Elementary Walk-In Scheduling

After the scheduler is no longer being run, students may still be enrolling in the current
year and will need a schedule for the upcoming year. Additionally, once the new school year
begins, new students will need to be scheduled. In both of these scenarios, schedules
would be created or changed manually, which is referred to in Focus as Walk-in Scheduling.

Students with No Schedule: Before and After the Term Begins

The Scheduling Loading Reports can be used after the Elementary Scheduler is no longer being
used and once the new school year begins to locate students who have not been scheduled or
who may have incomplete schedules (missing sections would indicate incomplete packages).
Schedulers should be in the new school year when viewing this report.

Loading Reports: Students with Incomplete Schedules

This report displays students with a red X in each period where a section is missing. Students
without a schedule show all periods with a red X. If students display on this report with only 1
or 2 periods with Xs, the package for the teacher may be missing sections and will need to be
fixed.

1. In the Scheduling menu, select Loading Reports.
2. Click the Students with Incomplete Schedules tab.
3. Conduct a student search.

4. The Effective Date defaults to the first day of the marking period selected at the top of the
screen. Adjust the Effective Date if it is after the first day of the term.

5. In the Periods to Check section, select the periods to display on the report. If you have
periods set up for after school activities or for other purposes, do not select those periods.

6. Click Update to regenerate the report.
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Percentage of Requests Scheduled
Courses with Unfilled Requests  Overfilled Sections  Underfilled Sections  Unfilled Requests

Percentage of Students Scheduled B-TEEUIERGE (LATNI RS ERTERE - Students with Conflicting Schedules

Students with incomplete schedules are students who have a period open in their schedule. You can exclude perieds 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 - M 2023 | Marking Period: 4th 9 Weeks
Periods to Check: & 01 & 02 & 03 B 04 B 05 (Jo6 [Jo7 (Jos [Jog [J10 )11 L1213 Ll14 Ll1s 16 )17 L 18
| Hide Dismissed Students “ Save Dismissed Students l
Search Screen Simple List Customized List
504 Students with incomplete schedules | |Saarch |
Dismiss Student Student Grade Period 1 Period 2 Period 3 Period 4 Period 5
O Acosta, Jerry 01 A
0 Acosta, Samantha K KG P
0 Acosia, Sandra KK X X X X
O Adams, Argento. X ok 03 A
O Ages, Jernie 02 R
O Aquilar, Pastora Monat 02 A
0 Alanis, Patty KG ~
0 Alanis, Zoraida kG A
0 Alaniz, Edmund Sophia kG A

7. Click the Student name from the Students with Incomplete Schedules to display the
student’s schedule screen. The schedule can be built by adding the HR/Study Hall/GradeLevel
Package.

The Package can be added in one of two ways:
Option 1: By clicking on the link +Add a Section, which opens Courses & Sections.

Option 2: By using any of the pull-downs in Search for a section to add.

Frosls

x Bell, Rebecca v Lizette Garcia  Focus Elementary School - 0311 ¥ sIS
Student Schedule -
Admin ¥ 2022-2023 ¥ 4th 9 Weeks ¥ m

5490 - PK
) . Test Audit . ) .
- Demographic Enrollment | Schedule Requests Grades Absences Activities Referrals History Trail Grad Communication Files SSS Choice
a4
: - [show Florida Fields

& | Effective Date: [November ~29 v[2023 v] Winciude ML = Couraatist! WeeklY  Cisnow VocationalWDIs

i "| Create Invoice PI
5 Inactive Courses Schedule i anner Fiel dsD
AF
o £ ]

No Classes were found. Customize Columns | |55
- Period - RN I ! , .

Course C Meeting Days Room Term Enrolled Dropped Credits Last Modified
&5 Teacher
= + Add a Section ]
o

Search for a section to add

o —l i
LAny Subject v Course Number I:I Course Title I:I Section ID I:I |Any reriod VJ | Any Teacher V| LEll Yoor V| @

=\ Subject Period Teacher Term
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Option 1: +Add a Section

1. Click + Add a Section. Clicking + Add a Section opens Courses & Sections in a pop-up
window.

2. Click on the Subject containing the applicable HR/Study Hall/GradelLevel course.

3. Click on the HR/Study Hall/Grade Level Course to view the Sections. A column displays the
number of seats available for all HR sections.

Courses

View/Edit this Course List Students in this Course List Unfilled Requests in this Course Search
8 Subjects 10 Courses 11 Sections
Subject Course Course Num e ;::il:ble
Grade 02 E ADAP PE IEP/504 5015000 Period 1 - 00171 - Tyler FOLDS Lugo 20
Grade 03 Period 1 - 00611 - Louis ELIZABETH Phillips 2
Grade 04 LANG ARTS GRADE 1 5010042 Period 1 - 00621 - Mitchell DIANE Saldivar 2

4. Click on the appropriate HR/Study Hall/Grade Level Section which will close the window.

The student’s schedule now displays all the sections that have been packaged with the HR/
Study Hall/Grade Level section.

Show Florida Fialds
E i ¢ 1 Iruesh I Course List Weakly PI
fective Date: | August | 10 | 2023 v |1 include Inaciive Courses m B A8 g how Vocational/WDIS Fieids | Save
Prior Primary School: 2022-2023 (Grade KG) Heslam ES
9 Classes |1 l 1 u| Customize Columns Mass Update :
Delate . g .
Course Period - Teacher Course Number Section  Meeting Days Aoom  Term | | Enrolled Dropped  Last Modified
— X . . [ Margot Connado
ELEM STUDY HALL Pesiod 1 - 00611 - Louis ELIZABETH Phillips: 5022000 00811 MTWHF 207 Full Year i Aug 10, 2023
Ape 25, 2023 02:04 PM
1] Margot Coronade
EADAP PE [EFS04 | Pariod 2 - 00611 - Ari ANN T n n MTWHF 1 Full ' 10,
riod 2 - 006 stocks omez 5015000 006 00 ulvear [ Aug 10,2023 Joe 25, 2025 02:04 PM
[ Margot Connads
LANG ARTS GRADE 1 | Pesiod 3 - 00611 - Louis ELIZABETH Phillips: 5010042 00611 MTWHF 207 Full Year t Aug 10, 2023
Ape 25, 2023 02:04 PM
] Margot Connado
LANG ARTS GRADE 1 | Period 4 - ROE11 - Louis ELIZABETH Philips 5010042 A6 MTWHF 207 Full Year "‘ T Aug 10, 2023
MApr 25, 2023 02:04 PM
N [ Margot Conanacs
MATH GRADE 1 Period 5 - 00611 - Louts ELIZABETH Phillips 5012030 00611 MTWHF 207 Full Year I" Aug 10, 2023
Ape 25, 2023 02:04 PM

Option 2: Search for a section to add

The row of pull-down selections at the bottom of the schedule screen can also be used to
select a HR/Study Hall/GradelLevel package to build a student’s schedule. It is up to the
individual user to determine which fields they wish to use to locate a section with available
seats. Most users prefer this method for building the schedule as everything is done from
this part of the screen.
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1. Choose options from one or more of the fields.
2. Click Search after making selections.

3. Based on the search criteria entered, available sections will display as a hyperlink with a +
sign indicating the section can be added to the student schedule.

4. Click the Course to add the homeroom package to the schedule.

Search for a section to add

Grade 01 ~ |Period 1~ | Amy Teacher ~ Full Year ~ ; -
Course Number Course Title | Elern Stud Section 1D Search
e —1 I — - Search |
11 Sections
Course Course Number Period Teacher Section ID Room Term Days Team Credits Seats: Available / Total
+ ELEM STUDY HALL 5022000 Perind 1 Preciado, Galeaso 00121 226 MTWHF B&M 0.00 0/20
+ ELEM STUDY HALL 5022000 Pariod 1 Phillips, Louis D0611 207 MTWHF BAM 0.00 ii2
Show Flarida Fields
3 Weekly Planner
Effective Date:  August ~| 10~ | 2023 v Include Inactive Courses m Course List Y IShow VocationalWDIS Fields| S
Prior Primary School: 2022-2023 (Grade KG) Heslam ES
8 Classes 8 [ ) [ Customize Cours | [ Mass Uit
Delete ) " g -
Course Period - Teacher Course Number Section Meeting Days Room  Term l Enrolled Dropped Last Modified
— 'y Margot Coronado
) ELEM STUDY HALL | Period 1 - 00611 - Louis ELIZABETH Phillips 5022000 00811 MTWHF 207 Full Year ‘.L Aug 10, 2023 - e
- - : ) Apr 25, 2023 02:04 PM
. . 'y Margot Coronado
EADAP PE IEP/S04 Pariod 2 - 00611 - Aristocles ANN Tomez 5015000 00611 MTWHF 100 Full Year '.L Aug 10, 2023 -
st bl e U = e Apr 25, 2023 02:04 PM
'y Margot Coronado
LANG ARTS GRADE 1 | Pericd 3 - 00611 - Louis ELIZABETH Phillips 5010042 ooen MTWHF 207 Full Yoar " Aug 10, 2023 -
Apr 25, 2023 02:04 PM
Margot Coronado
LANG ARTS GRADE 1 | Period 4 - R0611 - Louts ELIZABETH Phillips 5010042 ROET MTWHF 207 Full Year Aug 10, 2023 -
i r 9 Apr 25, 2023 02:04 PM

With either option used, if the wrong Homeroom section was chosen, the entire Package must
be deleted.

Select the check box in the Delete column, then click Save.

x Anderson, Chris ¥ Lizette Garcia  Focus Elementary School - 0311 ¥ sIS
Student Schedule -
086300 - PK Admin ¥ 2022-2023 ¥ 4th9Weeks ¥ m
Vo . . Test Audit N . . -
Demographic Enroliment Schedule Requests Grades Absences Activities Referrals History Trail Grad Communication Files SSS Choice Billing
[ ]
- ) - [show Florida Fields
4 | Effective Date: [November |29 v|2023 v| include Sprine - Courea iy Weekly VocalionallWDIS Fisids
__ [Inactive Courses Schedule Create Invoice Planner E‘
® v
A p -
1Class [ | Customize Columns | | Mass Update |
ot
Delete
d —  Course ‘Period-Teacher Course Number Section Meeting Days Room Term Enrolled Dropped Credits Last Modified
i'? Lizette Garcia
ACCESS LANG ART - 5 | 03 03 - 001 - Jeffrey 77100165 001 MTWHF 1139  Full Year Wed, Nov 29,2023 - 0.00
— miwmr | 1189 | Pull Year | Wed, hov 29, 2led | - Nov 29, 2023 0111 PM
- + Add a Section
o

e Search for a section to add

.—| ) n
T\ | LAnySubject | CourseNumber[ | CourseTitle| |  SectioniD[___| [ Any Period ] - [Any Toacher v]  [Ful Year ]

Subject Period Teacher Term
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These check boxes only display through the end of the first day of the new term. After
the first day of a new term, a Drop Date must be used to remove a package.

The student schedules are opened on a new tab. Close the tab and return to the Loading
Report; refresh the report and the scheduled student will no longer display on the report. This
process can be repeated for individual students until all unscheduled students have a schedule.

Mass Adding Course to Students with No Schedule

If multiple students will be scheduled into the same homeroom package, the Mass Add
Course feature can be used.

1. In the Scheduling menu, select Mass Add Course.

2. Conduct a student search in order to locate students scheduled into the applicable HR/Study
Hall /GradeLevel Course.

3. At the top of the screen, click Choose Course.

4. In the pop-up window, click the subject, course, and section to add to the students.
The selected section is displayed next to Course Section(s) to Add.

5. Click the Choose more Courses link to add more sections if needed.

6. Select the Start Date of the course.

7. Select the Marking Period of enroliment. Selecting Full Course Enrollment will enroll the
students for the full course length set on the course.

8. Select the Locked check box to lock this section on the student's schedule. When a section is
locked, it will not be affected by subsequent Scheduler runs.

9. Scroll down to the student list. Select the check box next to each student to mass add this
course to, or select the check box in the column header to select all the students in the list.

10. Click Add Course(s) to Selected Students at the top of the screen.

A green check mark and confirmation message is displayed, indicating the course has been
added to the selected students.

Activity

Schedule Students

Elementary Walk-In Scheduling Page 5



Part 1

1. Locate a student without a schedule.

2. Schedule the student using Option 1 (+Add a Section)
Part 2

3. Locate another student without a schedule.

4. Schedule the student using Option 2 (Search for a Section to Add)

Dropping Individual Student Schedules

Prior to and up through the end of the first day of the school year/new term, a package can
be dropped from a student’s schedule using the delete check boxes. Since the class may
not have yet started, deleting the class may not impact attendance or grades.

1. In the Scheduling menu, select Student Schedule.

2. Conduct a student search.

3. Select the Delete check box in the header and all sections will be checked. Individual sections
are typically NOT deleted from elementary schedules. If the wrong section appears on a student
schedule, then the package most likely is incorrect and the whole package would need to be
mass dropped, corrected in Create Packages, and mass added to student schedules (see the
next section on Mass Dropping Schedules).

x Anderson, Chris v Lizette Garcia ~ Focus Elementary School - 0311 ¥ SIS
Student Schedule -
se300-pk [ I ED Admin ¥  2022-2023 ¥  4th 9 Weeks ¥ m
o ) o - o Test Audit o ) . .
- Demographic  Enr Activities Referrals . ) Grad Communication Files §SS Choice Billing
4 History Trail
- _ - ! . T a— [Ushow Florida Fields
4 | Effective Date:|November |29 ~|2023 v | /Einclude Inactive = Print BILL BY: | Schedule M Coures Liat|  Weekly ocational/WDIS Fields
Courses Schedule Create Invoice Planner s
D ave
A ;
4 Classes [ Customize Columns | | Mass Update |
e
Delete . . . ] . -
o Course Period - Teacher Course Number Section MeetingDays Room Term [J  Enrolled Dropped Credits Last Modified
o
P 'y} Lizette Garcia
DIST HEAD START 01 01 - 053 - MARISSA 5100520 053 MTWHF 1123 Full Year JJ Wed, Nov28,2023 - 0.00
- - - Nov 29, 2023 02:04 PM
— i Lizette Garcia
ENC BAS SKLS COMMS E | Period 2 - 50100301 MTWHF 1125 Full Year ]’ Wed, Nov 29, 2023 - 0.00
N Nov 29, 2023 02:03 PM
'y Lizette Garcia
@ ACCESS LANG ART -5 03 03 - 001 - Jeffre 77100165 001 MTWHF 1139 Ful'Year JI' Wed, Nov29,2023 - 0.00
§ Nov 29, 2023 01-11 PM
g 9] Lizette Garcia
VPK-SCH YEAR PRI 16 16 - 053 - MARISSA 5100580 053 MTWHF 1123 Full Year ]’ Wed, Nov 29,2023 - 0.00
Nov 29, 2023 02:03 PM
3 + Add a Section
H
i

Search for a section to add

4. Click Save.
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5. Follow the previous steps for using + Add a Section or Search for a Section to add to
complete the students' schedules.

After the first day of the school year or new term, the Delete check boxes will no
longer be available because Attendance and Grades could potentially be linked to the
sections. The sections will have to be dropped individually or en mass from the
schedule as described below.

After the first day of the school year, the delete check boxes disappear and schedules must
have a Drop Date entered if a student withdraws or changes teachers.

Option 1:

a. The Dropped date must be entered on ALL sections since the sections are linked to the
HR/Study Hall/Grade Level course.

® Anthony, Blanca Justice v Lizette Garcia ~ Focus Elementary School - 0311 ¥ SIS
. Student Schedule -
. 5279 - 01 (=] ]3] Admin ¥ 2022-2023 ¥ 4th 9 Weeks ¥ m

Test Audit
- Demographic  Enr F Grades Absences Activities Referrals . . Grad Communication Files §S5 Choice Billing
. History Trail
i [Ushow Flerida Fields
& Effective Date: | November |29 ~| 2023 ~ | Einclude Inactive BILL BY. Schedule v —— Weekly ocational/WDIS Flelds
Courses " | Create Invoice Planner o
5 [Greae e Ea|
A ) .
| 10Classes i [ Customize Columns | | Mass Update |
’ Course Period - Teacher | Course Number Section Meeting Days Room Term Enrolled Dropped Credits Last Modifi
o " Patricia Mom:
FIRST GRADE 01 01 - 002 - Kaitlir 5100070 002 MTWHF 1146  Full Year Mon, Aug 15, 2022 || November |29 vI 2023 ~| | j0.00
[+ - i Jul 14, 2022
. or Patricia Mo
— | ENCBAS SKLSREADE  Period 2 - 013 - Kaitlir 5010020 1 013 MTWHF 1146  Full Year Mon, Aug 15, 2022 || November |29 v| 2023 ~| | | 0.00 Jul 14, 2022
= C BAS SKLS L d ul 14,
Patricia Mo
LANG ARTS GRADE 1 03 03 - 005 - Kaitin 50100421 005 MTWHF 1146  Full Year Mon, Aug 15,2022 - 0.00 Jul 14, 2022
ul 14,

b. Click Save after entering the date(s).
Option 2:
a. Click Mass Update to quickly mass drop the entire schedule.
b. Select Dropped for the pull-down.
c. Select the Dropped date from the corresponding pull-downs.

d. Click Run Mass Update.

The schedule Dropped Date is inclusive, so the student will stay active in the class
through the date. The Dropped Date should be the last day the student attended the
class. The Dropped Date and Enrolled Date for replacement sections cannot be the
same date.
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Adding Inclusion Sections for ESE/ELL Students

If students will be receiving in-class support from Support Teachers (ESE, ELL Immersion,
Resource, etc.) for a course, schedulers can use the Inclusion tab to create the Inclusion

section. Once the Inclusion section has been created it can be added to existing student
schedules.

@ A system preference can be enabled that will allow Focus to automatically subtract
Inclusion minutes from the primary section when added to the student schedule;
otherwise, schedulers must manually adjust the minutes.

1. In the Scheduling menu, select Courses & Sections.

2. Select the appropriate Subject, Course, and Section (some districts may use an 8th digit on
the course number or some naming convention on the section short name, to indicate the
section to which an Inclusion section is/will be attached).

3. Click the Inclusion tab.

4. In the empty row, define the inclusion teacher's information:

Lizette Garcia  Focus Elementary School - 0311 ¥ s§IS

Select Student/Staff ¥ Courses & Sections

Admin ¥ 2022-2023 ¥  4th 9 Weeks ¥ m

¢ | ACCESS LANG ART - 5 77100165: 03 03 - 001 - Jefire List Students in this Section  List Unfilled Requests in this Section Search Copy Delete
- " Period 01 - -
& | soano, e 5) 1130 [§) om0 Mrwer fulYear =50 e fsoew Q0
eacher Foom Omwl PBeriod  Sehedule ng B AKNGFerof Eeats  Geats  Seats ”
2%
« | Takes Anend
- ¢ Ariendance v ~ None EisdeLevells)  Unweighted Unweighted None
Hiiats g Garder ! Lrsigning Choose
: N/A P A Graded Active blank for al Grading Scale  Sfandards Grading Scale e
e Siore Eaction for GPA Restriction radelevels Parent Section
Store Category g
. Internal ~ Sale
4 %
Co-Teachers History Florida Vocational /WDIS Inclusion Subs
&
— Inclusion Teacher Permissions Scheduling Method Highly Qualified Team Teacher Training Cert/Licensure/Qual Status
B (Breaux, Germana Doyle (3790) [¥] Readonly . [N/A v| [NiA ~| [NA ~| [N/A
=
- | 10 Sublects 14 Courses 2 Sections B
Subject Course Course Num Section
s All Courses ACCESS LANG ART - 5 7100165 03 03 - 001 - Jeffr
Al Before/After Care | C E 03 03 - 901 - Celir
ESE Teachers ACCESS SCI GRADE § 7720060 +
Fifth Grade ACCESS SOCST-5 77210165
Q = Print ¥ @ Help Bl Logout
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Inclusion Teacher: Select the inclusion teacher from the list of active teachers at the school.

Permissions: Select the level of permissions to give to the inclusion teacher for attendance
and the Gradebook. Select None, Read Only, or Modify.

Scheduling Method: Select | - In Class One-on-One. Since this tab is for inclusion sections
only, lis the only scheduling method option.

Highly Qualified: Setting this field is no longer needed.

Team Teacher Training: Select the team teacher training status. This is required for the
inclusion scheduling method. Note: For Florida, at least one teacher (either team teacher) needs
3 or more years of teaching experience.

Cert/Licensure/Qual Status: Select the teachers certification status. If using the HQ/Lic
process, this field will be locked and will update automatically.

Primary Instructor: Select this check box if the inclusion teacher is the primary instructor
for the section. For inclusion, this is typically set to No (unchecked).

Report to DOE: This field is set to Yes by default. Deselect the check box if the inclusion
teacher should not be submitted on the Teacher Course format for state reporting.

Course Num: If the course number for the inclusion section is different from the regular
course number, enter the course number in this field. Focus will populate upon extract the
course number from the primary section and prepend the section ID with an | to make it
unique.

Section Num: If the section number for the inclusion section is different from the regular
section number, enter the section number in this field.

Inclusion Minutes Weekly: Enter the number of minutes the inclusion section meets each
week. If no minutes are added to the inclusion section, then the inclusion section will have 0
minutes on the schedule record and the S section will have its normal number of minutes. If
minutes are added to the inclusion section, then the minutes on the inclusion schedule
record will display this number. The minutes on the associated S section will be the S weekly
minutes minus the inclusion section weekly minutes. If the inclusion section is removed from
the student or the student is dropped from the inclusion section, the minutes are added
back to the S section. Note: If the system preference "Do not subtract minutes when using
the Inclusion tab" is enabled, the number of minutes set in Inclusion Minutes Weekly on
inclusion sections are not subtracted from the Class Minutes Weekly on the associated
section. Florida only: An error message will display when attempting to Save if the Inclusion
Minutes Weekly are greater than the Class Minutes Weekly.

Inclusion FEFP: Select the FEFP number for the inclusion section.

Inclusion Reading Intervention Component: Select the reading intervention component
for the inclusion section.

Inclusion ELL Instructional Model: Select the ELL instructional model for the inclusion
section.
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Start Date, End Date: Select the start date and end date for when the inclusion teacher will

work with the section.

Inclusion Rotation Days: If an advanced rotation is set up for the school, select the rotation
days the inclusion section meets.

Days Override: Select the days the inclusion teacher will work with the students in this
section. Note: A teacher may work with a section one or more days during the week; select the
appropriate days. To be reported for state reporting class size, Friday should be selected.

5. Click Save.

The Inclusion/Support section can be added to the student schedule in multiple ways before or
after the term begins.

Option 1: Adding from the Individual Student Schedule

1. In the Scheduling menu, select Student Schedule.

2. Conduct a student search.

3. The student’s schedule opens; the Show Florida Fields check box must be selected.

The section with the Inclusion section attached will display a red X in the Inclusion column. This
means the section has been built but the student is not assigned.

Demographic  Enrollment Schedule Requests Grades Absences Referrals TestHistory AuditTrail Grad Communication SSS Choice Billing
_ ) Eshow Florida Fields
i : MER v i Weekly Pl — ; .
Effective Date: [November |30 v [ 2023 ~| _[include Inactive Courses Print Schedule Course List eokly Planner . vocational/WDIS Fields[Save |
8 Classes 1) ] [ Customize Columns | Mass Update |
Exclude ELL Class
| Course . Meeting FEFP ; . FTE
Course Period - Teacher Section Room  Term Enrolled Dropped from Instructional Minutes .
Number Days Number Estima
FTE Model Weekly
HOMEROOM - 01 HRHR - 110 - CAf HMR00D1 110 MTWHE 10 Full Year Aug 10,2023 - v A A 0
MUSIC - GRADE 1 0101-M-110 - SHALYC 5013070 110 M 98-0207 Full Year Aug 10,2023 - ¥ 101 -K-3 Basic N/A 50
BHYSICALEDU 1 0101 - TWHF - 110 - JEFFRE 5015030 110 TWHF  01-0047 Full Year Aug 10,2023 - ~ 101 - K-3 Basic N/A 180 0750
LANG ARTS GRADE 1 0202 - 110 - Amber SHAN 5010042 110 = 01-0010 Full Year Aug 10,2023 - ~ ic NIA 450 1875
MATH GRADE 1 0303 - 110 - CARE! 5012030 110 MTWHFE  01-0010 Full Year Aug 10,2023 - ~ 101 - K-3 Basic N/A 450 1875
SCIENCE GRADE 1 0404 - 110 - CARE 5020020 110 MTWHF  01-0010 Full Year Aug 10,2023 - ~ 101 - K-3 Basic N/A 200 0834
SOCIAL STUDIES 1 0505 - 110 - CARE 5021030 110 MTWHF  01-0010 Full Year Aug 10,2023 - ~ 101 - K-3 Basic N/A 90 0375
4. Double click the red X to display a check box then click the Save button.
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Writers02er »x Albanese, Melany ALEYDA v . : LIZETTE ELEMENTARY ¥ sIs
| Student Schedule Fermina Garcia
P 1015- 01 # 2023-2024 ¥  2nd Quarter ¥ m
' Demographic  Enroll Schedul R Grades Absences Referrals TestHistory Audit Trail Grad Communication SS8 Choice Billing
[} - = . R e Eshow Florida Fields
Effective Date: | November |30 v| 2023 ~ —_nclude Inactive Courses ourse eel lanner . )
& ( [30+] ) L d (show Vocational\WDIS Field
D : =
8 Classes 1) | Customize Columns | | Mass Update |
A
: Exclude ELL Class
- ] Course _ Meeting FEFP ) ;
Course Period - Teacher Section Room Term Enrolled Dropped from Instructional Minutes )
: Number Days Number Estima
4 FTE Model Weekly
[+
HOMEROOM - 01 HR HR - 110 - CARE" HMROOOT 110 MTWHF 10 Full Year Aug 10,2023 - ‘v’ N/A WA 0
g I
46 | MUSIC - GRADE 1 0101-M-110 - SHALYCE 5013070 110 M 99-0207 Full Year Aug 10,2023 - | 101 - K-3 Basic N/A 50 0209
V| pHysicAL EDU 1 0101 - TWHF - 110 - JEFFR 5015030 110 TWHF  01-0047 Full Year Aug 10,2023 - P 101 - ic NA 180 0750
* | LanGal RADE1 0202 - 110 - Amber SHAI 5010042 110 MTWHF  01-0010 Full Year Aug 10,2023 - A~ 101 - ic N/A 450 1875
s
MATH GRADE 1 03 03-110 - CARE 5012030 110 MTWHF  01-0010 Full Year Aug 10,2023 - Fal 101 - K-3 Basic  N/A 450 1875
SCIENCE GRADE 1 0404-110- CAR 5020020 110 MTWHF  01-0010 Full Year Aug 10,2023 - Fal ic NA 200 0834
SOCIAL STUDIES 1 0505 - 110 - CARE 5021030 110 MTWHF 01-0010 Full Year Aug 10, 2023 - Fal ic NiA 90 0375
EMNCRAS QWIS BN K.2 NENE - 110 . FAGE BN1nnan 11N MTIWHE  A1.001n . Eull Vaar  Aoe 10 2033 b4 101 - W2 Racie KA 18N nese
Q = Print v © Help 8l Logout

The Inclusion section displays below the primary section and both will display a green
checkmark. The Inclusion section checkmark is not editable.

The Class Minutes Weekly for the Inclusion section will automatically subtract from the
primary section if the system preference has been enabled.

% Albanese, Melany ALEYDA ¥

LIZETTE ELEMENTARY A

SIS

WritersO2er . )
p I Student Schedule Fermina Garcia
11015 - 01 4 2023-2024 ¥ 2nd Quarter v [Eg
& Demographic  Enr t Ab Referrals Test History Audit Trail Grad Communication $SSS Choice Billing
a - 3 Eshow Florida Fields
Effective Date: | November 30 +| 2023 ~ lInclude Inactive Courses Course List Weekly Planner ) .
& [ MEN ] u e our Print Schedule v [Ushow Vocational/WDIS Fields| Save
o) : o
9 Classes 1 | Customize Columns | | Mass Update |
=
Dual
oot FEFP ELL Class FTE Year- Dual Enrol
Course Period - Teacher Instructional | Minutes . |Inclusion | Round/Extended Online Course Enroliment )
. Number Estimation . Instit
4 Model Weekly School Year FTE Indicator
Type
&
HOMEROOM - 01 HR HR - 110 - CARE NIA NA 0 NiA - A
4 | MUSIC - GRADE 1 0101 - M- 110 - SHALYC ic NIA 50 .0209 NIA N - Not an Online Gourse  Z - Not Applicable -
V| PHYSICALEDU 1 0101 - TWHF - 110 - JEFFRI 180 0750 N/A N - Not an Online Course  Z - Not Applicable -
’ LANG Al RADE 1 0202 - 110 - Amber SHANE! 101 - K-3 Basic N/A 450 1875 \/ N - Not an Online Course  Z - Not Applicable -
ks
LANG ARTS GRADE 1 02 02 - Alliso! 101 - K-3 Basic N/A 4] 0000 L 4 N - Not an Online Course Z - Not Applicable
MATH GRADE 1 03 03 - 110 - CARE 101 - K-3 Basic N/A 450 1875 N/A N - Not an Online Course  Z - Not Applicable -
SCIENCE GRADE 1 0404 - 110 - CARE 101 - K-3 Basic /A 200 0834 /A N - Not an Online Gourse  Z - Not Applicable -
LACIAL STLINIES 1 NENE - 11N . FAD 11 - W3 Racie  AI/A an Na7R h' - Al - Blat an Anlina Maorea 7 - Mot Annlicakhlo
Q (=) Print ¥ @ Help Hl Logout

Adjust Minutes and Days of service on the Inclusion section as indicated by the ESE or ELL
service provider. If minutes are manually reduced or increased on the Inclusion section from
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the schedule, the primary section minutes will automatically update if the system preference
has been enabled; otherwise the minutes will need to be manually adjusted.

5. Click Save.

Option 2: Adding from the Students with Inclusion Report

This Report allows users to select any section that has been built using the Inclusion tab
and display the students in the parent course. Any students already assigned to the
Inclusion teacher for that section will display on the report with the Inclusion check box
already selected.

The report can also be used to add students to the Inclusion section and/or edit the student’s
meeting days and/or minutes. Changes made on the report will filter down to the student
schedules.

1. In the Scheduling menu, select Students with Inclusion.
2. Select one or multiple sections in the Sections with Inclusion pull-down.

The Sections with Inclusion pull-down is populated with active sections that have inclusion
set up for the school and school year selected at the top-right.

3. Click Load Report.

The report displays students who are scheduled into the selected section(s). The Schedule
Record row displays the schedule fields for the general section. Students who are already
scheduled into the inclusion section have the Inclusion check box selected, and have an
additional Inclusion Record row that displays beneath the Schedule Record row.

Sections with Inclusion:

ENG 3 (1001370) - Period 2 - 004 - Fridda Lizette Roxy (004) E] Load Report
Save
Page 1 J/2 [ Next: | [EOE =] | o] | | | 2

Inclusion 4 ' Student Name & StudentID 4  Period 4 Course 4 CourseNumber 4 Section 4 Type & Teacher 4  Enrolled & ?:E‘gé‘g Meeting Days & Class Minutes Weekly 4 FEFP Number 4 ' ELL Inst. Madel 4
Abe, Charlie Noel 00055879 | 02 ENG3 1001370 004 Schedule Record | FriddaRoxy 08/01/20 M, T W, ... E] 200 103-9-1... E] NIA E

Inclusion Record | MISSOWL  08/01/20 M, T W, ... E] 50 113-8-1... E] NIA E]
] Abregan, Kenna Joy 00061843 | 02 ENG3 1001370 004 Schedule Record | Fridda Roxy 08/01/20 MTwW, . [¥ 250 . l103-81 [¥] WA ]
O Acevedo, Diem Donna 00023057 | 02 ENG3 1001370 004 Schedule Record | Fridda Roxy 08/01/20 M, T, W, ... E] 7250 103 - 9-1. E] N/A B
] Acevedo, Emarald Vonn 00056443 | 02 ENG3 1001370 004 Schedule Record | FriddaRoxy 08/01/20 MTW,.. ¥ 250 o, 10381 [N (NIA 54}
O Acosta, Dexter D 00086685 | 02 ENG3 | 1001370 004 Schedule Record | FriddaRoxy = 08/01/20 MmTwW, .. [ 250 (10381 [ (A L]
Acosta, Harry P 00058780 | 02 ENG3 1001370 004 Schedule Record | Fridda Roxy 08/01/20 M, T, W, ... E] 7200 103-98-1... E] N/A B

Inclusion Record | MISSOWL | 08/01/20 MW [§ 50 e [113-8 9 (NiA 1]
O Adams, Peter Kavinsky 00020236 | 02 ENG3 1001370 004 Schedule Record | FriddaRoxy 08/01/20 M TwW, .. [¥] 250 (10381 W] (A =
O Adams, Ponyboy Henry 00086404 | 02 ENG3 1001370 004 Schedule Record | Fridda Roxy  08/01/20 M, T, W, ... E] 7250 103 - 9-1. E] N/A B
] Agregor, Abe Sebastian 00060059 | 02 ENG3 1001370 004 Schedule Record | Fridda Roxy 08/01/20 MTW, .. [¥ 250 . l10a-81. (W] (WA =
O Aguilar, Emily Dickinson 00022481 | 02 ENG3 1001370 004 Schedule Record | FriddaRoxy 08/01/20 M, T W, ... E] 250 103 - 9-1 E] NIA E
O Aguilar, Sherwood Anderson 00057667 | 02 ENG3 1001370 004 Schedule Record | Fridda Roxy 08/01/20 M, T, W, ... E] 7250 103-98-1... E] N/A B
O Ahrens, Edgar Allan 00057390 | 02 ENG3 1001370 004 Schedule Record | Fridda Roxy  08/01/20 M T W, . [§ 250 103-9-1.._ [¥] [NA [¥]
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4. To add an inclusion record to a student, select the Inclusion check box.

5. Click Save.

Sections with Inclusion:

|ENG 3 (1001370) - Period 2 - 004 - Fridda Lizette Roxy (004) . Load Report

e e )2 (e ] CEIAE) oW ===

Inclusion & | Student Name & StudentID & Period 4 Course 4 CourseMumber 4 Section & Type & Teacher &  Enrolled & f:g‘gé"g Meeting Days & Class Minutes Weekly 4 FEFP Number & | ELLInst. Model &
Abe, Charlie Noel 00055879 | 02 ENG3 1001370 004 Schedule Record | FriddaRoxy 08/01/20 200 [03-91.. [0 na W

Inclusion Record | MISSOWL ~ 08/01/20 50 Ma-o1 [§ (nva [F)
O Abregan, Kenna Joy 00061843 02 ENG3 1001370 004 Schedule Record  FriddaRoxy 08/01/20 250 fo3-s. [¥] na [§]
V] Acevedo, Diem Donna 00023057 | 02 ENG3 | 1001370 004 Schedule Record | Fridda Roxy ~08/01/20 250 [103-9-1.. ¥ [na  [¥
O Acevedo, Emarald Vonn 00056443 02 ENG3 1001370 004 Schedule Record  Fridda Roxy 08/01/20 250 (103-e. ¥ v [§]
(] Acosta, Dexter D 00086685 | 02 ENG3 | 1001370 004 Schedule Record | FriddaRoxy 08/01/20 250 [03-91.. 8 v W
Acosta, Harry P 00058780 02 ENG3 1001370 004 Schedule Record  Fridda Roxy 08/01/20 200 [103-9. [¥] na [§]

Inclusion Record | MISSOWL ~ 08/01/20 50 Ma-o1 ¥ (nva [§)
] Adams, Peter Kavinsky 00020236 02 ENG3 1001370 004 Schedule Record | FriddaRoxy 08/01/20 250 [103-9-1.. ¥ na ¥
O Adams, Ponybay Henry 00086404 | 02 ENG3 1001370 004 Schedule Record | Fridda Roxy 250 [103-91. ¥ va [§)
] Agregor, Abe Sebastian 00060059 02 ENG3 1001370 004 Schedule Record | FriddaRoxy 08/01/20 250 [103-9-1.. ¥ na ¥
O Aguilar, Emily Dickinson 00022481 | 02 ENG3 1001370 004 Schedule Record | Fridda Roxy 08/01/20 250 [103-91. [¥ va [§)
] Aguilar, Sherwood Anderson 00057667 02 ENG3 1001370 004 Schedule Record | FriddaRoxy 08/01/20 250 [03-91.. 8 na W
M Ahrens, Edgar Allan 00057390 | 02 ENG3 | 1001370 004 Schedule Record | Fridda Roxy | 08/01/20 250 [103-g-1. [ (wa [

The report is refreshed, and an Inclusion Record row is displayed for the student.

6. Make any updates to the Schedule Record or Inclusion Record rows as needed, such as
updating Class Minutes Weekly.

When the Class Minutes Weekly are updated for the inclusion record, it is automatically
adjusted for the schedule record.

7. Click Save.

Sections with Inclusion:

'ENG 3 (1001370) - Period 2 - 004 - Fridda Lizette Roxy (004) . Load Report

Inclusion & Student Name & StudentID & ' Period 4 Course 4 CourseNumber 4 Section 3 Type & Teacher 4 | Enrolled 4 f:“nggg Meeting Days 4 Class Minutes Weekly 4  FEFP Number 4 ELL Inst. Model 4
Abe, Charlie Noel 00055879 | 02 ENG3 1001370 004 ‘ScheduleRecord Fridda Roxy 08/01/20 [m 7w, .. [¥] 200 [03-9.. W] wa [§]

Inclusion Record | MISSOWL | 08/01/20 MT,W,... [§] 50 M- M v W
O Abregan, Kenna Joy 100061843 | 02 ENG3 1001370 004 Schedule Record  Fridda Roxy  08/01/20 (MTW,... ¥ 250 [03-e. 8] wa [§]
Acevedo, Diem Donna 00023057 | 02 ENG3 | 1001370 004 Schedule Record  Fridda Roxy | 08/01/20 [m 7w, .. [¥]] 160 [o3-91.. ¥ wa ¥

Inclusion Record  MISSOWL  08/01/20 M. T.W, ... [¥]| 90 A M (N W
D Acevedo, Emarald Vonn 100056443 | 02 ENG3 | 1001370 004 Schedule Record | Fridda Roxy | 08/01/20 (MT W, .. ¥ 250 [103-9-1... [§] [NA [1]]
O Acosta, Dexter D 00086685 | 02 ENG3 1001370 004 Schedule Record  Fridda Roxy  08/01/20 (M.T W, ... ¥ 250 [03-91.. 8 (v W
Acosta, Harry P .DD0S8780 | 02 ENG3 | 1001370 004 Schedule Record | Fridda Roxy [M.T.W, ... [¥] 200 [03-o-1..[§) (Na ¥

Inclusion Record  MISSOWL 0! ] MW, .. [¥] 50 Ma-o1 [§] wa [§]
[m] Adams, Peter Kavinsky 00020236 | 02 ENG3 | 1001370 004 Schedule Record | Fridda Roxy | 08/01/20 (M. T W, ... [¥] 250 [03-o-1. W) (na [F)
O Adams, Ponyboy Henry 100086404 | 02 ENG3 1001370 004 Schedule Record  Fridda Rowy  08/01/20 [m,Tw, .. [¥] 250 [o3-e ¥ wa [§]
O Agregor, Abe Sebastian 00060059 | 02 ENG3 | 1001370 004 Schedule Record | Fridda Roxy | 08/01/20 (M.TW, ... ¥ 250 [03-91.. [ v W
O Aguilar, Emily Dickinson 100022481 | 02 ENG3 1001370 004 Schedule Record  Fridda Roxy  08/01/20 (M. TW, ... ¥ 250 [103-9-1..[F) (Na [F]
0O Aguilar, Sherwood Anderson | 00057647 | 02 ENG3 | 1001370 004 Schedule Record | Fridda Roxy | 08/01/20 M T W, ... [§l 250 [103-94. [ (v [
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Dropping or Removing an Inclusion Section

Dropping an Inclusion Section

If the student no longer needs the Inclusion section, it will need to be dropped from the
student schedule just like any other section after the term has begun.

1. Enter a Dropped date for the Inclusion section on the student’s schedule.

2. Click Save.

- Elshow Florida Fields
Effective Date: [ January |18 | 2024 ~| Ulnclude Inactive Courses CourseList  Weekly Planner o\ @ WOIS Fiold| Save ]
16 Classes |14 | Customize Columns | | Mass Update |
Exclude ELL Class FTE Year-
Course Period - Teacher olled  Dropped from  FEFP Number Instructional Minutes . . inclusion Round/Exter
FTE Model Weekly School Year
LANG ARTS GRADE 1 Period 3 - A1131 - CHLOE 28,2023 - A 995 - Nanfunded N/A 100 N/A
LANG ARTS GRADE 1 Period 4 - R1131 - GHL 10,2023 - x 101-K-3Basic N/A 450 1875 <
LANG ARTS GRADE 1 Period 4 - Quinone 10,2023| [January ~ 18 2024 ~| | | X 999 - Nonfunded N/A 75 hdl
LANG Al RADE 1 Period 4 - P1131 - AIMEE € |10,2023 - P 999 - Nonfunded  N/A 150 NIA
MATH GRADE 1 Peiod 5 - 01151 - CHLO 10,2028 - X 101:K3Basc NA ®0 a0 NA
MATH GRADE 1 Period 5 - P1131 - AIMEE OL 19,2023 - A 998 - Nonfunded N/A 150 N/A
SCIENCE GRADE 1 Period 6 - MWF - 01131 - CHL |10, 2023 - A 101 -K-3 Basic /A 20 0378 N/A
S0C STUDIES 1 Period 7 - TH - 01131 - CHLOE |10,2023 - Pl 101-K-3 Basic N/A 60 0250 NIA

The primary Class Minutes Weekly will show the default value minus the default Inclusion
minutes (if the system preference has been enabled). The Class Minutes Weekly on the primary
section will update to the full minutes once the drop date has passed and the dropped
Inclusion section no longer displays on the schedule.

Removing an Inclusion Section

This is NOT the recommended method because this will remove any record of the ESE/
Support Services. Removing the Inclusion Section from the student schedule should
only be used if it was added mistakenly.
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1. Select the Show Florida Fields check box.
2. Click the Inclusion field where the green check mark displays, then deselect the check box.

3. Click Save.

Test Audit
Demographic  Enroliment Schedule Requests Grades Absences Activities Referrals Hist Trail Grad Communication SS8S Choice Billing
istory rai

Eshow Florida Fields

: V18~ ~]E0 Inacti = CourseList  Weekly Planner _ "
Effective Date: [January  ~[18 +| 2024 v | Uinclude Inactive Courses Print Schedule ekly " Do VocationalWDRS Fleb i [save |

Customize Columns | [ Mass Update ]

16 Classes (1

ELL Class Year-
Course Period - Teacher FEFP Number Instructional Minutes Estimation Inclusion Round/Extended Online Course
Model Weekly School Year FTE

.M Period 3 - A1131 - CHLOE 999 - Nonfunded MN/A 100 NIA N - Not an Online Course
LANG ARTS GRADE 1 Period 4 - R1131 - CHLOE 101 -K-3Basic  N/A 450 1875 o 1. =
LANG ARTS GRADE 1 Period 4 - Quinones, 999 - Nonfunded  MN/A 75 v

LANG ARTS GRADE 1 Period 4 - P1131 - AIMEE 999 - Nonfunded MN/A 150 N/A N - Not an Online Course
MATH GRADE 1 Period 5 - 01131 - CHLOE 101 - K-3 Basic ~ W/A 300 1250 N e

MATH GRADE 1 Period 5 - P1131 - AIMEE 999 - Nonfunded  N/A 150 N/A N - Not an Online Course
SCIENCE GRADE 1 Period 6 - MWF - 01131 - CHLOE 101 - K-3 Basic ~ W/A 50 0375 N e

Adding Pull-Out (ESE/ELL, Tier Support) Courses to Student
Schedules

When students will be leaving the traditional class to receive extra instruction or therapies,
the section must be created and then can be individually added or mass added to student
schedules like any other course.

1. In the Scheduling menu, select Courses & Sections.
2. Select the appropriate Subject, Course, and Section.
3. Click the Florida tab.

4. From the Scheduling Method pull-down, select G - Individual or Small Group Instruction
(district may opt to instruct to use S-Self Contained).

5. Select the Pull-out check box. A green check mark displays after saving.

6. Ensure the Class Minutes Weekly is correct; this can be changed on the individual student
schedule, if needed,
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SPEECH THRPY: PK-5 7763030: Period 3 - M - 07012 - Kristi List Students in this Section List Unfilled Requests in this Section Search

Smith, - Period JES Full Year - -
(10018080) 1106 . 2'2’:" 3 Bell - Markng 18 IEP ESOLELL g:ﬂfa e Full Year
Teacher Room : Period  Schedule Period Seals Seats  Seals Course History
Optional Term
Elementary None
A P MNone Grade Level(s) -

F. A - - School Default Choose
Takes Attend Graded Adtects Active Gender blank for all Team Grading Scale Standards Grading Posting Calendar Parent

N b i GPA Restriction gradelevels Grading Scale o Section

Co-Teachers History  Florida i 1/WDIS lusi Subs

999 - Nonfunded 57 0142 El: tmgf:l::uunau Atemate Date | 9030

FEFP Number District of Instruction Schoal of Instruction CELM ' Class Minutes Weekly

El;tlmngtl?ggual or Small Group A A 00 - School District Facility -

Scheduling Method Exclude from FTE Exclude from FASTER Facility Type Online Course

Z - Not Applicable N R - -

Dual Enroliment Indicator 'I[E::; Enwolitment Ineituticn Primary Instructor Course Flag 1 Course Flag 2

. R L - Instructional staff licensed for specialized support services directly Z - Course is not a core

Course Flag 3 Course Flag 4 related to licensed field academic subject

a0 9 ert/Licensure/Qual Status Highly Qualified ESSATitle Il
[ . N/A
N - No A 4 Z - Not Applicable Virtos! insiruction
Reading Intervention Component PMEN Pull-out Team Teacher Training Provider
N/A

N/A ) A - ) ELL Instructional

Online Course Provider Blended Learning Course Location of Student EOC Exam Term Model

A Course Term

Gifted Semester Content

ke B wa

9 Subjects 2] 11 Courses =2 16 Sections 5%

Now that the section is built, the section can be added to a student schedule just as any other
section.

7. Adjust the Meeting Days and the Class Weekly Minutes for the student as indicated by the
service provider. You may need to select the check box to Show Florida Fields to see the
minutes column.

Test Audit
Demographic  Enroliment Schedule Requests Grades Absences Activities Referrals His Trall Grad Communication SSS Choice Billing
story a
L - Eshow Florida Fields
Effective Date: | January VI18 VI 2024 V] Uinclude Inactive Courses '=! Print Schedule Course List  Weekly Planner

[Jshow Vocational/WDIS Fields[ Save ]

16 Classes (13 l Customize Columns | | Mass Update ]

E
Course Period - Teacher Course ' o ction Mesting Days Room Term  Enrolled  Dropped o

F1
LANG ARTS GRADE 1 Period 3 - 01131 - CHLOE 5010042 01131  MTWHE 604  Full Year Aug10,2023 - X
SPEECH THRPY: PK-5  Period 3 - P0S01 - ALEX C. 7763030 P0SO1  TH 801 s
OCCU THRPY: PK-5 Period 3 - PO861 - Jacqueline T763050 PO8E1 M 156 x
LANG THRPY: PK-5 Period 3 - P0901 - ALEX C 7763040 PO201 801 x
LANG ARTS GRADE 1  Period 3 - A1131 - CHLOE 5010042 A1131  MTWHF 604 X
LANGARTS GRADE1  Period 4 - R1131 - CHLOE 5010042 R1131  MTWHF 604 A
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0 co Eshow Florida Fields
i : w18 v 4~ | Ingl I i urse List Weekly Planner ) ) ’
Effective Date: |January |18 | 2024 v|[Cinclude Inactive Courses m y CShow Vocational/WDIS Fields| Save |

16 Classes |1 | Customize Columns | | Mass Update |
LEKNUI‘JE ELL Class Year-

Course Period - Teacher rom FEFP Number Instructional Minutes Estimation Inclusion Round/Extended Online Course
FTE Model Weekly School Year FTE

LANG ARTS GRADE 1 | Period 3 - 01131 - CHLOE ) 101:K:3 Basic  NA 540 2250 nNA s

SPEECH THRPY: PICS | Period 3 - PO901-ALEX G " 999 - Nonfunded  N/A 30 NIA N - Not an Onlin

QCCU THRPY: PK5 Period 3 - 0851 - Jacqusline ~ 989 - Nonfunded | N/A 30 N/A N - Not an Onliny

LANG THRPY: PK-5 Period 3 - PO901 - ALEX C ~ 999 - Nonfunded  N/A N/A N - Not an Onlin:

LANGARTSGRADE1  Period 3 - A1131 - CHLOE ~ 989 - Nonfunded | N/A 100 N/A N - Not an Onliny

The minutes will automatically subtract similar to Inclusion if the system preference has been
enabled. Adjustments might need to be made on an individual basis.

8. Click Save after making any changes to the student schedule.
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