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TXEIS Scheduling - Overview

ScHEDULING OVERVIEW

Set up the district and any campuses, transfer students to their next year campuses, create a
master schedule for next year, and then assign students to courses. For the best results, you
should use the guides in the following order:

1. Section 1: District and Campus Setup

2. Section 2: Creating Sections (choose one of the methods below)
® Manually
® Master Schedule Generator

® MSALGO

3. Section 3: Student Scheduling Load

Prerequisites

B This guide assumes you are familiar with the basic features of the TxEIS Student
software and have reviewed the TxEIS Student Overview guide.

B For more detailed information about individual fields, please see Help in the TxEIS
Student software.

B This guide is based on TxEIS 2.0.0002.

How to use this guide

This guide was created as a way to fully describe the process of scheduling next year courses
for secondary schools. You may use the guide to schedule any grade in which students
move between courses independently of one another (that is, courses are not comprised of
the same group of students). It is broken up into sections for your convenience. Feel free to
extract or print only the sections that are relevant to you.

*MyZone

Secondary campuses who have the XMyZone application (part of *Suite) can allow students
to request courses for the next school year. These course requests are then imported to TxEIS
as part of the Scheduling process. For more information, please see the *MyZone guide.
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Secondary Scheduling Flowchart

There are several ways that you can generate schedules and assign students. All
of the options are included in this guide. Below are three possibilities and the
required steps you must take for them.

4 Option 1: Manual )
Entry

Manually enter the master
schedule and student

\schedules in TxEIS: )

4 Option 2: Combination )

Manually enter the master
schedule but use the
software to automatically

\Ioad student schedules: )

\J

\J

4 Option 3: Software
Generated

Use the software to
automatically create the

\the student schedules:

~

master schedule and load

J

1. Use the District and
Campus Setup section
for your district and
campus schedules.

2. Create sections on the
Maintenance > Master
Schedule > Campus >
Section tab. See Help for
more information about
the fields on that page.

3. Manually add
schedules for students
on the Maintenance >
Student Schedules >

1. Use the District and
Campus Setup section
for your district and
campus schedules.

2. Create sections on the
Maintenance > Master
Schedule > Campus >
Section tab. See Help for
more information about
the fields on that page.

3. Use the Student
Scheduling Load
section to load student
schedules.

Course Requests tab.
- J

1. Use the District and
Campus Setup section
for your district and
campus schedules.

2. Use either the Master
Schedule Generator

or MSALGO section to
automatically create
course sections.

3. Use the Student
Scheduling Load
section to load student

- J

schedules.
N u

J
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TXEIS Scheduling - Overview

Suggested Scheduling Timeline

MARCH

1. Review and finalize course offerings for next school year, and consider graduation
requirements.

2. Review the preliminary, agreed-upon schedule setup for next year (it's a good idea
to meet as a group to create the preliminary schedule). Verify periods per day (e.g.,
traditional or A/B day).

3. Notify students of "MyZone procedures and course offerings.

4. Change, if necessary, the Pregrid Grd Restr, Elective, Required and/or Exclude from
Conflict Matrix fields in the Grade Reporting application (current year). These are the
only fields that be changed.

Warning: Other changes could affect the current year schedule.

5. Determine if you will keep last year’s schedule and make changes to it, or use the
Master Schedule Generator or MSALGO to build next year’s master schedule.

6. Follow the District and Campus Setup section of this guide:
® Delete last year’s scheduling information and create next year’s master schedule.
® Make any necessary changes and additions to courses, teachers, and rooms.

® Move your student data to next year campuses (group transfer students).

7. Enter any required course requests via proxy, the Graduation Plan application, or
individually before ™MyZone registration begins.

8. Open ™MyZone and allow students to enter course requests.

APRIL

1. Print course request tallies. Meet with your principal to decide on the number of
sections needed and to review staffing issues.

2. Enter or update any changes needed to course requests.

3. Begin scheduling if you are using the Master Schedule Generator or MSALGO. If you
are using last year’s schedule begin making changes to the master schedule.

4. Complete any Admission, Review and Dismissal (ARD) committee decisions to make
sure special education students are included in the count for class sections.
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MAY

Perform the first trial run of the master schedule.
Run the scheduling load to test the master schedule.

Make changes to the Resource Allocator files as necessary and run additional trial runs
of the master schedule.

Load students and analyze the scheduling run.

Resolve any and all conflicts by changing student course requests or adjusting the
master schedule until you obtain a 100% load.

. Accept the load (student schedules).

JULY/AUGUST

Run Move To Grade Reporting (MTGR).

. After running MTGR, elementary campuses should create schedules in the Grade

Reporting application (see the Perform the Scheduling Process for Elementary
Students How-To guide).

. Generate all student and teacher schedules and class lists.
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Section I: District AND CAMPUS SETUP

Set up the district and any campuses, create courses at the district level and select them for

the campus level, transfer students to their new campuses, create course requests, and add
instructor records.

Prerequisites

B This guide assumes you are familiar with the basic features of the TxEIS Student system
and have reviewed the TxEIS Student Overview guide.

B For more detailed information about individual fields, see online Help in the TxEIS
Student system.

B This guide is based on TxEIS 2.0.0002.
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DistricT AND CAMPUS SETUP

Quick Checklist

CODODO

U0 00 DOOO

Set up district-level scheduling options.
Set up the campus-level scheduling options.
Delete last year scheduling information.

Create next year courses for the district, and select courses for any campuses.
U First option for districts: Manual.

U Second options for districts: From current year schedule.
U Campus courses:
U Manually select which courses will be offered for each campus.
U Create campus courses from district courses.
Group transfer students.
Reverse any scheduling transfers as needed.

Update the *MyZone message with instructions to assist students who are using the
XMyZone Student Course Requests system.

Add student course requests.

Add and update instructor records for teachers who will be teaching next year, and
delete any teachers that will be leaving the district.

Add section records in the campus master schedule.

Run the necessary preload reports and review the data. Make adjustments as needed.
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District and Campus Setup

Set Up District-Level Scheduling Options

It is important to set up all district-level Scheduling options as the primary step in the process.

Scheduling > Maintenance > Master Schedule > District > District Control

maintenance =Master Schedule = District SessionTimer: 227 min and 16 sec County/District #: 01511b
| Save |
Cnty-Dist. 015-116 Region 20
Dist Name: TxEIS ISD Phone: (555)250-0610
Address: 2583 Lone Star Drive Fax (555)250-0728
Alamo City, TX 47659-8519 Superintendent.  Dr. Jane Smith

Scheduling Options

School Year: 2015-2016 Mew Course Number Length: 4 «
Maximum Scheduling Semesters Allowed: 4 « Zero Pad Left or Right:  Right -

Maximum Course Number Length: 4

1. Ensure that the School Year field displays the upcoming school year.

2. Inthe Maximum Scheduling Semesters Allowed field, indicate the maximum
number of semesters a campus can have next year.

3. The Maximum Course Number Length field displays how long next year course
numbers can be.

You can change the course number length for next year courses. You must have
security rights to see this option. See the TxEIS Scheduling - Change Course Number
Length “How To” guide and/or video for more information on this process.

11
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Set Up The Campus-Level Scheduling Options

Scheduling > Maintenance > Master Schedule > Campus > Campus Control

Save

(Maintenance > Master Schedule > Campus SessionTimer: 239 min and 40 sec County/District #: 0151Tb~

W Selection |( Courses |( Sections |( Proxies |( Instructors |( MyZone Message

Campus: TxEIS High School Phone: (555) 250-0680 School Year:
Address:  TxEIS 001 Street Fax: (555) 250-0732 2015-2016
Alamo City, TX 47036-8519
Scheduling
Max Sems Allowed: 2 - Period Begin: |01 Scheduling Sequence Student Course Requests
Low Grade: 09 Period End: |18 Delete Priority Grade G Status
High Grade: 12 ~  NMorm Prd Cntrl: |35 ] L 12 - i L Open  ~
i 2 " - f M0 - Open -
Schedule Withdrawn Students: i:‘ ﬁ @ e
@ 3 10 - [ " - Open
i 4 09 - [ 12 - Open
Add Add
g i c J

Set the following options for the campus:

In the Max Sems Allowed field, set the number of semesters for the campus.

Set the Low Grade and High Grade fields for the grade levels to be included in
Scheduling for the campus.

Set the Period Begin and Period End fields to include the beginning and ending
periods of the day to be scheduled.

The Norm Prd Cntrl field is automatically calculated based on the beginning and
ending periods. The program multiplies the number of semesters scheduled by the
number of periods per day. It is used to flag students whose course requests vary from
what is normally expected.

Select Schedule Withdrawn Students to schedule students who have been
withdrawn from the current year, for the next year.

Under Scheduling Sequence, select the order in which grade levels should be
scheduled.

Under Student Course Requests, ensure that all grade levels can access the *MyZone
Student Course Requests system as needed (i.e., set the Status field to Open).

12
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Delete Last Year Scheduling Information

Scheduling > Utilities > Delete NY Master Schedule > Campus

mtilities = Delete NY Master Schedule = Campus SessionTimer. 236 min and 32 sec County/District # 01511a

Delete Mext Year Campus Courses

Important Information

This option deletes Next Year Master Schedule Information. Deleting
these records could cause serious implications to your database.

If you have student requests or schedules, you will NOT be able to run
this utility to delete course or section information.

[ Requests/Schedules/Alternates
[Tl instructors

Campus Courses

Campus Sections

Campus Proxies

Qudent Schedule/Requestfile is not empty. This utility can NOT delete courses or sections if there are student requests or schedules. j

Delete next year campus courses with this utility so that you can create next year’s master
schedule from the current year master schedule. Student requests, schedules, and alternates
must be deleted before you can delete campus courses. When the information for a field has
been deleted, ~-Empty is displayed next to the field.

Delete all next year campus scheduling information. This must be done before deleting
district information. All data, except proxies, must be deleted for each campus:

B Requests/Schedules/Alternates
Instructors
Campus Courses

Campus Sections

Campus Proxies

Campus proxies that are deleted will have to be recreated by each campus. Proxies are
not created from the current year master schedule. If you want to keep your proxies,
do not select this field.

13



TXEIS Scheduling - District and Campus Setup

Scheduling > Utilities > Delete NY Master Schedule > District

Utilities = Delete NY Master Schedule = District SessionTimer: 239 min and 53 sec County/District #: 01511\‘

Delete Next Year District Courses

| pistrict Courses
Campus Courses
Campus Sections

Delete j H Important Message! This option deletes Next year Master Schedule Information. Deleting these records could cause serious implications to your database. H

Delete next year district and campus courses, and campus sections with this utility so that you
can create next year’s master schedule from the current year master schedule. You must have
deleted all campus information before these options are available. After deleting all campus
information, delete all next year district scheduling information.

1. Select the District Courses field.
The Campus Courses and Campus Sections fields will be selected as well.
2. Click Delete.

When prompted to clear proxies, click Dist + Proxies to delete all campus proxies
(campuses will have to recreate their proxies), or click District to delete courses but
keep proxies.

Create District And Campus Courses

There are two ways to create next year courses for the district and campuses. You may
manually create the next year master schedule for the district and manually choose the
courses for the campuses (Options 1) or create the next year master schedule for the district
and campus from the current year master schedules (Options 2). Make sure you make any
necessary changes to the district courses before you create the campus courses and any
necessary changes to the campus courses before going to the next step.

14
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District Courses Option 1

Manually Create Next Year Courses For The District

Scheduling > Maintenance > Master Schedule > District > Courses

Maintenance = Master Schedule = District SessionTimer: 119 min and 04 sec County/District # U1511R

Save

District Control -
Course Mumber +
Exclude
Course Abbreviated Senvice ID Graded Number of  Textbook from Self
Delete Detail Mumber Mame Senvice 1D Description Course Semesters  ISBN tGradeBook  Paced
Mo rows
Mo + Add Rows: 0
=> Course Number, Abbreviated Mame Service ID: E Graded Course:
MNumber of Semesters: 1 Textbook ISBN: Exclude from teGradebook: Self Paced:
Course Codes and Credits
Period Control 0 Credits: 0.0 Core Course: E CTE Hours Honor Roll Weight: | 4
Department Use: Allow Partial Credit ELA Weight (%): Population Served: 01 | v Honor Roll Table: | R - REGULAR
Gender Restriction AAR Use [x] Auto Grade Instruct Setting [=] Honor Roll Code: [=]
Required C] Grad Plan Use Cd Include UIL Eligibility Class Type 01 lz‘ GATable: R -REGULAR
Elective: Special Consid ight:
. E pecial Consider. |z| E ExamiSemester Pattern: [1 |E| Role ID: T E GAWeight: 1
er Categ
CreditSequence: [+ [¥] Course Sequence: o
Credit Level [+] J

1. Click +Add to manually enter information in the fields below the grid.

Ensure the following fields under Scheduling are set correctly for every course that
will be offered next year:

® Period Control

® Department Use

® Gender Restriction

® Required/Elective

® Other Categ (*MyZone)

Note: See Help for more detailed descriptions of the individual fields.

2. Click Save to save your courses.

15
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District Courses Option 2

Create Next Year Courses From The Current Year Schedule

Scheduling > Utilities > Create NY Master Schedule > District

Utilities = Create NY Master Schedule = District SessionTimer: 239 min and 39 sec County/District# 0151
Create Next Year District Courses
District Courses
||Tllis utility creates Next Year District Courses from Current Year District Courses“

Create next year district courses from current year district courses. If the next year master
schedule already exists, you will not be able to create a new next year master schedule. Make
sure you have deleted district and campus courses.

_ _’?) Create NY District Courses
\\_‘_?.

Mext Year District Courses will be created from Current Year 2015. Do you wish to continue?

Yes l [ Mo ]

District Courses Options 1 And 2

Modify The Next Year District Course Information As Needed

Once you have created district courses using either option 1 or 2, make sure you make any
changes before you create campus courses.

16
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Scheduling > Maintenance > Master Schedule > District > Courses

Maintenance = Master Schedule = District

Save

District Contral

Course
Number

[+ ~ &N

=» Course Number:

Number of Semesters: 1

SessionTimer: 239 min and 33 sec

CountyDistrict#: 015116\

Course Number « Retrieve l

Abbreviated

Title Mame Senvice ID

Abbreviated Name:

Textbook ISBN:

Graded
Course

@ | Q [ooza 4 SEM ENGLISH 4SEMENG 03220400 ENG 4 Y 4 N
@ | R o028 4 SEM PRE CAL PRECAL4 03101100 PRE CALC Y 4 N
@ | ] |ooc 4 SEM PHYSICS 4SEMPHYS 03050000 PHYSICS Y 4 N
i@ | R o100 SEE COUNSELOR SEE COUN 85000C0U ¥ 1 N
@ R o1 9TH ADVISORY 9TH ADVI SR000003 STUDY HALL N 2 N
| R 0102 ACADISOCNOC ACADISOC 9ACSOCVO ¥, 2 N
@ | R 0103 LIFE SKILLS LIFE SKI ILIFESKL ¥ 2 N
@ ] 004 FUNC COMM FUNC COM 9FUNCCOM Y 2 N
@ | ] 0105 CVC COMM CITIZ COMM CIT 9COMMCIT ¥, 2 N
@ R o109 STUDY HALL STUDY HA 9STYHALL N 2 N
@ R om0 NO SHOW NO SHOW 85000000 N 2 N
@ R o1 STUDY HALL STUDY HA SR000003 STUDY HALL N 2 N
@ ] onz See Counselor See Coun 99999999 N 2 N

Service ID l:l

Exclude from teGradebook:

Mumber of Textbook
Semesters

Exclude
from
tGradeBook

Self

13BN Paced

Graded Course:

Self Paced:

Scheduling Course Codes and Credits
Period Control o Credits: 0.0 Core Course: "_v_: CTE Hours: Honor Roll Weight: | 1
Depariment Use Allow Partial Credit: ELA Weight (%): Population Served: 01 |¥] Honor Roll Table:  [R - REGULAR
Gender Restriction AAR Use: ' Auto Grade Instruct Setting Honor Roll Code -'
Required Grad Plan Use Cd: Include UIL Eligibility Class Type: 01 [+]| | GATaple R-REGULAR
Elective: i i = T : — L%, e
Other Categ = 2?::?;::::2[ ; ::._' i || BxamvSemester Pattem: (1 Ll |8 Rote In: 087 ] Shfin! g

o J Course Sequence:

Credit Level: [=]

Add any new courses to the district master schedule, and delete any courses that will not be
offered next school year. Ensure the following fields under Scheduling are set correctly for
every course that will be offered next year:

B Period Control

B Department Use

B Gender Restriction

B Required/Elective

B Other Categ (*MyZone)

[YBER: If you are deleting any courses and they exist at one or more campuses, they
must first be deleted from the campus course records.

17
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Campus Courses Option 1

Manually Select Which Courses Will Be Offered For Each Campus

Scheduling > Maintenance > Master Schedule > Campus > Selection

(Tiaintenance = Master Schedule = Campus SessionTimer: 239 min and 49 sec

Save

Campus Control Selection Courses |[/ Sections |[/ Proxies |( Instructors |( tMyZone Message
Credit Level: High - Retrieve I Reset I

CountyDistrict# 01517

002C - 4 SEM PHYSICS
4450 - 4 Sem Geometry
4451 -4 sem Algebra 1
4452 -4 sem Algebra 2
4453 - 4 sem Chemistry

District Courses to Add Campus Courses to Delete
002A -4 SEM ENGLISH 7] | 0109 - STUDY HALL s
0028 -4 SEM PRE CAL [F] | 0114 - COMMSKILLS3

0116 - LUNIADY ELA
0118 - COMM SKILLS 12
0119 - DOMM SKLE12
0136 - LUNICONT MAST
0137 - CONT MAST/LUN

4454 -4 sem Gov

4455 -4 sem ECO
4456 -4 sem Eng 1
4457 -4semEng 2
4458 -4 sem Eng 3

~=Select->> |
4459 -4 sem Eng 4 >>Se|ectA|I>>>]
4460 - 4 sem Bio
4461 - 4 sem Calculus ==z=Delete== I
4462 - 4 sem Phy Sci
4SEM - 4SEM (<-Deete Al<<]

0146 -VOC SKILLS 12
0147 -VOC SKILLS 9
0148 - PERSOCSKL2
0151 - CONTENT MASTERY
0175 - FUNLGART12
0176 - FUNCLANARS
0189 - ACADAPPLA2
0211 -REVIEWALG 1
0216 - APPMATHMOD
0217 - APP PERS FINANC
0423 - APP GOVT
0424 - APF ECONOMIC
0491 - COMMU CIT Il
0562 - ADP PE

0563 - ADP PE
0564 - ADP PE

0566 - ADP PE2

0591 - APP PE 1A

0593 - APP PE 2

0680 - PERHEAHY

OooOoooEEooooEmEom

il ) e o e

|

Copy any new district courses to the campus.

18
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Campus Courses Option 2

Create Campus Courses From District Courses

Scheduling > Utilities > Create NY Master Schedule > Campus

ﬂilities = Create NY Master Schedule = Campus SessionTimer: 239 min and 03 sec County/District # 015117:\

Create Next Year Campus Courses

This option creates Next Year Master Schedule Information for your Campus. Courses will only be created if they are offered in the District. Sections will anly be created for courses in the Next Year Campus File
If you have student requests or schedules, you will NOT be able to run this utility to create courses or sections.

[linstructors
¥l campus Courses
) from CY campus
@ from NY district
[¥|campus Sections
@ Active Meeting Times (Teacher of Record)
©include Withdrawn Meeting Times (Teacher of Record)

Create I J

Create next year campus courses from district course records. Only campus courses that are
offered at the district level are created in this step.

1. Indicate the records you want to create from current year records by selecting the
following fields:

® Instructors
® Campus Courses
O from CY campus
O from NY district
® Campus Sections
O Active Meeting Times (Teacher of Record)

O Include Withdrawn Meeting Times (Teacher of Record)

19
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Important: If the campus wants to create next year sections using one of the
Scheduling tools (Master Schedule Generator or MSALGO — see section 1l), do
not select Campus Sections.

Nores:

O The next year campus course records can be completely rebuilt from the
next year district master schedule, or the campus can modify the current year
master schedule.

O If you select to create campus courses from the next year district courses, all
district courses will be added to the campus. This may not be the best option
for districts with many different campuses offering a variety of courses.

O If the campus wants to modify the existing master schedule, select Campus
Courses - from CY campus, and select Campus Sections.

O If you do select to create campus sections, make sure to select the Instructors
field as well or the sections will be created without instructors. Any instructors
associated with sections will be deleted.

O If you choose to copy the current year sections to next year, you can copy only
active meeting time records, or you can copy all records.

2. Ensure that a next year master schedule is created for every campus, including
elementary campuses, in the district.

Campus Courses Options 1 And 2

Modify The Next Year Campus Course Information As Needed

Before moving forward, make sure you make any changes necessary to your campus courses.

20
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Scheduling > Maintenance > Master Schedule > Campus > Courses

@lmenance > Master Schedule = Campus SessionTimer. 238 min and 27 sec

Save

Campus Control ‘( Selection m Sections ‘( Proxies ‘( Instructors |K tMyZone Message

County/District #

01511?\

Course Number + Retrieve

=> Course Mumber: 0159 LIVING SKILLS Senvice ID: ILVGEKLS Graded Course Y

Mumber of Semesters: 2 Max Seats: | 020 Grade Restriction: 08 « + 0 Pregrid Grade Restriction: 09 « + 0

Course D Number of 3 u Textbook Exclude from
Detail Number Title Semice ID cription >, | adeBook
Q 0151 CONTENT MASTERY | SR000010  COMTNT 2 N 0 0 N ooo

MST
Q 0152 DOMSKILLSE 9DOMSK3 2! N 0 0 ¥ A ooo
Q 0153 DOMSKILLST SDOMSLY 2 N 0 0 Y 000
Q 0156 MOTOR SKILLS 9MOTORSK 2 N 0 0 X 000
Q 0157 SPEECH THERAPY | 9SPCHTHE 2 N 0 0 Y 000
Q 0158 PREWRITING 9PREWRTN 2 N 0 0 Y ooo
0150 | LVNGSKLLS | JVGoKLS | T O T 7 A 0

Q 0160 IND LIVING QOK | OTH LOCDC 2 N 0 0 ¥ ooo
Q 0181 APP READ 6 9APPREAD 2 N 0 0 i 000
Q 0162 APP LA G 9APPENGE 2 N 0 0 ¥ ooo
Q 0163 APP READ IMP 6 9APPREAD 2 N 0 0 Y 000

Self Paced: N Textbook ISBN: Exclude from xGradebook: | Incl Both(Att'Grades)
Exclude from Conflict Matric  [[] Period Control: 0 Credits 0.0 Core Course: CTE Hours:
Can Split Option: ¥ Department Use Allow Partial N ELA Weight (%): Population 06
Report Card Grade Type: MNumeric Gender Cred Auto Grade: £
Exclude from Stu Crs B Restriction: AAR Use: Include UIL Eligibility 5 Instructor Setting: 96
Request Required: @ Grad Plan Use: Class Type: 02
B ExamiSemester 1
Elective: Special Consider: Pattern: Role ID: 087
Credit Sequence: |2 Course
Cradit] eval I

Hanor Roll 1
Weight:
Honor Roll Table: | R
Honor Roll Code:

GA Table: R
GAWeight: 1

[

Modify next year courses as needed. Ensure the following fields are set correctly for every

course that will be offered next year:

B Max Seats

B Grade Restriction

B Pregrid Grade Restriction
B Under Options:

® Exclude from Conflict Matrix

® Exclude from Stu Crs Request

21
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Once you have completed one of the two options
for district and campus courses, continue with the
following steps.

Add And Update Next Year Proxy Courses As Needed.

Scheduling > Maintenance > Master Schedule > Campus > Proxies

@\menance = Master Schedule = Campus SessionTimer: 239 min and 48 sec County/District # 01511}\

Save

Campus Control |( Selection |( Courses ‘( Sections w Instructors ‘r biMyZone Message
Retrieve

Delete Detail Proxy Title VD Restriction Include in CM Grade Restriction

R R

Proxy: [4220 Title: | Gov + Econ | Type: Match
Include in Conflict Matrix: [~] Exclude from Stu Crs Requests: [ | Pregrid Restriction: - = ~ Grade Restriction: - [ - Ec

[« | GOVERNMENT AP
[ | Economicsap

Recreate campus proxies, if you cleared them in any of the steps above.

YPEIE: For more information about Proxies, see Help on the above page.

22
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Clear And Assign Year End Status

Grade Reporting > Utilities > Assign or Clear Year-End-Status

tilities = Assign or Clear Year-End-Status Codes SessionTimer: 239 min and 54 sec STG0510 County/District # 015116

Assign Year-end-status by:

@ campus 001
O Grade Level

'?‘Asswgn
CClear

Nortes:

This step in the scheduling process occurs in the TxEIS Grade Reporting application.

Alternately, you can use the Reset Values utility in Registration to clear student year
end status codes.

1. Run the utility at each campus to clear students’year end statuses.

2. Run the utility again to assign students new year end statuses.
® KG and grades 1-8 are updated to 07 : Promoted Next Grade.

® Grades 9-11 are updated to 717: Advanced Next Grade.

® Grade 12 is updated to 712: Graduated.
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Transfer Students To Next Year Campus

Registration > Utilities > Set NY Campus

m\ties = Set Next Year Campus SessionTimer: 239 min and 50 sec STRO400 County/District # 01517\
Grade Level 06 07 08
0 &
From Campus:  041- TxEIS JR HIGH SCHOOL Only Blank NyC: V| NY Campus: 001 - Include Wd Students: [
Students with Next Year Campus to be Set Students with Next Year Campus being Set
Select Stu ID Mame Gi NYC Select St lD Name Grd  Active NYC Jid
[&] 014024  SIMONE, WARRENT. 08 1 [l 000008 GARCIA, CHLOE S. 08 1 001
[a] 014238 RABLE, MABLE 08 1 [l 000009 WOOD, VALERIA A 08 1 001
[ ] 000018 BAILEY, ELIZABETH M os 1 001
[ ooooz21 DORSEY-THOMAS, ZACHARY 5. 08 1 001
[Tl 000034 CODY ARIAN J. 08 1 001
[ ] 000035 BALDWIM, KEYSHAWM W og 1 001
=] 000044 PHELPS, MATTHEW R. o8 1 001
7] 010818 BRINGHURST, SARAH .. 08 1 001 |-
[ ] 0711009 COVINGTON, DEVIN M os 1 001 |
] 011479 BRIGGS, CADEM A o8 1 001
[Tl 011485 SOHAN, AUBREY L. 08 1 001
<< Retrieve == ! [ ] 0711508 MULLIMLX, ABRAM M og 1 001
=] 011514 SANCHEZ, ZECHARIAH A o8 1 001
[Tl 011515 ONEILL, PAUL A 08 1 001
Set Nyr Nbr === ] 0711520 MCKINMEY, JAYDEN Q. og 1 001
[ 0711530 JOHNSOM, CLAIRE M os 1 001 |
M [Tl 011547 CLUNDRINA, CLOE L. 08 1 001
== Unselect ] 011997 SCOTT, HARLAN K. 08 1 001
[ 012197 SMITH, BRIANNAH o8 1 001
[Tl 012198 GRAHAM, ZOEL. 08 1 001
sae | [ 012204 BURGESS, ALEXIAC. e 1 o;
[5] 012475 OWEN, KODIH o8 1 001
[l 012702 CALKIN, MADISON L. 08 1 001
[l 012704 MILLS, HOLLIET. [uf:} 1 001
[ 012708 BARMNES, MAKAYLA L. o8 1 001
[Tl 012723 MCNALLY, ANDREW J 08 1 001
[ 012727 HAMMOND, ADRIA J. 08 1 001
[5] 012740 MARTIM, TRISTAN M os 1 001
[Tl 012741 MARACLE, ELISE L. 08 1 001 |~
\_ Pant | selectAll | | UnselectAll | prnt | SelectAll | | UnselectAll | J

Transfer students in the high grade level at each campus in the district to their next year
campuses. If the high grade level on a campus transfers to more than one campus, you must
assign next year campus numbers to the students. The students will still be available on their
current campuses.

Nortes:

B This step in the scheduling process occurs in the TXEIS Registration application.

B The sending campus assigns the next year campus numbers.
1. Select the grade level you want to set the next year campus number to.
2. The From Campus field displays the campus you are logged in to.

3. Select Only Blank NYC to select only those students who do not have a campus
assigned to them.

4. Select the next year campus from the NY Campus drop-down field.

5. Select Include Wd Students to include withdrawn students.
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6. Click Retrieve.
A list of student who need to have their next year campuses set displays on the left.

7. Select the students you wish to assign to the next year campus you have selected and
click Set Nyr Nbr =>>.

8. Click Save.

Rerun the utility until all next year campus IDs have been set.

Group Transfer Students To Their Next Year Campus

Registration > Utilities > Transfer > Scheduling Transfer

Utilities = Transfer = Scheduling Transfer SessionTimer: 239 min and 15 sec STR0505 County/District #: 015116

Sending Campus: 041 Receiving Campus: 001 TxEIS High School |L]

Choose Grades: [[lo6 [[lo7 Voe

IMatch Mext Year Campus: [ Transfer Active Special Pgms: [] Transfer Wihdrawn Students: [7]

Transfer groups of students from one campus to another campus for scheduling purposes
with this utility. The students’ record status codes are changed to 3: Currently enrolled this
campus, will attend new camp nxt yr. for the current campus and 4 : Enrolled another campus
will attend this campus next year for next year’s campus. Rerun the utility until all students are
transferred to their next year campus.

1. Select the receiving campus.
2. Select the grades you want to transfer.

3. Select Match Next Year Campus if there are multiple next year campuses to which
students in the high grade level will be transferred next year, and next year campus IDs
have been assigned to those students. You must repeat this utility for each receiving
campus. If this field is not selected, all students are transferred to the selected
receiving campus, regardless of their assigned next year campus.

4. Select Transfer Active Special Pgms to transfer active special programs.

B The sending campus must perform the transfer.
B Programs from which students have withdrawn or exited are not transferred.

B The receiving campus must offer the special program being transferred, otherwise the
programs are not transferred.

B The transfer will have to be done again if new students enroll at your campus after you
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have run the utility.

B If you are using the Graduation Plan application, perform Mass Move to Request in
that application now if you have completed all of the preparation work in Graduation
Plan. See the TxEIS Graduation Plan - Assign Graduation Plans and Move Courses to

Requests “How To" guide.

Reverse Any Scheduling Transfers As Needed

Registration > Utilities > Reverse Scheduling Transfer > Sending Campus

e Scheduling Transfer = Sending Campus SessionTimer: 239 min and 53 sec STRO505

| SelectAl | ClearAl |

2014 - 2015 Students Currently marked as Schedule Transfer

Studentld EligCode Active Cd Grade Level LastName FirstName  Middle Init

[a] 013403 1 1 i} ALEXANDER RACHEL E 7

] 013356 3 1 os ALLISON CAITLYN A 739-03-04)
(] 013705 1 1 o8 ARENDS THOMAS M 281-90-39|
=] 000018 3 1 o8 BAILEY ELIZABETH M 408-38-68:
[&] 000035 2 1 08 BALDWIN KEYSHAWN M T13-32-71] L
] 012708 0 1 os BARNES MAKAYLA L 5445776
] 012490 1 1 o8 BLOUNT ZACHARY il 602-41-16!
] 013967 3 1 08 BREAN KYLER t 403-36-33!
(] 011479 1 1 08 BRIGGS CADEN A 390-23-714
] 010818 3 1 os BRINGHURST SARAH J 020-21-48]
(] 013614 3 1 os BURDS KAYLAH B 383-91-761
] 012204 3 1 08 BURGESS ALEXIA c 648-26-42°
[&] 012702 1 1 08 CALKIN MADISON L 574-29-81.
] 013363 3 1 os CARLSON EMILY M 506-19-071
[ 012849 3 1 os CARRILLO ISAYAH M 551-45-97
] 013525 3 1 08 CARTAGENA SYDNEY M T62-52-84
[} 013641 1 1 08 CHANCEY ELIJAH B 403-34-67.
] 012447 1 1 os CHILDS KARIN N 767-31-81.
[ 013591 1 1 os CLARK JASMIME R 520-34-73
] 011547 3 1 o8 CLUNDRINA CLOE L 143-99-12
[} 000034 2 1 08 CoDY ARIAN J 278-66-41!
] 012018 3 1 og COLEMAN JOSEPH R 377-45-90¢
[ 011009 3 1 os COVINGTON DEVIN M T43-63-44

« n ] »
@m: > »

2014 - 2015 Students Reversed this Session

Studentld EligCode Active Cd GradelLevel LastMame FirstMame Middle Init. SSN

no rows

CountyDistrict # 01517

Reverse scheduling transfers, if necessary with the Reverse Scheduling Transfer - Sending
Campus utility. Use this utility if you are logged on as the sending campus. All students with a

record status code of 3 are displayed.

1. Select individual students or click Select All to select all students displayed.

2. Click Start.

3. The transfer for the selected students is reversed.
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Registration > Utilities > Reverse Scheduling Transfer > Receiving Campus

(Tlilities > Reverse Scheduling Transfer = Receiving Campus SessionTimer: 239 min and 52 sec STRO505

sat  |i|  Selectal | Clearall

2014 - 2015 Students Currently marked as Schedule Transfer

Select Studentld EligCode Active Cd Grade Level LastName FirstMame  Middle Init. =
5] 013403 1 1 08 ALEXANDER RACHEL E 728-80-68!
(] 012358 3 1 08 ALLISON CAITLYM A 730-03-04¢
] 013705 1 1 08 AREMDS THOMAS M 281-90-39
] 000018 3 1 08 BAILEY ELIZABETH M 408-38-68;
[&] 000035 3 1 08 BALDWIN KEYSHAWN M 713-32-71) 3
] 012708 0 1 08 BARMES MAKAYLA 15 54457761
] 012490 1 1 03 BLOUNT ZACHARY F 602-41-16!
] 013967 3 1 08 BREAN KYLER t 403-36-33!
[} 011479 1 1 08 BRIGGS CADEN A 300-22-71
] 010818 3 1 08 BRINGHURST SARAH J 020-21-48: |
5] 013614 3 1 08 BURDS KAYLAH B 383-91-761
[a] 012204 3 1 08 BURGESS ALEXIA c 648-26-42°
[a] 012702 1 1 08 CALKIN MADISON L2 574-29-81:

[ ] 013363 3 1 08 CARL3ON EMILY M 506-19-071
[&] 012849 3 1 08 CARRILLO ISAYAH M 551-45-97
] 012525 3 1 08 CARTAGEMA SYDMNEY M 762-52-84
] 013641 1 1 03 CHANCEY ELIIAH B 403-34-67:
] 013447 1 1 08 CHILDS KARIN M 767-31-81:
[a] 012891 1 1 08 CLARK JASMINE R 520-24-73
] 011547 3 1 08 CLUNDRIMA CLOE 14 143-99-12°
5] 000034 3 1 08 coDy ARIAMN J 278-66-41!
(] 012918 3 1 08 COLEMAN JOSEPH R 377-45-90¢
] 011009 3 1 08 COVINGTON DEVIN M 743-63-44] _

<

2014 - 2015 Students Reversed this Session

i | 3

Studentld EligCode Active Cd Grade Level LastName FirstMame Middle Init.
no rows

County/District #: 0151%‘

Reverse a scheduling transfer, if necessary, with the Reverse Scheduling Transfer - Receiving
Campus utility. Use this utility if you are logged on as the receiving campus. All students with

a record status code of 4 are displayed.

1. Select individual students or click Select All to select all students displayed.

2. Click Start.

3. The transfer for the selected students is reversed.

27



TXEIS Scheduling - District and Campus Setup

Assign Team Codes

Scheduling > Maintenance > Team Code

AMaintenance > Team Code SessionTimer. 239 min and 55 sec County/District #: 0151%\

By Individual By Grade Lvl By NY Team By CY Team

MY Grade NY Team
From: 09 + 0= 1 - Add Team Code
[ selectan
DUBOSE, EMMA

[ ] 1 09 013493 ELEFANTE, ARIANA ELAINE o8 4
[&] 1 09 013896  FOSS, JAKORIDREVEON 08 4
[} 1 09 000008  GARCIA, CHLOE SARANG i} 4
[a] 1 09 014082 GARCIA, NOAH SAMUEL og 4
] 1 09 013402 GARCIA, OLIVIA MAE os 4
] 1 09 014071 GINSBURG, MICHAEL ZAKERY o8 4
[ ] 1 09 012198 GRAHAM, ZOE LYNN o8 4
[&] 1 09 013056  GREEN, JONAH EMMANUEL 08 4
[} 1 09 013381 | GREER, ALEXIS LESLIE i} 4
[&] 1 09 013890  GUTIERREZ, NALAROCHELLE 08 4
] 1 09 012727 HAMMOND, ADRIA JANELLE os 4
] 1 09 013971 HARRINGTON, COURTMEY BRIAMNE o8 4
[ ] 1 09 013674 | HAVENMER, HANMAH GRACE o8 4
[&] 1 09 013229  HAYMES, ANDREW 08 4
] 1 09 013973 HAYNES, BONNIE MARIE i} 4
= 1 09 012768  HEMRY, KASSIDY JNAE 08 4
] 1 09 014045 ILIFF, ABBYGAIL LYNN os 4
] 1 09 014065 INGBER, OLIVIA GRACE o8 4
[ ] 1 09 013091 JACKSON, RYANN SHANICE o8 4
[&] 1 09 014009  JENNINGS, RILEY NICOLE 08 4
] 1 09 011530  JOHNSON, CLAIRE MARGARET i} 4
[&] 1 09 013895  JOHNSON, JASMINE LEE 08 4
] 1 09 013050 | JONES, ALICIA MARIE os 4
] 1 09 013171 KAYA ABIGAIL ROSE o8 4

Assign team codes to students for campuses that use the team teaching concept. Team codes
can be assigned to students individually, by grade level, by current year team code, or by next
year team code. This is an optional step.
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Update The *MyZone Message

Scheduling > Maintenance > Master Schedule > Campus > txMyZone Message

ﬁmtenance = Master Schedule = Campus SessionTimer: 239 min and 49 sec County/District # 01511}\

Save

Campus Control |( Selection ‘( Courses ‘[/ Sections |r Proxies ‘r Instructors tMyZone Message .

Student Course Requast System Instructions

Welcome to MyZone

Carefully review course seslections prior to submitting.

After submitting, vou will be unable to make choice selection changes.

Choice selection cards must be completed, and signed by the student and parent.

Return the choice selection card to your English teacher.

The online course selection process ends Tuesday, February 12, 2013.

Update the *MyZone message with instructions to assist students who are using the *MyZone
Student Course Requests system.

Add And Update Instructor Records

Scheduling > Maintenance > Master Schedule > Campus > Instructors

Afaintenance = Master Schedule > Campus SessionTimer: 239 min and 46 sec County/District # []151?5‘

Campus Control ‘[/ Selection |{ Courses |{ Sections |{ Proxies .Emﬂ tMyZone Message

de from
Delete 3 g
L] Q 236 000807 RICKS, NORMAN C 36 N
[7] ] 240 001022 WHITE, TONNETT E 40 N
@,’ [*] 241 000144 CERVANTES-JOHNSON, CAROLYN G 41 N
250 000178 COOLEY, CHRISTINE C N
-@I“—-E-_——“

W Q 256 001021 WHITE, TOME N
7] ] 257 000145 CHAMBERS, CAROLYN GYM N
[7] g 268 000113 BURKHOLDER, BRANDON A FAB N
] ] 270 000818 RIVERA, PATRICIA F FAB N
[7] ] 274 000076 Blades, Ashley S i, N
[7] Q 277 000742 PENA, MELISSA L GYM N
] ] 278 000075 BLACK, ARTURO M GYM N
@ [*] 280 000908 SOLOMON, SAMUEL M co Y.

M <« E95» M Add 3
InstriD: 254 Staff ID: | 000118 [+ Home Room: |LIB Schedule ]
Name: | gRiEEANNA s CABRA -

First Middle Last Generation

Study Halls/Day: SectionsiSem: | 08 Department: 1 Grade
PeriodsiDay: 08 | PrepsiSem 08 Subject Area: 2 Section
Contact Periods/Year: | o8 Rsrvd Room

Exclude from PEIMS []

Add and update instructor records for teachers who will be teaching next year, and delete any
teachers that will be leaving the district.
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Add Student Course Requests

Enter course requests for student in one of the following three ways:

B Move courses attached to students’graduation plans to course requests. Refer to
the TxEIS Student - Graduation Plan - Assign Graduation Plans and Move Courses to
Request guide for more information (the guide will be available for the Spring 2015
software release).

B Have students enter course requests and alternate requests through *MyZone. Refer to
the *MyZone training guide for more information.

B Enter course requests for students in the Scheduling application. This process is
covered in the following steps.

Scheduling > Maintenance > Student Schedules > Course Requests

Maintenance > Student Schedules SessionTimer: 234 min and 26 sec County/District #: 0151%\

Student ID: [p12663 Student Name: RAMIREZ, LAUREM ROSE Texas Unique Stu ID: | 7873585689 Retrieve ] Directory ] | I'\-IedicaIAIert\]
Status: | 2 - Currently enrolled at this campus and will return next year Grade: | 10 (11) Control: Team Active
Course Requests Assignment Inquiry |( Credit Detail
Prd
Del Course Section Status Cnirl
@ o113 =] | COMMSKILLSE | 01 Prd01-01 v | 3-Semester1&2 - |22 Assigned |00 [e=<] =]
i 4323 -] GOVERNMENT | 01 Prd 01-01 v | 1-Semester 1 - |11 | Assigned |01 [o=] =
AP
T 2853 | | GEOMETRY - v 22 Requested| 02 ] [=]
4| I 3
+ Add Rows: 3
Totals
o . ’
1. View, add, and adjust a student’s course requests.

@ |If students have had their Graduation Plan courses moved to course request, or if
students have submitted requests through *MyZone, the status for those courses
display Requested. You must select a section and semester, at which point the
status changes to Assigned.

® You may also add or change a course, section, and semester for students.
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Scheduling > Maintenance > Student Schedules > Assignment Inquiry

SessionTimer: 239 min and 46 sec County/District # 015@

(Miaintenance > Student

StudentID: 014236 Student Name: |RABLE, MABLE Texas Unique Stu ID: [2083475248 Retrieve | | Directory ]
Grade: |08 (09) Control: Team: 1 | Active

Status: | 4 - Enrolled at another campus and will attend this campus next year

Demo Course Requests Assignment Inquiry Credit Detail

Semester 1

Instr s
BAILEY T

Period Title Self Pcd Room

1123 01 01-01 ENG1 N BAILEY 7 1123 01 01-01 ENG1 N

2. If necessary, review the student’s course assignments once the course requests are
saved. This step is optional.

NoTef Only course requests with a status of Assigned on the Course Requests tab from
the previous step display on this tab.
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Scheduling > Maintenance > Student Schedules > Credit Detail

(ﬁﬁintenance = Student SessionTimer: 238 min and 56 sec County/District # 015113\
StudentID: | 012663 Student Name: | RAMIREZ, LAUREN ROSE Texas Unique StuID: | 7873585689 [ Retrieve Directory ] Medical Alert! ]

Status: | 1 - Currently enral

( Demao |( Course Requests |( Assignment Inquiry . Credit Detail

! Course notin Graduation Plan

d atthis campus Grade: |10 (11) Control Team Active

Credits Credits Semester 1 Semester 2 Final Credits Credits Remaining Plan Credits
Subject Areg Senice ID Needed Eamed Grade Grade Grade in Progress ScheduledReguesied Credits Lacking
Language Arts -
ENG2CT 03220200 1415 1.0
! YRBKMAG 2 | 03230120 14-15 10
Total 4.0 0.0 2.0 0.0 2.0
Speech
Total 05 0.0 0.0 0.0 05
Math
ALG 2 03100800 14-15 1.0
Total 30 0.0 1.0 0.0 1.0 10
Science
CHEM 1 03040000 14-15 1.0
Total 3.0 0.0 1.0 0.0 0.0 20
Social Studies .
WLD HIST 03340400 14-15 1.0 3
Total 35 0.0 1.0 0.0 15 10
Economics
Total 05 0.0 0.0 05
Health
Total 0.0 0.0 0.0 0.0
PE
Total 0.0 0.0 0.0 0.0
Other Lang
SPAN 2 03440200 14-15 10
Total 3.0 0.0 1.0 0.0 0.0 20
Fine Arls
Total 0.0 0.0 0.0 0.0
Tech Apps
Total 1.0 0.0 0.0 0.0 1.0
CareenTech
Total 00 00 00 00 ¥

3. If necessary, review the student’s graduation plan data. This step is optional.
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Add Section Records In The Campus Master Schedule

Scheduling > Maintenance > Master Schedule > Campus > Sections

fMaintenance = Master Schedule = Campus

Save

Ele\ete E‘etsl\

4821
4821
4821
4822

Type Rstrctn -
Team Code -
Gender Rstrctn: -
Grade Rstrein: A

8essionTimer: 238 min and 52 sec

Campus Control ‘( Selection ‘( Courses W Proxies |r Instructors |( tMyZone Message

County/District# 01517d

Course Number Retrieve

AF’ MACROECONOM

PSYCHOLOGY 51 028

PSYCHOLOGY 31 03 028 00
PSYCHOLOGY 81 04 028 00
SOCIOLOGY 51 01 028 oo

S0CH

[z=]| PsYCHOLOGY 51 Senvice ID:| 03350100 Multi Svc Ind: [~
Section:| 01 Max Seats: | 028

028

10LOGY 52

ZlZl2|2|=

ZlZl2|2|=

ﬂ““—““_

Delete Meeting Sem

BREMNNAN-

Mon-Campus Based: 00 ﬂ Distance Learning }i Include UIL E\lg\b\\lty"D
Course Sequence; Grad Plan Use Cd:

Course Codes and Credits Instruct Setting: Special Consider.
Dual Gredit [x] Population Servedt | [|Role ID [*]| | Poputation served: (07 Incluge UIL Eliginitiy:| v
Advanced Tech Credit 0 iﬂ Instruct Setting |E|Cnurse Sequence: Lﬂ Role ID 087 |Gender Restriction:
AAR Use [=] Class Type: [¥|WeeksMonth: [*]| | Number Semesters: 1 |SelfPaced: N
Grad Plan Use Cd: = ExamiSemester Pattern:| 1 Class Type 01
Special Consider: [] [= AAR Use: 3
College CreditHrs
Sem 1 0
Sem 2 0 Grade Rstrcin +0

Prd Beg PrdEnd  Time Begin Time End Lock Room Instr 1D Instructor Cl: Scheduled

01 oo00/m028

05 [=]

02 02z 202 [m]

BERGMANM

Option 1: Campuses who manually created next year’s courses can manually create sections

for those courses and assign resources to them. This requires you to provide information for

all necessary fields. Go to the Maintenance > Master Schedule > Campus > Section tab. Please

see Help for more information about the fields on that page.

Option 2: Campuses that copied their current year sections to next year can simply modify

the existing sections on the Maintenance > Master Schedule > Campus > Sections tab.

Option 3: Campuses that will use a scheduling tool (i.e., Master Schedule Generator or

MSALGO) to create their next year sections will not perform section maintenance on the
Maintenance > Master Schedule > Campus > Sections tab until the sections are created and
moved to the master schedule.
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Run Reports

Scheduling > Reports > Scheduling Reports

Run the following preload reports and review the data. Be sure that all information is correct,
especially if you are using the Master Schedule Generator. Make any adjustments at this time
as needed.

SCHO0800 - Too Many Requests (Next Yr)

SCHO0810 - Too Few Requests (Next Yr)

SCHO0300 - Tally of Course Requests (Next Yr)

SCHO0350 - Tally of course Requests By Team Code (Next Yr)
SCHO0400 - Student Course Request (Next Yr)

SCHO0500 - List of Students Requesting (Next Yr)
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= Section H: Next YEAR SECTIONS

Decide which method for creating and allocating resources for next year sections from the
courses you created in the last section best suits your needs. You have three choices when
creating and allocating resources for next years courses.

1. Manually create sections on the Scheduling > Maintenance > Master Schedule >
Campus > Sections tab.

2. Use the Master Schedule Generator, in conjunction with Resource Allocator, to prepare
a master schedule of classes for the school by utilizing campus resources (courses,
teachers, and rooms) and potential student scheduling conflicts.

3. Use MSALGO to generate a master schedule by viewing class period conflicts and then
determining the periods in which to place the classes.

Prerequisites

B You must have already completed Section I: District and Campus Setup to continue
with this section.

B The guide assumes you are familiar with the basic features of the TxEIS Student system
and have reviewed the TxEIS Student Overview guide.

B For more detailed information about individual fields, see online Help in the TxEIS
Student system.

B This guide is based on TxEIS 2.0.0002.
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MASTER SCHEDULE GENERATOR

Quick Checklist

CODODO

N Iy Iy Iy Iy Iy Iy Ny Ny Ny I

Set the meeting time parameters.
Clear the Resource Allocator records from the previous scheduling year.
Create the instructor, room, and section records.
Add and update the Master Schedule Generator tables.
U Departments
U Designators
U Subject Areas
U0 Rooms
Update instructor information.
Print the Teacher and Resources File Listing report.
Add or modify instructor resources as needed.
Recalculate Master Schedule Generator section information.
Run the Room File Listing report.
Add and update section information as needed.
Run the Resource Allocator Section Information report.
Set options for running the Master Schedule Generator.
Generate the campus master schedule.
Run the Resource Allocator Master Schedule (NY) report.
Review the sections and meetings times.
Review the instructors assigned to the course sections and meeting times.
Run the Schedule of Classes (Next Yr) report.
Go to the Create Mstr Sched tab and accept the schedule, once everything is verified.

Verify the information is set properly, before running the trial scheduling load.
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1 Run the trial scheduling load.

L Run the trial scheduling load reports.
O Partial Sched Stu

Stu Reject List

Stu w/ Unsched Proxies

Unmatched Proxy Sec

Stu w/ Pre-assigned

Master Sched

Stu Sched
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Master Schedule Generator

The Master Schedule Generator uses the campus resources (courses, teachers, and rooms) to
generate a master schedule based on student course requests.

Clear The Resource Allocator Records

Scheduling > Utilities > Resource Allocator Record Deletion

ﬂ.llililies =Resource Allocator Record Deletion SessionTimer 233 min and 26 sec CountyDistrict# 01511

Meeting Time Parameters

Delete Day Patterns ¥ Delete Free Time Delete Free Time ¥ Delete All Records ¥ Delete Al Records Clear Max Seats
Delete Semester Pattems ¥ Delete Courses Delete Courses
Delete Period Patterns Delete All Rooms [¥] Delete All Instructors

Delete School Free Time

Clear the following records from the previous scheduling year using Resource Allocator
Record Deletion.

1. Meeting time parameters.

[YBRT: If you have already set your meeting time parameters or are using the same
parameters as last year, do not select this.

2. Room records.
3. Instructor records

[YFEI: Selecting Delete All Instructors will delete all instructors from the Scheduling
application.

4. Section records.
5. Study hall records.

[YEER: This functionality is not currently used.
6. Max seats for the campus course sections.

YBT3 If you have already set the maximum seats for each course or are using the
same settings as last year, do not select this.

39



TXEIS Scheduling - Master Schedule Generator

Set The Meeting Time Parameters

Scheduling > Maintenance > Master Schedule Generator > Resource Allocator > Meeting
Time Parameters

Maintenance = Master Schedule Generator > Resource Allocator SessionTimer. 239 min and 37 sec County/District # 015116\

Save

-.MeetmgTimeParametera J Rooms ‘( Instructors |( Inquiry |( Section Info ‘( Study Hall |( Instr List |( Room List ‘( Crsfinstr |f Crs/Room

Semesters

M 1. Semester 1
Day Patterns for Campus 001 2. MTWThF Semester Patterns for Campus 001 2. Semester2
[ Clur Elwrw Cwrwth  [ZMTwThe i' \T,V @h £ @h2 3 13 = SEINEELS
Cwrwe  EutTh e Cate Claw : ;h 23 123 la 1.4 2.4
Cwwth Cwwter Cliwe Cwh CwmhF 124 34 134 234 1234
Cwr & Chrw Chrwth Chwthr
Erwr [T [Crhe Ehr
[Chwth [ChwThF Cwr [¥ih [ThF
¥
A School Free Times have
Period Conditions for Campus 001 2 05t008 ) Jays not been Selected
10. 01to 10 (default)
1. 01 + to04 4 - to 7 - to
2 05 - to|03 5 - to 8 - to
3 - to i} ~ to 9 ~ to
Default 01+ to 10 «
\ Mote: Classes will NEVER be taught atthese times j

Set information for the following:
1. Day patterns.
2. Period ranges.
3. Semester patterns.

4. Free time patterns.

Create The Instructor, Room, And Section Records

Use the Resource Allocator to copy information from the current year campus sections,
next year campus courses, and next year instructor records to the master schedule rooms,
instructor, and section tables.

[YIRT3: If you do not want to generate sections for particular courses (e.g., special education
courses), select Exclude from Conflict Matrix on the Maintenance > Master Schedule >
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Campus > Courses tab.

Scheduling > Utilities > Resource Allocator Record Creation

A message is displayed indicating how the Resource Allocator works.

e )

\:_?/ Important Message

This option creates Instructors, Rooms, and Sections
for the Resource Allocator. Instructors, Rooms, and
Instructor and Room Courses will be created from
Current Year Campus Instructors, Rooms, and
Courses. Course Sections will be created from Next
Year Campus Courses that do not have Exclude from
Conflict Matrix selected. If Resource Allocator
information already exists, you will not be able to
overwrite existing data.

ok | Cancel |

J

( Utilities = Resource Allocator Record Creation SessionTimer: 235 min and 33 sec County/District # 0151m

Create l

E Resource Allocator Instr Courses
@ Resource Allocator Crs Sections
[ max Seats fram CYR Sections
[T max Seats from Detault Default Max Seats 025
[¥| Room Number
Default Room Seats: | 028

El Resource Allocator Room Courses

Update Tables from NYR Instructors

Auto-fill NYR Instructor Maximum Yalues

Designators Study Halls/Day: Periods/Day. | 0g
Departments Seclions/Sem: g PrepsiSem: |04
Subject Areas Contact PeriodsfYear |pg

\ All Designators, Departments, and Subject Areas are updated. J

1. Select Resoure Allocator Instr Courses if you want the Resource Allocator to copy
instructors’ current year courses and number of sections to the next year. To view
instructor resources go to the Maintenance > Master Schedule Generator > Resource
Allocator > Instructors tab.

2. Select Resource Allocator Crs Section if you want the Resource Allocator to create
sections using next year courses. A row is created for each course on the Maintenance
> Master Schedule Generator > Resource Allocator > Section Info tab.

® Select Max Seats from CYR Sections if you want the Resource Allocator to
update the maximum number of seats on the Maintenance > Master Schedule
Generator > Resource Allocator > Section Info tab with the maximum number in
the first section of the course in the current year.
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® Select Max Seats from Default if you want the Resource Allocator to use the
number you type in the Default Max Seats field.

® The Default Max Seats field is also used by the Resource Allocator to allocate
seats for newly created courses.

YE322: The From Sec and To Sec fields on the Maintenance > Master Schedule
Generator > Resource Allocator > Section Info tab are generated by dividing the
number of course requests by the maximum seats for that course (e.g., 33 requests for
a course that has a maximum seat capacity of 15 would create 3 sections of the course
with 13 seats remaining).

Select Room Number if you want the Resource Allocator to create the room table
from the rooms assigned in the current year sections. If you assign rooms to instructors
on the Maintenance > Master Schedule Generator > Resource Allocator > Instructors
tab by typing in a room number in the Rsrvd Room field, do not select select Room
Number.

In the Default Room Seats field, type the default number of seats available for a room.
This is an optional step.

Select the fields under Update Tables from NYR Instructors only if you use
designators, departments, and/or subject areas.

Under Auto-fill NYR Instructor Maximum Values, you must have values in the
Periods/Day, Sections/Sem, Preps/Sem, and Contanct Periods/Year fields. You may
type 99 in these fields to make sure that instructors don't have a value that is too small,
which might exclude them from being assigned sections.

. Add and update any Master Schedule Generator tables (see the next step), as
necessary.

Click Create.

A message is displayed at the bottom of the page indicating which records were
created.
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Create A
Resource Allocator Instr Courses
Resource Allocator Crs Sections
Max Seats from CYR Sections
["1 Max Seats from Default Default Max Seats:
Room Mumber
Default Room Seats:
Resource Allocator Room Courses
Update Tables from NYR Instructors Auto-fill NYR Instructor Maximum Values
Designatars Study Halls/Dray: Periods/Day: |99
Departments Sections/Sem: |99 Preps/Sem: |99
£ ER AT Contact Periods/Year. |99
Instructors and Sections and Max Seats and Room Nbrs and Room Crs Information is Created.
Periods/Day and Sections/Sem and Preps/Sem and Contact Periods year are auto-filled. y

Add And Update The Master Schedule Generator Tables

Add and update the department, designator, subject area, and room code tables, if you use
them. You do not have to complete this step in order to generate a campus schedule. You may
skip this step and run the Resource Allocator and then update instructor information (next
step).
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Scheduling > Maintenance > Master Schedule Generator > Tables > Departments

(Maintenance = Master Schedule Generator = Tables SessionTimer: 239 min and 40 sec County/District # 0151‘@}

( Save |
MDesignmors |( Subject Areas |( Rooms |

ADV Advisory

7]

(] ATH Athletics

@ COmM Computers

@ CRT Career and Technology
0] DEP

] ENG English

] FAR Fine Arts

] HLT Health

] HST Histary

i MTH Math

0] PED Physical Education
@ SCl Science

0] SPA Spanish

Scheduling > Maintenance > Master Schedule Generator > Tables > Designators
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ﬁaintenance = Master Schedule Generator = Tables SessionTimer: 239 min and 16 sec County/District # 0151‘@\

Departments Designators Subject Areas |( Rooms |

'@ C Computer Available
'@ S Science Lab

The Designators table is updated from the next year instructor records.
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Scheduling > Maintenance > Master Schedule Generator > Tables > Subject Areas

maintenance = Master Schedule Generator = Tables SessionTimer: 239 min and 56 sec County/District # 0151%

[ Save |
( Departments |( Designators Subject Areas Rooms

i M Math

The Subject Areas table is updated from the next year instructor records.
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Scheduling > Maintenance > Master Schedule Generator > Tables > Rooms

ﬁdaimenance = Master Schedule Generator = Tables

—
( Departments |( Designators |r Subject Areas
) 200 Seats e £
M |es 100 com ||
w [ 028 CRT |+
[0 025 scl |7
w 1 028 PED  |v]
1] 12 030 MTH  [v]
1] 14 030 [*]
1] 17 025 [x]
W |[s 028 [*]
w |19 025 (=]
W [z 030 [*]
W |20 025 [*]
T[22 025 [*]
@ [z3 025 [*]
[z 022 [x]
W |[2s 025 (=]
W [z 025 (=]
7] 3 025 [*]
W[4 030 [*]
T[40 028 [*]
@ |[a 023 [x]

SessionTimer: 239 min and 13 sec

County/District# 01 51&

FEEEEEEEEEEEEEE B EEEEE

IS EEEEEEEE
R EEEEEEEEEEE EE

Z| ] [Z] [ ] [ [ <] [<] [<] [ [ [ [Z] [Z] [Z] [ [<]| [£] [<] <] RE

B B B 5 5] B B B E] B BB E]E] B B E] S

The Rooms table is created from the current year sections.
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Update Instructor Information

Scheduling > Maintenance > Master Schedule Generator > Resource Allocator >
Instructors

Waintenance = Master Schedule Generator = Resource Allocator SessionTimer: 235 min and 46 sec County/District # 015115\

Save

Meeting Time Parameters |( Rooms W Inquiry |( Section Info |( Study Hall |( Instr List ‘( Room List |( Crs/instr ‘( Crs/iRoom

Exclude from

] g 2 PEIMS
Detail Instr 1D S ) Full Name i\ Area Reporting

< 201 000582 MAKUSKY, KRISTINE M 1 N
Q 202 000095 BRENNAN-BERGMANN, BETHANY M 2 N
Q 203 000583 MARRAZZA, KYLA H 3 N
Q 204 000134 CARTER, CAROL A 4 M
Q 205 000637 MILLER, LISAE 5 M
q 208 000138 CASTILLO-RAMOS, CAROLE M 6 M
Q 208 0000320 AVILA, AMBER L 8 N
Q 209 000852 MOLTON, LORITA A ] N
Q 210 000139 CASTLEBERRY, CAROLYN N 10 N
Q 21 000930 WVOIGT, SYLVIAW Ll ENG M

Free Time
Instr ID: Staff ID: Home Room: Schedule
Mame Delete Type Days Semesters Period From Period To =
First Middle Last Generation

[ Haimum valucs |

Study Halls/Day: SectionsiSem Department: |LI

e . o |

Contact PeriodsiYear: Rsrvd Room
Mote: Instructor will MEVER be assigned atthese times

Courses

Grade Ir
— Delete Course Max Sections
Section:

\ [

Review and update, as necessary, the information in the following sections:
1. Maximum Values.

2. Restrictions. In the Rsrvd Room field, you may type in a room for an instructor if they
are in the same room all day.

3. Designators.

4. FreeTime. Usually instructors have at least one free period, but you may add as many
as is necessary.

5. Courses. These are the courses that can be assigned to the instructor.
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Print The Teacher And Resources File Listing Report

Scheduling > Maintenance > Master Schedule Generator > Resource Allocator > Instr

List

View the courses and free times for instructors who have been assigned to courses.

Maintenance = Master Schedule Generator = Resource Allocator

SessionTimer: 239 min and 52 sec

( Weeting Time Parameters ‘( Rooms |( Instructors ‘( Inquiry |( Section Info |( Study Hall @/ Room List |( Crsilnstr |( Crs/Room

CountyDistrict# 015116

Instructor:  VOIGT, SYLVIA W -

Retrieve Report |

= W4 »rH ==
Date Run:  09/17/2014 Teacher and Resources File Listing Campus: 001
Cnty-Dist: 015-116 TxEIS High School Page 1of 1
Subject Man Max Max  Max Contact Reserved
ID Name Homeroom Dept  Area Designators Perieds/Day Preps/Sem Sections/Se Periods/Yr Classroom
11 WOIGT, SYLVIA n ENG 08 99 99 99
Courses Free Time
Crs Nor Title Max  NbrSem Type  Days  Semesters Prd OO
1123 ENG 1 1 2 5] TTh 12 06 06
7133 ART 3 1 2
7143 ART 4 4 2
7443  THEATRE ARTS IV 1 2
\ WT13 web technology 1 2

Verify Instructor’s Maximum Values, Resource Courses, And Free

Time

Scheduling > Maintenance > Master Schedule Generator > Resource Allocator >

Instructors

1. Return to the Instructors tab.

2. Using the Teacher and Resources File Listing report, verify instructor’s maximum
values, resources courses, and free time, if any.

3. Add or modify instructor resources as needed.
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Recalculate Master Schedule Generator Section Information

Scheduling > Maintenance > Master Schedule Generator > Resource Allocator > Section
Info

(ﬁintenance = Master Schedule Generator = Resource Allocator SessionTimer. 239 min and 56 sec County/District# 015116 \
Save
Weeting Time Parameters ‘( Rooms |( Instructors |( Inguiry W Study Hall |( Instr List |( Room List ‘( Crsinstr |r CrsiRoom

View Recalc List Error Report View Students

FromSec ToSec MaxSeals Priorly ResirType Gender Team Grade Addl Depariment SubjArea

T oo L5 L | | | | oee |
1] g 0101  9TH ADVISORY 01 01 025 5 25 0
1] Q 0102 ACAD/SOCNOC 01 01 025 5 25 0
i Q 0103 | LIFE SKILLS 01 01 025 5 25 0
i Q 0104 | FUNC COMM 01 01 030 5 30 0
1] Q 0105 | CVC COMM CITIZ 01 01 025 5 25 0
0] Q 0109 STUDY HALL 01 01 025 5 25 0
il Q 0110 | NO SHOW 01 01 100 5 100 0
il Q 0111 | STUDY HALL 01 01 025 5 25 0
i Q 0112 See Counselor 01 01 025 5 25 0
@ Q 0113 | COMMSKILLSS 01 01 025 5 25 52

Course: 0100 |E|Tnle' SEE COUNSELOR From Sec: | g1 To Sec: 01 Max Seats: 050 | Priority 5 Restr Type |£| Gender |ﬂ Team |£|
Grade Addl Depariment DEP | v | Subj Area | v | Dist Nbr Sem | 4 Dist Per Ctil 1

Sequence Common | # Cond Pattern # Cond From To # Cond Pattern
7] 1

=l [ B 01 [¥] [-] ™| Y,

Recalculate your section information if you have made changes to your data as a result of any
of the following reasons:

® You made changes to a student’s course requests, thus increasing or reducing
the number of students requesting the course(s).

® You changed the teacher’s resource courses, by either increasing or reducing the
number of teaching units for a course(s).

® You changed the number of seats for a course(s), by either increasing the number
of seats or reducing the number of seats.

1. Change the values in the From Sec and To Sec fields as needed.
2. Click Recalc Sections to recalculate the sections.

3. Click View Recalc List to view a report of courses for which the sections were
recalculated.

4. C(lick View Students to view a report of students requesting the selected course.

5. If the Error Report button is enabled, click Error Report to view the errors.
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Run The Room File Listing Report

Scheduling > Maintenance > Master Schedule Generator > Resource Allocator > Room
List

Maintenance = Master Schedule Generator = Resource Allocator SessionTimer: 239 min and 47 sec County/District # U1511§\
| Meeting Time Parameters |( Rooms |( Instructors |( Inquiry ‘( Section Info ‘( Study Hall ‘( Instr List Crsilnstr Crs/Room
All -
Retrieve Report j
ek H4 »H Refresh
Date Run:  09/17/2014 Room File Listing Campus: 001
Crty-Dist: 015-116 TxEIS High School Page 1of 6
Room  Depariment  Subject Area  Designators  Seals  Study Hall
1 028 N
Courses
Crs Nbr Title Max  Nbr Sem
1323 ENG3 2 2
1423 EMG 4 2 2
1513 SPEECH 51 1 1
1523 SPEECH 52 1 1
Reom D Subject Area  Designators  Seals  Study Hall
10 025 N
Courses
Crs Nbr Title Max  Nbr Sem
0300 11TH ADVISORY 1 2
4123 W HIST AP 1 2
4223 USHIST AP 1 2

Room D Sublect Ares  Designators  Seats  Study Hall
1 028 N
Courses
Crs Nbr Title Max  Nbr Sem
00 TOTHAGVISORY T 3
1223 ENG 2CT 2 2
Room D Sublect Area  Desionators  Seats  Study Hall
12 030 N
Courses
Crs Nbr Title Max  NbrSem
\_ 755 GEOW i 2 J

Verify that all rooms are included in the schedule and that the courses and free times assigned
to the room are correct.

Add And Update All Section Information As Needed

At this point, make sure that you have added and/or updated all section information. For the
best campus schedule results, it is important that you have accurate information for course
sections. See Help for this page for more information about the specific fields.
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Scheduling > Maintenance > Master Schedule Generator > Resource Allocator > Section
Info

Nores:

® Each course to be generated must be defined prior to running the Master
Schedule Generator.

® Specific information should be added before generating the next year sections.
For preplaced sections, enter the periods of the day the preplaced classes will
meet. For example, Band and Athletics are normally preplaced in certain periods
of the day. Enter which semester the one-semester courses will meet, enter
conditional periods if classes have to meet only in the morning or only in the
afternoon.

Run The Resource Allocator Section Information Report

Scheduling > Reports > Scheduling Reports > Resource Allocator Section Information
Report (SCH0139)

Verify that all section information is correct.

Set Options For Running The Master Schedule Generator

Scheduling > Maintenance > Master Schedule Generator > Generate Campus Schedule >
Options

(ﬁamtenance = Master Schedule Generator = Generate Campus Schedule SessionTimer: 239 min and 31 sec County/District #: 0151%\

Save
ﬁ Create Mstr Sched |( Master Sched ‘( Sections |( Instructars |( Instr Sched

Master Schedule Generator Options

Assign Teachers: Override Teacher Free Time 0 Generate if Unable to Assign Tehr: []

Daily Consecutive Tchr Limit: |7

Assign Rooms: V] Override Room Free Time: | Generate if Unable to Assign Room: []

\ )

1. Select Assign Teachers to assign an instructor to each course section.
2. Select Assign Rooms to assign a room to each course section.

3. Select other fields as necessary (see Help for more details about each field).
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Generate The Campus Master Schedule

Scheduling > Maintenance > Master Schedule Generator > Generate Campus Schedule >
Create Mstr Sched

flaintenance = Master Schedule Generator = Generate Campus Schedule SessionTimer: 239 min and 49 sec CountyDistrict# 01511

Create Mstr Sched Master Sched |( Sections ‘( Instructors |( Instr Sched
i | Create Schedule View Mstr Sched List Accept Schedule

Recalc Conflicts ]

Recalc Conflicts should be selected when student course requests have changed since last Create Schedule

1. Click Create Schedule.
2. If errors are generated, click Show Error and review the report.

3. Make any corrections needed, and click Create Schedule again. Repeat this until the
error report is no longer generated.

YBT3 If you made changes to the student course requests, you must select Recalc
Conflicts before clicking Create Schedule the next time in order to recalculate the
course conflicts based on the student course requests. (i.e., the number of student
course requests that conflict with each other) to determine the best period to place a
course section.

4. When the generator finishes, click View Mstr Sched List to view the Master Schedule
Generator Priority Listing report. Review the report carefully.

Run The Resource Allocator Master Schedule (Next Yr) Report

Scheduling > Maintenance > Master Schedule Generator > Generate Campus Schedule >
Master Sched

Verify that all section information is accurate.
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Review The Sections And Meeting Times

Scheduling > Maintenance > Master Schedule Generator > Generate Campus Schedule >
Sections

(Maintenance = Master Schedule Generator = Generate Campus Schedule SessionTimer: 239 min and 55 sec County/District # 015116\

Save

( Options ‘( Create Mstr Sched |( Master Sched W Instr Sched
Course Number » Retrieve -

Include UIL
Delete Detail Eligibility

[7] 2 STATISTICS 01 025 00 N N
§ | s | w3 eNe1 | ot | o | 0 | N | N |

7] Q 1124 ENGLISH 1 01 025 00 N N

7] q 1133 ENG 1 (PRE-AP) 01 025 0o N N

@ Q 1134 ENG | PRE-AP 01 025 00 N N

i Q 1135 ENG 1H 01 025 00 N N

ENG 2 CT N N

=» Course Number: 1123 IE‘ ENG 1 Sevice ID:| 03220100 Multi Svc Ind: [
Section:| g1 Max Seats: | 028 Non-Campus Based: 00 E Distance Learning E Include UIL Eligibility: (]} =
Course Sequence 3 |Grad Plan Use Cd:
Instruct Setting Special Consider.
Type Rstrctn: - Dual Credit: [+] Population Served:| | = |Role ID: [x]| | Population Served Include UIL Eligibility | 11
Team Code: - Advanced Tech Credit: e Instruct Setting: [+ Course Sequence: [*|| | RaleID Gender Restriction:
gen;elr;f:lcm. - AAR Use: [=] Class Type: [ ¥ | WeeksMonth: [*]| | Mumber Semesters 2 |SelfPaced: N
rage Rstrcin +
M 7| | Grad Pian Use ca: = Exam/Semester Pattern:| 1 | Class Type: 01
Special Consider [=] [+] AAR Use:
College Credit Hrs
Sem 1: 0

Delete  Meeting PrdBeg PrdEnd  TimeBegin  Time End Room ) Instructor C ] 33:?0‘12[1)9‘1
294 [ |BAILEY

Make any necessary changes to the sections and meeting times created by the Master
Schedule Generator.
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Review The Instructors Assignments

Scheduling > Maintenance > Master Schedule Generator > Generate Campus Schedule >
Instructors

(Maintenance = Master Schedule Generator = Generate Campus Schedule SessionTimer: 239 min and 28 sec County/District # 01511ﬂ

(Dptions |( Create Mstr Sched |( Waster Sched |( Sections w

Exclude from
Home Dept ject Resenved PEIM

Instr ID Staff ID Full Name Room Nbr A Room Reporting

201 000582 MAKUSKY, KRISTINE M 1 N

202 000095 BRENMNAMN-BERGMAMM, BETHANY M 2 M

Q 203 000583 MARRAZZA, KYLAH 3 N
Q 204 000134 CARTER, CAROL A 4 N
Q 205 000637 MILLER, LISAE 5 N
Q 206 000138 CASTILLO-RAMOS, CAROLE M B N
Q 208 000030 AVILA, AMBER L 8 M
Q 209 000652 MOLTON, LORITA A 9 N
Q 210 000139 CASTLEBERRY, CAROLYN N 10 N

S O O e A

Q 212 000655 MORALES, LORRAINE J 12 N
q 213 000066 BERRIDGE, ARCILIAD 13 N
Q 214 000073 BISHOF, ARMOLD L 14 N

InstriD: | 211 StaffID: | 000990 Home Room: | 11 Schedule I
Name: ;

SYLVIA W VOIGT
First Middle Last Generation

Study Halls/Day: (01 | Sections/Sem: [gg Department. |ENG T Grade:
Periods/Day: 08 | Preps/Sem 99 Subject Area 2 Section:
Contact Periods/Year: | 9o Rsrvd Room 3
Exclude from PEIMS j

Verify instructors assigned to the course sections and meeting times created by the Master
Schedule Generator, and make any necessary changes.

Run The Schedule Of Classes (Next Yr) Report

Scheduling > Maintenance > Master Schedule Generator > Generate Campus Schedule >
Instr Sched

fMaintenance > Master Schedule Generator > Generate Campus Schedule SessionTimer: 239 min and 56 sec County/District # U151T8\

( Options |(‘ Create Msir Sched |( Master Sched |(‘ Sections |( Instructors Instr Sched

Retrieve Report I
@ Instructor Mame
2 Instructor ID

[include Instructor SSN

@ gem1
©sem2

© All Semesters

Verify the following:

® All teachers are scheduled into the classes they should be teaching.
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® All teachers received a full schedule.

® All teachers received the required number of conference periods. A conference
period will display as a blank period for the teacher.

Accept The Schedule

Scheduling > Maintenance > Master Schedule Generator > Generate Campus Schedule >
Create Mstr Sched

Maintenance = Master Schedule Generator = Generate Campus Schedule SessionTimer. 238 min and 11 sec County/District# 015116

: [Create Schedule] | | View Mstr Sched List | |Accept Schedule| EXPOTFIIE Passward: eesesses
: Verify Password: assssenn

Recalc Conflicts [ | CHOUPETTOE ]

Recalc Conflicts should be selected when student course requests have changed since last Create Schedule

Master Sched |( Sections ‘( Instructors |( Instr Sched

Create Mstr Sched

Return to the Create Mstr Sched tab to accept the schedule. Do not accept the schedule until
you are certain it is correct.

1. Create a password for the zipped file, and enter the same password in both the Export
File Password and Verify Password fields.

2. Click Accept Schedule to accept the master schedule.

3. When prompted, save the file to the appropriate location.
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MSALGO

Quick Checklist

a
Q
d

DOD0ODO

d

Enter and verify student course requests.
Run the Tally of Course Requests (Next Yr) report.
Run the necessary reports.
U SCHO0200 - Potential Drop List
U SCHO0800 - Too Many Requests
0 SCHO0810 - Too Few Requests
Run the MSALGO export.
Set options for running MSALGO.

Enter the number of sections for each course.

Place the sections in the campus master schedule.

Run the necessary reports.
U Master Schedule
U Tally
U Conflict Chart
U Conflict Matrix

Run the Move MSALGO Sections to TxEIS utility.
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MSALGO

Generate a master schedule by viewing class period conflicts and determining the periods in
which to place the classes using MSALGO.

YEe: Before running the MSALGO export, student course requests must be entered and
verified as accurate, since the placement of courses are based around potential student
conflicts.

Run The Tally Of Course Requests (Next Yr) Report

Scheduling > Reports > Scheduling Reports > SCH0300 - Tally of Course Requests (Next
Yr

Determine how many sections are required for each course offered next year that has course
requests.

Scheduling > Reports > Scheduling Reports

Run and review reports:
® SCHO0200 - Potential Drop List
® SCHO0800 - Too Many Requests

® SCHO0810 - Too Few Requests

Run The MSALGO Export

Scheduling > Maintenance > MSALGO > Export

(Miaintenance = MSALGO = Export SessionTimer: 235 min and 35 sec County/District # 0151‘m

Table Overlay? e
Options

Reguests Show Errors

Total Students by Grade
Conflicts

Section Conflicts Note: Choosing not to Overlay Course Sections or Course
Course Sections Section Meeting records will NOT disallow Export.

@urse Section Meetings j

Extract all course records and student course requests for next year, and create a matrix of
conflicts and a list of requests for all courses using the export.

If errors are encountered, the Show Errors button is enabled. Click Show Errors to view the
error report.
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Before continuing, use the report to verify the following information:

® Verify that courses excluded from the conflict matrix are correctly excluded.

® Verify that courses with no student requests are correct.

Set Options For Running MSALGO

Scheduling > Maintenance > MSALGO > Process > Options

SessionTimer 239 min and 22 sec CountyiDistrict # 01511}\

(Maintenance = MSALGO > Pracess

ﬁ Build ‘( Place |( Reports |( Utilities ‘

First Period 1

Nbr Periods: 9

Low Grd Level: 09

High Grd Level: 12

@rnfsam' 2

Al 4 a4y

Set the following fields as necessary:
1. First Period
2. Nbr Periods
3. Low Grd Level
4. High Grd Level

5. Nbrof Sem
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Enter The Number Of Sections For Each Course

Scheduling > Maintenance > MSALGO > Process > Build

(@imenance >MSALGO > Process

SessionTimer: 238 min and 14 sec

County/District# 015116 \

(Dptmns m/ Place |r‘ Reports |r‘ Utilities ‘

Number of Total
Sem  Periods

Q 123 ENG1

Course Requests and Conflicts By Team

Course Total Total
Number Team Code Requests Conflicts
VOC SKILLS 9

Requests by Grade Level
10

Type in the number of sections in the Number of Sections field only after the MSALGO
options have been verified on the Options tab.
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Place The Sections In The Campus Master Schedule

Scheduling > Maintenance > MSALGO > Process > Place

(ﬁaintenance = MSALGO = Process SessionTimer: 239 min and 23 sec County/District # 0151m
(" options | suila [ﬁ/ Reporis || utitties |

Course fo be Placed:  [1122 [ Status: NOTPLACED |NextCrstoPlacs] | ViewChart |

Title: ENG 1 Number of Semesters: 2 Number of Periods: 1

Conflicts: 1 Mumber of Sections Placed: 0of5  Requests: 1

section(s) Meeting Time(s)
eta Sec Seats ] Delste Sec-Meet Sec Sem From  To Instr Room :f)te: 15"*“;:9 Me:eling
Q : | = ime 1's mester, From
R 01 12 2 @ 1 05 ([ [w] 08 +/| 08 « 217 [m[[100 | 05-MTWTHE - || o8 o e e kwril
K 02 12 i unplace a section.
Q 03 12 7
] 04 12 2
N
< 1 3
[ - [l Rows: § 4+ Add Rows: 1 j

YEET3: You must enter and save the information on the Build tab before proceeding to this
tab.

In the online Help, click the Using MSALGO to Place Sections link to view additional
information.

1. Place all preplaced courses.
® In the Courses to be Placed field, enter the first course that must be preplaced.

® C(Click View Chart to view the placement charts, which will help you determine the
periods in which to place the sections.

® Specify the sections, number of seats, and team code (if in use) for the course to
be placed.

® Enter meeting times for each section.
® (lick Save to save the data for the course.

® Enter the next preplaced course in the Courses to be Placed field, and repeat this
process until you have entered all prescheduled courses.
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2. After placing all preplaced courses, place all singleton courses.
® C(lick the Next Crs to Place button to place the course sections as determined
by MSALGO. Keep in mind that you can override the suggested courses at any
time. However, it is to your advantage to follow the MSALGO logic as closely as
possible.

® Continue placing courses until all singleton courses have been placed.

Scheduling > Maintenance > MSALGO > Process > Utilities

maimenance =MSBALGO = Process SessionTimer. 239 min and 50 sec County/District # 0151m

(Ommns ‘( Build |( Place ‘( Repors

Please enter a password for the backup archive and click "Run Process™.
) Move MSALGO Sections to TXEIS | passward:

@ Clear All MSALGO Tables Verify Password:

) Clear all Placed Courses Run Process

@ Backup MSALGO Tables

) Restore MSALGO Tables

3. After placing all singleton courses, and before placing doubleton courses, it is
recommended that you back up the MSALGO tables by selecting the Backup MSALGO
Tables option.

Scheduling > Maintenance > MSALGO > Process > Place

4. Place all doubleton courses.

Scheduling > Maintenance > MSALGO > Process > Utilities

5. After placing all doubleton courses, and before placing tripleton courses, it is
recommended that you back up the MSALGO tables.

[YE3EE: It is also recommended that this backup be stored in a separate location from
the backup performed after singleton courses were placed.

Scheduling > Maintenance > MSALGO > Process > Place

6. Place all tripleton courses, and so on.
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Scheduling > Maintenance > MSALGO > Process > Utilities

YB3 If you need to start over placing courses at a certain point, you can reload the MSALGO
backup for the previous set of courses (such as singletons) by selecting the Restore MSALGO
Tables option, and resume placing the subsequent courses (e.g., doubletons) again.

Run MSALGO Reports

Scheduling > Maintenance > MSALGO > Process > Reports

Maintenance = MSALGO = Process SessionTimer. 239 min and 48 sec County/District # 0151\»1

(Optmns ‘( Build ‘( Place W

@ WMaster Schedule ) Tally ) Conflict Chart ) Conflict Matrix

Run the following reports and ensure that all data is valid:

J

1. Select Master Schedule to produce the MSALGO Master Schedule report.
2. Select Tally to produce the MSALGO Course Request Tally report.

3. Select Conflict Chart to produce a report of course requests by team and grade level,
a conflict chart, a seating chart, and a sections chart.

4. Select Conflict Matrix to produce a report of the number of students requesting each
course, and a list and count of other courses these students have also requested.
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Run The Move MSALGO Sections To TxEIS utility

Scheduling > Maintenance > MSALGO > Process > Utilities

r’? Move to TXEIS

Are you sure you want to move MSALGO sections and meetings to TxEIS?

Yes - Overlay / Mo - Merge / Cancel

: Yes_] ) )

Select the Move MSALGO Section to TxEIS option to move the sections from the MSALGO
tables to the permanent section tables, which creates section and meeting time records in the
TxEIS tables.
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Section H1: STUDENT ScHEDULING LOAD

Schedule students for sections of courses.

Prerequisites

B You must have completed Section Il - Creating Next Year Sections.

® If you used the Master Schedule Generator > Generate Campus Schedule to
generate your campus sections, you must first click Accept Schedule on the
Create Master Schedule tab. Clicking Accept Schedules will move the sections
from the temporary tables to the permanent section tables.

® |f you used MSALGO to create your campus sections, you must first run the Move
MSALGO Section to TxEIS utility from the Maintenance > MSALGO > Process
> Utilities tab. This will move the sections from the MSALGO tables to the
permanent section tables.

B Before proceeding, ensure that the following are properly set:

® On the Maintenance > Master Schedule > District > District Control tab, set the
Maximum Scheduling Semesters Allowed field.

® On the Maintenance > Master Schedule > Campus > Campus Control tab, set the
following fields:

O

O O O O O O

O

Max Sems Allowed
Low Grade

High Grade

Period Begin
Period End

Norm Prd Cntrl

Schedule Withdrawn Students - Select the field to include withdrawn
students in the trial run.

Scheduling Sequence - Only grade levels with a priority are included in the
scheduling load.

® Next year campus courses and sections must be created.

® Students must have next year course requests.

B The guide assumes you are familiar with the basic features of the TxEIS Student
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software and have reviewed the TxEIS Student Overview guide.

B For more detailed information about individual fields, please see Help in the TxEIS
Student software.

B This guide is based on TxEIS 2.0.0002.

Safety Precaution

As a safety precaution, you should export student course requests and sections as shown in
the following two steps. If you need to start over with the original course requests or sections,
you can import the files created by the export utility.

1. Export student course requests.

Scheduling > Utilities > Export > Student Requests (Unload)

® Save the export file to an appropriate location.

® If errors occur during the export, the Error List button is displayed. Click Error List
to view the error report. Correct errors as needed.

2. Export sections.

Scheduling > Utilities > Export > Sections (Unload)

® Save the export file to an appropriate location.

® If errors occur during the export, the Show Error button is displayed. Click Show
Error to view the error report. Correct errors as needed.
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STUDENT SCHEDULING LOAD

Quick Checklist

O set options for running a scheduling load.
L Runatrial run scheduling load.
1 Run the trial scheduling load reports.

O Partial Sched Stu

U Stu Reject List
Stu w/ Unsched Proxies
Unmatched Proxy Sec

Stu w/ Pre-assigned

o 0O 0 O

Master Sched
U Stu Sched
Accept the scheduling load.
Review student course requests.
Review student course assignments.

Assign control numbers to students.

COoO0DO

Modify student schedules as needed.
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 Runallofthe post-load Scheduling reports.

Q

SCH2000 - Schedules List (Next Yr)

U SCH2100 - Student Schedule (Next Yr)

U 0 0 0O O

SCH2200 - Class List (Next Yr)

SCH2300 - Grade List (Next Yr)
SCH2400 - Homeroom List (Next Yr)
SCH2500 - Schedule of Classes (Next Yr)

SCH2600 - School Roster (Next Yr)
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Student Scheduling Load

Set Options for Running a Scheduling Load to Schedule Students

Scheduling > Maintenance > Scheduling Load > Options

(ﬁaintenance = Bcheduling Load SessionTimer: 174 min and 53 sec County/District # 0151Tb~

Save l
@ Schedule Load |( Partial Sched Stu |( Stu Reject List ‘( Stu w! Unsched Proxies |( Unmatched Proxy Sec |( Stu w/ Pre-assigned |( Master Sched |( Stu Sched |

Scheduling Options

Course Balancing by Gender: (] Team Restriction can be Lifled: ] Seat Balancing Intensity.: High =
Gender Restriction can be Lifted:  [] Retain Partial Schedules: ¥ Grd Lvl Restriction can be Lifted: [
Substitute Alternate Courses ¥ Schedule Required Courses First V] Seat Loading Factor: 100

Fill Unscheduled Periods with
0100

You have the following options to choose from for scheduling loads (see Help for a detailed
description of the fields):

1. Select the Course Balancing by Gender field to balance courses by gender.

2. Select the Team Restriction can be Lifted field to allow selectable team restrictions
to be lifted. Do not select this field if you have assigned team codes to students and
courses.

3. Inthe Seat Balancing Intensity field, select High so more students will have
completed schedules. Choose Low if seat balancing is not a priority.

4. Select the Gender Restriction can be Lifted field to allow selectable gender
restrictions to be lifted. Do not select this field if you have gender restrictions set on
your courses or sections.

5. The Retain Partial Schedules is automatically selected. To retain partial student
schedules, and thus be able to print a reject list, keep this field selected. If you would
prefer to see the scheduling load percentages while running the trial run, clear this
option.

6. Select the Grd Lvl Restriction can be Lifted field to allow selectable grade level
restrictions to be lifted. Do not select this field if you have grade level restrictions set
on your courses or sections.

7. Select the Substitute Alternate Courses field if you would like the program
to schedule predefined course alternates for a student when the original class
combination cannot be scheduled.
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8. Select the Schedule Required Courses First field to prioritized required courses over
electives.

9. You may change the number in the Seat Loading Factor field to change the
percentage above or below the maximum number of seats that can be scheduled for
courses.

10. In the Fill Unscheduled Periods with field, type the course number of a course that
will be used to fill any period that does not have a scheduled course.

Run A Trial Run Scheduling Load

Scheduling > Maintenance > Scheduling Load > Schedule Load

(laintenance = Scheduling Load SessionTimer: 239 min and 54 sec CountyDistrict# 015116

 Export File Password:

Trial Run J View Load Stats ] Show Errar Show Crs Error Acceptload |
. Verify Password:
\Reschedule Students Preassigned Sec/Sem

Schedule Load Partial Sched Stu |r Stu Reject List ‘( Stu wi Unsched Proxies |( Unmatched Proxy Sec |( Stu w/ Pre-assigned ‘( Master Sched |( Stu Sched

P3RS Do not click Accept Load until you have run all available reports and are satisfied with
the trial run. After running the reports, you will return to this tab to accept the load.

1. Click Trial Run to run a trail run scheduling load.
2. Click View Load Stats to view the report.

3. |If errors are encountered, the Show Error and/or Show Crs Error buttons are enabled.
Click the buttons to view the errors.

4. If you need to improve your scheduling load, run all reports necessary to identify
reasons for unscheduled students, and make the necessary modifications. These
reports are covered in the next steps.

5. To run the trial scheduling load again, click Trial Run. You can run as many trial runs as
needed.

Run The Scheduling Load Reports

Verify that all data is correct, including the percentages, student reject listing, and class
balancing.

® Scheduling > Maintenance > Scheduling Load
O Partial Sched Stu tab (partially scheduled students report)

O Stu Reject List (student reject listing report)
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O Stu w/ Unsched Proxies (unscheduled sections of match proxies report)
O Unmatched Proxy Sec (unmatched sections of match proxy courses report)

O Stu w/ Pre-assigned (students with preassigned course sections or semesters,
and students with cleared preassigned coursesections or semesters report)

O Master Sched (master schedule with reset seats report)
O Stu Sched (student schedules report)

If you are not yet satisfied with your scheduling load, make adjustments to the campus master
schedule and/or student course requests, and then run the trial run again. Continue running
trial runs and checking the reports until you are satisfied with the scheduling load.

Accept The Scheduling Load

Return to the Schedule Load tab, and click Accept Load to accept the scheduling load, once
you are satisfied with your scheduling load.

Scheduling > Maintenance > Scheduling Load > Schedule Load

When prompted, save a backup of the student course requests.

Review The Student Course Requests

Check that students have been properly assigned courses.
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Scheduling > Maintenance > Student Schedules > Course Requests

Maintenance = Student SessionTimer: 239 min and 15 sec CountyDistrict # 015116\
Save
StudentID: | 014236 Student Name: | RABLE, MABLE Texas Unique Stu ID: | 2083475248 Retrieve I Directory ]
Grade: | 03 (09 Control Team: |1 Active

Status: | 4 - Enrolled at another campus and will attend this campus next year

Assignment Inquiry |r' Credit Detail

Course Reguests

Num Prd 1stAlt 2nd Alt
Del Course Title Section Sem Status Cnirl Course Title Course
@ 0147 [=|/voc o1 Prao1-01 - | 1-Semester 1 - |12 Assigned| 01 =]
SKILLS
9
@ |23 =] ENG 1 v v |22 | Assigned 02 111 =] sTUDY
HALL

.

_

The Status column on this page should be changed from Requested to Assigned. If necessary,
assign students a section and semester to assign them to a course.

Review The Student Course Assignments

Scheduling > Maintenance > Student Schedules > Assignment Inquiry

View a students schedule from this tab.
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@mtenance = Student SessionTimer: 239 min and 29 sec County/District#: 015113
Student ID: 014236 Student Name: |RABLE, MABLE Texas Unigue Stu ID: | 2083475248 Retrieve I Directory I
Status: | 4 - Enrolled at another campus and will attend this campus next year Grade: |08 (09) Control: Team: |1 Active

( Demo ‘( Course Requests Assignment Inquiry Credit Detail

Semester 1 Semester 2
o = C 3 Title SelfPc

0147 01 01-01 VOC SKILLS 9 N AILA 123 Mo rows.

Assign Control Numbers To Students

Assign control numbers by individual, period, grade level, next year control number, or
current year control number. This is an optional step.

[YFEE: To see how to assign control numbers, please refer to Help for that particular tab.
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Scheduling > Maintenance > Control Number

ﬂﬁaintenance = Conirol Number SessionTimer: 239 min and 52 sec

Save

STl 6y perios | By crage | ayny controiz | By oy contror #

County/District # 0151?t\

Insir ID

= (o)
-

Modify Student Schedules As Needed

Modify student schedules individually or by group.
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Modifiy Student Schedules Individually

Scheduling > Maintenance > Student Schedules > Course Requests

(maimenance = Student Schedules SessionTimer. 239 min and 18 sec

[ Save

Student ID: | 911176 Student Name: | REBBE, TYLER JACOB Texas Unique Stu ID: | 5328318582 Retrieve ] [ Directory ]

Status: |2 - Currently enrolled at this campus and will return next year Grade: |09 (10) Control Team: Active

Assignment Ingquiry |( Credit Detail

Course Requesis

County/District# 015116 \

Prd  1stAlt 2nd Alt
Jel  Course Section Cntrl  Course Title  Course
@ |[1223 =] | ENG - ~ |22 Requested|02 =]
2cT
@ |[2333 =] ALG2 - - 22 Requested 02 [=]
@ |[3223 =] | CHEM - v |22 Requested| 02 [e=]
1

3rd Alt
Title  Course

EE

1. Select +Add to add courses, sections, and semesters for students.

You may also select first, second, and third alternate courses for each course listed.

[YPEEE: See Help for more a more detailed description of each field.

2. Modify the courses listed for the student, as necessary.
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Modify Student Schedules by Group

Scheduling > Maintenance > Group Course Change

Maintenance = Group Course Change SessionTimer: 239 min and 45 sec County/District # 0151?q

e Change

Stat |
@ Move Students from one Course to another Course

) Add Course for Students enrolled in a Specific Course
© Drop Students from a Specific Course
) Add Studentstoa Specific Course

Gender: - Mext Year Grade Level: -

Team: - Mext Year Control Mbr: -

J

Modify student schedules by group, as necessary. You may need to move a group of students
from one course to another course, add a course, or delete a course for a group of students.

YPTE: See Help for a more detailed description of the process and each field.

Run All Post-Load Scheduling Reports

Scheduling > Reports > Scheduling Reports

SCHZ2000 - Schedules List (Next ¥r
SCH2100 - Student Schedule (Mext Yr)

SCH2200 - Class List (Next ¥r)

SCHZ300 - Grade List (Mexd Yr)
SCH2400 - Homeroom List (Mext Yr
SCH2500 - Schedule of Classes (Next Yr)
SCH2600 - School Roster (Mext YT

Make sure all student schedulse are accurate by running the following reports:
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SCH2000 - Schedules List (Next Yr)
SCH2100 - Student Schedule (Next Yr)
SCH2200 - Class List (Next Yr)

SCH2300 - Grade List (Next Yr)
SCH2400 - Homeroom List (Next Yr)
SCH2500 - Schedule of Classes (Next Yr)
SCH2600 - School Roster (Next Yr)
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Section 1V: ConcLusion

This concludes the scheduling process. The next process you will need to run is Move To
Grade Reporting. Please review the following guides for more information about this process:

B TxEIS Student - End-of-Year Checklist

B TXxEIS Student - Perform Move To Grade Reporting

Please also see the Perform The Scheduling Process For Elementary Students process guide
for more information about the elementary scheduling process.

For more information about individual fields or pages, please see Help for that page.
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