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Creating a New Section and Mass Moving Students

Version 1.0 e Updated September 13, 2005

After the school year begins, you may realize that the course assigned to a teacher in the master
schedule is not the correct one. Use these directions when you need to create a new course/section for
a teacher, mass move all of the students from the old section to the new one, then close the teacher’s
old course/section. This is a three-step process.

Follow the steps below to create a new section, mass move students to it, then close the old section.

Part I: Create the new course/section

e Open Zangle. Click Scheduling. Click Master Schedule.
e Complete Steps A-F. Steps A and B are shown below. Steps C-F are on the following page.

-
£ Master Schedule Editor - Benchley/Weinberger Elementary g@
File ©Options Help Date: 0901202005
Showe by Faculty bl Click the Faculty vy by Course
menu to choose the
Track | T 02934 05006 teacher for whom Select the new course
you would like to from the Available
Term | Elementary Al Year ¥/ assign a course. Courses menu.
Facully | Leman, Gine [200180] hall Click on the course, and
drag and drop it next to
: the appropriate period
Per. [Regular Day | Avgilable Coufses | on top of the existing
M1 JE3-2 Third Grade | E3 - Third Gride course. A new window
E3-B - Third frade - EILLW'” appear.
/ \ E3-BG - Thirg Grade - Bre=Tr
] E3-G - Third zrade GATE
In this example, the E3-H - Third Srade GATE Seminar
existing course is the ; : :
wrong one. In Step B, the ‘E3-Ml - Third Grade - Mainstr Eng Cls:
new correct course is E3-MG - Third Grade MECIZATE
assigned to the teacher. E3-5 - Third Grade - Struct Eng Imm
S E3-2G - Third Grade - SEVGATE
E3-SM - Third Grade - SEWEC
E3-SMB - Third Grade - SEMECHBIL
bl E3-ShG - Third Grade - SEMWECIGAT
{ ) F2A i mmmbimati;ce Thivdd (Foo bbb v.
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£ Master Schedule Editor - Benchley/Weinberger Elementary

M= %)

Section Infarmation

Secondary schools only:
Choose the appropriate
mark definition. Make
sure that “Assign
Grades” and “Post to
History” are turned on.

Select a room
number from

the menu.

Course Section Section Size TA Si
E3-M-Third Grade - Mainstr Eng Cls 1 20
Faculty Mark Definition
Lemon, Gina [200180] =lnzet= W
Status [+] Scheduling Course? []5can Gradehook?
Artive v ] Conflict OK? [ Scan Report Card?
Team [Assign Gradas? []Scan Progress Reports?
=Unset= hé []Post To History? [IFlag 1
Yariable Credit? []Flag 2
Segment Information
Term Cycle FPeriod Classrnnm
Elementary All Yea|w Regular Day 1 i1 e
[+] Take Attendance? [+] Zount Attendance? []5can Attendance? []ls Homeroom?
447 (unto | [gave | [ one | > M
The checkboxes on }

your screen may
look different than
this picture.

Click Save. You will return
to the previous screen.

Important! You will see red text. Red text indicates that multiple courses are

assigned to the same period.

Fer. Regular Day
M1

E3-t-1 Third Grade - Mainstr Eng Clz ? Red text

Z Master Schedule Editor - Benchley/Weinberger Elementary

M=%

File ©Options Help Date: 090122005

Showe by Faculty Shiony by Cycle

Track | T 02934 05A06

Course E3-M - Third Grade - Mainstr Eng Cls, Section 1
Section Size=20, TA Section Size=0

SEG: Term=Elementary All Year, Cycle=Regular Day, Period=1,
Room=11

0 students scheduled on 0984 272005

Term | Elementary Al vear

Faculty | Lemaon, Gina [200150]

Fer. [Regular Day

Showe by Course

1 [ TR Crade - Wit Bra
KES-E Third Grade (OLD)

|+

Click on the red text. You will see
the courses appear in a drop-down
list. Write down the section

E3-M-1_Third Grade - Mainstr Eng Cls (NEW) S5 numbers of the old and new course.
E3-G-1 You will need this in Part I1. Example:
E3-H-1T e 0ld section: E3-2
E3-h - e New section: E3-M-1
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Part Il: Mass move the students from the old course/section to the new one

e Close the master schedule.
e Open Zangle. Click Scheduling. Click Mass Schedules.
e Complete Steps A-N. Steps A-G are shown below. Steps H-N are on the following pages.

14 4 =] P

Click Add. The screen will change.

Choose Drop and Add. This
will drop students from the old
e Cha nges section and add them to the lentary E]@

new one.

2 Mass Sche
File Help Date|09/12/z005

On the left side of the screen: On the right side of the screen:

() Add
e Select the NEW section.

e Select the OLD section.
e Select Schedule Change as - | * Select Manually Scheduled as
(&) Drop and Add I the exit code. the entry code.

Section to Crop (OLD) Section to Add (NEW)

E3- 2-Third Grade b E3-m - 1 - Third Grade - Mainstr Eng Cls b
ExitCode:  Schedule Change v Entry Code: | manually Scheduled v
Term EYR: 09/0552005 - 0652002006 Term EYR: 09/0552005 - 0672002006

If Class Entry First day student will be in
Date is on or Ol Cleyss Added class:

after Drop (O Delete Class

Date: ngizizons [

Select Students...

‘ Unda

Enter the date that you want the

change to take effect.

Choose Ignore Class.

Important! Do not choose a date

I in the past if attendance was

already entered for the old

section. If you choose today’s
Click Save. You will date, make sure that attendance
return to the was not taken yet.

previous screen.
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HTTP://WWW.SANDI.NET/DWA A_:L__'.:—f_lg'

Creating a Section and Mass Moving Students e Page 3



LU

STUDENT INFORMATION SYSTEMS
SAN DIEGO CITY SCHOOLS

Z: Mass Schedule Changes - Benchley/Weinberger Elementary

BEX]

File Help Date: 09)12/2005

Track: T T 02934 0506 Year: | 2006
Pending Actions
[ ]Oropand Add |09M352008  |E3-2- Third Grade A
The action you just
added appears on the
Pending Actions screen.
If you have more Drop/Add
actions to add to the Pending
Actions screen, click Add and
repeat Steps B-G.
]

1€ <

T&dd ||F'[|:|Eess || Git | ’ ’I
i

f o

2 Process Actions

Click Process when you are ready

Dizplay Summary Report

() Detail for all students
(#)Detail for students processed:
() Detail for students with exceptions
() Mo Detail

() Preview and Print
(%) Preview Only
(3 Print Only

[ 10 not change databa

to perform the actions in the
Pending Actions screen. A small
window will appear.

It is recommended that you click
Detail for students processed. This
will generate a report that lists the
students that were processed.

Se OPTIONAL! Click Do not change
database when you want to first do
a practice run to see what will
happen. You would need to run the

process again with this box

Process Daone

unchecked to change the database.

K

Click Process. Be patient. The system will
scan through all students. You will see the
number of students dropped and added.
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Read the summary page.
Then click the X to close it.

| Z Preview Results

4l Preview Results Print Preview F
@ | > [0 [v] ¥+ | &

Mass Schedule Changes Summary
Benchley/Wemberger Elem entary
Track: T 0293A05/06

Action Section # Studenis # Schedules Added  # Schedules Remov —

Drop and Add E3 - 2 - Third Grade 277 16 16
End of Reponrt
| Click the printer icon
if you want to print Read the details page.
| Z: Preview Results l the report. Then click the X to close it.
4l Preview Results Print Preview

® | » | ] @

Mass Schedule Changes
Benchley/Weinberger Elem entary
Track: T 02934 05/06

Action Section

Drop and Add E3 - 2 - Third Grade
ALTHMEYER, Gabriel [070897067] E3 - 2: 1 session closed
ALTHMEYER, Gasbriel [070397067] E3-H - 1: 1 session added
ANTCWIO, BRANDI [100997100] E3 - 2: 1 session closed
AWNTONIC, BRANDI [100997100] Ed=M = i: 1 session added
BECERRAL-AGUILAR, Laura [021597141] E3 - Z: 1 session closed
BECERRA-AGUILAR, Laura [021597141] E3-M - 1: 1 session added

14 4 Add ait | p Pl

Click Quit.

Note: It is recommended that you check your work at this point by looking at a few students’ schedule
records. Click Scheduling and open Change History. Find a student. Make sure that the student’s
schedule for the old section is closed as of the appropriate date, and that the new section begins on
the appropriate date. Check some other students. If the dates are incorrect, you can click Edit and fix
them.

This is an example of how the
student’s schedule should
look. The exit date (9/12) is
the day before the entry date
(9/13) of the next section.

PA|Course Day Sec/Teacher Entry Date  [Entry Cade ExitDate/ACnde fad
M1 |Third Grade 2{Lemon, G 0062005 | Manuallg !'LEIBH 212005 | Schedule

1 [Third Grade - Mainstr 1|Leman, & 0951 32004 rually OBSZ072006
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Part Ill: Close the old course/section by re-assigning it to ZZ Do Not Schedule

= |IMportant! Complete these steps after the last day of the old class. Otherwise the teacher will not be
able to post attendance for the section in TeacherConnection.

e Open Zangle. Click Scheduling. Click Master Schedule.

e Complete Steps A-H. Steps A-D are shown below.

Steps E-H are on the following page.

-~

Click the Faculty menu to A

yé enc inbagger Elementary g@}

File] choose the teacher that has |oos
~ | the old and new section
assigned to him/her.

SHow by O

Track | T 02934 0506 Courge E3 - TH
Sectipn Size=1

Term | Elementary All YWear

The number of students in the old section should say “0.” If
there are students left in the class, run a class roster to
determine who is remaining. You will need to individually
change their schedules now using the directions provided in
the Elementary or Secondary Scheduling Handbook. Complete
Steps D-H only when there are zero students left in the class.

SEG: [Term=Elementary All Year, Cycle=Regular Day, Feriod=1,

Faculty | Leman, Gins [200180] el

Fer. Regular Day

11
0 students scheduled on 094 22005 I -
A Available Courses
"""""""" | | E23-B - Comb 2nd/3rd - Bilteracy -

M 1 r[\EE- 2 ...... ,I, hir d = Gra d-E ..............................................................................................

E23-G - Camb 2ndiard - GATE

Select the “old” section so it is
highlighted. Simply click the red
text to see which classes are
assigned to the teacher.

E23-M - Comb 2ndi3rd - Mainstr Eng ¢
E23-5 - Comb 2ndi3red - Struct Eng I
E23-5M - Comb 2ncliZrd - SEWMEC
E234 - Combination 2ndf3rdidth

E3 - Third Grade

E3-B - Third Grade - Bilteracy
E3-BG - Third Grade - BILIGATE

E3-G - Third Grade GATE

E3-H - Third Grade GATE Setminat

E3-M - Third Grade - Mainstr Eng Cls

F2 b Thivedl rvacdas METYATE

>

14 4 (o] [eon | [ ] [Laun > Dl
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Re-assign the class to the faculty called
“ZZ Do Not Schedule.” From this point
on, the section will be listed under this
fictitious teacher. If an attendance clerk

Set the section size to 0.

needs to enter attendance for this nee ﬂWEln.herger Elemi.antar‘_f =
section, he or she will need to choose “ZZ Section |DfDrmatIDﬂ _ _ _
Do Not Schedule” as the faculty. Section Section Eize TA Size
EZ-Third Grade 2 0 0
Faculy Mark Definition
77 Do Mot Schedule, [ZDoRMotSch] | v =lInset=
Z7 Do Mot Schedule, [zZDoMot3ch] & Scheduling Course? []5can Gradehook?
geacger; [‘T:tac“ﬁraa] [ conflict OK? []Scan Report Card?
eacher gacher
| i o ?
T7Teacher AB, [zieacherd] [ ]Assign Gr?eudes. [ ]5can Progress Reports?
Z7Teacher AC, [teacherd) []PostTo History? []Flag 1
ZZTeacher AD, [mteacherd) Yariable Credit? [ IFlag 2
ZfTeacher AE, [Eteachers) w ment Information
Term Cycle FPeriod Classroom
Elementarn All Yea|» Fegular Day » 1 b 11 b
[#] Take Attendance? [#] Count Attendance? []&can Atendance? [1ls Homeroam?
— 7 [wrao )| [see ] [ione] I
The checkboxes on

your screen may
look different than
this picture.

)

Click Save, then Done. You will
return to the previous screen.

Important! You will see black text now. Only the “new” section will be displayed.
The “old” section is stored under the teacher called “ZZ Do Not Schedule.”

Fer. [Regular Day

1 E3-M-1 Third Grade - Mainztr Eng Cls

Black text

14 4

|Qe|ete|| Edit || Add || Quit |
1

> b

Click Quit.

Note: You may want to run a class roster for the new section to further check your work.
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