that subject?

E Delete Cancel

006-6th Grade Search | Delete Save

00&-61h Grade
Tl Short Name Vocational Program Humber Tolal Hours for Program Required Percentage of Hours Attend

= =

Note: You cannot delete a subject folder if it contains courses. Sections/Courses must be removed
from the folder prior to deleting.

00-Prek Search | Delete Save
00-PreK PK
it Shigrt Name: Vocafional Program Humber Tolal Hours for Program Required Perceniage of Hours Attended
Please Remove all Courses from this Subject and try again
10 Subjects 4 Courses
Subject Course Course Num
00-Prek DIST HEAD START 5100520
PK ATTENDANCE PKATTEND

000-Kindergarten

Renaming Subjects

Select the Subject.

The subject information section will appear at the top of the page.
Make changes as needed.

Click Save.

006-6th Grade o Search | Delete Save

006-6th Grade]
Title Short Name Vocational Pregram Number Total Hours for Program Required Percentage of Hours Attended

pONM=

Moving/Copying Subjects
Subject folders cannot be moved or copied.

FOCUS: Elementary Basic Scheduling Checklist (2026-2027) Page 12 of 53
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Course Setup

Courses align with the Course Catalog and are associated with state-approved course numbers.
Schools are not able to create their own courses for State Reporting purposes. Within the courses,
sections are assigned where the teacher, period, minutes, etc. are defined. Courses can be placed in
any subject desired.

9 Subjects 10 Courses
Subject Course Course Num
0 - PK walk-in ART - GRADE K 5001010
00-PK INTRO TO COMP SCI 1 5002010K
000 - Kindergarten KINDERGARTEN 5100060

001 - First LANG ARTS GRADE K 5010041

002- Second MATH GRADE K 5012020

003 - Third MUSIC - GRADE K 5013060

004 - Fourth PHYSICAL EDUCATION K 5015020

005 - Fifth BECESSKG -5 RECESS
Electives SCIEMCE GRADE K 5020010

+ S0C STUDIES K 5021020

+

Note: As per state reporting guidelines, state-approved courses have 7 digits, and schools
cannoft create their own courses. However, districts may add an 8th digit or allow the schools to
add an 8th digit for identification purposes. DO NOT ADD AN 8TH DIGIT unless the district has
added the course to the course catalog.

Each Subject (grade level) folder should contain the following Course sub-folders:

Art Math Soc Studies
Computer Science Music Recess
Grade level course Physical Education

Lang Arts Science

Course numbers will vary depending on grade level.

Adding Courses
When adding courses, add it based on Courses found in the Course Catalog.

From the Courses list:

1. Click the + (plus sign) at the bottom of the list.

2. The course information fields will display at the top of the screen.

3. Inthe Course Number text field, begin entering the course number. As numbers are typed, a list
of corresponding courses matching the numbers will be shown.

Note: If a course number is entered and the drop-down does not appear, then the course is not
on the course catalog. It is not recommended that you enter courses which have not been
adopted to the course catalog.

FOCUS: Elementary Basic Scheduling Checklist (2026-2027) Page 13 of 53
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4. Click the desired course.

5. It will populate the course number field as well as the Title Field.
6. Select the Subject pull down in the upper right to place the new course in the appropriate

subject folder.
7. Click Save.

000 - Kindergarten - New Course

Search

Course Number
5001010 ART -
5001020 ART -
5001030 ART - G E2
5001040 ART - INTERM 1
5001050 ART - INTERM 2

Invalid Course - -

[ | [NIA ~ | [N/A ~ | [

WDIS OCP Hours OCP Course Sequence |ET Program Numbsr

I:I 000 - Kindergarten - Automatic
Sobject

Grade Level(s) Course Length
CAPE \
—
10 Courses

Search
L] inamllenu: S /
Click save
ESrt'r?l; :?UFSG when finished

0

Frerequisites 3 Gradustion Requirements Subject Graduation Requirements Subject 2 Graduation Requirements Subject 3 Credits per Course History =T

Allow Teachers to Request This Course  Requests Subject

9 Subjects
Subject Clle to select the Course Course Num
0 - PK wallk-in Subject folder ART - GRADE K 5001010
00 -PK INTRO TQ COMP SCI 1 5002010K
001 - First LANG ARTS GRADE K 5010041
002- Second MATH GRADE K 5012020
003 - Third MUSIC - GRADE K 5013060
004 - Fourth FPHYSICAL EDUCATION K 5015020
005 - Fifth RECESSKG-5 RECESS
Electives SCIENCE GRADE E020040,
+ SOC STUDIES K Click to add a

+ — | new course folder

Allow Students to Request this Course Schadyle this Course first

Course Title will auto-fill
/ based on course number
entered/selected

T
i

Note: Once a specific course is selected, the Course Title field will auto-fill based on the course

catalog.

Deleting Courses
Select the Course.

agbronN=

© Courses & Sections

Are you sure you want to delete that course?

Delete

Cancel

===

The course information fields will display at the top of the page.
Click the Delete button in the upper right corner.
Click Delete to confirm that you want to delete the course folder.
The Course folder will be removed from the list.

ART - GRADE 1 List Students in this Course  List Unfilled Requests in this Course Search Copy Delete Save

5001020 ART - - 0 P9 X 000- Automatic

CToiifss "™ GRADE Giadustion  Giadustion  Giadusion  Credits %t = | ~ L Kindergarten Tade  Coires

Number Requiements Requirements Requiements per  Brosens e WOISOCPFes  CAPE S Level(s) Lengin
Subject Subject 2 Subject 3 Course :

tle

Prerequisites!
© e Courss Numbsr per fine

Course

9 Subjects 11 Courses No Sections were found.

Subject Course Course Num Section

00-PreK ART - GRADE 1 o 5001020 +

000-Kindergarten ART - GRADE K 5001010
FOCUS: Elementary Basic Scheduling Checklist (2026-2027) Page 14 of 53
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Note: You cannot delete a course folder if it contains sections. Sections must be remov
folder prior to deleting.

O Courses & Sections

ART - GRADE 1 List Students in this Course

F@cus
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ed from the

List Unfilled Requests in this Course Search Copy Delete Save
5001020 ART - - - - 0 | 000- = Automatic
2 " ARAD o e - e 5 | e el
ke GRADI Sty | Dnwer | P S Adw  See pEocrims— o K] i) B
H Subject t 2 Lourse  poguest Course
History 4 Course first
rerm
Prerequistes’
* ane Course Number per line
Please Remove all Sections and try again.
9 Subjects 11 Courses 1 Section
Subject Course Course Num Section
00-PreK ART - GRADE 1 5001020 01 01 - 001 - Melissa Avalos Gutierrez
000-Kindergarten ART - GRADE K 5001010 +

Editing Courses
1. Select the Course.
2. The course information fields will display at the top of the page.
3. Make changes as needed.
4. Click Save.

© Courses & Sections

ART - GRADE 1 List Students in this Course List Unfilled Requests in this Course Search Copy Delete Save
5001020| ART - = = = 0 000- Autorr
L GRAD! Tisdustion  Giadustion  Gfadustion  Credits %) &, S L i Giade  CBURE
Course Numbar EHEUE Requrements Requrements Recurements per gy mooo WOIS OCF Hous CAPE §jEET§'9""“B" Levells) Length
U Subsect Subgect 2 Subject 3 Course Coree ==
iz History Qe
al Requast first
B his

) Course
Prarequistes’

* one Course Number per fine

Copying Courses

Select the Course.

The course information fields will display at the top of the page.

Click the copy button in the upper right corner.

The confirmation box will display.

Click OK to confirm that you want to create an exact duplicate.

The course will be added to the courses list with the appendage “ — copy”.

ouhwbN-~

Note: Make necessary changes and remove the word “copy” from the course name.

Note: Course folder content is not copied when copying courses, only the course itself.

© Courses & Sections

Are you sure you want to make an exact duplicate of this course or section?

eOK Cancel

ART - GRADE 1 List Students in this Course  List Unfilled Requests in this Course Seard Copy Delete Save
5001020 ART - = alo— = Automatic
" GRADI Giaduation s Z}w S ‘_h‘ - e fidergarten Tade  ©
i Requireme T WOIE O CAFE Sl =) 1=y
e Subsect o
Request
tnis
Courss
9 Subjects 11 Courses No Sections were found.
Subject Course o Course Num Section
00-Prek ART - GRADE 1 5001020 +
000-Kindergarten ART - GRADE K 5001010
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Collier County Public Schools

Page 15 of 53
Revised 07/01/2026



\> CCPS|ss= F@cus

School Software

Elementary Basic Scheduling

9 Subjects 12 Courses |§
Subject Course Course Num
00-Prek ART - GRADE 1 5001020
—
000-Kindergarten I ART - GRADE 1 - copy 5001020 - Copy I

Moving Courses

1. Select the Course.
2. The course information fields will display at the top of the page.
3. Use the subject pull down in the upper right to select the appropriate subject folder.
4. Click Save.
5. The course folder and its contents (if any) will be moved to the new course folder selected.
© Courses & Sections
ART - GRADE 1 List Students in this Course  List Unfilled Requests in this Course Search Copy Delste Save
5001020 ART - - - - 0 Kindergarten ¥ | - Auton
Nowoer ?RA:’E E:qiui'ﬁ:'vls g;'ﬂ"i‘;;m ontmants ;5“ g?_;;“ %}““ WOIS OCPHours  CAPE 9 ggiz»{d garten 7| ovciie) oo
Title ubject Subject 2 Subject 3 Ffsfs B ?‘Lﬁ 000-Kindergarten
Prerecuiste il frm 002-2nd grade
* one Course Number per ling 003-3rd grade
9 Subjects 12 Courses 1 Section 004-4h grade
Subject Course Course Num Section gggig‘&gmde
00-PreK ART - GRADE 1 o 5001020 0303 -001-ReginaMEale | Electives
000-Kindergarten ART - GRADE 1 - copy 5001020 - Copy +

Viewing Students in a Course
Students enrolled in the course can be viewed on the Courses & Sections screen.
1. Select the Section.
2. Click List Students in this Section at the top of the screen.
3. The Schedule Report is displayed, with students enrolled in the course listed along the right side
of the screen.
Note: Click the Students name to open the student's schedule in a pop-up window.
4. Click View/Edit this Section to return to viewing the course.

LANG ARTS GRADE 2 | List Students in this Ccursel List Unfilled Requests in this Course Search [Copy| [Delete| [Save
5010043  LANG ARTS GRADE 2 - S - LA - Language Arts
Course NumberTitle Prerequisites 1Prerequisites 2Prerequisites 3Graduation Requirements SubjectGraduation Requirements Subject 2
e , T . . [ N/A ~ |
Graduation Requirements Subject 3Credits per Course History Termigize, students to Request this CourseEedule this Course firstWDIS OGP Hours acP
[N/A v | | |002- Second - Automatic v
Course SequenceCAPE Subject Grade Level(s)Course Lengthallow Teachers to Request This COUrSep a1 ests Subject

22 Courses |_| 13 Sections
06 06 - 201X - Kristin Rene Fyffe

3 Subjects

v i

LANG ARTS GRADE 2 CAM  5010043C 06 06 - 202X - Cheryl Lynn Skunicki

NN This-d

| View/Edit this Course | List Students in this Course Ist Unfilled Requests in this Course Show Inactive Students

9 Subjects 22 Courses 13 Se 97 Students
Subject “ Course Reqt™ Period - Teacher =
T —
INTRO TO COMP 5CI 1 0 06 06 - 200XV - Wanda Dannelley A Student
001 - First i
06 06 - 201X - Kristin Rens Fyffe
LANG ARTS GRADE 2 CAM 0 06 06 - 202X - Cheryl Lynn Skunicki
003 - Third
MATH GRADE 2 CAM ﬂ ne ne TN Dramald Allan Thammen —
FOCUS: Elementary Basic Scheduling Checklist (2026-2027) Page 16 of 53
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Section Setup

Sections identify the Teacher, Room, Period, Bell Schedule, Rotation Days, Marking Period, Meeting
Days, Seats (capacity), Short Name, Course History Term, Calendar, Grading Scales, as well as
checkboxes for Taking Attendance, Graded, Affects GPA, and a link to create parent/child sections.
Additionally, Co-teachers and Florida Fields are defined here. Any of the above can be edited on this
screen. Sections may be rolled from year to year. During this process, all section fields are rolled,

including the teacher and period.
From the Courses & Sections screen:

1. Select the Subject, Course, and Section.
2. Section information will display at the top of the screen.

ART - GRADE 1 5001020: 07 07 - MW - 100 - Angela Nicole Chen List Students in this Section List Unfilled Requests in this Section Search Copy Delete Save
Chen, Angeia Nicole  [1-136 Grmmen U0 MV Fulvear 25 100
Room Dptp ! Beg End Mesting Days rking Feriod  Seats  SPED Seats Short Name C-- rse Hisiory Term
surse History Te
X 3 X None éfadg e L EME E1 cFlRSeT GRADE: 00 00 - 100 - Sarah Maxine Wiesner
Takes Attandance Graded Effgets GRa Gender Restrietion [ H ST grsdsizvals Grading Scsle  Standards Grading Scale  Czlendar Parent Section
CoTeachers History Florida  Vocational/WDIS  Inclusion
=5 10 Courses 5 © secuons

Subject Course Course Num Section
00-Prek
000-Kindergarten FIRST GRADE 5100070 07 07 - MW - 101 - Angela Nicole Chen

3008 707 - MW - 102 - Angela Micole Chen

Adding Sections

From the Sections list:

1. Click the + (plus sign) at the bottom of the list.
2. The section information fields will display at the top of the screen.

9 Subjects 11 Courses No Sections were found.
Subject Course Course Num Section

00-PreK ART - GRADE 1 5001020 I + I
000-Kindergarten ART - GRADE 1 5001020

001-1st grade FIRST GRADE 5100070

3. Enter the following data for the numbered fields:

ART - GRADE K - New Section

Search | Save |
2 3 4 5 6 8 9
s i l?lmm_;wl”;u E
o 10 oM u12 13 a e
1. Teacher: Select the Teacher name from the drop-down.
2. Room: Use the drop-down to select the room from the room list.
3. Beginning and Ending Periods: Set the beginning and ending periods for the section.
4. Bell Schedule: Select the bell schedule (Default or Regular Bell Schedule) from the drop-
down.
5. Meeting Day(s): Adjust if the section only meets on specific days of the week.
e Language Arts, Math, Science, Social Studies, and Recess = 5 days a week (MTWHF)
FOCUS: Elementary Basic Scheduling Checklist (2026-2027) Page 17 of 53
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6.
7.
8.
9.
1

11.

12.
13.
14.

15.

CPS|== F@cus

School Software
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o PE =2 days a week (Monday and Tuesday), Art = Wednesday, Music = Thursday, Intro
to Computers = Friday
Marking Periods: Should be set to “Full Year”.
Seats: Set the maximum number of students that can be assigned to the section.
Short Name: Correlates with the homeroom teacher number the section should be paired with.
Course History Term: Should be set to “Full Year”.

. Takes Attendance: Uncheck the box. Only Homeroom class takes Attendance.

Unchecked = Red X = Attendance Eligible (No) and Checked = Green check = Attendance
Eligible (Yes)

Note: If the section is not marked attendance eligible the teacher will not be able to take
attendance for the course section.

Graded: Check/Uncheck as applicable.

Unchecked = Red X = Grade Eligible (No) and Checked = Green check = Grade Eligible (Yes)
Note: If the section is not marked grade eligible the teacher will not be able to enter grades for
the course section.

Affects GPA: Should not be checked.

Active: Should be checked.

Grading Scale: Make sure the correct grading scale is selected based on the grade level and
course. (refer to grade/standards indicator scale — these may default, select if applicable)
Standards Grading Scale: Make sure the correct standards grading scale is selected based on
the grade level and course. (refer to grade/standards indicator scale — these may default, select

if applicable)
16.

Calendar: Make sure to select the correct calendar (for example, E1, E46, etc.)

Note: If a school has rotation days set in system preferences, the rotation days will be included
in the section setup.

Attendance and Grade Eligibility Flags and Grading and Standards Indicator Scales

Standard
Grading Scale Standard Grading Scale Grading Scale
Subject Takes Attendance Graded E " g Grading Scale
KG-1 KG-1 25
2-5
Elementary Effort
Grade Level Course Yes (checked) Yes (checked) Elementary Effort Scale | Elementary Effort Scale | Elementary Effort Scale ccale
El tary Related Art Ell tary Related Art:
Art No (unchecked) Yes (checked) Ementary neate s N/A SmEntany e et A N/A
Scale Scale
El tary Related Art El tary Related Art:
Computer Science No {unchecked) Yes (checked) emeriany seate s N/A Smentany neete 3 N/A
Scale Scale
Lang Arts No (unchecked) Yes (chef:ked} *main Elementary K-1 Grade N/A Elementary 2-5 Grade N/A
section only Scale Scale
El tary K-1 Grad El tary 2-5 Grad
Math No {unchecked) Yes (checked) St race N/A ey rade N/A
Scale Scale
El tary Related Art El tary Related Art
Music No {unchecked) Yes (checked) Smemany seate s N/A EMEntary Reeie A N/A
Scale Scale
Elementary Related Arts Elementary Related Arts
PE No {unchecked) Yes (checked) ¥ N/A v N/A
Scale Scale
Recess No {unchecked) No {unchecked) N/A N/A N/A N/A
El tary K-1 Grad El tary 2-5 Grad
Science No (unchecked) Yes (checked) Lt face NfA EEEntely race N/A
Scale Scale
El tary K-1 Grad El tary 2-5 Grad
Social Studies No {unchecked) Yes (checked) Shentey race N/A S race N/A
Scale Scale
Pre-K Attendance Yes (checked) Yes (checked) Pre-K Indicator Scale Pre-K Indicator Scale N/A N/A

Revised 7/01/2026
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Use the Florida tab to edit any of the state-specific fields, such as the Weekly Class Minutes,
Scheduling Method, if the class is a Reading Intervention Component, etc.

When creating a new course section, the Florida tab will open just below the section fields.

x i
Courses & Sections

MATH GRADE TWO 5012040: 0} 02 - 201 - Kristin Rene Fyffe

MTWHE,

List Students in this Section List Unfilled Requests in this Section

| Erp

Fyffe, Kristin Rene (1000540357) | [06-128 B Gooyroom 202 MIWHE Full Year 40 - - 201 Full Ye
Teachai Room D BegEna  esing Do Warking Period Seats 1EP Seats ESOLELLSsats  Shot Name A -, 1 6
& « None ; Regular Elementary PK-2 Grade Scale  Elementary Indicator Scale  £1  SCCOND GRADE: 0000 -201 - Kristin Rene Fyffe
Grade Levelis) " ! o
Fikes Attendance Graded ‘Affects GPA Active Gender Restriction blank for all gradelevels Team Grading Scale Standards Grading Scale Calendar

Coreachers n.s.‘,,m..m./wms ncusin subs
101 - K-3 Basic

nber
S - Selr
Schediing Wsihod

FEFP Num

N

Bhiie Course Provider

Gified

Bistrict of Instruction Eehool of Instruction
contained
Exidiude from FTE Eiicluge from FASTER

~

Biénded Learning Caurse
Course Term
Semasiar Content

[5cation of Student

Not Applicable
Bay of Wes

300
<k Scheduled, Altermate Date Certain Ciass Minutes Weekly

00 - School District Facility

Faciliy Type

Biline Course
"

Eilinstructional Model

9 Subjects. [E] 22 courses [E & sections

Subject Course Course Num * section

0 - PK walk-in LANG ARTS GRADE 2 CAM 5010043C 02 02 - 200V - Wanda Dannelley Ames

00-PK

000 - Kindergarten 02,02 -202 - Cheryl Lynn Skunicki

001 - First MUSIC - GRADE 2 5013080 02.02 -703 - Ronald Allen Thompson
02 02 - 711B - Laura Lee Pacter

003 - Third PHYSICAL EDUCATION 2 5015040 0202 - 71F1 - Laura Lee Pacter

Enter the following data for the numbered fields:

Co-Teachers History Florida

101-K3Basic 17

FEFP Number

00 - School District Fi ¥ || N/A v
Exclude from FTE Exclude from FASTER Fagiity Type Distance Learning Gnline Course
7 - Not Applicable Z - Mot Applicable v | 21 N/A M N/A v
Dusl Enrgliment Indicater Dual Enroliment Institation Type  Primary Instructor Coursa Flag 1 Coursa Flag 2
N/A ¥ | NA v
Cours=Flag 2 Courss Flag 4 Certllicensure/Qual Status Highly Qualified NELS Tite |
N - No M Z - Mot Applicable M N/A v
Feading Intervention Companant PMRN Pull-out Team Teacher Training Virtual Instruction Provider
ZZ7 - Not Applicable ¥ Z-MN/A Thisisnota ¥ | No EOC Exam v N/A v

Online Course Provider

Gifted

Vocational /WDIS

Inclusion

District of Instruction Schoal of Instruction

Blended Leaming Course Location of Student

Course Term ¥
Semester Contant

18

Clzzs Minutes Weekly

EQC Exam Term

S - Self-contained v
Scheduling Method

N - Not an Online Cor v 23

ELL Instructional Model

search [Copy| [Delete] |[Save

Pull-out field should not be checked.

17. FEFP Number: This field will default.

Note: Do not fill in School of Instruction unless it differs from the student’s enrolled school.
The only FEFP numbers the schools should use in the FEFP Number fields should be 101,
102, or 103. They should never enter a 111, 112, 113, 254, or 255 in the FEFP Number field.

Reminder — the nightly job for ELL “LY” students will update the schedules with the FEFP
number of 130 for the students that qualify for that funding.

18.
19.
20.

Class Weekly Minutes: Enter the number of minutes this class meets each week.
Scheduling Method: Select Self-Contained.

Exclude from FTE: Select the check box to exclude the section from FTE. For example,
Grade level course, PK Attendance, and Recess should be checked with a green checkmark.
Primary Instructor: Select the check box to indicate the teacher assigned to the section is the
primary instructor. The Primary Instructor check box should be selected for sections with an S
scheduling method. If a co-teacher is assigned to the section, only one teacher can be
designated as the primary instructor.

21.

FOCUS: Elementary Basic Scheduling Checklist (2026-2027)
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22. Pull Out: This field should not be checked. It indicates that this section is a “pull-out” section for
students leaving their traditional class to receive extra instruction.

23. Online Course: Select an option to designate if this is an online course.
Click Save.

Deleting Sections
1. Select the Section.
2. Click the Delete button in the upper right corner.
3. Click Delete to confirm that you want to delete the section.
4. The section will be removed from the list.

© Courses & Sections

Are you sure you want to delete that section?

©

Delete Cancel

ART - GRADE 1 5001020: 06 06 - MW - 001 - Angela Nicole Chen  List Students in this Section  List Unfilled Requests in this Section Search Copy Delete Save
Chen_Angela Nicole 1-136 06 08 MW Full Year 25 -
Chen, Angela Nicole 113 [ Tiiay e %08 M e B s S W
O Téurse History Term
[ None o - M E1 tlon_e
N sttendance Craded fdecps  TEE Restriction ;;_"-‘f,c-__ef";-;‘aca‘em . Grading Scale Standards Grading Scale Tilendar Lhogsz en
Co-Teachers History Florida Vocational/WDIS Inclusion
9 Subjects 11 Courses 7 Sections
Subject Course Course Num Section
00-Prek ART - GRADE 1 5001020 06 06 - MW - 001 - Angela Nicole Chen
000-Kindergarten ART - GRADE 1 5001020 07 07 - MWV - 100 - Angela Nicole Chen
001-1st grade FIRST GRADE 5100070 07 07 - MW - 101 - Angela Nicole Chen

Sections CANNOT be deleted if there are students scheduled into the section.
DO NOT DELETE where attendance or grades are tied to the section.

ida Vocational /fWDIS Inclusion Subs

‘ This section contains student data and cannot be deleted. ‘

D 22 Courses 6 Sections

Course Course Num “ Section

FOCUS: Elementary Basic Scheduling Checklist (2026-2027) Page 20 of 53
Collier County Public Schools Revised 07/01/2026



\> CCPS

Elementary Basic Scheduling

Editing Sections
1. Select the Section.

The section information fields will appear at the top of the page.

2. Make changes as needed.
3. Click Save.

O Courses & Sections

F@cus

School Software

Copy Delete Save

ART - GRADE 1 5001020: 06 06 - MW - 001 - Angela Nicole Chen  List Students in this Section List Unfilled Requests in this Section
Chen, Angela Ni:olé 1-136 : 06 06 N
EEE

Teplay 2 Full Year 25 -
Room E‘:f‘;: weem B&g Efid S M T W H F S WG Péricd Téats  SPED Seats SHEA Name -
= Mesting Days Tturse History Term

o« None L EMB_ E1 None

s Attendance Craea Bcen B2 entioion ”.j.‘i*,ff';,ac;‘a,e Grading Sosle  Sia T g e
Co-Teachers History Florida Vocational/WDIS Inclusion

9 Subjects 52 11 Courses [=%] " 7 Sections 1]
Subject Course Course Num Section
00-PreK ART - GRADE 1 5001020 06 06 - MV - 001 - Angela Nicole Chen
000-Kindergarten ART - GRADE 1 5001020 07 07 - MW - 100 - Angela Nicole Chen
001-1st grade EIRST GRADE 5100070 07 07 - MW - 101 - Angela Nicole Chen

Note: Any section fields defined in the course catalog cannot be edited; if no field is set, the field is

editable.

Copying Sections
1. Select the Section.
The section information fields will appear at the top of the page.
2. Click the copy button in the upper right corner.
The confirmation box will display.
3. Click OK to confirm that you want to create an exact duplicate.

4. The section will be added to the top of the sections list and auto-populate with period of 00 00

and section of 001, 002, etc..

Note: The Short Name must be 3-5 digits and unique for each section.

O Courses & Sections

Are you sure you want to make an exact duplicate of this course or section?

OK Cancel

ART - GRADE 1 5001020 06 06 - MW - 001 - Angela Nicole Chen  List Students in this Section  List Unfilled Requests in this Section

Chen, Angela Nicole 1-136 Creoiay Room 06 08 Y 1 I .14 25 -
Tescak - [:' Drepiay R Bep EAd WesiRg R WaRifgPerod  Sems  SPED Seats

[ X Nane L EMB
Takes Attendance Graged Afects GPA Gefider Restriction bl Grading Scale Standards Grading Scale
Co-Teachers History Florida Voeational /WDIS Inclusion
9 Subjects 11 Courses 7 Sections
Subject Course Course Num Section
00-PreK ART - GRADE 1 5001020 06 06 - MW - 001 -
000-Kindergarten ART - GRADE 1 5001020 07 07 - MY - 100 - Angela Nicole Chen
001-1st grade FIRST GRADE 5100070

Moving Sections
Sections can be moved to different course folders as needed.

1. Select the Section.
The section information fields will appear at the top of the page.
2. Click the section title in the upper left corner.

07 07 - MW - 101 - Angela Nicole Chen

Delate Save

A new window will display with another link to move the section to a different course folder.

3. Click “Move Section: ...” to a different course.

Another window will pop up in Courses & Sections where the section is being moved.

4. Click on the Subject/Course where the section will be moved.

FOCUS: Elementary Basic Scheduling Checklist (2026-2027)
Collier County Public Schools

Page 21 of 53
Revised 07/01/2026



F@cus

School Software

\> CCPS|es=

Elementary Basic Scheduling

‘ @ © Courses & Sections
ART - GRADE 1 List Students in this Course  List Unfilled Requests in this Course Search Copy Delete Save

& Secure | hitps//trainfocus.collierschools

5001020 ART -

TeisE ~ GRADE [2Y
;

1 © Courses & Sections Gradustion e ad
Nameer ¥ Eejurements Reuremens Reau
|ART - GRADE 1 List Students in this Cours e Sk Subpeet2
5001020 ART -
Q Student Infort umeer A DE

dule \FDISOCP Hours CAPE

st

 one Course
Please Select Subject/Course where you want to move: 06 06 - MW - 001 - Angela Nicole Chen

Setup  Students | Users | Scheduling  Grades Asse‘ 9 Subjects 11 Courses

) Courses & Sectio or " Subject Course Course Num
ART - GRADE 1 5001020 é’“’" ~001 - Angela N Move Section: 06 06 - MW - 001 - Angela Nic 00-PreK ART - GRADE 1 5001020

. 4 000-Kindergarten ART - GRADE 1 5001020
Shen, fngela Nicole RLJ...S ¢ plar 001-1st grade EIRST GRADE 5100070
%}ﬁ e ‘ 002-2nd grade HEALTH - GRADE 1 5008030
003-3rd grade INTROD TO CFTRS 50020001
o-Teachers History  Florida  Vocatiq

9 Subjects S i

Subject ourse Lourse Num secuon
00-PreK ART - GRADE 1 5001020 06 06 - MW - 001 - Angala Nicole Chen o

000-Kindergarten ART - GRADE 1 5001020 07 07 - MW - 100 - Angela Nicole Chen

001-1st grade FIRST GRADE 5100070 07 07 - MW - 101 - Angela Nicole Chen

5. A confirmation box will display, click OK.
The section is moved to the selected subject and course. Any standards assigned to the

previous section will be assigned to the new section.

Are you sure you want to move Section: 06 06 - MW - 001 - Angela Nicole Chen to Course: ART - GRADE 1?

OK Cancel

Q Moving existing sections in this manner will move all grade book grades and attendance to the
correct course. It will not update posted quarter grades or exams. These records will have to be
manually corrected, by student, on the final grades page.

List Unfilled Requests in this
Section

Inactive Sections

Select the check box to designate that this section is an active section.
Unchecking the check box will prevent students from being enrolled in the section.
Only sections that do not have students currently enrolled can be marked as
inactive. Inactive sections are not displayed on the Teacher Schedules Report.
Attempting to add an inactive section to a student’s schedule in Student Schedule
or Mass Add Course will display an error message.

Bell
Schedula

Active

n ubs
Viewing Students in a Section -
Students enrolled in the section can be viewed on the Courses & Sections screen.
1. Select the Section.
2. Click List Students in this Section at the top of the screen. 3 06 - 300 - Terresa Igist Students in this
/ ection
3. The Schedule Report is displayed, with students enrolled in e

the section listed along the right side of the screen.
Note: Click the Students name to open the student’s schedule in a pop-up window.
4. Click View/Edit this Section to return to viewing the section.

Page 22 of 53
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l View/Edit this Section List Students in this Section List Unfilled Requests in this Section Hide Inactive Students

9 Subjects 12 Courses 9 Sections 16 Students =]
Subject Course Requests _ Period - Teacher F

L - Lo - Student
0 - PK walk-in ART - GRADE K 0 03 03 - 001 - Christina Lynn Dominguez  5-1

- —-—
00-PK 03 03 - 002 - Judy K Mutter
- - - .
000 - Kindergarten 03 03 - 003 - Carolyn Sue Eliason 5-11
- - — - |

001 - First INTRO TO COMP SCI 1 0 03 03 - 004 - Jodi Sullivan 511
- — — —
002- Second KINDERGARTEN 0 03 03 - 007 - Eileen Theresa Graham 51
- - - — —
003 - Third LANG ARTS GRADE K 03 03 - 010 - Kasey Mc Call Ralston 5-1
—-— - — - —
004 - Fourth MATH GRADE K _I 03 03 - 806C - Carolyn Sue Eliason 5-1
- - — a—

005 - Fifth MUSIC - GRADE K 03 03 - 8C06 - Carolyn Sue Eliason 5-1

Note: Click Show Inactive Students to include students that have been withdrawn from the course
section. Click Hide Inactive Students to show currently enrolled students only.

Recess Courses

Recess will be scheduled using the Recess KG-5 course number (RECESS). Refer to the Typical
Scheduling Package Reference Sheet for course numbers.

Course

Num... Course Title Rgzﬂeed Acti... Long Title Hﬁgscript

— . RECESS RECESS KG-5 07/12/2021 | Yes Recess KG ... Recess KG ..

1. Create course sections for each homeroom (grade level) teacher.

19
RECESS KG - 5 RECESS: 00 00 - "0KR - List Students in this Section  List Unfilled Requests in this Section Search Copy De\ae Save
= 3 RQ".'. E
[NA ~] Bt [NAKGRA Y] B MTWHF Full Year 40 - - Sm Fu{ [FullYear ~|
Teacher Room Room Beg End Schiedule  Meeting Days Warking Period Seals IEPSeals ESOUELL Seats Mame  Courss History
Optional Bell Scheduie Term
X 0 X @ e None e, [Elementary PK-2 Grade Scale v | [Elementary Indicator Scale v | £ NOD'QS’E
Takes attendance Graded Affects GPA Active Restriction  blank for i G1ading Scale Standards Grading Scale Edlendar Parent Section
gradelevels @
Co-Teachers History Florida Vocational /WDIS Inclusion Subs

999 - Nonfunded - N_ql_}_\ppllcab\s 100 6

FEFP Humber istrict of Instruction chool of Instruction B3y of heduled, Altemate Date Certain Ciass Minutes Weeky

S - Self-contained < A 00 - School District Facility N - Not an Online Course

Edheduiing Wethod Exciude from FTE Eriude from FASTER Faciily Type Griine Eourse

Z - Not Applicable Z - Not Applicable ' NA N/A

Dual Enroliment Indicator Dual Enroliment instituiion Type Brimary Instructor Course Flag 1 Course Flag 2

N/A NIA

Course Flag 3 Course Flag 4 CertiLicensure/Qual Status Highly Qualified ESSA T 1l

N:-No A A Z-NatApplicaple NiA

Reading Intervention Component Biian Biiii-out Team Teacher Training WVirtual Instruction Provider

Z - N/A. This is not a virtual course No EOC Exam b
Oniine Gourse Provider Bisnded Leaming Course Location of Student EOC Exam Term ELUinstructional Model
Course Term
Gified Semesier Cantent

Course Section Details:

Teacher: Select the Homeroom Teachers name from the drop-down.

Room: Select the room from the room list.

Beginning and Ending Periods: Set the beginning and ending periods for the section.
Bell Schedule: Select the bell schedule (Default or Regular Bell Schedule) from the drop-
down.

Meeting Day(s): M, T, W, H, F.

Marking Periods: Should be set to “Full Year”.

Seats: Set the maximum number of students that can be assigned to the section.

Short Name: Homeroom Teacher Number.

PO~

® N O
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9. Course History Term: Should be set to “Full Year”.

10. Takes Attendance: Uncheck the box.

11. Graded: Uncheck the box.

Unchecked = Red X = Grade Eligible (No) and Checked = Green check = Grade Eligible (Yes)

Note: If the section is not marked grade eligible the teacher will not be able to enter grades for the
course section.

12. Affects GPA: Should not be checked.

13. Active: Should be checked.

14. Grading Scale: Default or Elementary (PK-2 or 3-5) Grade Scale.

15. Standards Grading Scale: Default or Elementary Indicator Scale.

16. Calendar: E1.

Note: If a school has rotation days set in system preferences, the rotation days will be included in
the section setup.

From the Florida Tab:
17. Class Minutes Weekly: 100.
18. Exclude from FTE: Should be checked.
Note: Because the course is not reported to the state (999), the minutes will not be calculated
in the students class weekly minutes.
19. Click Save.
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Review and Verify

Courses and Sections

Periods = (Begin Period & End Period)

o KG-05 should be single periods = Example = Beg 01 End 01

o No blocked periods = Example = Beg 01 End 02 (unless your school is block schedule)

o Periods for PK = Refer to the PK Breakdown Document.

Teacher = Select the Teacher name from the drop-down.

Section = Correlates with the homeroom teacher number the section should be paired with.
Room = Should not be blank and should match your current school map

Days =

o Language Arts, Math, Science, Social Studies, and Recess = 5 days a week (MTWHF)

o PE =2 days a week (Monday and Tuesday), Art = Wednesday, Music = Thursday, Intro to
Computers = Friday

Marking Period = Full Year

Grading Scale = Refer to grading and standards indicator scale — these may default
Standards Grading Scale = Refer to grading and standards indicator scale — these may default
Bell Schedule = Default

Calendar = E1

Takes Attendance = Grade level course or PK Attendance Course (green check mark) takes
attendance. No other courses are marked as attendance eligible.

Graded =

o Grade level course = green check mark

o Math, Science, Social Studies, PE, Art, Music, Computers = green check mark
o ONLY one section of Language Arts (second section — unchecked)

o Recess =red X (unchecked)

FEFP number =

o PK-03 all courses = 101

o 04-05 all courses = 102

o Grade Level courses = 999

Scheduling method = Self-Contained

Exclude from FTE =

o Green check for the Grade level course, PK Attendance, and Recess.
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Attendance and Grade Eligibility Flags and Grading and Standards Indicator Scales

Standard
Grading Scal Standard Grading Scal Grading Scal
Subject Takes Attendance Graded TR Jvae SEER Srmaeae TR aeeee Grading Scale
KG-1 KG-1 2-5
2-5
Elementary Effort
Grade Level Course Yes (checked) Yes (checked) Elementary Effort Scale |Elementary Effort Scale | Elementary Effort Scale Sca:Z
Elementary Related Art Elementary Related Art
Art No (unchecked) Yes (checked) Y > N/A SEEREY S N/A
Scale Scale
El tary Related Art El tary Related Art
Computer Science No (unchecked) Yes (checked) A Clis g N/A mEmaly nekie i N/A
Scale Scale
Lnesg Arts No-funchiecked) Yes (chef:ked) *main | Elementary K-1 Grade N/A Elementary 2-5 Grade N/A
section only Scale Scale
Elementary K-1 Grade Elementary 2-5 Grade
Math No (unchecked) Yes (checked) v N/A N N/A
Scale Scale
El tary Related Art El tary Related Art
Music No (unchecked) Yes (checked) il ol fedoa il N/A TR - SHIRCALS N/A
Scale Scale
El tary Related Arts Elementary Related Arts
PE No (unchecked) Yes (checked) Al f e N/A gkt s N/A
Scale Scale
Recess No (unchecked) No (unchecked) N/A N/A N/A N/A
Elementary K-1 Grade Elementary 2-5 Grade
Science No (unchecked) Yes (checked) 2 N/A A N/A
Scale Scale
Elementary K-1 Grade Elementary 2-5 Grade
Social Studies No (unchecked) Yes (checked) v N/A o N/A
Scale Scale
Pre-K Attendance Yes (checked) Yes (checked) Pre-K Indicator Scale Pre-K Indicator Scale N/A N/A
Revised 7/01/2026
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Courses & Sections Sub-tabs (Co-Teachers, History, Florida, and Inclusion)

From the Courses & Section screen:

1. Select the section.

2. The sub-tabs will display at the bottom of the section information.

© Courses & Sections
PHYSICAL EDUCATION 15015030 08 08 - 102 - Lori Ann Davidson

List Students in this Section

List Unfilled Requests in this Section Search Copy Delete Save
Davidson, Lori Ann 1204 [ 5meen 08 08 MIWHF Full Year % - 102
Tesgnar Room Dieglay Beg End Niesting Days WaKing Fericd  Seats  SPED Seats shenzme  Full Year
Cetonal TlirEE Higtory Term
« Mone - L EMB FIRST GRADE: 00 00 - 102 - Vanessa Garrett
ToRes Attendance Craded fimots Gpa  TERdEr ‘ﬁ;ﬁ,'ﬂ-ﬁ;ﬁ';;de‘aw e Grading Scale Standards Grading Scale Tilendar ghoose en
Co-Teachers History Florida Vocational/ WDIS Inclusion

The Co-Teachers tab defines the co-teachers for a section, sets the co-teacher’s permissions to the
section’s attendance and Gradebook, and defines whether the co-teacher will be included in state

reporting.

© Courses & Sections
PHYSICAL EDUCATION 1 5015030 08 08 - 102 - Lori Ann Davidson

List Students in this Section

Full Year

Davidson, Lori Ann 1-204 - 08 08 MTWHE

TEsEH Foam D Dpiay Reom Bép At Wigating BiyE

__ b A None .

Tikes Atendance Brided f#lcsora  TEREE Restriction
History  Florida Vocational/WDIS Inclusion

25
Wi Périod Séists

Tade Level(s)

blank for 3| gradeleve’s Grading Scale

List Unfilled Requests in this Section

TFED Seatz

Standards Grading Scale

Search Delete Save

tﬂll—l

=hga Nsme  FUll Year

Ciifss Histary Tarm

FIRST GRADE: 00 00 - 102 - Vanessa Garrett
Tilandar ghazes

PFarent Section

The History tab contains the previous teacher history records for the selected section. Changes are
normally logged when the Teacher field on a section is modified and saved (including inclusion

teachers or co-teachers).

J Courses & Sections
ART - GRADE 1 5001020° 05 06 - MW - 001 - Ana Elba Bames

List Students in this Section List Unfilled Reguests in this Section Search Copy Delete Save
Barnes, Ana 1-136 - 06 08 1l Full Year 25 - 001
Tegupgp eam L] By fioom By Em Wesiig Dsys TSI s Sits IPED Seats Sttt Name Crurse Hisary Term
' None 0 , L EMB E1 None
ﬁ}es Anendance 2 ﬁﬂs GPA Gaigg Restriction [ — Grasing Scale Standards Grading Scale Cifendar | N,
Co-Teachers Florida  Vocational/WDIS Inclusion
2 Previous Search
Delete  Teacher Start End Comment _Last Modified
GChen, Angela Nicole Aug 15,2016 Mar$g, 2017 FMLA 2017-07-09 By Sheryl Priester
—
NIA v July v|9 w2017 v ] July |9 w2007 v [ ] -
9 Subijects =] 11 Courses =] 1 Section
Subject Course Course Num Section
00-Prek ART - GRADE 1 5001020 06 06 - M - 001 - Ana Elba Bames
000-Kindergarten ART - GRADE 1 5001020 +
001-1st grade FIRST GRADE 5100070

The Florida tab allows users to edit or view state-specific fields, such as the Weekly Class Minutes,
Scheduling Method, if the class is a Reading Intervention Component, etc.

D Courses & Sections
LANG ARTS GRADE 1 5010042: 01 01 - 100 - Sarah Maxine Wiesner

List Students in this Section List Unfilled Requests in this Section Search Copy Delete Save
\ R - Y -
pegersanveme (135 W Gewee G0 YDEE, B, B bmee B o
- N FIRST GRADE: 00 00 - 100 - Sarah Maxine Wiesnar
F . ¥ [ -SR-S S— Brade Levalls) - eieveis Eresn sese L S B
Co-Teachers History ocational/WDIS Inclusion
C - - 450 8 - Self-contained
Dlsirict of Instruction Sthool of Instruction i Minutes Vieskly Serieniny Ve
F. 8 00 - Schos ict Facility MNIA -
&2ude from FASTER Pty Ty DlztEnce Leaming Oniine Gourse
- [ /A NIA
Dual Enroliment Instituticn Typs Frifary Instructor Chifss Fiag 1 Corss Flag 2
NIA N MNIA O - Ceriified - appointed to teach out-of-field ass - not fully certified or ol :15'6\
Chirs= Flag 3 Chifsz Flag ¢ Cenlicensure/Qual Status ict S Tite 11
Z- Nul@gl\cable « Z-Not m;lublg MNIA )
By imreriten Component BRRN Ful out Teran Tesosr Training it Instruction Provider
ZZ7 - NUIAEgLicable - No EOC Exam NiA
e Colise BroIBer Dhded Leaming Course~ Eeation of Student SRR T E1t Instructional Mode!
oS Course Term
£ S=hESErCamEht
FOCUS: Elementary Basic Scheduling Checklist (2026-2027) Page 27 of 53

Collier County Public Schools

Revised 07/01/2026



F@cus

School Software

Elementary Basic Scheduling

The Inclusion tab allows users to create inclusion sections without creating separate sections and
package them together.

O Courses & Sections
LANG ARTS GRADE 1 5010042 02 02 - 100X - Sarah Maxine Wiesner

List Students in this Section List Unfilled Requests in this Section Search Copy Delete Save
ne Fj;:: 5 [¥] Dieplay Reem gez'g % LM;V"E; §a,; r@m Mg s PEDSeas 0% e o History Term
ey M FIRST GRADE: 00 00 - 100 - Sarah Maxine Wiesner
%}ES Antendance éded £ s gg"ggr Restriction Crade Levale) ievels E.a-w; Sesle sEﬂra'J‘dBam; Grading Seale (E_!]Er-:al e
CoTeachers  History  Florida  Vocational/ WD m
i — . 5 = 2z . Primary  FePort Course Num Section I
Method  Highly Qualified Teacher Cert/Licensure/Qual Status to #If Different th: Inclusion Minutes Weekl: Days
Teacher ohly Q =T Q Instructor [foe  Brmay o oatees ! ¥
Seijo, Mitzy Sarai Mone 1-In-Class One-on-One | - Highly Qualified | B - Has fraining S - Cerfified - demonstrated subject matter experise | Mo Ves F703 75 e R
»
- o o o TR ——— =
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Co-Teacher Sections

The Co-Teachers tab is used to document the co-teachers of the section, set the co-teachers
permissions to the Gradebook and attendance for the section, and define whether the co-teacher will
be included in state reporting. A co-teacher can work with more than one section, and a section can
have more than one co-teacher.

True Co-Teaching is defined as two teachers (teacher candidate and cooperating teacher) working
together with groups of students, sharing the planning, organization, delivery, and assessment of
instruction, as well as the physical space.

CoTeachers |pistory Florida  Vocational/WDIS Inclusion Subs
— | i 7
Co. Teacher Permissions Scheduling Method F‘J‘l?j‘ﬁpd Team Teacher Training et -y g ot P o End Dats Days Override

I Arco, Garlsa Lyn (1000005636) W (Modiy ¥ [C-Coisaching v [B-Has training v [NA v[NAV[NA v]T [NA V[NAv[wA v DBEHEan I

From the Courses & Section screen:

1. Select the section that will be assigned a co-teacher.

© Courses & Sections

PHYSICAL EDUCATION 1 5015030: 08 08 - 102 - Lori Ann Davidson List Students in this Section List Unfilled Requests in this Section Search | Copy | | Delete | | Save
David: Lori An 1-204 T 08 08 MTWHF Full Ye 25 - 102
Tedtnge O Room D Depiay Room By EAE Wigating Hidys m:'iw'; iie:  Sesx  SPED Sess mrgName Ul Year

Tiiise History Term

A b A None Crace Lavalis) L EMB E1 E!‘RDS_T GRADE: 00 00 - 102 - Vanessa Garrett
Takes Attendance Braded AfactsGPa  GanderRestricton  poMelermll Grading Scale  Standards Grading Scale Calandar o
CoTeachers  History  Florida Vocational/WDIS Inclusion

Labeling the Course Section as Co-teach

Click the Florida tab.

Scheduling Method: Select C-Co-teaching.
Primary Instructor: Select Yes (check).

Team Teacher Training: Select B-Has Training.
Click Save.

Co-Teachers Hisloryl Florida |\|’ocaliDna|fWDIS Inclusion Subs

abrwN=

| —

101 - K-3 Basic Mot Applicable 120

FEFF Mumber Bistrict of Instruction Szhool of Instruction B3y of Wieek Echasuled, Alternate Date Certain Eiass Minutes Weskly

€ Co-teaching A A 00 - School District Facility N - Mot an Onling Course
Eiiude from FTE Ediclude from FASTER Facility Type Online Course
Z - Not Applicable

Dual Enroliment Indicstor Biisi Erraliment instituion Typk Eim Eourse Flag 1 Eourse Fiag 2

- I t Li ed in field being taught Z - Course is not a core academic subj

Coursa Flag 3 Bourse Flag 4 CertlLicensureiQual Status Highly Cualified 554 T 1l

N-MNo A A B.- Has training NA

Heading Intervention Companent Eiian Builout s raining Virkial Instruction Provider

NIA ~ Z - N/A This is not a virtual course No EQC Exam N/A

Giniine Coursa Provider Bitnded Leaming Course Uacation of Siudent E5E Eiam Tarm Bl 1 instructional Model

A Course Term

Eifaa Bamastar Contant

FOCUS: Elementary Basic Scheduling Checklist (2026-2027)
Collier County Public Schools

Page 29 of 53
Revised 07/01/2026



\> CCPS|s=s= F@cus

School Software

Elementary Basic Scheduling

Assigning Co-Teachers

1. Click the Co-Teachers tab.

2. Co-Teacher: Select the co-teacher from the list of active teachers at the school.

3. Permissions: Select whether the co-teacher has read-only access or edit rights to attendance
and the Gradebook for this section or select None to give the co-teacher no permissions.
Scheduling Method: Select C-Co-teaching.

Team Teacher Training: Select B — Has Training.
Primary Instructor: Select Yes (check).

Report to DOE: Select Yes (check).

Days: SelectM, T, W, H, F.

Click Save.

©oNOOA

Co-Teachers History Florida Vocational /WDIS Inclusion Subs

Co-Teacher Permissions Scheduling Method Team Teacher Training

Stover, Renee Christine (1000008178) Modify € - Co-teaching B - Has fraining

: Report
RImany to Start Date End Date Days Override
Instructor DOE

VBN NN A

No Yes  [NA V[NA v [NA v [NA V[NAv[NA v ;:'M aaEE

Editing Assigned Co-Teachers
1. Make changes as needed.
2. Click Save.

Deleting Assigned Co-Teachers
1. Change all fields back to N/A.
2. Uncheck the selected Days.
3. Click Save.

Using the Co-Teacher tab for Gradebook Access

The co-teachers tab is sometimes used to give another teacher access to a teacher's grade book. In
other words, the teacher only needs access to the grade book, whether to view or contribute; they are
not a co-teacher.

Co-Teachers History Florida Vocational fWDIS Inclusion Subs

Co-Teacher Permissions Scheduling Method F

Ames, Wanda Danng B Wodify B [ N/A v|

Click the Co-Teachers tab.

Co-Teacher: Select the teacher from the list of active teachers at the school.

Permissions: Select whether the teacher has read-only access or edit rights to attendance and
the Gradebook for this section.

Primary Instructor: Select No (uncheck).

Report to DOE: Select No (uncheck).

Days: SelectM, T, W, H, F.

Click Save.

Note: The section will display in the co-teachers section of the teachers gradebook.

W=

No ok
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Changing Teachers

When the Teacher field on a section is modified and saved, the system will prompt users to log the
change.

Keep in mind that you will need to perform this action for all applicable course sections. For example, if
Teacher A is going out on FMLA and has 8 course sections she is teaching, the teacher would need to
be changed to reflect the replacement teacher on each and every one of her sections.

Changing a Teacher — Logging the Change
You should always log changes made to a teacher/section that has attendance and grades tied to it.
You do not need to log changes made prior to the start of the school year.

From the Courses & Sections screen: FIRST GRADE 5100070: 00 00 - 101 - Cynthia L

Sans

1. Select the section.

2. Click the Teacher field and select the replacement teacher's name
from the drop-down.

3. The Log Change pop-up window will display. e e
Note: If the teacher out-of-field warning pop-up displays, Click Yes.  Luciano, Jacqueline R (“mssmmm)

4. Fill out the fields pertaining to the “current” teacher that is being Lunch, Teacher (583)
replaced.
5. Click Done.

6. The changes will be logged and displayed under the Course History tab.

WARNING: The assignment of this course creates an out-of-field issue for this teacher! Do you want to proceed?

You have assigned this teacher to a course that places the teacher out-of-fiel
This decision ensures that your teacher remains in compliance and fully quallfled for his/her current position.
Are you sure you want to do this?

Please fill out the following fields related to the previous or current teacher:

[Sans, Cynthia L (10000106"

Current Teacher

[August  ~[31 ~[2020 v | I[August ~[16 ~[2020 v /Do notlog history
Start Date End Date U

A

Comment
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Changing a Teacher — Not Logging the Change

From the Courses & Sections screen:

1. Select the section.
2. Click the Teacher field and select the teachers name from the drop-down.
3. The Log Change pop-up window will display.

Note: If the teacher out-of-field warning pop-up displays, Click Yes.

F@cus

School Software

4. You do not need to fill out any of the fields because the change will not be logged.

5. Check the “Do Not Log History” checkbox.
6. Click Done.

Please fill out the following fields related to the previous or current teacher:

[sans, Cynthia L (10000106 |

Current Teacher

[August  v[31 ~[2020 v||[August ~[16 ~[2020 v | Do notlog history
Start Date End Date

A

Comment

Editing a Record
1. Make changes as needed.

2. Click Save
Co-Teachers History Florida
Deleting a Record 4 Previous Teachers |
1. Select the Checkbox in the Delete column. te Teacher
2. Click Save. ﬁ Caseres, Hillary Micole

3. The entry will be removed from the History tab.

Bames, Ana Elba

. . . Chen, Angela Hicole
Note: Be very careful when deleting historical records.

Only delete a history record if it absolutely should not be HA

Vocational /WDIS Inclus

Start

dul 4, 2017
Mar 10, 2017
Aug 15,2018

July v |9

there.
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The Master Schedule Report

Tweaking the Current Master Schedule

Adjustments can be made directly from the Master Schedule Report and the Teacher Schedule Report
— this is known as “Tweaking”. Tweaking the Master Schedule and Teacher Schedule Report is a great
alternative to setting up all new courses and sections, especially when fewer changes to courses and
sections from the previous year are needed.

Tweaking should be done PRIOR to creating packages and scheduling students. DO NOT tweak
via the Master Schedule Report affer students are scheduled in the course; changes should then be
made via the course section itself.

The Master Schedule Report

The Master Schedule Report provides a complete view of all subjects, courses, and sections of the
master schedule. It also shows section information, including rotation days (if applicable), whether the
class takes attendance, is graded, and all state-required fields.

To access the report:
1. Click the Scheduling tab.
2. Select Master Schedule Report.

The Master Schedule Report defaults to displaying the first tab, Sections. This screen has four
additional tabs: Courses, Co-Teacher Sections, Linked Sections, and Inclusion Sections.

O Master Schedule Report

I Sections Courses Co-Teacher Sections Linked Sections Inclusion Sections I Show Florida Fields

<Prev | Page:[ 1 |/26 [ Mext | EXT oFF| | ] 20 | | Mass update |

Begin End - . R . Display . Total  Sped.
Period * Period U=E =S SEEED G Heosk: U=T0S Room ¢ Davs, Seats* Seats

Subject Title 3 Course } Course # 4

000-Kindergarten (@ | ART - GRADE K 5001010 (@) [Pericd05 [ [Pericd05 [W) B @ oo _ @ |13 F (wa B M, W E 2

1. The Sections tab displays a breakdown of the sections in the master schedule and includes all
of the information from the section set up on the Courses & Sections setup screen, as well as
the state reporting fields.

2. The Courses tab displays a breakdown of the courses in the master schedule and includes all
of the course-level information from the course setup on the Courses & Sections setup screen.

3. The Co-Teacher Sections tab displays all the sections with attached co-teachers and will
include the primary teacher along with all of the information on the co-teachers. Sections that do
not have co-teachers will not display on this tab.

4. The Linked Sections tab displays a list of any sections that are linked together in the master
schedule

5. The Inclusion Sections tab displays a list of inclusion sections set up in the master schedule.

Including Florida Fields
1. Click the Show Florida Fields button in the upper right corner of the report screen.

2 Master Schedule Report

Sections Courses Co-Teacher Sections Linked Sections Inclusion Sections P> showFlorida Fields

If button displays: Show Florida Fields = Florida fields are not displayed.
Hide Florida Fields = Florida fields are displayed.
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Customize Columns a

Use Toggle Columns to hide columns and control what columns are displayed.
1. Click the toggle columns button.
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Toggle Columns

2. Uncheck any columns to be hidden from view when the report is 2 Subject Title
displayed. : Coursa
Note: Selected columns will remain hidden until the user re-checks ¢ Course#
them. : Bezin Period
3. Click the “X” in the upper left corner to close the pop-up window. ¢ End Period
¢ Teacher
Using Filters to Search S Section
Turn on filters to search by specific sections, courses, teachers or any column
header. This will be helpful if Mass Updating changes to the Master Schedule.
1. Click the Filters: button to turn ON/OFF. > Master Schedule Report
2. The filter row will display when the filter is turned on.
Sections Courses Co-Teacher Sections Linked Sections
Making Changes /
Updates made individually on this screen are auto-saved. | I SN on] | ] | 20 |
&|ooo v @|art v @ v
1. Make changes as needed. Subject Title 3 Course & Course # &

2. The record will flash and auto-save.

Mass Updating Changes

When certain sections' fields need to be changed, the Mass Update feature can quickly address this.

However, be very careful when mass updating fields.

From the Sections tab:

1. After the correct sections are displayed.
. Mass Update

2. Click the Mass Update button.

3. Select the column you want to update. Column Value

4. Select the Value you want to populate this column with. Affects GPA ]| Update

5. Click Update.

6. The updated fields will change to yellow and the save button will change to red.

7. Click save.
2 Master Schedule Report
Sections Courses Co-Teacher Sections Linked Sections Inclusion Sections Show Florida Fields
\ =) | on] | ) | 2] [ iass Update i save
&[ooo v Glart v a ¥ e v 8 AN =] v r (5] v @ i@ v @ val va va v o
Subject Title & Course Course # 3 ::?ii;‘d: :;:ud: Teacher } Room % Team zf:l:fg Days & ;:t:tli: :z:fs': ;'EH:Q: 2::;'
000-Kindergarten () ART - GRADE K 5001010 (@ [Pericd 05 [N [Pericdos [N [wa B o o [ [ (nva = M, W [ 2s |17 5
000-Kindergarten (@ ART - GRADE K 5001010 @ |[Period05 [N [Pericd 05 [N B o o 17 B (va B (mw B = 18 7
000-Kindergarten (@) ART - GRADE K 5001010 @ [Pericd05 [N) [Pericd 05 W) B ol o [ B wa = ... M, W B 2 19 5
000-Kindergarten @ ART - GRADE K 5001010 @ [Pericd 05 [ [Pericd 05 [N B o o [0 (e LN ¥ 2s 18 6

You can mass update multiple fields before saving.

Other common changes that can be mass updated from the Master Schedule Report are:

e Room Number e Section Short e Grading Scale e Days

e Bell Schedule Name e Calendar e Takes Attendance
e Total Seats e Course History e Class Minutes e Graded

e Marking Period Term Weekly e Active
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Use the Master Schedule spreadsheet received from the FTE Team to ensure that all sections have the
correct Class Minutes Weekly assigned. If applicable, these minutes can be updated from the Master
Schedule Report.

DO NOT update minutes via the Master Schedule Report once students are scheduled in the
course. The minutes do not copy down to the student's schedule. Changes should be made to

the course section itself.

From the Master Schedule Report:
Make sure the Sections tab is highlighted.
Turn on the filters to look at specific sections or grade-level courses at one time.
Enter your filter criteria in the filter row.
Scroll to the Class Minutes Weekly column to view and/or update any missing or incorrect

1.

2.
3.
4

Noo

minutes.

Update minutes by clicking into the field and typing in the correct minutes.
The screen will auto-save your changes.
Repeat the process for all courses until all sections have been reviewed for minutes.

Master Schedule Report o

Sections Courses Co-Teacher Sections

Linked Sections

Inclusion Sections

Hide Florida Fields

[ EEN OoN | [ 10 |
— = — = - - - - - -
I\‘-_‘Jcou v ©art | R+ v (1] (+] v @ v 10 v @ v = = u|
T ; ;
Subject Title 3 Course & Course# * Begin End Teacher & E‘:;ﬁutes Scheduling Exclude Exclude i
! v v Y Period § Period 4§ L 4 Weskly * Method 4 fromFTE § |fromFASTER & | T
000-Kindergarten (@ |ART-GRADEK @ [Pericd05 [N [Pericd05 [W) B @ | so [5-%e. W i
000-Kindergarten (@ | A E @ | Period 05 @ Period 05 @] @ @ 5-58 @ q
000-Kindergarten (@) |ART-GRADEK @ [Pericd05 [N [Pericd05 [W) | R _[5-5¢.. W i

Note: ALL PE sections should be 150 minutes. Related Arts (Art, Music, and Computers) are 50
minutes each. Recess is 20 minutes per day (100 minutes per week). The Grade Level course
should be 0 minutes. View the academic sections by grade level due to the difference in the
number of required minutes. Refer to the Instructional Minutes Template provided to you by your
school admin/FTE.

PE, Related Arts, and Rec
minutes cannot be ch

ess/Lunch
anged.

Instructional Minutes Template
** Provided by FTE team, Used by Data Entry **

PE, Related Arts, and Recess/Lunch
minutes cannot be changed.

Non-Extended Day Schools - Total School Minutes and Instructional Class Weekly Minutes

EEpAITDe Instructional Student Weekly
Grade Level | Language Arts 1 | Language Arts 2 | Math | Science | Social Studies | PE® | Related Arts No Funding Class Minutes | Minutes from bell
Weekly = 1725 10 bell =1925
KG 600 180 300 220 125 150 150 200 1725 1925
1 600 180 300 220 125 150 150 200 1725 1925
2 525 180 300 245 175 150 150 200 1725 1525
3 525 180 300 245 175 150 150 200 1725 1925
4 450 180 300 270 225 150 150 200 1725 1925
5 450 180 300 270 225 150 150 200 1725 1925
“PE minutes are 150 a week because it includes the 100 minutesof required PE and 50 minutes of required heakth. This does nof mean that health is taught during PE, its ust where the State is expectingto ses the
minutes (50 minutes awe k] reflected.
Extended Day Schools - Total School Minutes and Instructional Class Weekly Minutes
Instructional | Student Weekly
Recess & Lunch =
Grade Level | Language Arts 1 | Language Arts2 | Math | Science | Social Studies | PE® | Related Arts No Funding Class Minutes | Minutes from bell
Weekly = 1875 | o bell =2075
KG 600 330 300 220 125 150 150 200 1875 2075
1 600 330 300 220 125 150 150 200 1875 2075
2 525 330 300 245 175 150 150 200 1875 2075
3 525 330 300 245 175 150 150 200 1875 2075
4 450 330 300 270 225 150 150 200 1875 2075
5 450 330 300 270 225 150 150 200 1875 2075

2025-2026 Extended Schools are: AVE, EPE, GGE, GTE, HCE, HLE, LES, LGE, LTE, MDE, MES, PSE, PCR, SLE & VOE

minutes (50 minutes aweek] refleced.

*PE minutes are 150 3 week bacsuse it incluges the 100 minutesof required PE snd 50 minutes of required heskh. This 8oes not mean that hesith is taught during PE, it's just where the State is expactingo se the
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The Teacher Schedule Report

Tweaking via the Teacher Schedule Report
The Teacher Schedule Report lists scheduled teachers and their scheduled sections. This report can
be used to change a teacher’s schedule by moving (dragging and dropping) sections around, much like
a “whiteboard schedule”. The information can be filtered to display and choose additional fields such
as Room Numbers, Course/Section Numbers, Terms, and Totals. The report also identifies possible
section conflicts by displaying those sections in red. It indicates more than one section has been
scheduled into a single period.

To access the report:
1. Click the Scheduling tab.

2. Select Teacher Schedule Report.
[Scbp S Ui Schocuing s _jsscsrnt_ e Dicloc_Fors _Babg_Elgoly_Flaiors S8 Rt |

Show: | Room Numbers, Course/Section Numbers, Term D Filter by Subject: Choose

46 Teachers | i

Teacher Period 00

Period 01

Period 02

Period 03

LANG ARTS
GRADE

5010045-
852C

Show Additional Information on Report

Show: Will allow you to include additional information such as Room Numbers, Course/Section

Numbers, Terms, and Totals on the report.

43 Teachers B =

Show: * Room Numbers ¥ Course/Section Numbers

1 Teacher |
Teacher Period 00

FIFTH

TGRADE 1-
Alfaro, W' (22) 214F

Trine L

ﬁ'

period Period periog 03
WATH
GRADE

FIVE
5072070-
502

Terms | Totals

@)1+

-4 GRI
116M ° 5010046-

1 3

F@cus

School Software

B [Awy]

[ customize Columns | [

OFF] [search

Period 04 Period 05 Period 06

LANG ARTS

1-
116m3
852D

Period 04

MATH

GRADE
FIVE
5012070
50

Period 07

Period 08

Show:[Roorn Numbers, Course/Section Numbers, Ter... IFiIter by Subject: |Choose...

Period 09

Customize Columns ‘ ‘ Filter ‘ OFF ‘Search

Filter by Subject: [ Choose v

Filter | [affar

Period 05 Period 06 Period 07
MATH MATH MATH
1., GRAD 1., ERAD 1- GFWE—E D 1
@igrg* FNE - @4pqq+ ENVE - @3gq% INVE . @414
503 500 504

Period
08 Relevance

It is recommended that you have Room Numbers and Course/Section Numbers selected.

Filter report by Subject (grade level)
1. Select the subject in the Filter by Subject pull-down at the top-right corner of the screen.
2. The report will refresh and display only the teacher schedules for the selected subject

43 Teachers |

Show:|Room Numbers, Course/Sectiﬂ

Filter by Subject: |Choose...

‘ Customize Columns. ‘ ‘ Filter ‘ OFF ‘Search
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Filter by Teacher(s)
1. Enter the Teacher name in the Search field in the upper right corner.
2. Press Enter.
3. The report will refresh and display teacher schedules that match the search criteria.
4. To remove the search criteria, clear the field and press Enter.
Show: ¥ Room Numbers ¥ Course/Section Numbers | Terms | Totals Filter by Subject: | Choose A
1 Teacher | Filter | (alfar
Teacher Period 00 Period Period  periog 03 Period 04 Period 05 Period 06 Period 07 period Relevance
2 SRADE " SRADE " SRADE " SRADE " SRADE "
Aaro, ST0TT: (22)794 * LA e Egimﬂ“;;o_ (22)594 % EE?FT"EEO_ (24)314 EE%FFWEEO_ 23314 EE%FFWEEO_ (24) 394 %

Enter multiple teachers in the search field separated by a space to display multiple teachers

Show: ¥ Room Numbers ¥ Course/Section Numbers Terms Totals Filter by Subject: | Choose v

3 Teachers |} Fiiter | |cava alfar

Teacher Period 00 Period 01 Period 02 Period 03 Period 04 Period 05 Period 06 Period 07 Period 08
WATH MATH MATH MATH MATH
FIFTH
Affara,  GEADE 90y 1., e (22)qy # EEE (22) 17 e (24) o417 i (23945 # e (24)o 17+
floer  B100TT0- Pata EVE o @ona® ENVE . @2qy+ ENE (24094 + ENVE (23594 + EVE (24151
502 501 503 500 504
LANG LANG LANG LANG LANG
FIFTH ERTS ERTS ARTS ARTS RS
Cavasos, GRADE (o) 1-, GRADE ()3 1-. CRADE (p) 1-. GRADE (3 1-. GRADE (3 i-. CRADE () I,
Julie - (23)30g * 5 @yet 5 (yegt 5 (gt 7 — (Ryeet 5 (gt
Chrisiana 500 5010046- 5010045- 5010045- 5010046- 5010046-
500 504 502 501 503

Ak

Scheduling Conflicts
The report identifies possible section conflicts by displaying those sections in red. It indicates that more
than one section has been scheduled into a single period.

Teacher Period 00 Period 01 Period 02 Period 03 Period 04 Period 05 Period 06 Period 07 Period 08 Period 09

LANG

ARTS 5

GRADE 1 1042

S s S
Boot, Amn | LANG 010045~ 116M ' 5010046-  116M°

% ‘s e 52C _ 852D i

5010044-  116M ! s

8528 L

3
55 Teachers | Filter | |Search
Teacher Period 00 Period 01 Period 02 Period 03 Period 04 Period 05 Period 06 Period 07 Period 02
SCIENCE MATH
Alexander, ~ TR LANG ARTS ) b LANG ARTS 1. LANG ARTS
Emamarie FOURTH GRADE (19) + GRADE  (19) + HHGERIS (19) » GRADE (19) HNEERTS (19) . L2 ARTS
ynn FoUR =
MATH MATH MATH MATH MATH
Alfaro, Trine  FIFTH GRADE  (22) + GRADE (22) E (22)+ GRADE (24)+ GRADE (23) + GRADE (24) +
L FIVE FIVE FIVE FIVE FIVE
LANG

Avarez,  KINDERGARTEN(19) + ARTS  (19) + LANGARTS 1g) ., LANGARTS (1g) . MATH 19) + SCIENCE
flvare WINDERGARTEN (19) + ZRTS (19 Grapek (19* Grapek (9% Grapek (19 GRADER

You will notice scheduling conflicts for the following scenarios:
o Related Arts will have multiple sections scheduled in one period.
e Special Scheduling sections

Tweaking should be done PRIOR to creating packages and scheduling students.
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Move Sections to the Correct Period Feriod 04 Feriod 09

Initially, all courses will be displayed in Period 00. Refer to your PHGARISGRADE (o) & [ETRGRADE (o)
Instructional Minutes template to move course sections to the AT GRADE
applicable periods. Only the Grade Level course should remain in MATHGRADEFIVE () + Fyve O

Period 00.

Note: It may be helpful to filter the report by Subject to view one o MATHGRADEE (O
grade level at a time.

Click and Hold the blue plus sign (+), located to the right of the section title. \

1.

2. Drag the section to the new location (period).

3. Drop (release) when the new block (period) appears highlighted.

4. You will see a temporary blue checkmark appear in the new period block.
Period 04 Period 05 Period 04 Period 05
EANG ARTS GRADE (g .. EE?IJE GRADE (0) + EANG ARTS GRADE (g, .. Egag GRADE (@) +
MATH GRADE FIVE (0) + MATHORADE (g . MATH GRADE FIVE (0) + MATMGRADE (g

[MATHGRADEK  (0) |

MATH GRADEK  (0)

eANG ARTS . e

Continue this process until all the teacher’s sections have been moved to the correct period for that
grade level.

Sections should be moved PRIOR to building packages and scheduling students.

Note:

¢ |tis not recommended that you move courses from one teacher period to another teacher
period.

e Click the underlined class section title to access section information.

e The blue cross used to drag and drop sections is only available during BOY master
scheduling. After the first day of school, the blue cross will no longer be available.
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Creating Packages (aka Parent/Child Sections)

Packaging Sections

Package Scheduling ties multiple sections together for ease in scheduling (also called “Parenting”). The
Homeroom (grade level course) section is identified as the Parent Section. All other sections assigned
to the teacher are called the Child Sections—this includes Specials. There are multiple approaches to
creating packages for scheduling (i.e. Create Packages, Teacher Schedule Report).

Note: Ensure the homeroom (grade level) section is set up before creating a package.

1. Click the Scheduling tab.
2. Select Create Packages.

Linking or Parenting Courses via Creating Packages (simplest method)
The Create Packages screen provides a quick and easy method to link or parent sections together.

Selecting a Parent/Homeroom Section: Parent/Homeroom Section:
From Create Packages:

i ART - GRADE 1 (5001020) - 05 05 - W - 103 - Shannon Lee Green (103) B
1. Select the Parent/Homeroom section: pull-down.

2. Use the Filter box to search for the parent Lo ]
soloction
_ : MATH GRADE 1 (5012030) - 01 01 - 107 - Lera M Brial (107)
Begin to type the course name, number, teacher SOC STUDIES 1 (5021030) - 07 07 - 107 - Lera M Brial (107)
name, period1 or Section number in the F||ter SCIEMCE GRADE 1 (5020020) - 06 06 - 107 - Lera M Brial {107)
box. Sections that match the search criteria will RECESS KG -5 (RECESSKGS) - 04 04107 - Lera M Brial (107)
display in the pull-down. LANG ARTS GRADE 1 (5010042) - 02 02 - 107 - Lera M Brial (107)

ART - GRADE 1 (5001020) - 05 05 - W - 107 - Shannon Lee Green (107)

Note: T icklv locat rent or child section LANG ARTS GRADE 1 (5010042) - 03 03 - 107X - Lera M Brial (107X)
ote: [0 quickly locate a parent or C sectio MUSIC - GRADE 1 (5013070) - 05 05 - H - 107 - Kate Ryan Craig (107) S

enter the teacher short name (teacher number)
in the filter box. Make sure you enter a space

before entering the number. Parent/Homeroom Section:

. FIRST GRADE (5100070) - 00 00 - 107 - Lera M Brial (107) @
3. Select the parent section.
Select Children Sections: Children Sections:
1. Select the Children Sections: pull-down. E4

2. Use the Filter box to search for the parent selection.
Begin to type the course name, number, teacher name, period, or section number in the Filter
box. Sections that match the search criteria will display in the pull-down.

Parent/Homeroom Section: Parent/Homeroom Section:
FIRST GRADE (5100070) - 00 00 - 107 - Lera M Brial (107) E] FIRST GRADE {5100070) - 00 00 - 107 - Lera M Brial (107} E]
Children Sections: Children Sections:

[ ART - GRADE 1 (5001020) - 05 05 - W - 107 - Shannon Lee Green (107), INTRO TO COMP SCI 1 (50._ ||
Con ) (ied J

Check all visible Clear selected Check all visible Clear selected

Il MATH GRADE 1 (5012030) - 01 01 - 107 - Lera M Brial (107) EMF«TH GRADE 1 (5012030) - 01 01 - 107 - Lera M Brial (107)

[ ]s0cC STUDIES 1 (5021030) - 07 07 - 107 - Lera M Brial (107) [W]SOC STUDIES 1 (5021030) - 07 07 - 107 - Lera M Brial (107)

] SCIENCE GRADE 1 (5020020) - 06 06 - 107 - Lera M Brial (107) [ W] SCIENCE GRADE 1 (5020020) - 06 06 - 107 - Lera M Brial (107)

[ ]RECESS KG - 5 (RECESSKGS) - 04 04 - 107 - Lera M Brial (107) [M|RECESS KG - 5 (RECESSKGS) - 04 04 - 107 - Lera M Brial (107)

[[]LANG ARTS GRADE 1 (5010042) - 02 02 - 107 - Lera M Brial (107) [W|LANG ARTS GRADE 1 (5010042] - 02 02 - 107 - Lera M Brial (107)

[C]ART - GRADE 1 (5001020) - 05 05 - W - 107 - Shannon Lee Green (107) [W]ART - GRADE 1 (5001020) - 05 05 - W - 107 - Shannon Lee Green (107)

[]LANG ARTS GRADE 1(5010042) - 03 03 - 107 - Lera M Brial (107X) [W]LANG ARTS GRADE 1 (5010042) - 03 03 - 107X - Lera M Brial (107X)

DMUS\C - GRADE 1 (5013070) - 05 05 - H - 107 - Kate Ryan Craig (107) @MUSIC - GRADE 1 (5013070) - 05 05 - H - 107 - Kate Ryan Craig (107)

[]INTRO TO COMP SCI 1 (50020101) - 05 05 - F - 107 - Lindsey Diane Dominguez (107} ~ [ INTRO TO COMP SCl 1 (50020101) - 05 05 - F - 107 - Lindsey Diane Dominguez (107) -

Note: Enter the teacher's short name (teacher number) in the filter box to locate a parent or
child section. Make sure you enter a space before entering the number.
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3. Select the children sections including Related Arts.
4. Select the boxes next to each of the teacher’s sections.
5. Click Save.

Parent/Homeroom Section:

FIRST GRADE (5100070} - 00 00 - 107 - Lera M Brial (107) E]

Children Secticns:

ART - GRADE 1 (5001020) - 05 05 - W - 107 - Shannon Lee Green (107), INTRO TO COMP SCI 1 (50... E]

ART - GRADE 1 (5001020) - 05 05 - W - 107 - Shannon Lee Green (107)

INTRO TO COMP SCI 1 (50020101) - 05 05 - F - 107 - Lindsey Diane Deminguez (107)
LANG ARTS GRADE 1 (5010042) - 02 02 - 107 - Lera M Brial {10?}

LANG ARTS GRADE 1 (5010042) - 03 03 - 107X - Lera M Brial (107X)

MATH GRADE 1 (5012030) - 01 01 - 107 - Lera M Brial (107)

MUSIC - GRADE 1 (5013070) - 05 05 - H - 107 - Kate Ryan Craig {107}

PHYSICAL EDUCATION 1 {5015030) - 05 05 - MT - 107 - Paul Robert Ewerth (107)
RECESS KG - 5 (RECESSKGS) - 04 04 - 107 - Lera M Brial LlD?‘-

SCIENCE GRADE 1 (5020020) - 06 06 - 107 - Lera M Brial (107

SOC STUDIES 1 (5021030) - 07 07 - 107 - Lera M Brial (107)

Removing a Child Section
Unchecking the checkbox by a course will remove it from the Children Sections.
Note: Click the Clear Selected link to deselect all checkboxes at once.

Removing a Parent Section
Child sections can be unlinked from the Parent section from Courses & Sections or via the Master
Schedule Report.

From Courses & Sections:

Select the section that is to be removed from the Parent.

In the section header, click the underlined Choose Parent Section link.

A new popup window will display

Click the Remove the Parent button.

The popup window will close.

Note: The Parent Section will no longer be associated with the course. Only the underlined
word Choose will be present. Verify that it is correct.

6. Click Save to finalize the Parent Section removal process.

aobronN=

ame=5Scheduling/Courses.php& @, 5 =

Courses Student Information Sheryl Priester

Remove the Parent Search § 20172016
9 Subjects Quarter 1
Subject

00-Prek

guests in search | C9PY Beleie

000-Kindergarten Save

001-1st grade

030
002-2nd grade Shont
Name oy T
003-3rd grade . ourse History Term
KINDERGARTEN: 00 00 - 050 - Amber
& e 5 El IMarie Emerson

Q = Printy 9 Help 8l Logout Calendar Choose
. T e gradelevels - Parent Section
b Co-Teachers History Florida Vocational/WDIS  Inclusion
: 9 Subjects 10 Courses 7 Sections
- Subject Course Section

00-Prek

05 05 - MVV - 051 - Angela Nicole Chen
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Checking Linked Sections

Review your packages carefully to ensure they are complete. If your packages contain errors, your
student schedules, grade reporting, FTE, etc. will also be affected. Refer to the Typical Scheduling
Package Reference Sheet.

From the Master Schedule Report:
1. Select the Linked Sections tab.
2. All linked sections will display.

Parent Course 4 Parent Section 4 Takes Attendance 4 | Graded 4 | Linked Course Linked Section Takes Attendance | Graded
FIRST GRADE @ 0000-107-Lera MEBrial 5] LAMG ARTS GRADE 1 @ 0303-107X-Lera M Brial @ O O
ART - GRADE 1 @ | 0505-W- 107 - Shannon Lee Green @ 0
INTRO TO COMP SCI 1 @ 0505-F-107 - Lindsey Diane Dominguez @ 0
MUSIC - GRADE 1 @ | 0505-H- 107 - Kate Ryan Craig @ O
LANG ARTS GRADE 1 @ 0202-107-LeraMBrial @ O
MATH GRADE 1 @ 0101-107-LeraMBrial @ [}
SCIENCE GRADE 1 @ 0606-107 - Lera M Brial @ O
SOC STUDIES 1 @ | 0707-107 - Lera M Brial @ 0
RECESSKG- 5 @ | 0404- 107 -1era M Brial @ O O
PHYSICAL EDUCATION 1 @ 0505-MT-107-Paul RobertEwerth @ O
All Grade Level Homeroom Packages should contain the following:

e Language Arts (2 sections in different periods — only 1 section is checked graded)

e Math e Music

e Science e Computer Science

e Social Studies e Grade Level Course

e PE e Recess

o Art

o PK Attendance (PKAttend) only for PK homerooms or Speech Pathologist for walk-in

students
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Scheduling Students into a Package
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Once course packages have been created, students can be scheduled into a homeroom section; this
will schedule the student into all the Child sections linked to the Parent Homeroom section. Students

can be scheduled individually or en masse.

1. Click the Scheduling tab.
2. Select Student Schedule.

Individually Schedule a Student — Using Add a Section Option

From the students schedule:
1. Click + Add a section.
Note: The link is only visible before school starts.
The course Subjects by grade level will be displayed.
2. Select the grade-level course folder.
3. Select the grade level course section (i.e. Second Grade, First Grade, etc.).
4. Select the teacher course section.
All child sections will be added to the student’s schedule automatically.
5. Click Save.

Demographic  Enrollment Schedule Requests Grades Absences Activities Referrals TestHistory Audit Trail Grad SSS Billing

Eishow Florida Fields

Effective Date: 2023 v | Ti@inciude Inactive Courses w Course List  Weekly Planner o =\ onalWDIS Fin\
&

No Classes were found.

Period - | Course . Meeti| § Student Schedule - Google Chrome — (m] X e Enrolimg
Course Section Enrollment .
Teacher | Number Days s A Institutic

@ trainfocus.collierschools.com/servicedesk/Modules.php?modname=>Scheduling/Schedule php@isubject id=123678lnclu... Indicator e

|+Add a Section o Student d
COREEY scheque & prompTmgg [ o

T S I
Search for a section to add Courses

1Y Subje = Course Number [ ]

Subject

Course . Avai
Course Section
Num Seat

Subject

0 - PK walk-in
00 00 - 103 - Jennifer Lynn Richards 40

000 - Kindergarten 00 00 - 107 - Lera M Brial 40
001 _ First FIRST GRADE 5100070 0000 - 108 - David Tyler Patnode 40

00 00 - 110 - Christina Marie Johnson 40

00-PK

002- Second

003 - Third 0000 - 111 - Darlene Catherine Pellechia 40

11 Classes (&

Delete Course Meetin
0 Course Period - Teacher Section < 0

a FIRST GRADE 0000 - 107 - Lera M Brial

(m] MATH GRADE 1 0101-107 - Lera M Brial
a LANG ARTS GRADE 1 0202-107 - Full Year
(m} LANG ARTS GRADE 1 5-104  Full Year
...... 5104 Ful vear

Lee Green 5001020 107 w 2111 Full Year

-MT - 107 - Paul Robert Ewerth 5015030 107 MT 5113 Full Year

- H- 107 - Kate Ryan Craig 5013070 107 H 2110 Full Year

0505 - F - 107 - Lindsey Diane Dominguez | 50020101 107 F 2109 Full Vear

SCIENCE GRADE 1 0606 - 107 - Lera M Brial 5020020 107 MIWHF  5-104  Full Year

o SOC STUDIES 1 07 07 - 107 - Lera M Brial 5021030 107 MTWHF  5-104  Full Year

Customize Columns

Dual

Dual

ViewlEdit this Course  List Students in this Course _ List Unfilled Requests in this Course Search
Full Vear ~
9 Subjects e 12 Courses e 5 Sections o E—
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ually Schedule a Student — Using Search for a Section to Add Option

From the students schedule:

1. Use any of the search criteria to search for a course section.

2. Click Search.

3. All of the sections that meet the search criteria will be listed in the Search for a Section module.
This list will include full course section details, including the number of available seats
remaining.

4. Click the course name to select the course section to add.

Any Subject Y| Gourse Number Course Title Section ID Any Period ¥ ’E‘m Teacher r _F":‘” Year ¥ [ gearch

5. The section will be added to the student’s schedule.

6. Click Save to save the changes.

Note: If there is a scheduling conflict with the selected period, a message will appear in the pop-up

window. Click OK to continue.

Mass Add Students to Packages

Mass adding a course allows for enrolling a select group of students into a specific course. Remember,
packaging sections requires that only the Homeroom course needs to be added to students’ schedules.
. . Add Course(s) to Selected Students
1. Click the Scheduling tab. o
Course Section(s) to Add Choose Course
2. Select Mass Add Course. . A 9
3 Entel’ yOUr SearCh Cnter'a and Marking Period | Full Course Enroliment v
Click Search. Locked
4. The Mass Add Course screen Search Screen |SimpleList| Customized List
will display. Grade: 02
5. Click the underlined words ST Searen
uaen
Choose Course to select the " 0
Course and Section into which N
students will be scheduled. "
AL
6. The courses & sections pop-up window will display.
7. Select the appropriate Subject (Grade Level), Course (Homeroom), and Section (Teacher).
Courses
View/Edit this Course List Students in this Course  List Unfilled Requests in this Course Search
9 Subjects 10 Courses 7 Sections
Subject Course Course Num “ Section
00-PreK INTROD TC CPTRS 50020002 =200 it
000-Kindergarten LANG ARTS GRADE 2 5010043 00 00 - 201 - Miranda Nicole Drozdowski
001-1st grade MATH GRADE TWO 5012040 00 00 - 202 - Bonnie Dell Torres
MUSIC - GRADE 2 5013080 00 00 - 203 - Jonell S Shearer
003-3rd grade PHYSICAL EDUCATION 2 5015040 00 00 - 204 - Deborah Lynn Piascik
004-4th grade SCIENGE GRADE TWO 5020030 00 00 - 205 - Jordan Wilson \Whatley
005-5th Grade 00 00 - 206 - Gwendolyn Cassimere Sam
f0e-2D + S0CSTUDIES 2 5021040
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8. The pop-up window will automatically close and the Course Section(s) to Add field is now
populated with all classes packaged from the Homeroom (Grade Level) section selected.

Student:

Search Screen

Course Section(s) to Ada #% MATH GRADE 1- 01 01 - 107 - Lera M Brial

Simple List Customized List

| Add Course(s) to Selected Students |

A LANG ARTS GRADE 1-03 03 - 107X - Lera M Brial

A ART - GRADE 1 - 05 05 - W - 107 - Shannon Lee Green

A INTRO TO COMP SCI 1 - 05 05 - F - 107 - Lindsey Diane Dominguez
A MUSIC - GRADE 1 - 05 05 - H - 107 - Kate Ryan Craig

A LANG ARTS GRADE 1 - 02 02 - 107 - Lera M Brial

#\ SCIENCE GRADE 1 - 06 06 - 107 - Lera M Brial

X S0C STUDIES 1-07 07 - 107 - Lera M Brial

2\ RECESS KG - 5 - 04 04 - 107 - Lera M Brial

A FIRST GRADE - 00 00 - 107 - Lera M Brial

A PHYSICAL EDUCATION 1 - 05 05 - MT - 107 - Paul Robert Ewerth
Choose Course

Start Date [August v [10 v [2023 vl

Marking Period | Full Course Enrollment w

[J Locked

Note: Click the red X to remove a course section from the package.

9. Select a Start Date.

Note: The start date may vary depending on the time of year. It should reflect the first day a

student will sit in that particular class. Drop dates and Start dates should never overlap.

10. Select Marking Period — Full Course Enrollment.
11. In the lower portion of the Mass Add Course screen is a student list containing the results from
the student search performed previously. Use the checkbox on the left side of the student’s

name to include him or her in the scheduling function.
12. Verify the selected students and sections are correct.
13. Click Add Course(s) to Selected Students button in the upper right corner of the screen.

Course Section(s) to Add 7\ MATH GRADE 1 - 01 01 - 107 - Lera M Brial

Search Screen Simple List Customized List

| Add Course(s) to Selected Students |

A LANG ARTS GRADE 1 - 03 03 - 107X - Lera M Brial

2 ART - GRADE 1 - 05 05 - W - 107 - Shannon Lee Green

2N INTRO TO COMP SCI1-0505 - F - 107 - Lindsey Diane Dg@ninguez
#\ MUSIC - GRADE 1 - 05 05 - H - 107 - Kate Ryan Craig

X LANG ARTS GRADE 1-02 02 - 107 - Lera M Brial

A SCIENCE GRADE 1 - 06 06 - 107 - Lera M Brial

A\ SOC STUDIES 1 - 07 07 - 107 - Lera M Brial

2\ RECESS KG - 5 - 04 04 - 107 - Lera M Brial

A\ FIRST GRADE - 00 00 - 107 - Lera M Brial

#\ PHYSICAL EDUCATION 1 - 05 05 - MT - 107 - Paul Robert Ewerth
Choose Course

Start Date [August v [10 v [2023 v |

Marking Period |Full Course Enrollment v |

[J Locked

Student:
1 Student . 1 Selected |Search |
[J |Photo Student
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14. A confirmation message, stating that the courses have been added to students’ schedules will
display.

- ?Those courses have been added to the selected students' schedules.
Search Screen  Simple List Customized List

Drop a Course from the Students Schedule BEFORE the Start Date
The delete checkbox is only available prior to the course enroliment start date. The delete checkbox
will not be present after the course enrollment start date has passed.

From the Students Schedule:
1. Select the checkbox in the Delete column to select the course(s) to delete from the student’s
schedule.
2. Click the Save button to delete all courses selected.

Delete - ourse Period - Teacher Bﬂgﬁging Room
v ART - GRADE 2 00 00 - MW - 201 - Angela Micole Chen MW 1-138
v INTROD TO CPTRS 00 00 - F - 201 - Cheryl Ann Cooper F 1-161
v LAMG ARTS GRADE 2 00 00 - 201 - Miranda Micole Drozdowski MTWHF | 1-238

MATH GRADE TWO 00 00 - 201 - Miranda Micole Drozdowski MTWHF 1-239
MUSIC - GRADE 2 Q0 00 -TH - 201 - Jesuz Alberto Segura TH 1-158

Drop a Course from the Students Schedule AFTER the Start Date
The delete checkbox will not be present, therefore you will have to drop the course from the students
schedule.

From the Student’s Schedule:
1. Select the drop-date of the course section.
Note: Drop Dates and Enroliment Dates should never overlap.
2. Click Save.

If you add a course in error and absolutely need to drop it (and there are no survey, grades, or
attendance tied to it), enter the end date as a date prior to the start date to remove the course record
from the schedule.
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Mass Drop a Course from a Group of Students

F@cus

School Software

The Mass Drop Course is used to drop one or multiple courses from a group of students’ schedules.
Note: If a new course is being added to the group of students, be sure to add the new course before
dropping the course, otherwise you will not be able to easily search for those students.

1. Click the Scheduling tab. [Drop Courss for Selected Students
2. Select Mass Drop Course. Do e S 135 2021 ]
3. Enter your search criteria and Click
SearCh Search Screen = SimpleList Customized List
. . Grade: 01
4. The Mass Drop Course screen will display. 101 Students S
5. Click the underlined words Choose Course 0 Photo Student StudentID  Grade -
to select the Course and Section in which o @ f ) o
students will be dropped. el
6. The courses and sections pop up window o -.- : 1 &
will display.
7. Select the subject, course, and section you would like to drop from the student’s schedules.
D e e TS
Search Screen Simple List  Customized List gMassDropCuulse*Gvug\EChmme _ o x
ﬁ';::z;em = 3 Seicied 8 trainfocus.collierschosls.com/servicedesk/Madul ?madname=Scheduling/MassDrop.php&subject id=100308indl...
ERE FiGi Mass drop Course (] _ —
n e e e e e e P e N ET R R E |
2 Ceeie e T
-.- m@@ FIRST GRADE 5100070 Ww
8. The selected section is displayed next to Course to Drop.
Note: If the wrong section was selected, click the red X next to the section to delete it.
9. Click the Choose a Course link to select more sections if needed.
10. Select the drop date.
11. Select the check box next to each student to mass drop the course from their schedules, or
select the check box in the column header to select all the students in the list.
12. Click Drop Course from Selected Students at the top of the screen.
13. A green check mark and confirmation message will display indicating the course has been

dropped from the selected students’ schedules.

Drep Course for Selected Students

Course to {ayley Ann Crawford

X
Drop Ehoose a Course

DiopDate | September v |13 v [2021 v]] —
Search Screen = SimpleList Customized List
Grade: 01 S =
101 Students | 3 Selected Search
O  Photo Student Student ID Grade

s

& That course has been d

d from the selected * schedul

Simple List Customized List

The Mass Drop or Mass Add feature can also be used to make individual schedule changes.
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Print Class Lists
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The Print Class Lists screen is used to print class lists that can be customized to include a variety of
student information, such as demographic, contact, ESE, ELL, schedule, attendance, grade, and

discipline information. Class lists can be printed in PDF or CSV format.

1. Click the Scheduling tab.

2. Select Print Class Lists.

3. Enter your search criteria (if applicable) on the left.

4. In the period drop-down, Select Period 00 to generate a class list for the homeroom teacher.

5. Use the available fields and Fields to Include in Report section to add additional student fields to
the class list beside the fields that are included by default.

6. Select the Format, PDF or CSV.

PDF (printable copy for distribution); CSV (exports to Excel)
7. Click Download Class Lists

Note: When PDF is selected, a PDF Preview of the class lists is displayed, which can be saved
to your computer or printed. Click Return to Focus to go back to the Print Class Lists screen.

2] |
Bt H H
Servicedesk Print Class Lists |

1 | | ERP

Sectionchoose

Student Courses

o Periods Period 00
Teachers
Marking Period Full Year v
Effective Date| July v|20v[2021 ]!

Einclude Future Active Students
Uinclude Co-Teacher Sections
Uinclude Inclusion Classes

More Search Options e

Letterhead Template| Class List w/Signature

Available Fields:

Search Fields

Student Demo e Student ID

Last, First M

Address

Grad
Primary Contact Lace

Fields to include in Report:

Student Group

Binciude Inactive Students

) Include Previous Years Inactive
Students

(]} Use Most Recent Enroliment

G Format -

|Download Class Lists|[Reset]

X 1) [
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Gifted Students

The gifted designation (L-Gifted) should be added to the student’s individual schedule in the “Student
Exceptionality Code” column of all CORE COURSES (Lang Arts, Math, Science, and Social
Studies).

Course Period - Teacher Student Exceptionality Code
FOURTH GRADE 0000 - 403 - Dana Ann Winogrodzki ~ § -

LANG ARTS GRADE 4 01 01 - 403X - Dana Ann Winogrodzlki (C-Giftzd v
LANG ARTS GRADE 4 02 02 - 403 - Dana Ann Winogrodzki | L - Gifted A |
S0C STUDIES 4 03 03 - 403 - Dana Ann Winogrodzki [L- Gified v
MATH GRADE FOUR 04 04 - 403 - Dana Ann Winogrodzki [L - Gified v|
ART - INTERM 2 06 06 - TWHF - 403 - James Wesley Iv Fitch | -

INTRO TO COMPSCI1 06 06 - MTHF - 403 - Virginia Stack || -

SCIENCE GRADE FOUR 07 0T - 403 - Dana Ann Winogrodzki [L- Gifted v
PHYSICAL EDUCATION 4 08 08 - 403 - Dana Ann Winogrodzki || -

Pre-K Walk-in Students

Students that come in only for services are considered as Pre-K Walk-in Students.

The Pre-K Department will provide a list of students that meet this criteria.

The only course section created/scheduled for Pre-K Walk-in students would be the PK Attendance
course.

Teacher: Select the Teacher name from the drop-down.

Room: Use the drop-down to select the room from the room list.

Beginning and Ending Periods: Set the beginning and ending periods for the section.

Bell Schedule: Select Regular Bell Schedule.

Meeting Day(s): MTWHF

Note: Even though a student comes in on specific days, the course section should still be M-F.

Marking Periods: Should be set to “Full Year”.

Seats: Set the maximum number of students that can be assigned to the section.

Short Name: Correlates with the homeroom teacher number the section should be paired with.

Course History Term: Should be set to “Full Year”.

0. Takes Attendance: Check the box. In this case, Pre-K Walk-in course sections are
attendance eligible.
Unchecked = Red X = Grade Eligible (No) and Checked = Green check = Grade Eligible (Yes)
Note: If the section is not marked attendance eligible the teacher will not be able to take
attendance for the course section.

11. Graded: Uncheck the box. The course section is not grade eligible.

These students are only coming in for services, therefore no grades will be entered.
Unchecked = Red X = Grade Eligible (No) and Checked = Green check = Grade Eligible (Yes)

12. Affects GPA: Should not be checked.

13. Active: Should be checked.

14. Grading Scale: Select Elementary PK-2 Grade Scale.

15. Standards Grading Scale: Select Pre-K Indicator Scale.

16. Calendar: Make sure to select the correct calendar (for example, E1, E46, etc.)

17. Click Save.

aobrwnN=

20N
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Setup Students Users Scheduling Grades Assessment @ Attendance Discipline Forms @ Billing Eligibility =~ Florida Reports SSS = Reports

PK ATTENDANCE PKATTEND: 00 00 - 71* - List Students in this Section List Unfilled Requests in this Section Search |Co Delete| [Save
q aearch Py
- - Full Year
N/A - Bimay 00 00 Rergular Bell mimwur Full Year - - 71 pursar
|— | Room EoyEn 5O S W D) fiarking Pericd 40 iEp  EouEL Shet OO
eacher Reom ™ =g Bai Erhadiie zetng Day= 4 Ziits Sests  Sesis Mama SOy
Ogtiona Term
. R - i None
L4 A L*4 Erade Laval(s) glgg:'gi?fl'('z Pre-K Indicator Scale E1 Choose
Fikes Attendance Graded Ective t:_ar'< for a Gracing Seale - Standards Grading Scale Calendar Ea'i"
gradelavels Section
Co-Teachers History Florida Vocational /WDIS  Inclusion Subs
999 - Nonfunded licable 0
FEFP Number District of Instruction ek Scheduled, Altemate Date Cartain Class Minutes Weekly
L
D — Bnline Course
Z-No ¥ N
Dual Dual Enroliment Institution Type Brimary Instructor Course Flag 1 Course Flag 2
N/A N/A N - Non-certified possessing expert skillZ - Course is not a core academic subje
Course Flag 3 C e Flag 4 CertfLicensure/Qual Status Highly Qualified ES8A Title I
N-No ‘ Z - Not Applicable NiA
Reading Intervention Component Siian Team Teacher Training irtual Instruction Provider
IIA A NiA
Online Course Provider Biended Learning Course Location of Student EOQC Exam Tem ELL Instructional Mode!
A Course Term
Eig Zeme i
R T ] . sl
9 Subjects 1 Course 1 Section i
Subject Course Course Num Section
0 - PK walk-in PKATTENDANCE PKATTEND 0000 - 71* -
00 - PK + +

P re- K St u d e nts (Regu Ia r) 2024-2025 Pre-K Programs Student Schedule Breakdown - Non-Extended .D?ayt )

e Tor VPK B Head Start Student

Regular Pre-K Students are scheduled based on the : e i -
program they are placed in. The Pre-K Department will : —
provide the list of students along with proper program
codes.

Refer to the PK Program Student Schedule Breakdown
Sheet for course section information.

Build course sections and schedule the student based on
the PK Program coding assigned to the student.

Schedule (or VPK B PR Disaliliies

2 [oermrs [ram

o|afs[F

=

%‘ Minutes are only calculated for funded courses and these courses are 999-non-funded.

| —#  Therefore, the total minutes will equal 0.00

2 Classes || Is Send Messages | [Customize Columns| [Mass Update|

. Exclude ELL Class
) Course X Meeting . . FTE .
| Course Period - Teacher Section Room Term Enrolled Dropped from FEFP Number Instructional Minutes R ; Inclusion
| Number ays Estimation
FTE Model Weekly

PKATTENDANCE | 00 00- 011 - Taryn Nicole Anthony | PKATTEND | 011 MIWHE  B3-105 Full Year Aug 10,2022 - ¥ 999 - Nonfunded | N/A 9 NiA
|

DIST HEAD START 01 01- 011E - Taryn Nicole Anthony | 5100520 011E MTWHF B3-105 Full Year Aug 10, 2022 - ~ 999 - Nonfunded N/A 1500 MNi&

+ Add a Section
Total .0000

PK courses, excluding the attendance course, should be unchecked for Exclude from FTE and Affects
GPA.
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Entering Program Codes for PK Students
In addition to scheduling the PK students, you must enter the program codes on the Fed State tab.
Program codes are provided by the VPK Department.

From the Demographics screen:
1. Select the Fed State sub-tab from the left sidebar.
2. Select the proper program code in the Prior to Kindergarten field.
3. Select the proper program code in the Pre-Kindergarten Participation field.
4. Click Save.

STUDENT PROGRAM PRIOR TO KINDERGARTEN PRE-KINDERGARTEN PARTIC
Head Start / VPK .

Federal Coding: H;V* H — Head Start V — Voluntary Prekindergarten
Head Start / Inclusion H — Head Start D — Children with Disabilities

Federal Coding: H;D
VPK Parent Pay

Federal Coding: V;V
VPK Parent Pay / Inclusion
Federal Coding: V;D
Eg;g)l'zaﬂ;g’g/: "?)';D D — Children with Disabilities D — Children with Disabilities

* Note: for H;V students, please, do not add the “V” on Prior to Kindergarten field. If you do that,
student name will NOT appear on our VPK attendance for Early Learning Coalition. You can only add
the “V” in Prior to Kindergarten for V;V or V;D students.

V — Voluntary Prekindergarten V — Voluntary Prekindergarten

V — Voluntary Prekindergarten D — Children with Disabilities

Filter fields... Fed State
504 Infa Zoned District Number B Zoned School Number B
Addresses & Contacts ® Characteristic-Agency Program B Neg Del Institute Number 1
Addresses (History) Neg Del Institute Number 2 Neg Del Institute Number 3
Send for DMV
Agreements endror *
e S T, SV P S L P

Enrollment

Fed/State Fund Source B Mckay Intent Date

A
FASTER Prior to Kindergarten Pre-Kindergarten Partic
Fed State Florida First Start Program Participant B Ewven Start Family Literacy Program P... B
Fed/5t Discip Related Military Family Student |N E] Federally Connected Student Indicator E]
GPA Import Math Remediation E] Medical Complexity Exemption E]
Graduation Migrant Residency Verification Date
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Scheduling Related Arts Splits

Related Arts Splits are defined as students who follow another teachers related arts schedule instead of
their homeroom class schedule.

—

Review the students current schedule.

2. Drop the “OLD” related arts courses (intro to computers, art, music, and pe) from the student’s
schedule that correspond with the students homeroom teacher.

3. Inthe students schedule, add a drop date based on the last date the student sat in the related
arts course sections.

4. Add the “NEW’ related arts sections (computer science, art, music, and pe) of the teacher in
which the student is following.

5. Make sure to use the correct dropped/enrolled date.

For example, the student below is in homeroom 107, but will follow teacher 102 related arts schedule.

Exclude
Course Meetin
Course Period - Teacher Section 9 Room Term Enrolled Dropped from
Number Days
FTE
Homeroom \
FIRST GRADE 0000-107-EnnEOsb|  Teacher  [100070 107 MTWHE  8-116  Full Year Aug10, 2021 - ¥
MATH GRADE 1 0101 - 107 - Erin E Osborne 5012030 o7 MTWHF 61168 Full'Year Aug 10, 2021 - ~
LANG ARTS GRADE 1 02 02 - 107 - Erin E Osborne 5010042 o7 MTWHF  B-116  Full Year Aug10, 2021 - ~
LANG ARTS GRADE 1 03 03 - 107X - Erin E Osborne 5010042 107X MTWHF 6-116  FullYear Aug 10, 2021 - ?‘x
RECESSKG-5 04 04 - 107 - Erin E Osborne RECESS o7 MTWHF 8116 Full'Year Aug 10, 2021 - ¥
ART - GRADE 1 05 05 - W - 107 - Anthony Ernest Guida 5001020 107 W 3-100  Full Year Aug 10,2021 Aug 13, 2021 [&
PHYSICAL EDUCATION 1 5015030 107 T 3-101 | Full Year Aug 10, 2021  Aug 13, 2021
& £ Dropped OLD e = Lt P
MUSIC - GRADE 1 related arts courses 5013070 107 H 2105  Full Year Aug10,2021 Aug 13,2021 |X
INTRO TO COMP SCI 1 05 05 - F - 107 - Donna Lee Kenyon Mirziai | 50020101 107 F 5-112 | Full Year Aug 10 2021  Aug 13, 2021 K
ART - GRADE 1 05 05 - W - 102 Anthonu Connct Ruida B 102 w 3100 Full Year Aug 16, 2021 - o
Added NEW
PHYSICAL EDUCATION 1 05 05 - T related arts courses 102 MT 3-101 | Full Year |FAUQMbA0CAY - o
MUSIC - GRADE 1 05 05 - H - 102 - Jose Luis Cordero Andrade | 5013070 102 H 2-105  FI A ~
INTRO TO COMP SCI 1 05 05 - F - 102 - Donna Lee Kenyon Mirziai | 50020101 102 F 5-112  FullYear Aug 16, 2021 - ~
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Loading Reports
Students with Incomplete Schedules

The Students with Incomplete Schedules report displays students with one or more periods in which no
courses are scheduled. This report includes the student, student ID, grade, and displays a red X for
each period the student is not scheduled. This report is used once the Scheduler loader is no longer
being used, and student schedules must be manually completed.

Note: The schedule loader is not used by Elementary Schools. Therefore, you can utilize this report at
any time.

1. Click the Scheduling tab.

2. Select Loading Reports

3. Click the “Students with Incomplete Schedules” tab to see the list of students who have not
been assigned a package.

4. The Search screen will display.

5. Click the Simple List tab to display all students regardless of criteria.

‘F@CUS Loading Reportse Sheryl Priester (B = grras 7wy © 2o07) [ (20192020 [ [(Quarter1 [N
o

e Courses with Unfilled Requests  Overfilled Sections  Underfilled Sections  Unfilled Requests  Percentage of Students Scheduled

with Conflicti

Students with incomplete schedules are students who have a period open in their schedule. You can exclude periods from being
part of the normal school day by unchecking them below. Click the student's name to view or modify his or her schedule.

Effective Date: August v |13 v 2019 v o Marking Period: Quarter 1

ePeriodstoCheck: ¥ 00 ¥ 01¥ 02¥ 03¥ 04 05¥ 06 % 07 ¥ 08 | Update

Search Screen ~ Simple List™ Customized List

866 Students with incomplete schedules | Search

Student Student ID Grade Period 00 Period 01 Period 02 Period 03  Period 04 Period05 Period06 Period 07  Period 08
KG A ~ ~ A ~ A ~ A ~
03 A A A A A A A A A

03 A A A A A A A A A

e S

6. Click on the students name to go to the scheduling screen and add a package.

Students with Conflicting Schedules

The Students with Conflicting Schedules report displays students who have more than one course
scheduled into a single period during any period of the school day.

The report displays the student's name, student ID, grade level, and a column for each period. A red X
displays in a column if the student is scheduled into more than one course during that period as of the
effective date for the marking period selected.

1. Click the Scheduling tab.

2. Select Loading Reports.

3. Click the “Students with Conflicting Schedules” tab to see the list of students who have more
than one course scheduled for a period.

4. The Search screen will display.

5. Click the Simple List tab to display all students regardless of criteria.
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6. Click the checkbox to include sections that do not take attendance.

FQC US Loading Reporgﬂ

Underfilled Sections Unfilled Requests

Courses with Unfilled Requests Overfilled Sections
of Stud heduled d with

Sheryl Priester | Pinecrest Elementary (0161) ¥ m

[Admin v ]
ooty S s Sehduing s ssnt_ i Decpine oms ey Sty s s 555 s |
of

periods allow students to be enrolled in two sections, you can exclude periods from being rmal school day by
unchecking them below. Click the student’s name to view or modify his or her schedule.

- | 31 v |2020 <= ) Marking Period: Quarter 1
Periods in the School Day: & 00 & 01 € 02 & 03 4 04 € 05 & 0s & 07 € 0s & 09
_JInclude Sections That Do Not Take Attendance

Effective Date: August

F@cus

School Software

(

Search Screen  Simple List Customized List
30 Students with conflicting schedules | ‘Search 3£
Student Period Period Period Period Period Period Period Period Period Period
Siudet ) Grade | 5 01 02 03 04 05 06 o7 08 09
- 03 X
K A
03 A

Click on the student's name to open the student’s schedule in the Student Schedule pop-up
window. Adjust the student's schedule as needed and close the window when finished.

410 Classes Lé Customize Columns
Delete A Course ) Meeting
Course Period - Teacher Section Room Term Enrolled
O Number Days

U ART - INTERM 1 Q0,00 MWV - 304 - Keith L Barber 5001040 304 MW 05-#104 Full Year f Aug 31,2020
U ART - INTERM 1 90.00.- MW - 306 - Keith L Barber 5001040 306 Mw 05-#104 Full Year { Aug 31,2020
0 THIRD GRADE 5100090 304 MTWHE | 06-#141  Full Year f Aug 31, 2020
U THIRD GRADE 5100090 06-#134 Full Year f Aug 31, 2020
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