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Abstract

For teachers to enter assessments for report cards students must be placed into subject
areas. This document outlines the process to place students into the subjects so
teachers can make assessments that will appear on report cards.
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2| Overview

Placing studenfs.. Subjects/Classes

Jl

In order for teachers
fo enter marks for
report cards atf the
end of each year,
students must be
placed into
subjects/classes in .
My FARC. Prepo{rseLg:rr'ngSr[ljJ}pdoTe

To see your current lilst of subjects per homeroom visit School View>Schedule>Master

A list of course subject areas will appear for staff with students assigned to each subject in each homeroom (** note this
may be a copy of data from last year the purpose of this process is to update the schedule to match the current staff and
students in the school).

Elementary School Marks Preparation — QR -1



L

Sctiool District 42 Marks Preparation

—— Lramning Today, Leading Tomorrow

2.1| Next Year School Setup

Each year a school has to define what the “structure” of the schedule will be. If your school was in MyEducation BC last
year structure should exist for your school. Verify that the next school year has been defined for next year.

Setup
= ==
Setup
» Datalls Cancel
Prafergnces * :
—_— e
Guided
Tasks
————— | Foliett customeriD ||
. Schedules
1. Confirm that the school year for Schoo! dentfier | 0808015
next year is defined: Calendars Name * [Eiieh Smith Elem
- Type
. . Eemeray V]
School View>School>Setup>Details Lockere Sehostievel Blermeris r
Start grade ]
Membership Mumber of grades
doumals Sencayesr O jQX
GCashier's Bjﬁiﬂ;n o |o1- single Term revu-RE-mE-EE ax
Office
School Sub Type
Ed. Plans
Grid Codes [l Save » Cancel
4
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2.2 | Platoons (Homeroom Groups)
Students in a particular homeroom will be placed in a class together. In order to automatically place students in ALL of
the courses required for their grade and homeroom, “platoons” can be set up to group students into a class.

A platoon code is created, attached to a class, and attached to a student. The group scheduling process will take all
students in a particular group/platoon and place them in all of the classes required for their homeroom and grade level.

Platoon codes must be added to the system in order to group courses and students together.

2.2.1] Setting up Platoons

Reference Tables

Reference -

Manage Filters_..

1. From the School View:
Admin>Reference

Select the Platoon Code
filter and open the “Codes” Comm
leaf.

1:Aboriginal Ancestry Codes ¥ |i/ v AllR d
ecords

Name All Owned o]
Name Contains ?

Platoon Codes
Logs ‘ Academic Level Codes Grades

Licenses ‘ Abaoriginal Ancestry Codes

Review the list of codes to
ensure a Code eXiStS for Academic Track Selection Subject Area Schedule
each grade level in each
homeroom.

2. To add new codes

Options>Add
This work has been completed at the district level but you can add
additional codes if a code is missing.

3. Add a platoon code to . Description

match each homeroom at

your school and grade level. RRtA GRADE 14

If you have split classes HR1B GRADE 18

(more than one grade in a o SRADE 28

homeroom) add a code for

each grade level of the FRee GRAD= 2=

homeroom_ HR2/4-GR32 GRADE 3 HR2/4

Elementary School Marks Preparation — QR -3
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2.3| Select Courses (Subject Areas)

In order to place students in classes the school must first select the types of classes to be offered at the school. A course
for elementary homerooms as well as for each area of study has been created at the district level. Each school selects
the courses to use at their own school.

Below is a list of subjects available. Subjects in BLACK are required for all grade levels, items in GREEN may be
required if you have a French program at your school and the student is in the correct grade level.

** Note some subjects are not available for all grade levels (French). If a student is in a split class where the older grade
is taking a subject area not offered for their grade they can be enrolled in the older grade subject area in order for the
teacher to add an assessment for them.

Description

1. Applied Design Skills and Technologies

2. Arts Education

3. Career Education

4. English Language Arts

5. Mathematics

6. Physical and Health Education

7. Science

8. Social Studies

9. French:

e Core French = grades 5-7 (French)

e FRANCAIS LANGUE SECONDE-IMMERSION (french immersion program schools)

Elementary School Marks Preparation — QR -4
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2.3.1] Creating the School Course Catalogue

1. From the School View:
Schedule> Courses

FILTER: Current Year

Student  Staff  Attendance  Conduct

School Year: 2019-2020

CrsNo  Flavour  Description  Department  Credit PSRHide Level Level Type Year Schoollevel Grdlvl TransDef = Nz

Grades Assessment Schedule Global Tools Admin

0of 0 selected &7

No matching records

2. If no courses exist in your
course directory you can
copy the current courses
from a previous year:

Options>Copy Course Catalogue
** Note once courses exist in the

course catalogue this feature is no
longer available.

Options Reporis

Add. ..
Delete
Modify List
Mass Updaie. .

Copy Course Catalog...
Cluery...

Snapshots. .

Show Selected

Omit Selected

Catalog
Copy from 2018-2018 v
Copy to 2018-2020 v

Feplace existing =

Coursas

Selection
Snapshots

Selected courses: 100

Elementary School
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2.3.2] Adding Courses to the Course Catalog

1. Options>Add

Course Catalog: |2017-2018

2. The Course Pick List pop-up
WindOW appears, dISpIayIng School Level: |E\ementa
the district course catalogue.

[TATT-AMRIV |AM Attendanc: ¥ 0 of 131 selected &7

Ensure the Course Catalog | Search on CreCode [

is set to the current year and O | ercote | Descgtion -
that the School Level field

is set to Elementary to view O ATE-AMRIV.  AM Aftendance

the elementary courses. [  AT-AMRM1  AM Atiendance

(grades 6-9 are listed as S ERATRE AN

Middle school courses)

Course Catalog:
School Level:
[ = |[T:ATT-AMRIV |AM Attendan ¥ || = | 2 of 183 selected &7
| Search on CrsCode |’-k|
CrsCode Description Level
3. Check the box beside the ¥ ATT-AMRIY  AM Attendance
COUI'SG(S) reqUIred. ¥l  ATT-AMRM1  AM Attendance
TT-AMYAC  AM Aftendance

--PMRN P Attendance

TT-PMRM1 PM Attendance

If you are scheduling subject areas for report cards or PR cards, get a list of
courses for each grade level and select each of the required courses.

4. Click OK. This adds the
selected course(s) to your | D*ﬂl Cancel |
Courses side tab.

Elementary School Marks Preparation — QR -6
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Review course details

Schedule>Courses

Each course requires a TRANSCRIPT, RUBERIC and COMMENT BANK be defined in order for teachers to enter
assessments for students — see the chart below as a sample for what data to enter for each subject area.

Description

FRANCAIS LANGUE SECONDE-IMMERSION 1

APPLIED DESIGN SKILLS AND TECHNOLOGIES 1

ARTS EDUCATION 1

CAREER EDUCATION 1

ENGLISH LANGUAGE ARTS 1

MATHEMATICS 1

PHYSICAL AND HEALTH EDUCATION 1

SCIENCE 1

SOCIAL STUDIES 1

Additional details required for each course

Review the following
details of the course to
ensure they are set
correctly for your
courses:

Scheduling>Courses>Details

On the GENERAL TAB

¢ Description
¢ Short Description
e Department

TransDef > Description

3 Term K-§ 2023 English EMG-DEV-PRF-EXT
3 Term K-9 2023 English EMG-DEV-PRF-EXT
3 Term K-9 2023 English EMG-DEV-PRF-EXT
3 Term K-9 2023 English EMG-DEV-PRF-EXT
3 Term K-9 2023 English EMG-DEV-PRF-EXT
3 Term K-9 2023 English EMG-DEV-PRF-EXT
3 Term K-9 2023 English EMG-DEV-PRF-EXT
3 Term K-9 2023 English EMG-DEV-PRF-EXT

3 Term K-9 2023 English EMG-DEV-PRF-EXT

are in steps 1-3 below

School Courses :: 2019-2020 - MAE---K - ARTS EDUCATION K

Master |

Oplions v
Schedules |
= =
Courses R
General Grading
Courses
» Detalle
Bullg Master type *
Request
sactions Murmbes *
Description
Department
Codes Short deseription
EXTERMAL_COURSE_CODE
Rooms
Depariment
EEro LANGUAGE
Schedule MARK_GRADE_TYPE
Attributes
Allow recommendation
Rules Allow requested 2= sub
Max requests
Academic Tracks
Alternate group
Graduafion
Bank name
Recommendation
Confrols

RubricDef > Name Name

Francais langue seconds - immersion 1 Curicular Goals

Applied Design, Skills & Technologies K-3 Curricular Goals
Arts Education 1 Curricular Geals
Career Education K-3 Curricular Geals
English Language Arts 1 Curricular Goals
Mathematics K-5 Curricular Goals
Physical and Health Education 1 Curricular Goals
Science 1-2 Curricular Geals

Social Studies 1 Curricular Goals

« 4 qQ »

BC Default Template v

Class Hide on transoript
MAE-—K. Hide on report card

ARTS EDUCATION K

Hide from grade input

nclude in GPA

Hide from attendance M
Fine Arts. Credit oo v
v Weight 0.0

Teacher preparation
code

Total minutes per eycle | [0

Course Type Ministry
o
Fee Type v
v
Exclude from class
School Comments QX | size sxport

Hide on PSR

For attendance classes CHECK the following:
e Hide on transcript

e Hide on report card

o Hide from grade input (Y)

e Include in GPA (uncheck)

Elementary School
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2. Each course requires
information about how
marks will be stored for the
course. Each must have a
transcript definition and
rubric definition.

Click on the GRADING sub-top tab

Select the appropriate Transcript
Definition Name for each course;

Select the appropriate Rubric
Definition Name for this course.

Genersl Grading

Credit
Weight
Academic level
Grade level KF
nclude in GPA
Term grades temmap | @
Progress gradesterm |
AEn=CTpt BEANTEN > (01 Single Term NYM-AE-ME-EE

Rubric Definition >

Name "01 BC Arts Education K

Hide from grade input

QX
Qx

* Note term comment, work habits and social responsibility courses are
defined as comment only courses (transcript definition) with no rubric

assigned.

3. Click on SAVE for each
course.

Repeat until all courses
required by the school are

displayed in the Courses list.

Elementary School
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2.4| Updating Classes and Homerooms (course sections)

Schedule>Mastser>Sections
Field set = SD42 Elementary Marks Preparation
Filter = SD42 Grade & Section = ?

In order to assign students to the subjects that need to appear on report cards and PR cards students need to be placed
in a class for each of their subjects. In order to group the students and place them easily in the classes the class names
(section number) for each class can be set to the homeroom number for the class.

The next step is to update information about the classes

Update each class on the list with the following information use the Options>Modify List feature:
1. Homeroom Number (in the section number field)
2. Platoon Code - enter a value that matches the homeroom and grade for each class

Update each class on the list with the following information use the Options>Mass Update feature:
1. Primary Staff>Name (teacher of subject for the class)
2. Schedule Term>Code - update to a value of FY (full year)
3. Enrolment Maximum — the number of students per class

(All other fields on this screen are optional)

ESES NN Wil o i = @
130 APPLED DES o * 0 ot 853 slwcind ._,I" Currand Vaar

Do pdipnion Gimtd BaiMp s Teacher Platgs  Primary 5ol > Homrargoms Gralel Tem Tomsl  Bae
APPLED DESIEN BELLE AND TECHNOLDHES T MADETIE-0Y o oegRT o a7 FY Fud E
AREAK OF FURTHER DEVELOPVENT T EAT-OTaRDuin o oedAY S a¥ Fy ]
ARTS EDUICETION T MAE-I7-01 o OERTT o F¥ 0 0
BahDi ¥ MRE-OTERMD Ot Crida? F i 5
CAREER BDUCATION T MOE=0721 o oNgRTT F i X
ERGLIEH LANGLAGE ARTE T MEEM-T o1 e | ar Fy Fu] 3

Elementary School Marks Preparation — QR -9



L

Schiool District 42
District 42

Marks Preparation

—— Lramning Today, Leading Tomorrow

24.1] To create an individual course section:

It is possible to create a single class should another be needed later in the school year.

Master Schedule
1. Schedule>Master>
Sections Haster

Sections
Details
Rebuild
Teachers
Roster

Matrix View

School

Student

Staff = Attendance ' Conduct Grades

Assessmen|

N .

0 of 483 selected (7

~z]

- [1:FFRAL06-04

[]  Description Course SecNo

O FFRALOB-04 04

O

FRANCAIS LANGUE SECONDE-IMMERSION 6

FRAMCAIS LANGUE SECONDE-IMMERSION 7 FFRALO7-01 01

2. Options > Add.

Cower e

Add
Delete
Modify List
Mass Update..

3. A new screen will
appear to create a

section. Master type
Mumber * Il |Q
Select the course _
number and add the ol ]
section number for the Primary Staff > Name | (e}
homeroom rse.
omeroom/cours Primary Room = Number :Q
Ensure that a Schedule Term = Code | (e

Schedule Term Code
is selected (FY).

Schedule

Edit Schedule

Elementary School
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Note: All other fields on this screen are optional. ** Remember to add the platoon
|dentifier
4. Populate the Enroliment
maximum field with the Enroliment maximum D
class size for this
section. Enrollment total 0
_ Save | Cancel
5. Click Save.

2.5| Adding multiple teachers to the class

Schedule>Master>Sections

| cr—e
Add

Assign Track ID...

1. Select course section(s)

. Delste _’ BC Multi-Add Co-tzacher(s) to sectian(s)
to WhICh you want to add Maodify List BC Remove Non-Primary Teachen(s) from:
co-teacher. Mass Update... Build Class Fages...

2. Options > Show Selected Query... Exporis
3. Opt|0nS>BC Mul“_Add Co_ Show Selected Group scheduling...

Omit Selected Initialize Secfions...

Teacher(s) to Section(s)

Recalculate Enrcliment Totals...
Restore Deleted Section...

BC Multi-Add Co-teacher(s) to section(s)

4. Use magnifying glass next

to Name to select co Course section{s) io include Cumrent Selection
teachers. reme a «
5. Check Gradebook Access e FeTRach M

box if co-teachers need to Gradebook Aocsss?

enter marks. Freview only e
6. Uncheck Preview Only
o

CLICK Run

Elementary School Marks Preparation — QR -11
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2.6 | Placing Students in Classes

Students can be placed in classes either by grouping classes and automatically placing students in all of the grouped
classes (the group of classes is called a platoon) or by adding them to a single class roster.

2.6.1 | Look at student schedule attributes
1. Schedule>Master (Platoon Primary S$taff > Homeroom GrdLvl\ Term
Verify that classes have been 04GR0 04 06 Fy
created and homerooms
assigned to each class in the 01GRO7 01 o7 Fy

platoon code field. If a class
is a split class the platoon \ 17GRKE 17 KE ) Fy
code for the subject area
identifies both the homeroom
and the grade level of the
class.

The group scheduling feature will take all of the students in a
specific homeroom OR next homeroom and place them in the
classes with the platoon name that matches their
platoon/homeroom.

As students are admitted and withdrawn from your school they will NOT be added
to the build view automatically. Each time you visit the screen remember to
REFRESH the data on the screen.

Modify List Refresh

Mass Update. ..
Query...
Snapshots...
Show Selected

Omit Selected

Elementary School Marks Preparation — QR -12
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2.6.2]| Placing students in classes using platoons (groups of students) — Group Scheduling

Students must have the platoon for their grade and homeroom assigned to them in order to use the tool to place students
into all of their subject areas.

Schedule TT > Schedule Attributes ST > Students Leaf
Filter : Homeroom and Grade = ?

Field Set: SD42 Elementary Marks Preparation

Options > Mass Update

Filter for each of your homerooms and grades and update the platoon code for all students (if you sort by platoon code
any students with a BLANK should come to the top of the list).

Homeroom a Grade Platoon
EL
02

DIV.01 07

DIV.01 a7

DIV.01 07

Elementary School Marks Preparation — QR -13
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2.6.3] Group Scheduling tool

** \erify your work — before this step can be completed ensure that all students have a valid platoon code and each subject on
the master schedule must have a valid platoon code.

Once classes and students are setup students can be placed in classes on the Schedule>Master screen using the
Options>Group Scheduling feature:

=D T

Search on Course

Ad Assign Track 1D

Delete Build Class Pages. ..

Modify List Exports >
Mass Update. . Group scheduling...

Query... Initialize Sections. ..

The group scheduling feature will display an options window that requires you to identify which students to update.
Ensure that the student field selection is set to PLATOON and the sections and students are set to ALL.

o0 Table | Student Schedule Aftributes
N 12
Patoon  [Q [1:Balance code v | records &
| Search on Name |O\‘
Saclions Name
Current selection 224 o Balance code
s All Seclions o Exclude from studies

House

O Sﬁl— ) Include in scheduling
» Al sludents () Lock schedule

Selection (s  Platoon

Grace evel

© Schedul iorii
Snapsnots g ]

Schedule weight
Selected sludents: 252

Static house

Static team

Clear existing studen! schadules

CLICK on OK

Elementary School Marks Preparation — QR -14
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6.6.4 | Adding new students to classes
Student TT > Find the new student > Click into the student Record
Schedule ST > Workspace Sub ST > Select
1.

Pages School EE3OGELIE Staff Attendance Conduct Grades Asse

Details i
Options = Reports =
Contacts Printer Friendly Version
Attendance
Conduct Student Schedule (100% scheduled - Class credits: 0.0)
Course Description Term Schedule
Transcript O bt
Assessments ]  ATT-AM-020 AM Attendance FY A1) !
Academics
[ ATT--PM-020 PM Attendance FY PRA{1)
Schedule

Schedule Course [7] Ignore warnings
Workspace

Attributes

Change Pending Student Schedule Changes

History
Type Effective Date Cour

2 Choose the correct Platoon code for the student in the pop window, select all the courses and click OK

Elementary School Marks Preparation — QR -15
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by sdtmyeducation.gov.bc.cafaspen/addStudentSchedule.do - Work - Microsoft E — O x
5] https://sdt.myeducation.gov.bc.ca/aspen/addStudentSchedule.do A

Course 0K Team All w»
Period All - House All »
Track ID Al v [FELT laaaCRO
Term Al - Section type All
Department Al - QOrder by Course
Grade Level All ~

Course Teacher Description

MADST01-020  Crisafi, Sophia ~ APPLIED DESIGN SKILLS AND TECHNOLOGIES 1

MAE—-01-020 Crisafi, Sophia  ARTS EDUCATION 1

MCE--01-020 Crisafi, Sophia CAREER EDUCATION 1

MEMN-—-01-020 Crisafi, Sophia ENGLISH LANGUAGE ARTS 1

MMA-01-020 Crisafi, Sophia ~ MATHEMATICS 1

MPHE-01-020 Crisafi, Sophia  PHYSICAL AND HEALTH EDUCATION 1

MSC—01-020 Crisafi, Sophia  SCIENCE1

MS5-01-020 Crisafi, Sophia  SOCIAL STUDIES 1
<

3 Click Post to save the changes

A

w

1D

Requested only O
Valid sections only
Allow conflicts O
Allow all over max O

8 of 8 selected &7

Term  Unrotated Schedule

= 2 2 2 2 2 2 I

Schedule Total

Elementary School
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6.6.5 | Remove classes from a student

Student TT > Find the new student > Click into the student Record

Schedule ST > Workspace Sub ST > Select all the courses/classes you want to remove from the student

Attendance
Conduct
Transcript
Assessments
Academics
ichedule
Schedule
Workspace

=
Attributes

Change
History

Conflicts

Requests

Graduation
Progress

Membership

Transactions

2. Click Drop and click Post to make changes or Revert to undo changes.

Student Schedule (100% scheduled - Class credits: 0.0)

(4

(< I <

(< N < I <

(< <

Course

Course

ATT--AM-020

ATT--PM-020

MADSTO01-020

MAE--01-020

MCE-01-020

MEN-01-020

MMA-01-020

MPHE-01-020

MSC—-01-020

MS5--01-020

Description

AM Attendance

PM Attendance

AFPLIED
DESIGN SKILLS
AND
TECHNOLOGIES
1

ARTS
EDUCATICN 1
CAREER
EDUCATION 1
ENGLISH
LANGUAGE
ARTS 1

MATHEMATICS 1

PHYSICAL AND
HEALTH
EDUCATION 1

SCIENCE 1

SOCIAL STUDIES
1

] Ignore warnings Add

Term

FY

FY

FY

FY

FY

FY

FY

FY

FY

FY

@ =T

Schedule

AM1)

PM(1)

Elementary School
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2.7| Check your work — view and print student lists

2.7.1] View Class Lists

Class lists can be viewed from the schedule screen.
1. Schedule>Master>

Filter = SD42 Section Number = ?
Field Set = SD42 Marks Preparation

** the number of students in each of the subjects should reflect the number of the students in each grade
level in that homeroom

2. Select the subject area for the homeroom to view
3. Choose the ROSTER leaf to see the students in the class

If students are missing from classes verify the student platoon codes and subject homeroom codes were assigned
correctly.

Elementary School Marks Preparation — QR -18



