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Track Configuration Task List

Responsibility Page # Start date | Due date | Completed
Sys. Admin.
1 | Verify school information is correct Handbook ASAP 4/8
p.2-3
2 | Verify campus locations are correct SA Hz;\)ngbook ASAP 4/8
3 Yerify the list of classrooms numbers SA Handbook ASAP 4/8
is complete p.4
Verify the following track setup data
is accurate:
e Periods per day
4 e Days per cycle p.F 3/28 ASAP
e Terms per year
Please contact IT if the data are
incorrect.
5 Verify your period definitions are SA Handbook 3/28 ASAP
correct. p. 9-10
Enter the bell schedule information.
6 | Include a bell schedule for your SA Hﬂ‘_’%‘mk 3/28 4/8
minimum days. P
7 Adjust the titles of your cycle days if p.G-H 3/28 4/8
necessary
Verify your cycle days are in the i
8 proper order on the cycle days tab p.G-H 3/28 4/8
9 Assign a default bell schedule to each b.G-H 3/28 4/8
cycle day
10 Verify the accuracy of the Cycle Day p.1-J 3/28 4/8
Calendar
11 Verify accuracy of the bell schedule SA Handbook 3/28 4/8
calendar p.16-17
Close out existing facstats for staff
12 | members who no longer work at your SAII)-Igréc_i?l));)ok ASAP On going
site ’
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Responsibility Page # Start date | Due date | Completed
Close out permissions for staff SA Supplement
13 | members who no longer work at your Handbook ASAP On going
site p.10-12
Delete future facstats for staff
14 | members who will not work at your p.K-L 3/28 4/8
site next year
SA Supplement
15 Create a new .facstat for employees Handbook ASAP On going
new to your site p.8-9
Assign permissions to employees new SA Handbook .
16 to your site p.10-12 ASAP On going
. .. . . SA Handbook
17 | Review your permissions in PC Admin p.30-31,35-36 ASAP 4/8
Review the list of courses your site
18 has access to using the Course SA Handbook 3/28 4/8
Selection Application. Remove any p.6
courses if necessary
After
19 | Run the Course Directory Report p. M-O completing 4/8
#18
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Verify Your Track Setup

The IT department will use the data your site submitted to them via the Master Schedule web
application to complete the initial setup of your track. Please verify this information and contact IT
immediately if any changes are necessary.

Follow the steps below to verify your track setup.

e Open Zangle. Click on System. Click System Setup. Click School Setup. Select Track Editor.
o Complete Steps A-C shown below.

Verify you are viewing the
correct track.

o

ETrack Editor - Patrick Henry High School

Schonl [Patrick Henry High Scr ~ | Code | T Description | T 03364 04105 Year End [ 2005

Calendar | Definitions

I 7 FPeriods Per Quarter Day

Days Per Cycle I 1 FPeriods Per Half Day

Periods Per Day

1]

Terms PerYear I 2 Periods Per Full Day 1
Manths Perear | |10 Mo s-RerF i FHre-ErrotH Review the following data:
: Periods Per Da
First Day of School Year IDQIDEIQDM ;I el Sl : Days Per Cyc[ey
Do not edit any Tl e  Terms Per Year
|Daxzmzuus ¥
additional data on —I
this screen. _— ™ Fositive Attendance Copy fram Anather Track | |

Add | Eavel Guit | ﬂm

Click Quit when you are
finished.

I
m ‘:l' Print | Eird | List | Delete
\

The VCR buttons will allow you to
view data from other tracks
belonging to the same school.

?
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Configure Your Cycle Days

There are four important steps to configuring your cycle days.
Define the order of your cycle days

Define a title for each cycle

Select a color for each cycle

Select a default bell schedule for each cycle

We recommend you complete these tasks in the order mentioned above. You can control how your
cycle days appear on various reports and applications by adjusting the order and titles. Carefully
selecting the order and titles of your cycle days can reduce the amount of confusion experienced by

staff, students, and parents when viewing student schedules.

Follow the steps below to configure your cycle days.

ETrack Editor - Mission Bay High
File Help Date: 03/14)2005

Open Zangle. Click on System. Click System Setup. Click School Setup. Select Track Editor.
Complete Steps A-G. Steps A-C are shown below. Steps D-G are on the following page.

Select the Definitions tab.

School | Mission Bay High - | Cude|T Description |T 03504 04/05
General | Calendar
I Periods | Terms

ETrack Editor - Mission Bay High
File Help Date: 03/14/2005

Bell Schedules

ar End | 2005

Select the Cycle Days tab.

Description | T 03504 04/05

=] CudeIT

| Calendar

School IMissiDn Baw High

Genaral

Feriods

Bell Schedules

Year End | 2005

Definitions

M W Block -
2|Tuesday TIThBlock *| Colar
3|vwednesday MW Block ¥ | Color
4 Tr'ur:;;da'g.r TI.Th Block * | Colar il Click Edit.
a(Friday riday > | Color

I‘l ‘l Print | Eind | List | Qeletel Edit | Add | Save |
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Verify your titles are in the
correct order. Cycles are
displayed in the Student
Schedule Editor from left
to right in the same order
as they are displayed in
this window from top to
School IMissinn Bay High j CudeIT Description | T 03504 04505 Year E| bottom.

ETrack Editor - Mis sion Bay High
File Help Date: 0312005

Genefal Calendar R .
Verify the Descriptions for each

cycle day are correct. Use the
Periods | Terms ell Schedules]  following naming schema:
— “Primary letter - Complete title”
™ [ Calar For example:
2 | T-Tuesday TITh Block = | Calor M-Monday
3 |W-wWednesday Wi Block > | Color
- | calar Using this naming schema, the
H 5 |F-Friday Friday - | cplor letter “M” will appear in a
Student Schedule and the Master
Schedule and the title “M-
Monday” will appear in the
Student Schedule Editor.
|
1
I‘l ‘ | Brint | Fin | List | Delete | Ul | Add | Saiie Click Color to select a color for
-] the cycle day. The Color
Selection window will be
displayed.
Select a Default Bell Schedule for
each cycle day. Click the Bell
Schedule menu to select the
appropriate bell schedule.
Periods Terms Bell Schedules
| Color
2| T-Tuesday TIThBlock ~ | Colar
3| W-Wednesday /W Block | Color
* | Colar
M 5| F-Friday Friday | Color
|

u Erintl Eird | List | Qeletel Qndul Add | gﬁwel Quuit | ﬂm

Click Save when you are
finished.
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Edit your Cycle Day Calendar

The Zangle application uses the Cycle Day Calendar to determine which classes should take
attendance on any given day. You can edit the Cycle Day calendar at any time in the year. It is VERY
imporant you keep this calendar accuracte. Your site will experience serious attendance issues if

this calendar becomes inaccurate.

Follow the steps below to verify the accuracy of your cycle day calendar.

e Open Zangle. Click on System. Click System Setup. Click School Setup. Select Track Editor.
e Complete Steps A-G. Steps A-C are shown below. Steps D-H are on the following page.

o— Select the Calendar tab.

=101 x]

ETrack Editor - Mission Bay High
File Help Date: 03/14/2005

School |Mission Bay High - | CDdEIT Desgription | T 03504 04i05

Year End | 2005

Select the Cycle Days tab.

Calendar Initions

General
September 2004 Events Bell Sched | Motes
S M T WT F S
| F-Frigay |

[ Lock Cycle Day

[™ Incr. on non-attenda
Click Edit.
[ |Incr. on non-school

=:<| =:| Today

September 24, 2004 Show Ligt | Eecale Galendar |
I‘l ‘l Frint | Eind | List | Qeletel Edit | Add | Save | Quit | ’l ’Il
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Click the day you

Septem Events

S M T

14
21
28

<<| <| Today | ES |>>|

want to edit.

From the drop

Bell Sched | Motes

down menu
select the cycle
day you want to
assign.

|T—Tuesda\,r I

[~ Incr. on non-attendance days

" Incr. on non-school days

B

Click Recalc

Calendar when

Septernber 14, 2004 /

/ Shiowy List |

Recalc Calendar |

you are finished
editing your
cycle days.

IMPORTANT! The application wants to
use an alternating pattern of cycle
days in the calendar. If you edit one
day in the middle of the calendar, the
application may want to readjust all
following days to match the pattern.
You may not want this.

To change one day without impacting
all other days, simply select the day
following the day you want to edit

and click Lock Cycle Day. The
application will not automatically

@St future days.

elete Qndnl Add |

[dn]

ai;e | @it | ’

Click Save.
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Delete a Facstat Record

You should delete the facstat record for any staff member who no longer works at your track. By
deleting the facstat record, you remove the faculty member from your site and eliminate their
ability to access your site information.

Follow the steps below to delete a facstat record

e Click on System, then click on Faculty, then select Faculty Editor.
o Complete Steps A-F. Steps A and B are shown below. Steps C-F are on the following pages.

=10l x|

EFacultv Editor - Mission Bay High
File Help Date: 03f14/2005

Middle Suffix
I‘r‘\runne I

First
I Frederika

Title Last
Hame I I.Jacksun

Faculty ID I1303?5

Ethnicity |AfricanAmerican or Black j zndl

Cedification | Misc. Picture | State |

Click Find or List to select the
appropriate faculty member.

SEN

;l EditPassword  Password |

Birth Date 4

Hire Date

Click the Status tab to view

|

existing status re

cords.

¥ sutn Date

[~ Systerm Admi

stratar

When switthing | ~ oo oo o
schools, set © Dicti
cannection ta

Frompt Use

™ ltinerant

[~ Approved Extended Day
[~ Approved Extended Yt
I Mot Defined

I~ not Defined

4] = |

Eind List
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EFaculty Editor - Mission Bay High

" File Help Date: 03/14/2005
Title Last First hiddle Suffix
Name I I.Ja ] TFTEaES TV |
Faculty ID |130375 Gender |Female j Ethnicity I.ﬁ\mcan American or Black j 2nd
General | Address Certification | Misc. | Picture | State
M0824/2004 T 03504 04,05 = | Senior High Financ| = .
0311512004 |06/11/2004 |Mission Bay High 0304 ~ | Seniar High Financ O Oo(g

=

E aculty Editor - Mission Bay High
File Help Date: 03/14/2005

First
[Frederika

Middle Suffix
|Yvnnne |

Title
Name I

Fa[:unyID|130375 Gender |Female j Ethnicity |Afr|canAmer|can or Black j gmﬁl

Last
[Jackson

General | Address

EntyDate [03/242004 |
ExitDateI ;I Status | sctive 'I

Ewaluation Date I ;I FTE n.oo

£l

Track IT (0350A 04105

Click to select the facstat
record you want to delete.

Click Edit. Details about the
facstat will be displayed.

Certification | Mise. | Picture | Bt%—/\

SCHOOLS

Verify this is the facstat you want
to delete.

Job Class ISeniur High Financial Gle =|  Sprist Class | <Unset= 'l

Certificated [

Last Changed By IAdey

Teacher [~ aunselar [~

Site Admin [~ Dataghase Admin [~

Click Delete. The
application will ask you to
confirm you want to delete
this record. Click Yes.

con | P on [Gamerznoe 12 o s

e | Delete |

4

wﬂ Erint | Eind | List | Deletz || Done I Addl | Gave | Quit |ﬂm

=10

‘ EFaculty Editor - Mission Bay High
File Help Date: 03/14/2005

Title Last First Middle Suffix
i Name | [Jackson [Frederika [wonne |
Faculty ID |130375 Gender [Female -| Ethnicity |African American or Black | 2
| General | Address Certification | Mise. |

Click Save.

Track [Mission Bay High

w EmryDate [03nsizone | |
Exit Date W > status [acve | -
Evaluation Date li ;I FTE 0.00
U0 61ass [Senior High Financial Cle x| 8prsr Class [<Unset-

Cetificated [~

| Teacher [~ Counselar [~

Site Admin ™ Database Admin ™

Last Che

Onl?

ged By ISKPHR

E/2004 12:00:00 Ah

wil Print | Firid | List | Qeletel gndnl A | Save | Quit |ﬂm
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Course Directory Report

The Course Directory Report provides a list of courses your site currently has access to in Zangle.
This report can be configured to display all courses assigned to your site or courses available district
wide. NOTE: Not all sites have permission to offer all courses. Please direct questions regarding the
district course file to Standards, Assessment, and Accountability at (619) 725-7166.

Follow the steps below to print a Course Directory Report.

e Open Zangle. Click on Scheduling. Click Reports. Select Course Directory.
o Complete Steps A-G. Steps A and B are shown below. Steps C-G are on the following pages.

Click the Sort tab to display the sort
screen.

Etuurse Directory - Correia Junior High - 0] x|

File Settings Help Date: 02242005

Select Sort

Title:

Select the list of courses Course Directory

that you want to display in
the report.

e District Courses: A list S . -
of courses available ™ District Courses Track: | Carreia MS 0405 j

district-wide. Your site * Track Courses

may not have access to Effective Date: I 022452004 tl

courses displayed in this

report. [ Include Notes
e Track Courses: A list of

courses your site Rezet

currently has access to.

Erint... Preview. .. Feset All it
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G'El:u:turse Directory - Correia Junior High

By default, the report will
sort the courses by course
code. Drag the gray box
next to the sort criteria to
change the order.

Course Mame
| | Department

=101 x|

Help  Date: 02/24/2005

Options Select

Ascending
Azcending

Delete Eeset

Edit...

Print... Freview. .. Reset All Guit

x
| m |y o[ ][0 &

Printed 0272402005 17:13

Feport Application Informastion:

App ID: nschO0030

WName: Course Directory
Version: Version 2003.5.1
App Date: March 30, 2004
Include:

Trark Courses:

Use the arrow to go
to the next page.

Cnrreia MS N4/085

Click Preview to preview the
report. A new window will open.

Read the cover page. Then click the X to
close it. The report is “underneath” it.

Course Directory
Correia Junior High

Report Parameters Cover Sheet

Preview the report. Then click the X to close
the report. A print dialog box will appear.

N
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4| ® > [0 7]
Printed (202412005 1 7:16 Course Directory Pege |
Correia Junior High : Correia MS 04/05
Section Dhuation Grades tale cnd Period
Course code Course Description Depariment gize TAs stat s pers b hi  gndr sch att ait mork hisi con var Abicode Fl FI Nsec ppc ®rm b M
Gral GPA SPEEDE! GPA Effertive Daies
Subject credit credit Cralit hpe CIP code Marlset ExPRESS level Worklevel GPA hypes F3 F4 from to
iyl ARTTTHT “isual Ats Ik o0A 1 1 T 7 G ¥ Y Y Y N N N N 0 1 o
‘izwalPerforming Ats 0000 1.000 Semester Hour SGeholarship 0101 0 =lhset= 123456703 NN 124048952
001G ARTTTH1 YWisual Ats 3B 0 A 1 1 ¥ Y MW M N N 4 1 00
“iswal/Performing Ate 0000 3000 Semester Hour Schalarship =Lhzet= 123496789 MM 07080991
002 ARTTTHZ “isual Arts B0 A 1 1 ¥or Y HN N N N 0 1 o
Wignal/Performing Ats 0000 1080 Semester Hur Scholarship =Lhzet= 123456789 MM 12101952
010402 ART §th - 6TH Wizual Ats 3B 0OA 2 1 C W Y ¥ MM M N 0 1 00
A WisualiPerforming Atz 0000 Q.Uﬂﬂ\les‘ter Hour =Uhget= Scholarship R\ 2135476 NN 06222004
0120 ARTETH1 ‘isual Ats w0 oA T 1 & &8 ¢ v ¥ ¥ H HH 01 [
‘izwalPerforming At 0000 1.000  Se ur Scholarshin 0120 0 =lhset 23436789 MM 12101952

The Course Code and Course
Description are listed here.

The grade range for the course is
listed in the Grades lo-hi column.

The number of credits assigned is
listed in the GPA credit field.

Note: Semester courses will give

1 credit. Year-long or block
courses will give 2 credits.

N _/

X

Z Select Report Destination

Printer [ LCover Page:
|:| File

mail Merge

If you print the
report, you may want

to uncheck the Cover
ncel Page option.

Click Continue to print.
Otherwise, click Cancel.

Continue. ..




