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Student Information System (SIS)

Secondary Master Schedule Review Process

The master schedule affects areas in Focus and other platforms such as Canvas and textbook
applications. This requires that all section information is keyed accurately and reviewed before
teachers return from summer break. If section information is not reviewed for accuracy, it will
affect how teachers set up their gradebook and what sections are imported to Canvas and textbook
applications.

Please have your master schedule available to reference as you follow the outlined steps for
reviewing the keyed master schedule.

1. Select the appropriate school year from the drop-down menu, if Focus hasn’t been rolled to
the new school year.

2023-2024 v| QUARTI

¥ Q Filter... |

2018-2019
| 2019-2020
2020-2021
2021-2022
2022-2023
2023-2024

‘ 2025-2026 |

2. Click Scheduling > Master Schedule Report

12, D)
Newversion] Select Student/Staff ¥ Port3

# Setup [ Search... ‘
‘ selE Student Schedule
& Users Student Requests
o Scheduling Mass Add Course
Mass Drop Course
» Grades
Mass Requests
w4 Assessment Reports
« Attendance Requests Reports
Efg Discipline Builder Reports
- Loading Reports
EJ

F
orms Current Schedule Reports
Florida Reports Master Schedule Report

SSS Teacher Schedules Report

3. The Master Schedule Report will default to the Sections tab.

Sections
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4. Turn on the filter, if it isn’t already turned on.

I o)

5. Locate the Teacher column and enter the teacher's name in the filter box. This allows you to

only view sections for this teacher.

205
Select Student/Staff ¥ Master Schedule Report

& Sections Courses Co-Teacher Sections Linked Sections Inclusion Sections
1° | emma mEw Cpace e IE0
AF
(#] v © v © v @ v Q) v | @ Bordelor v| @ M

Eo

qj Subject Title 4  Course Course# 4 Begin Period 5  End Period § Teacher 4 Section# §

&

E=|

= = [0 ELA @ ENGHONZ 1001410z @ (Period1  |¥) [Period1 |¥) BORD...[¥]@ o001 @
= | ELA @ ENGHON4 10014102 @ Period 4L . 'Period 4L . \BORD....Q 002 ©

’ = ] ELA @ ENGHON4 1001410z @ (Perioa5L |¥) [PericasL [§] [BoRrD...[¥]@ o003 @

iilla = L ELA @ APENGLIT&COMP 1001430z @ (Perica2  [§] [Pericaz  [§] [BORD...[¥]@ o006 G
= .. ELA @ INTENSREAD 4 10004187 @ Period3 |§¥) [Period3 [¥) BORD..[W@ 002TWELVI@
= ELA @ APENGLIT&COMP 10014302 @ Period 7 . [Period 7 . \BORD....@D 01 @
= :: Homeroom @ HOMEROOM HOMEROOM @ |Homeroom . |Homeroom . \BORD---.® 1213 (7]

6. Scroll to the right until you see the columns Takes Attendance and Graded.

5106
Select Student/Staff ¥ Master Schedule Report

' Sections Courses Co-Teacher Sections Linked Sections Inclusion Sections
|o E'RE1 Fiter: BT  Pagesize: IETH
~ (+]] v © v Q v © v © v | @ Bordelor v & v = = =) =
]
*1] a PN A N g A1 A~ N N a Takes a | Affects A
Subject Title 7 Course § Course # § Begin Period §  End Period Teacher ¢ Section# § A rand a Graded § GPA A Active §
q endance v v
== )
= [ ELA © ENGHON4 10014102 @ Period1 [N (Period1 [N BORD..[MJ@ o001 G ]
- 001
= [ EA © ENGHON4 10014102 @ Period4L [NJ (Period4L [§J BORD..[WJ@ o002 G ]
¢ = [ ] ELA © ENGHON4 10014102 @ (Period5L [N Pericds. [§) BORD..[M@ o003 @
s == [ ELA @ APENGLIT&COMP 10014302 @ Period2 [N Periodz [N BORD..[WJ@ o006 (G ] 0 @]
= [ ELA © INTENSREAD 4 1000418Z @ Pericd3 [N Perica3 |§J BORD..[WJ@ o002TWELVI@
== [ ELA @ APENGLIT&COMP 10014302 @ Period7 [§J [Period7 [N BORD...[{]@ o001 G ]
&= [, Homeroom @ HOMEROOM HOMEROOM @ ' Homeroom . Homeroom . BORD-»-.@ 1213 (G ]
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7. Review the data in both columns to verify the sections have been marked correctly.

(] An unchecked box indicates a
section has not been marked
as Takes Attendance or
Graded

A checked box indicates a section
has been marked as Takes
Attendance or
Graded

A. Takes Attendance
i.  All Periods except Dual Enrollment periods

B. Graded
i. English
ii. Math
iii.  Science
iv.  Social Studies

v.  Academy Courses

vi.  Electives

8. If sections have been correctly marked, proceed to step 10. If the section was incorrectly
marked, proceed to step 9.

9. Locate the section(s) needing to be corrected.

Corrections made on the Master Schedule Report will
update the information under Courses & Sections and the
student’s schedule.

A. Select the checkbox in the appropriate column, “Takes Attendance” or “Graded” if the
section should have been marked. The row will flash indicating changes are being
made to the section.

412%0.46)
Select Student/Staff ¥ Master Schedule Report

Sections Courses Co-Teacher Sections Linked Sections Inclusion Sections

&
1°| emm e mmw CTEED e

- (%) v © v © 2N +) v © v| € Bordelor V| & v =] 2] S| S]

4

= Subject Title 4  Course § Course# § Begin Period 4  End Period § Teacher § Section# § Etlt(:;dance 4 Graded § ég:cfs Active 4

q v v

2|
= L] ELA © ENGHON4 10014102 @ [Period1 [§J (Period1 [¥) BORD..[MJ@ o01 G}
=[] ELA © ENGHON4 10014102 @ [periodat [§J [Period4L [§) BORD..[W]@ 002 @

¢ = [ ELA © ENGHON4 10014102 @ |[PeriodsL [§) [Period5. [§) BorRD..[M]@ o003 @

('Y = [ ] ELA © APENGLIT&COMP 10014302 @ (Period2 [N (Period2 [N 'BORD..[@J@ o006 ()
= [ ] ELA © INTENSREAD 4 10004182 @ [Period3 [§J [Period3  [§) BORD..[W]@ 002TWELVI@
== |, ELA @ APENGLIT&COMP 10014302 @ ([Period7 [§J [Period7 [§J BORD..[W]@ o01 (G ]
== [ ] Homeroom @ HOMEROOM HOMEROOM@  [Homeroom ¥ Homeroom [§ BORD... BOo 123 (]
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' Secondary Master Schedule Review Process

B. If the section was marked incorrectly, deselect the checkbox in the appropriate
column, “Takes Attendance” or “Graded”. The row will flash indicating changes are
being made to the section.

12,005
Select Student/Staff ¥ ~Master Schedule Report

s Sections Courses Co-Teacher Sections Linked Sections Inclusion Sections
P
| o
A
(%) v © v B v © v @ v| € Bordelor v | €& v = = S S
Pl
‘*1 a i A N o A~ SN N q A Takes 4 Affects s A
Subject Title 3 Course ¢ Course # Begin Period §  End Period § Teacher § Section# § T anee : Graded A : Active 3
&
= =[] EA © ENGHON4 10014102 @ [Period1 [N Period1 |¥) BORD...[{J@ o001 @
= ] ELA © ENGHON4 10014102 @ Period4L [N (Period4L [§J BORD..[M]@ o002 G
¢ = L] ELA © ENGHON4 10014102 @ [PeriodsL [§J Periods. [§) BORD..[MJ@ 003 @
ks = L ELA @ APENGLIT&COMP 10014302 @ (Period2  [§J (Perod2  [§J BORD...[W]@ 006 (G ] 0 0
= L] ELA © INTENSREAD4 10004182 @ [Period3 |§J [Period3 |§) BORD...[}J@ 002TWELVi @
== [ ] ELA @ APENGLIT&COMP 10014302 @ [Period7 [§J (Perod7 |§) BORD..[{J@ o001 (G ]
&= [ ) Homeroom @ HOMEROOM HOMEROOM @ Homeroom - Homeroom . 50RD--».® 1213 _0'

10. Locate the Days and Rotation Days columns, and review the days of the week and rotation
days selected for each course. Rotation Days should be reviewed for high school only.

417210, 46}
Select Student/Staff ¥ Master Schedule Report

& ‘ Sections Courses Co-Teacher Sections Linked Sections Inclusion Sections
&
|®| emms) maw (recesice I
w
(+]] v Q v © v © v © v | @ Bordelor v | € v © v © v © v © v 0 v
" .
4 R A . eriog s s . s . . Display R ) R
Subject Title 4  Course & Course# 4 BeginPeriod 4  EndPeriod 4  Teacher 4 Section# & Room & Team 4 Rooma PS4 Rotation Days 4
5
=)
~ =[] EA © EnGHoN4 10014102 @ (Periodt ¥} Period1 |§) BORD.. @ o001 © |o10237 [N (NA ® 237 MTwHF 8 AB L]
\
= ] EA © EnGHON4 10014102 @ ([periodal |N) [Periodat [§) BORD.. M@ o002 © |o10237 8 (A M 237 MTwWHF 8 B L]
’ = ] EA © EenGHON4 10014102 @ (Period5. |¥) Periods. |§) BORD..[MJ@ 003 @ o237 ¥ NA ¥ 237 mMTWHF [ B 7]
h | | =]Fa © ApeENGLIT&COMP 10014302 @ [Period2 [N [Period2 [N BORD..[M]@ 006 © |o10237 [ (A M 237 MTWHF 8 AB B
= [ ] ELA © INTENSREAD 4 10004182 @ |[Period3 [N (Perioa3 [§J BORD..[WJ@ 002TWELVI@ (010237 [N (NA B 237 MTWHF [§ AB 7]
=[] EA © APENGLIT&COMP 10014302 @ [Period7 [M) [Pericd7 |§J BORD..[W]@ o001 @ |ot0237 8 (NA M 237 MTWHF 8 AB /]
= [ ] Homeroom @ HOMEROOM HOMEROOM @  [Homeroom [¥) [Homeroom [§) BORD.. M@ 1213 © 00237 ¥ NA B 23 MTWHF 8 AB 12

11. Locate the section(s) needing to be corrected.

Corrections made on the Master Schedule Report will
update the information under Courses & Sections and the
student’s schedule.
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A. Click the drop-down arrow next to “Days” or “Rotation Days” to display what is
currently selected.
UMTF [¥] A 30

Q Filter...

Check all Clear (4/7) O Exactfilter |-

ENES vr e F 3

m M L

T MTWHF ¥ Q_ Filter... ]
1w - MTWHF ¥ .

- u | | Checkall Clear (1/2) (JExactfilter |-

J

mF

R

12. To make changes click the checkbox next to the incorrect day to deselect and select the
checkbox next to the correct day. The row will flash indicating changes are being made to the

section.
A. Days
M, T, F ) A B 30 MTwHF[¥] A F 30
Q Filter. . L Q Filter...

Check all Clear (3/7) (O Exactfilter | Check all Clear (5/7) O Exactfilter |
Ju

(W) M Deselected the incorrect | =M

@T day . ®T

2w | |[® W] serected the missed days
[ IH m H
mF ®mF

B. Rotations

MTWHF [¥ | . 30

M TWHF ¥ Q Filter... :
‘@. Checkall Clear (0/2) (O Exact filter
M.TW.HF [¥]
‘@. B rotation day

mrwHr [ (8 § 3

M, TW,H,F Q, Filter... :
M, T, W, H,F

‘:. Checkall Clear (1/2) O Exact filter |

MTWHF ¥

) UJ ASeIected the correct rotation da
{M, T W, H,F .

= o — (s i
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13. If sections have been correctly marked, proceed to step 14. If the section was incorrectly
marked, proceed to step 11.

14. Click the Co-Teacher Sections tab

Co-Teacher Sections

15. Turn on the filter, if it isn’t already turned on.
3 on|

16. Locate the Co-Teacher column and enter the teacher's name in the filter box. This allows you

to only view sections for this teacher. Each Co-Teacher column will contain a number to align
with the number of Co-Teachers entered on the tab at the section level (Ex. Co-Teacher 1
Co-Teacher 2, etc.).

}1210.46)
Select Student/Staff ¥ ~Master Schedule Report

‘ Sections Courses Co-Teacher Sections Linked Sections Inclusion Sections

&
|
a8
@
° rmas mEe CIEIN N o)
. o v© vo v e v © v © v © v| Qv @ © Ve Yo vie O v S 0 O v
o
—— CoTeacher  SOTe*Mr Cofeacher | SoTeacher  CofTeacher CoTeacher CoTeacher (1.
ject & N N fon# & o eri . a . i,
Subject 4 Course 4 Course# 4  Section# 3 BeginPeriod  End Period Primary Teacher 4 1% 1 heding PHEMY 1TER e licensure/qual LPMImary | 1Reportto TPISA
v Permissions 2 Qualified N A Instructor 4 DOE
¥ Method ¥ Training Status v v
q v v v
= CllMusic @ Jazzens2 © 1302510z 001 © [Perid3  [¥ Perid3 [¥ VANMA.[Y|@ [vou.. M @ (Modty [N} Nna 8 [v-Hi. M) B -cetifeati.. M) O (m] ]
E
L1lMusic @ BaND1 © 13023001 SYMPH @ [Period1 [¥W Period1 [¥] VANMA. Y@ [vou.. @] @ [Mody [§) ~nA [N (v-Hi. 8 Z-No.[8) [-Cerfeati.. [} O [m] WMond... [§)
' L1/ Music @ BAND3 © 13023201 SYMPH @ [Period1 [¥| Period1 [¥] VANMA.¥|@ [vou.. [§] @ [mody [¥) ~A [N (Y-Hi. [§) Z-No..[§) [I-Certifiedii... [N (@] (=] Mond... [¥)
: C3Music @ EURHY1 © 1305300z 001 © [Period2 |¥) Period2 [¥) VANMA.. Y@ you.. [§] © (modty [§ ~nA [ (v-Hi. [§) ¥ (1-certifieqiLi... [§) 0 0 L]
ik £ 1/Music @ MUSIC OF THE WORLD © 1300340z 002 © (Period7 [¥) Period7 [ VANMA.[¥|@ [vou.. [} © (Modty [§) nA [N v-Hi [N ¥ - cCertifiearti_.. [§) 0 0 ]
C1Music @ BAND2 © 13023101 1SYMPH @ [Period1 [¥] [Period1 [¥] VANMA.[¥|@ (vou.. [§] @ [Modiy [M) na [ v-Hi [B) ¥ - certifiearti. [§) (m] [m] /]
L3|Music @ EURHY4 © 1305330z 001 © [Period2 |¥ Period2 ¥ VANMA.. ¥ @ you.. [§] © Moty [¥) ~nA [§) (v-Hi. [§) ¥ - certifieari_.. [§) 0 (m] ]
1 Music @ EURHY2 © 1305310z 001 © [Period2  |¥) [Period2  [¥) VANMA. W@ (vou.. [{] @ (moaty [ na 8 (v-i [ ¥ 1-certifieaiLi... [§) m] [m] L]
CaMusic @ JAzzENs1 © 1302500z 001 © (Period3  [¥] Period3 |¥] VANMA. Y@ [vou.. [ © (Modty (M) nA [N v-Hi. [N ¥ (1-cetfecii.. [ O (m] ]
1 Music @ BAND4 © 13023301  1SYMPH @ [Period1 [¥] [Period1 [¥] VANMA.[¥]@ (vou.. [§] @ [Mody [ na [ v-Hi [8) ¥ - certifiearti_.. [§) 0 (] L]
C1Music @ EURHY3 © 1305320z 001 © [Period2 |¥ Period2 ¥ VANMA.. Y@ you.. [§] © (Modty [¥ ~nA [§) (v-Hi. [§) ¥ - certifieari... [§) (u] (u] [ ]
C3Music @ MUSIC OF THEWORLD © 1300340z 001 © (Perids  [¥] [Periods  [¥] VANMA. Y@ [vou.. [ © (mody [N} nA [N v-Hi. [N ¥ - certifiearti_.. [§) 0 0 L]

17. Review the section information. If a teacher should no longer be listed as a Co-Teacher with
the ability to enter grades for another teacher, change the following columns to N/A or None
by selecting the dropdown arrow:

Do not remove the Co-Teacher information if true
A. Co-Teacher Co-Teaching is happening in the course.

B. Co-Teacher Permissions y
C. Co-Teacher Team Teacher Training
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Ownv 00 0 o @ AN+ A
T Co-Teacher (130-Teacher Co-Tea
B ;ermissicns: ;‘:f::;"lg éraﬁw Co-Teacher (i:O-Tea‘:her
v 1 .
(you_ [¥L @ wmodty [¥) na ¥ v-Hi Permissions & Scheduling
QrF ¥ Method 2
ilter. S
-t (Modify W] [N/A
Q Filter...
Read Only
Modify

0 v O v O &
Co-Teacher  Co-Teacher Co-Teacher  Co-Teack
ey 1 Primary 1 Report
Teacher Cert/Licensure/Qual A A
fa A A Instructor 3 DOE
Training g Status S v v
nA - [§) li-cerifieati.. {0 ]
Z-No...| Y| I-CertifiediLi... . O O
v
Q Filter...
N/A

Z - Not Applicable

A - Part of a team that existed before Jul 2005
B - Has training

C - No training, but scheduled to attend

D - No training, not scheduled to attend

18. Click the Inclusion Sections tab

Inclusion Sections

19. Turn on the filter, if it isn’t already turned on.

iter: X0

20. Locate the Inclusion Teacher column and enter the teacher's name in the filter box. This
allows you to only view sections for this teacher.

oS
Select Student/Staff ¥ Master Schedule Report

& sections Courses Co-Teacher Sections Linked Sections Inclusion Sections
&
° cmas M- EEEED o o)
»

(] ] 1o_+/© N K- N YOV © v O /e v v
o

o o - A o . 4 Inclusion rion s Scheduling  Highly
4 Course Course# 4 Section# & BeginPeriod §  EndPeriod §  PrimaryTeacher § UL Permission § Vil lNE  OFE /Qual
gq USHISTORY © 2100310e 008 @ [Period3 ¥ [Pericd3 [W| LEWS,.. [¥|@ 'scHE..[¥) (Modity [N [1-in-.. [§) [D-Se.. |8 (C-No..[§) - CertifiediLic.. ¥
B USHISTORY © 2100310 010 © (Period4r W Pericd4t W] HENORL.|[¥|@ (scHe.. [ (Modty [N [1-in-.. [§) D-se.[¥) (c-No..[§) - cCertiiedric.. [¥)
P USHISTORY © 21003108 011 © ([PeriodSL ¥ [Period5L | HENDRL. [¥|@ (scHE..[§) (Modiy [§J [1-in-.. [§) (D-Se...[§) [C-No..[§) I-Certifediic... |§)
é PRE-AP ENGLISH 1 © 1014158 017 © (Period1  |¥) [Period1  |¥] Goopi.. [¥|@ (scre..[§) (Modfy [N [1-in-. [§) H-su_ [§) NA  [§) (O-Cer B
S PRE-APENGLISH 1 © 10014158 018 © ([Period6 ¥ Peiods  |w GOODL. [¥/@ scHE. [§) (Modty [¥) [1-in-. [§) H-su_[§) WA [§) O-Cerified-
PRE-APENGLISH2 © 10014166 010 @ [Period7  [W) [Period7  [W] 'SEIGLE..[¥|@ 'scve.. [} (Modty [N [1-in-. [§) H-Su_ |8} (c-No..[§) O-Ceriicd- .. [§)

21. Review the section information. If a teacher should no longer be listed as an Inclusion
Teacher change the following columns to N/A or None by selecting the dropdown arrow:

A. Inclusion Teacher
Permission
Scheduling Method

B
C.
D. Team Teacher Training

Revised 20240524
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Qlsch v Q) viOL v ©
+] VOl vl
Inclusion Permission 4 Scheduling Highly
Teacher¢ v Method: Qualiﬁed:
, , , Permission 4 Scheduling I
[SCHE.... [Modify [¥) 1-in-.. [¥] D-e...] ermission ¢ Method¢ (
Q Filter...
T | Modify . = N
Q Filter...
Read Only
Modify
© IO +vI6 ©__+vo v B =
Team .
Scheduling Highly ¥:22;]e‘ Teacher Cert/Licensure/Qual ::::sltmrjgor‘ gg’;'f'
A i A Training & Status 4 v v
Method' Quallﬁed' e v ' v
4 4 [c-No. . I- Certified/Lic. . [ O
I-in-. [¥) D-se..[¥) [C-No
Q Filter...

Q, Filter...

Z - Not Applicable
A - Part of a team that existed before Jul 2005

C - Co-teaching

B - Has training
‘| C - No training, but scheduled to attend
| - In-Class One-on-One ‘ D - No training, not scheduled to attend

S - Self-contained

22. Locate the Report to DOE column and uncheck the box

S

Report to
DOE:

U

23. Locate the Minutes Weekly column and remove the minutes

O v
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24. Click the Sections tab and locate the Filled Seats column and enter =0 (equals zero) into the
filter box to identify sections not being used for scheduling.

Select Student/Staff ¥ Master Schedule Rep

& | sections  Courses  CoTeacherSections LinkedSections  Inclusion Sections

Py

lo G on)
[ Export TN} [SXIl Tougle Columns I pagesize: JEVN

© MN+) AN+ v O v O v ©lvoung, t v B v O v O Ol YO v O VO IO v[O v/O=o v
3
4 Dis i
e 1y A A N any A iy N A play A . + Total IEP ESOL/ELL  Filled
Subject Title 4  Course & Course# 4 BeginPeriod 4  EndPeriod 4  Teacher 4 Section# 4 Room & Team 4 e Days 4 RotationDays § | . o Seats 3 Seats 4 Seats 4

g

a ra

= = [ ] Music © BanD1 13023006 @ Period6 |NJ Periods  [§J YOUN. 002WINDE@D | 010618 ¥ NA B s mTwHF M AB | o
= 0] Music © BanD3 13023201 @ Period1 [N Period1 |NJ YOUN. 1SYMPH @ |ot0518 |8 NA § s MTWHF ¥ AB H s o

‘ = [0 Music @ BanD4 13023302 @ Period2 [§) Period2 [N YOUN. CONCERT @ ‘ o618 |8 NA W sis )

ks = [ ]| Music © BanD1 13023002 @ Period2  [§) Period2 [§J YOUN. CONCERT @ |o10618 |8 NA § s o
= ] Music © BanD2 13023102 @ Period2 [N Period2 [§J YOUN... CONCERT O‘omm Bva  Fes MTwAFE A Mo )
= ] Music © BanD4 13023301 @ Period1 [N Period1 |§J YOUN. syMpH @ |oio618 M) NA o
= ] Music © BaND3 13023202 @ Period2 [N Period2 [§] YOUN. CONCERT 0‘010515 B va o
= [ Music © BanD4 13023306 @ Periods  [§J Periods [§J YOUN. 002WINDE@ | 010618 [§) NA 0
= [ ] Music © BanND2 13023106 @ Period6  [NJ Period6 [§) YOUN... DD:WIND(@‘owsm B na ) .0
&= ] Music © BanND3 13023206 @ Periods [N Period6 |NJ YOUN 003WINDE@ | 010618 [§) NA mTwHF 8 AB o
& [ ] Homeroom @ HOMEROOM HOMEROOM@  Homeroom ¥ Homeroom [§j YOUN. 0912 0‘01061& B na MTWHF ¥ A8 0

25. Click the red - (minus sign) next to each section to delete.

Select Student/Staff ¥ Master Schedule Rep:

s ‘ Sections Courses Co-Teacher Sections Linked Sections Inclusion Sections
[ ]
P
1° | cw s Eme = o)
” © v O MY+ v O v © v ©Young, t v @ v O v O YOl YO YO v[© YO O v|©-0 v]
o
4 SubjectTitle 4  Course & Course# BeginPeriod 4  EndPeriod 4  Teacher 4 Section#4 | Room 4 Team 4 Dl Daysd RotationDays 4 1°% , P, ESOURLL Fled,
q ;v v v v v
B | pom
= (0] Music © BanD1 13023006 @ Period6  [§) Periods |§) YOUN..[MJ@ 002wINDE@ | ot0618  [§ NA B 68 mTwnHF [§ AB B o o
A &= |07 Music © BaND3 13023201 @ Perod1 ¥ Periodt [N YOUN.. @ 1sYMPH @ | otoste B Na MT.W.HF |8 AB B = o
i =03 Music @ BAND4 13023302 @ Perod2 [§) Peroa2 |§) Youn..[El® CONCERT Oloms\a ¥ na MTWHF [§ AB B o
Y &= |02 Music © BanD1 13023002 @ Period2 [§) Periodz [§J YOUN..[l@ CONCERT @ |ote1s [ NA mTw HF [§ AB ® 2. 0
&= |03 Music © BAND2 13023102 @ Period2 [§) Period2 |§J YOUN..[WJ@ CONCERT 0‘010618 B Na _ MTWHF [§ AB B 0
&= |07 Music © BaNDa 13023301 @ Period1 [N Perodt |N) YOUN.. @ syMpH @ |owe1s N NA MTWHF ¥ A8 B s o
= |03 Music © BAND3 13023202 @ Perod2 |§) Period2 |§) YOUN.[EJ@ CONCERT 0‘010513 B na MTWHF [§ A8 | o
= |03 Music © BAND4 13023306 @ Periods [§) Perods [§) YOUN..[I® 002WwINDE® |ot0s1s  [§) NA mTwHF [§ A8 B 2> o
&= |02 Music © BAND2 13023106 @ Perods [ Periods [N youn... [ [l @ oozwmoi@‘mos\e B va - MTWHF ¥ AB Bas )
&= (0] Music © saND3 13023206 @ Peiod6 ¥ Peiods ¥ YOUN..[I@ 003wINDE@ |ot0518 8] NA MW HF [§ A8 B s o
= |0 ] Homeroom @ HOMEROOM HOMEROOM@  Homeroom [§) Homeroom [ YOUN. M@ 0912 @ \ 010618 ¥ NA MW HF [ A8 N 3 o

26. A pop-up window will appear asking you to confirm you want to delete the section. Click
Delete. Repeat steps 25-26 until all sections containing zero students have been deleted.

Are you sure you want to delete this section?

Deleting this section will permanently remove all associated student schedule records; proceed with caution.

Select “Cancel” to cancel this action and return to the Master Schedule Report.

Revised 20240524 9 of 11



Student Information System (SIS)

Secondary Master Schedule Review Process

27. Below is an example of a teacher's course section drop-down menu before and after section

data has been cleaned up.

2024-2025 v

QUARTER 1 ¥ 01 - 1SYMPH - BAND 1 N

iGraded Courses

01-1SYMPH - BAND 1
01-SYMPH - BAND 2
01-1SYMPH - BAND 3
01-SYMPH - BAND 4
02 - CONCERT - BAND 1
02 - CONCERT - BAND 2
02 - CONCERT - BAND 3
02 - CONCERT - BAND 4
03-001-JAZZENS 3
03-001-JAZZ ENS 4 HON
06 - 002WIND ENS - BAND 1
06 - 003WIND ENS - BAND 2
06 - 003WIND ENS - BAND 3
06 - 002WIND ENS - BAND 4
07 - DRUM - BAND 1 b
07 - DRUM - BAND 2
07 - DRUM - BAND 3
07 - DRUM - BAND 4
Other Courses
HR - 0912 - HOMEROOM
‘ Co-Teaching
01-SYMPH - BAND 1
01-1SYMPH - BAND 2
01-SYMPH - BAND 3
01-1SYMPH - BAND 4
02 - 001 - EURHY 1
02-001 - EURHY 2
02-001-EURHY 3
02-001 - EURHY 4
03-001-JAZZENS 1
03 - 001 - JAZZ ENS 2
06 - 001 - MUSIC OF THE WORLD
07 - 002 - MUSIC OF THE WORLD

BEFORE section data has been
cleaned

AFTER section data has been
cleaned

plendar

Jrida High School Graduation

“est High School Graduation
:w High School Graduation

h School Graduation

Notes on Process:

A. Additional Resources
A. Teacher Schedule - School

QUARTER 1 ¥

‘ 03 - 001 - JAZZ ENS 3

2024-2025

01 - 1SYMPH - BAND 1
01 - 1SYMPH - BAND 1
01 - SYMPH - BAND 2

03 - 001 - JAZZ ENS 4 HON
07 - DRUM - BAND 1
07 - DRUM - BAND 2
07 - DRUM - BAND 3
07 - DRUM - BAND 4
Co-Teaching
01-SYMPH - BAND 1
01-1SYMPH - BAND 2
01-SYMPH - BAND 3
01 - 1SYMPH - BAND 4
02 - 001 - EURHY 1
02 -001 - EURHY 2
02 -001 - EURHY 3
02 -001 - EURHY 4
03 -001-JAZZENS 1
03 - 001 - JAZZENS 2
06 - 001 - MUSIC OF THE WORLD
07 - 002 - MUSIC OF THE WORLD |

i.  Administrators can view a snapshot of teacher schedules by accessing
Reports > District Reports > Scheduling > Master Schedule > Teacher Schedule - School

[ Export DRI Fiter: 3 15
(+] v O

Title & Description 4
All Sections and Teachers

Historical Teacher Changes on Sections

Homeroom Counts by Gender and Race

Counts number of staff members
Instructional Staff Count by School . N
assigned to classes in each school.

Sections_Having EOC_conflict

Student Count - Single Course - By School Number of students enrolled in a single course number across district schools by teacher.
Student Count by Section

Student Count by Teacher / Period (School Level)
Teacher List by Course Number

Enter course number and run to see all teachers currently teaching the course.

Teacher Schedule - School

«
©

o
g
3
e
3
g
H

School report that shows course and section data at a glance. Includes ourse, section, primary teacher, f it's graded or

and inclusion teacher or ¢
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» Run
» Run
» Run

» Run
P Run

BT

» Run
» Run

HHI

P Run
Export B> Run


https://docs.google.com/document/d/10PBqGGslhCScgkxw4owDCowLhCqhB2d5jTvmH1anZQk/edit?usp=sharing

Student Information System (SIS)

' Secondary Master Schedule Review Process

Teacher Schedule - School

Clicking on the section name takes you to Courses
1. Results: 9 . Y Records: 733 Time: 0.24s
& Sections
Prev | Page 1 |/37 733Records AT B o] (G0 ON]
(] v] O v] O v 4 v] O v] O oL viel viel v ol v] O v] O v] O "
‘ CourseNumber 4 | Course 4 - Primary Teacher 4 TakesAttendance 4  Graded 4 Room & Days 4 Marking Period 4  GradingScale &  inclusion_teacher 4 co_teachers 4
10014152 PRE-APENGLISH1 ~ 0202-BC-003- ROGERS,CHLOEMTTESTTEACHER Y Y BIdgIRM139 MTWHF  FY 10 Read Only
| 12003102 ALGEBRA 1 0303-AC-002- COOPER SHELDONITTESTTEACHER | Y Y BldgIRM110 MTWHF  FY 10 Read Only
12003842 MATHDATA&FINLIT  0202-BC-002- TRELAWNEY, SYBILLITTESTTEACHER Y Y Bldg1Rm109 MTWHF FY 10 No Permissions
‘ 1001320L ENGHON 1GIFTED 0101-AC-001- ROGERS, CHLOE IT TEST TEACHER | Y Y Bldg1Rm161 MTWHF FY 10 Can Modify
10013202 ENGHON 1 0101-AC-001- STARK, TONY ITTESTTEACHER Y Y Bldg1Rm161 MTWHF FY 10 ‘Can Modify

B. My Teacher Schedule
i.  Teachers can view a snapshot of their schedule by accessing
Reports > District Reports > Scheduling > Master Schedule > My Teacher Schedule

CEE e R O

© v O v O v
Title § Description § Export/Run §
‘ My Teacher Schedule This report shows all courses you are currently scheduled to teach. B Export P> Run
My Teacher Schedule
[ 1. Results: Records: 7 Time: 0.06s
7heors: EENIE) &) (G 0N
) " © v el 2N "€ v el e[ veo e el ol ) " © a2l
School 4 Course Number Course 3 Section & Primary Teacher & Takes Attendance § Graded 4 Room & Days 4 Marking Period 4 GradingScale 4 inclusion_teacher co_teachers §
21003102 AFRICAN AMER HISTORY 0202-A8-003 v v 010265 MW s 10
21003402 AFRICAN-AMER HISTORY 0606-AB-001 v v 010265 T v 10
21094152 PREAPWRLD HISTIGEO 0101-AB-010REG v v 010265 T a2 10
21094152 PREAPWRLD HISTIGEO 0404-A-OL3REG- v v 010265 T Rl 10
21094152 PREAPWRLD HIST/GEO 0505-8-014REG- v v 010265 MTwHE P 10
HOMEROOM HOMEROOM HRHR-AB-1001- v N 010265 MTwHE Py 10

If you have questions:

A. All questions in regards to Secondary Master Schedule Review should be directed to:
Director of Middle School Education
Director of High School Education
30 East Texar Drive
Pensacola, FL 32504

B. Any technical questions in response to using the SIS system should be submitted via a
HelpDesk Ticket:
Submit a Ticket online

Email: focus@ecsdfl.us
Call the Service Desk at 850.429.2900
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