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About This Manual
Edupoint Educational Systems, LLC. develops software with multiple release dates for the software
and related documentation. The documentation is released inmultiple volumes tomeet this
commitment.

This document serves as a reference for Edupoint's recommendations and Best Practices for
Synergy processes. Due to the complex nature andmyriad configurations possible within the
Synergy software, it is not feasible to include every possible scenario within this guide.

Conventions Used in This Manual

l Bold indicates user interactions such as a button or field on the screen.
l Italics indicate the option to select or text to enter.
l Notes, Tips, References, and Cautions display in themargin to provide additional information.

Notes provide additional information
about the subject.

Tips suggest advanced options or
other ways of approaching the
subject.

References list another source of
information, such as another manual
or website.

Cautionswarn of potential problems.
Take special care when reading
these sections.

Before You Begin

Before installing any of the Edupoint family of software products, be sure to review the system
requirements andmake sure the district’s computer hardware and softwaremeet theminimum
requirements.

Schedule and Course Guide 3

Copyright 2009-2020 Edupoint Educational Systems, LLC



Software and Document History

Document
Version

Release
Date

Software
Release Description

9.0 Dec 2018 2019.01

Updates:

l Added Instructional Hours functionality to the District Calendar
and School Calendar

l Added Updating the Attendance Calendar for an Emergency
Closure Day

l Updated STU202 – Student Schedule to include Additional
Filters section

l Added Prescheduled Courses option to OSM201 – Student
Schedule Analysis, MST413 – Student Schedule Analysis, and
STU415 – Student Schedule List

l Added Removing FTE Segments with No Valid Day on the
Student Classes Screen to Schedule Based FTE chapter,
Schedule Verification, and STU806 – Schedule Verification
Extract

l Added Lock Section When Grades Taken option to Section
Lock

l Added Transferring Students with Course Requests and
Scheduled Classes

l Arranged Reports in alphabetical order

l Updated Student Selection tab screenshot to include the new
Grade column Mass Assigning Sections

l Added Mass Assigning Course Requests by Current Course

l Added Schedule Matrix
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Document
Version

Release
Date
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Updates:

l Added Deleting Meeting Days to Meeting Days and Period
Rotation
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Schedule and Course Overview
Synergy SIS uses twomain processes to create class schedules: Master Schedule Builder and
Mass Scheduling. Large secondary schools typically useMaster Schedule Builder to schedule
students into groups. Smaller schools or elementary schools useMass Scheduling, as these school
types frequently offer only one or two sections for a given course.

There are several differences between theMass Scheduling andMaster Schedule Builder
processes.When usingMass Scheduling, Synergy SIS places students into sections after the user
creates them. InMaster Schedule Builder, the system builds the sections and also schedules
students into them.

See theSynergy SIS –Master Schedule Builder Guidefor more
information about theMaster Schedule Builder process.

Administrators primarily use the Coursemodule to set up courseswithin a district and school. The
Mass Schedulingmodule usesOption Sets to assign students to courses, and displays any schedule
requests that students or parentsmake. The Schedulingmodule allows individual scheduling aswell
as district course and school information.

Copyright 2009-2020 Edupoint Educational Systems, LLC



16 Schedule and Course Guide
Chapter 1: Overview

Certain screenswithin Synergy SIS are available in multiple areas, and administrators typically
control access to Schedule and Course locations. You can have access to either Course screens or
Schedule screens depending on your role.

See theSynergy SIS –Grading and Course History Administrator Guide
for more information on the CTE Programs screen under the Course
node.

Implementation Considerations
Review all standards and rules that apply to a student’s schedule prior to starting theMass
Scheduling process. Before scheduling, review the list of common considerations below.

Core Courses

l Grade Levels – Certain grades have required core courses, such as English, Math, and Social
Studies.

l Specific Student Groups – Students that take part in various activities, such asMarching Band
and ROTC, must attend a group-specific class at a certain time.

Course Requirements

l Prerequisites – Studentsmust pass certain courses before they are eligible to attend others.
For example, a student must normally take Spanish 1 before they are able to register for
Spanish 2.

l Corequisites – Certain courses require another course to be taken consecutively. For
example, Biology requires a consecutive Lab course during the same semester.

Alternate Course Requests

Alternate course requests are backup course preferences used if the student cannot take their
primary requested course.

l Request Types – You can use various options to handle alternate requests. For example, a
one-to-one alternate allows a student to select an alternate core course in the same
department if the first is unavailable. Global alternates allow students to select multiple
electives and rank them by choice.

l Duplicate Courses – TheMass Scheduling process allowsmultiple options for duplicate
course requests, including scheduling/rejecting all requests or accepting only one.

l Term/Teacher Preference – You can allow students to select their course preferenceswhen
making requests.
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Scheduling Options

l Teacher Aides – You can create a generic “teacher aide” course for students that sign up to
become an aide.

l MaximumSeats – Schools schedule students based on themaximumnumber of seats
defined for a section or themaximum seats defined for a room. Many schools choose the
section option, as this allows flexibility to adjust class sizes for teacher considerations and
room constraints.

l Prescheduling – Prescheduling students limits optionswhen usingMass Scheduling screens,
but you can use this for specific students, such as those repeating a course for credit.

Class and Student Grouping

l Teams – Schools create teams to keep sections assigned to the same teacher or period.
l Houses – Schools create houses to organize students into the same sections.
l Wheels – Schools use course wheels to group sets of courses together so that all courses
occur during the same year.

Mass Scheduling Checklist
Before beginning theMass Scheduling process, make sure to do the following:

1. Gather information on the course catalog, pre/corequisite courses, and a list of changes for
the new school year.

2. Update changes to room numbers or room capacity on the School Room screen under the
Systemmodule, Setup folder.

3. Update any necessary teacher information on the Staff screen.
4. Complete the New Year Rollover process.

See theSynergy SIS – New Year Rollover Guide for more information on
the New Year Rollover process.
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Use the checklist below to review the suggested order of tasks for Mass Scheduling. After finalizing
the schedule, complete any scheduling for new students or any schedule updates on theWalk In
Schedule screen.

Task Completed

Scheduling Options Setup

l Define the terms and periods for the new school year in the School
Setup screen.

l Update courses in the District Course screen.

l Opt-in to any new courses and opt-out of unused courses though the
School Course screen.

l Identify any changes to staff, classes offered, and House and Team
assignments.

l Make any necessary changes to the School Scheduling Options
screen.

r

Enter Student Course Requests

l Setup ParentVUE/StudentVUE if allowing students to make online
course requests if needed.

l Mass assign Period Restrictions usingMass Assign House and Team
if needed.

l Mass assign course requests to students usingMass Assign Course
Requests if needed.

l Enter andmaintain student course requests in the Schedule Request
screen.

l Have students complete online course requests in ParentVUE and
StudentVUE if needed.

r

Review Reports

l Review reports to verify data and determine scheduling.
r

Create Initial Master Schedule

l Copy last year’s master schedule for reference.

l Create a new Option Set, or copy an existing one.

l Create sections within the created Option Set.

r

Review Reports

l Review reports to verify initial section offerings with student course
requests.

l Modify course requests and sections as needed after analyzing
reports.

l Preschedule students as needed.

r
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Task Completed

Create Additional Test Schedules

l Copy the initial Option Set to a new Option Set (Ex: 15/16 Test Copy).

l Check out a copy of the new Option Set.

l Select scheduling rules and options for this Option Set.

l Run the schedule.

r

Analyze Scheduling Results

l Review the results of the scheduling in the Option Set.

l Screen any conflicts using in the Schedule Student screen of the
Option Set.

r

Review Reports

l Analyze reports for review of scheduling results.
r

Run Final Test Schedules

l Copy the tested Option Set to a new Option Set for updating and
rescheduling (Ex: 15/16Working).

l Modify Schedule Requests as necessary.

r

Finalize Schedule

l Copy the final option set with student results to a new option set (Ex:
15/16 Final Master Schedule)

l Run the Update Schedule process. This copies theMaster Schedule
fromMass Scheduling to Schedule.

l Hide theMass Schedulingmodule.

l Print student schedules using the STU202 report.

r
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Lookup Table Setup
Some drop-downs and checkbox lists use values configured in lookup tables. Hover over a field to
view a tooltip icon that indicateswhich table controls the field.

Lookup Table ValuesExample

Product-owned lookup tables use hard-coded values that are core to the programming and cannot
be changed. You can customize other lookup tables tomatch district specifications and state
reporting needs.

Consult the list of lookup tables for your state in the appropriate State
Reporting Guide to identify tables that require a specific value.

TheName of the table is listed and theNamespace lists the business
object the table belongs to at the top of the table.The Locked value
indicates if the table is locked and product-owned.

Dwelling Type Lookup Table
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Add Values to Lookup Tables

Hover over the field and click the tooltip icon to open the Lookup Table
screen in a new window for editing. This allows you to quickly edit values.
Refresh the original Synergy SIS screen after modifying values in lookup
tables to view changes.

1. Navigate toSynergy SIS > System > Setup > Lookup Table Definition.
2. Locate the appropriate table.

PAD Tree

Enter Code Lookup Table

3. ClickAdd in the Lookup Values section to add a new line.
4. Enter a ListOrder to display the list in a specific order if needed.
5. Enter aCode. This valuemust be unique.
6. Enter aDescription. This information displays as an option in the drop-down.

The lookup values are sorted byListOrder first, then byCode, and
then byDescription.

7. Enter theOther SIS code to import data during the conversion process from another student
records system.

8. Enter theState Code, if assigned.
9. Enter theAlt Code 3 and Alt Code SIF if used for reporting or system interoperability

purposes, if needed.
10. Enter theEd-Fi Code if your district is part of the Ed-Fi Alliance if needed.

See your State Reporting Guide to identify if there is a specific code
required.
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11. Enter aYear Start and/or Year End date to activate or deactivate the code if appropriate.

Inactive codes show in historical data but are not available for
selection for new records.

12. ClickSave.

Assign a State Reporting Code to an Existing Lookup Table Value

See your State Reporting Guide for more information.

1. Navigate toSynergy SIS > System > Setup > Lookup Table Definition.
2. Locate the appropriate table.
3. Enter the appropriate state reportingCode, State Code, orAlt Code 3 on a populated

Lookup Value line.

Enter Code Lookup Table

4. ClickSave.

Deactivate a Lookup Table Value

This procedure describes how to deactivate a lookup table value containing codes that are no longer
valid. Deactivated values are no longer available for selection but remain in Synergy SIS for
historical reporting purposes.

Do not modify or delete lookup table values that contain outdated state
reporting codes. These are still used for historical reporting purposes.
Instead, deactivate the value and then add a new lookup table value that
contains the updated state reporting codes.

1. Navigate toSynergy SIS > System > Setup > Lookup Table Definition.
2. Locate the appropriate table.
3. Remove the text inState Code on the lookup value line.
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4. Select the last year the lookup table value is valid in theStatus Year End field.

Enter Code Lookup Table

5. ClickSave.

Sort Lookup Values

Click the arrows in any column heading to temporarily change the sort order of the Lookup Values
section.

Enter Code Lookup Table

Change the ListOrder to permanentlymodify the sort order.

Enter Code Lookup Table

Edupoint Proprietary and Confidential



Schedule and Course Guide
Chapter 2: Scheduling Setup 25

Lookup Table Definitions

* Indicates there are specific entries required for these lookup tables. Click the lookup table name to be redirected to
these specific entries.

^ Indicates theremight be state-specific entries required for these lookup tables. Reference your state reporting guide
for these values.

Lookup Table Purpose Screen Tab Section Field
K12

RoomType Designates the type of room
used for the section

System > Setup > School
Room Room Room Room Type

Lookup Table Purpose Screen Tab Section Field
K12.AttendanceInfo

WeekType Customizes the typesof
weeks for each district

Attendance > Setup >
District Calendar Advanced options SpecialWeekSetup Week Type

Lookup Table Purpose Screen Tab Section Field
K12.CourseInfo

AcademicType ^
Denotes the type of course
(Ex.Honors,Non-Academic) Course > District Course Course Course Info Academic Type

Alt ID Type ^

Secondary course subject
typesused for courses that
offer credit for additional
graduation requirements (Ex.
Course Subject Areas,State)

Course > District Course
Course

Alternate Codes Alt Type
Year Override

Apportionment Category Category used for state
funding Course > District Course Course Other Provider Information Apportionment Category

College Subject Area
Used for courses that offer
post-secondary credit in
specified subjects

Course > District Course
Course

Course Subject Areas College Area 1-5
Year Override

Course Discipline ^
Determines the test group
type the course uses for
verified credit tests

Course > District Course Course Verified Credit 1-2 Course Discipline

Course Duration Term duration for the entire
course Course > District Course Course Course Info Course Duration

Course Type ^
Specific course type/medium
(Ex.Distance Learning,
Virtual)

Course > District Course Course Other Provider Information Course Type
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Lookup Table Purpose Screen Tab Section Field
K12.CourseInfo

Department Associated school
department Course > District Course Course Course Info Department

Funding Source ^ Program funding the course Course > District Course
Course Other Provider Information Funding SourceFunding

SourceYear Override Qualifies for Alt State Funding

Instructional Level^
Instructional type used for
staff (Ex.Honors,Non-
Academic)

Course > District Course Course Other Information Instructional Level

ProficiencyCore ^
Indicates if students can
establish proficiencywith the
course

Course > District Course Course Other Provider Information Proficiency Core

Provider Description

Financial provider for course
content (Ex.Post Secondary
Institution,Comprehensive
ServicesAct)

Course > District Course Course Other Provider Information Provider Description

Sced Course Code
Course code used for
NationalCourse
Classification

Course > District Course Description NationalCourse
Classification Course Code

Sced Course Level
Course level used for
NationalCourse
Classification

Course > District Course Description NationalCourse
Classification Course Level

Sced Subject Area
Subject area used for
NationalCourse
Classification

Course > District Course Description NationalCourse
Classification Subject Area

State Course Code ^
Code used for state reporting
for specific states, such as
Washington

Course > District Course Year Override StateCourseCode State Course Code

Subject Area ^ Subject area the course
applies towards Course > District Course

Course
Course Subject Areas Subject Areas 1-5

Year Override

UniversitySubject Area Subject area(s) that apply
specifically towardsuniversity Course > District Course

Course
Course Subject Areas University Area 1-5

Year Override

VocEd Type
Indicateshow the course
applies towards vocational
education

Course > District Course Course Other Provider Information Voc Ed Type
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Lookup Table Purpose Screen Tab Section Field
K12.MassScheduleInfo

User Balance

Used to group specific
students together to keep
them in the same group for
schedule requests (Ex.ELL,
SPED)

Mass Scheduling >
Schedule Request Options Scheduling Options Balance Code

Lookup Table Purpose Screen Tab Section Field
K12.ScheduleInfo

Defined ClassType Indicates if the course is for
studentswith disabilities Schedule > Section

Current Students State Reporting
Defined Class Type

Additional Staff AdditionalStaff

InstructionalContent
Indicates if the section
content is provided byor
affiliated with a third party

Schedule > Section Current Students Section Info Instructional Content

InstructionalStrategy Indicates specific strategy
with teaching content Schedule > Section Current Students Section Info Instructional Strategy

InstructionalMethod
Indicateshow and where the
section is taught (Ex.
Classroom,Online)

Schedule > Section Current Students Section Info Instructional Method

Staff Responsibility^

Indicates the staff role in the
section (Ex.Assisting
Teacher, Lead Team
Teacher)

Schedule > Section
Current Students Staff Contributions

Responsibility
Additional Staff AdditionalStaff

Team Teaching Indicates the type of team
teaching for a section Schedule > Section Additional Staff TeachingOptions Team Teaching

TermCodes^
Code assigned to each
school term for reporting or
tracking purposes

Mass Scheduling > Setup
> School Setup Basic Info TermDefinition detail

Term Code
Schedule > Section Current Students Section Info
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Scheduling Setup

Class Periods

Each class day consists of period units; therefore, all schoolsmust define the class periods. For
example, while an elementary school might only have one period for the entire day, a high school
would have a period for each class.

1. Make sure the current focus points to a school and not the district.
2. Navigate toSynergy SIS > Mass Scheduling > Setup > School Setup.

SchoolSetup Screen

3. Enter theStart Period and theEnd Period. For example, if the school has six periods, the
start periodmight be 1 and the end periodmight be 6.

4. Enter theHomeroom Period if the students are assigned a homeroom. Otherwise, leave
this field blank.

5. Select the Homeroom Meeting Day if the homeroom onlymeets once a week.

SeeMeeting Days and Period Rotation for more information on
assigningmeeting days.

6. Select theSchool Type.
7. Select theSchool Attendance Type.
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8. Select how the school takes attendance inAttendance Entry Method for Teachers and
Class Attendance. This field only affects how teachers take attendance. This selection does
not affect state reporting or attendance calculations.

l BySectionmeans the teacher posts attendance once for the section. Only the first
period of the blocked section has attendance posted to it.

l ByBell Period allows the teacher to post attendance for each bell period scheduled for
the section. The teacher has to select each bell period and post attendance separately.
Each bell period for the section has the attendance posted to it as inputted by the
teacher.

l BySection – Fill All allows the teacher to post attendance once for themulti-period
section. The attendance posts to each scheduled period of the section.

9. Select theSchool Attendance Reason Type:
l Regular is for schools that record absences.
l Positive is for schools that record a present reason for each student in addition to an
absent or tardy reason. Only select this option if your school ismarked as a positive
attendance school type.

10. SelectGrade Attendance Calculated for a school using period attendance:
l BySection calculates attendance based on section. The section containing the
attendance eventsmust match the student's currently enrolled section.

l ByGrading Definition accumulates attendance by verifying the sections that contain
attendance events against any student's currently enrolled section. If a student
switches to a different sectionmid-year, when you run the Update Attendance process,
the student's report card reflects the attendance for both sections.

11. Set theCalendar Type toRegular.

See theSynergy SIS – Attendance Administrator Guide for night
and summer school information.

12. Click Save.

Youmust make these changes for each school in the district.
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Term Definition

Terms define when classes start and end for the school year. A single term can havemultiple grade
reporting periods that signify amilestone in the class, such as amidterm grade. Each school must
define terms for every school year.

1. Navigate toSynergy SIS > Mass Scheduling > Setup > School Setup.
2. ClickAdd in the TermDefinition section.
3. Enter the Term Number, Term Name, and Term End Date.

The Term Begin Date automatically calculates based on the
school calendar.

4. ClickShow Detail to add term codes to each term.

SchoolSetup Screen

5. ClickAdd in the TermCodes section.

SchoolSetup Screen, TermDefinition Detail

6. Enter the Term Code Number, which shouldmatch the TermNumber selected.
7. Select the Term Code.
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8. Enter theStart Date andEnd Date. These fields calculate Schedule Based FTE when terms
overlap.

Make sure that each of your terms has a differentStart Date and
End Date. If any of your terms have the same start or end dates,
Synergy SIS will generate warnings on certain attendance screens.
See TermDefinitionWarning. The only exception is if your school
uses hybrid grading periods.

9. ClickSave.

Schools can customize term codes using the Lookup Table
Definition screen. See District Course Setup for more information.

Term Definition Warning

Schools with multiple terms defined with the same start and end dates in the TermDefinition section
receive the warning: “Two or more terms have the same date range. To resolve this issue, go to the
TermDefinition section in School Setup.” This warning displays on the following screens:

Period Attendance Daily Attendance
Class Period Attendance Class Daily Attendance

Course Attendance Student, (Enrollment tab), FTE Calc
button

Student Classes, (Schedule Based FTE
tab)

TeacherVUE Attendance (if selecting the
option to use the new data loaders)

You can assign term definitions at Synergy SIS > Mass Scheduling > Setup > School Setup.

Incorrect Term Definitions

Term
Number

Term
Name

Term Begin
Date

Term End
Date

Current Term
Codes

1 Semester 1 7/5/2016 1/10/2017 S1, Q1, Q2
2 Semester 2 1/11/2017 5/25/2017 S2, Q3, Q4

You can access attendance screenswith incorrect term definitions defined, but as long as the term
definitions are incorrect, the warningmessage displays on the screensmentioned above.

Period Attendance Screen
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Setting up Correct Term Definitions

Correct your term setup to ensure that date ranges are unique. In the previous example, S1, Q1,
andQ2 refer to the exact same date range as S2, Q3, andQ4. Depending on the school’s needs, the
correct setupmight look like one of the following sections:

Example 1:

Term
Number

Term
Name

Term Begin
Date

Term End
Date

Current Term
Codes

1 Semester 1 7/5/2016 1/10/2017 S1
2 Semester 2 1/11/2017 5/25/2017 S2

Example 2:

Term
Number

Term
Name

Term Begin
Date

Term End
Date

Current Term
Codes

1 Quarter 1 7/5/2016 10/5/2016 S1, Q1
2 Quarter 2 10/6/2016 1/10/2017 S1, Q2

3 Quarter 3 1/11/2017 3/4/2017 S2, Q3

4 Quarter 4 3/5/2017 5/25/2017 S2, Q4

Example 3:

Term
Number

Term
Name

Term Begin
Date

Term End
Date

Current Term
Codes

1 Term 1 7/5/2016 10/5/2016 YR, S1, Q1
2 Term 2 10/6/2016 1/10/2017 YR, S1, Q2

3 Term 3 1/11/2017 3/4/2017 YR, S2, Q3

4 Term 4 3/5/2017 5/25/2017 YR, S2, Q4

Edupoint Proprietary and Confidential



Schedule and Course Guide
Chapter 2: Scheduling Setup 33

Bell Schedule Definition

After defining the number of periods, schoolsmust configure a start and stop time for each period on
the Bell Schedule Definition screen. Bell Schedules aid in calculating the absence amount submitted
to the state for period attendance schools.

Creating Bell Schedules

Schools can configuremultiple bell schedules, but schools can have only one default schedule. You
can enter times for each periodmanually or fill times automatically using the Bell Creation Assistant.

1. Navigate toSynergy SIS > Schedule > Setup > Bell Schedule Definition.
2. ClickAdd to open the Bell Schedule Definition (Add) screen.

Bell Schedule Definition (Add) Screen

3. Enter aCode andBell Schedule Name for the schedule. For example, the default schedule
might use aCode ofDBS and aBell Schedule Name ofDefault Bell Schedule.

Bell Schedule Definition (Add) Screen

4. ClickSave.

The new schedule displayswith a line for each period defined in the
School Setup screen. You can enter the times for each period
manually or Synergy SIS can fill it in automatically using the Bell
Schedule Creation Assistant.
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5. Click the in the Bell Schedule Creation Assistant section to open the Bell Schedule
Creation Assistant. This option automatically fills in the schedule.

a. Enter theStart time of first period (non-military time), Total minutes per period,
andPassing time in-between periods.

b. ClickCreate Bell Schedule to automatically fill in the schedule.

Bell Schedule Definition Screen

6. Once the schedule displays, you can edit the numbers directly in the fields provided. You can
also delete a period from the schedule by clicking the X in theDelete column. Set the
following additional options, if needed:

l Minute Override –Overrides the bell period amount from the Total column.
l Override Reason – Allows you to add text explaining the reason for aMinute
Override.

l Non-Instructional – Removes the bell period amount from anyminute calculations on
reports and state extracts that use the Bell Schedule.

Bell Schedule Definition Screen

7. Click Save.
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EachPeriod in the Bell Schedule Definitionmust have a start and stop
time.

You can definemultiple bell schedules at a school but you can only
schedule one for a given day.

Overriding Bell Schedules

You can create bell schedules based on grade levels and/or houses.When you apply the specific
bell schedule, it overrides the regular bell schedule.

1. Navigate toSynergy SIS > Mass Scheduling > Setup > School Setup.
2. Select aBell Sched Override.

l Enforce Bell Schedule Filtering – Periods removed from a bell schedule are not
considered asmeeting and are not used in any calculations, such asminutes and
attendance.

l Grade Level (with Bell Schedule Filtering) – Uses specific bell schedule for identified
grade levels.

l House (with Bell Schedule Filtering) – Uses specific bell schedule for identified Houses.
l None (Default) – Uses regular bell schedule calculations, which includes all periods on
the bell schedule even if the class does not meet.

SchoolSetup Screen

3. ClickSave.
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Enforce Bell Schedule Filtering

In this example, the student is reported as attending 4 periods in the day and blank periods are
excluded from calculations. No changes occur in Bell Schedule Definition.

Bell Schedule Definition Screen

Setting Grade Level Bell Schedule

Once you override the bell schedule, Synergy SIS uses the selected bell schedule to calculate
minutes/hours for all 12th grade students. Schedule Based FTE also displays the bell schedule in
the FTE Segment Detail.

1. Navigate toSynergy SIS > Schedule > Setup > Bell Schedule Definition.

l You can apply an existing bell schedule to a specific grade level, or you can create and
apply a new bell schedule to the grade level using theGrade Level Bell Schedule
section that displays below the regular bell schedule.

l TheGrade Level Bell Schedule section only displays for those bell schedules that exist
in the school year calendar. If a bell schedule is not used in the calendar, the Grade
Level Bell Schedule section does not display because no overrides are possible.

Bell Schedule Definition Screen
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2. Select a bell schedule in theOverride Bell Schedule column to apply a Grade Level Bell
Schedule override.

Bell Schedule Definition Screen

3. ClickSave.

Setting House Bell Schedule

Once you override the bell schedule, Synergy SIS uses the selected bell schedule to calculate
minutes/hours for all house students. Schedule Based FTE also displays the bell schedule in the
FTE Segment Detail.

1. Navigate toSynergy SIS > Schedule > Setup > Bell Schedule Definition.

l You can apply an existing bell schedule to a specific house level, or you can create and
apply a new bell schedule to the house level using the House Level Bell Schedule
section that displays below the regular bell schedule.

l TheHouse Level Bell Schedule section only displays for those bell schedules that exist
in the school year calendar. If a bell schedule is not used in the calendar, the House
Level Bell Schedule section does not display because no overrides are possible.

Bell Schedule Definition Screen
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2. Select a bell schedule in theOverride Bell Schedule column to apply a House Level Bell
Schedule override.

Bell Schedule Definition Screen

3. ClickSave.

None (Default)

In this example, the student is reported as attending 7 periods in the day and blank periods are
included in calculations.

Bell Schedule Definition Screen
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District Calendar Setup

Adding a District Calendar

1. Navigate toSynergy SIS > System > Setup > District Setup.

District Setup Screen

2. Select the year for your calendar under the Organization Year Tree section.
3. SelectAdd Extension to <<year>> from theActions...menu. The Add Year Extensions

screen opens.

District Setup Screen
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4. Select the type of extension to add from theYear Extensions field (Regular,Night, or
Summer).

5. Select Link Year with all organizations to add this school year to all schools in the
organization tree. Otherwise, you need to link each school to this year manually.

If setting up an extension that is not in use at all schools, such as
summer or night school, do not select this option.

To add this extension to an individual school, see the Advanced
Calendar Options in theSynergy SIS – Attendance Administrator
Guide.

Add Year ExtensionsScreen

6. ClickSave.

District Setup Screen

You can createmultiple extensions for each year. For example, you
can use the process above to create a separate calendar for a
summer school or night school program.
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Defining a District Calendar

After you create the extension for the year, you can define the district calendar. The dates defined at
the district set the boundaries for the school calendars. Create the district calendar so that the
earliest date from any school defines the initial date of the district calendar and the latest date from
any school sets the last date of the district calendar.

1. Navigate toSynergy SIS > Attendance > Setup > District Calendar.

District Calendar Screen

2. Select the days of the weekwhen the district holds classes by selecting the fields under each
day of the week.

3. ClickCreate Calendar.
4. SelectRegular as theCalendar Type.

Collect Year DatesScreen

5. Enter the beginning date inCalendar Start Day and the last day of the calendar inCalendar
End Day.

6. ClickSave.
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7. Enter district-wide holidays and other non-school days in the calendar.
8. Select the Type of day off.

All days off in the district calendar also show in all of the school
calendars so only select days off that are common to all schools in
the district. The options available areHoliday, Vacation, Staff
Development,Non-School Day, orOther. You can alsomark days
asEmergencyClosure Day (Approved) or (Unapproved) or
Supplemental. See Supplemental Instruction Setup in the
Synergy SIS – Attendance Administrator Guide for more
information.

Defining Periods

Use theReport Periods tab of the District Calendar to define periods for attendance reports. You
only use these periods for the reports so they canmatch the grading periods, the terms, or whatever
other intervals are helpful such as 40th and 100th day.

1. Navigate toSynergy SIS > Attendance > Setup > District Calendar.
2. Select theReport Periods tab.
3. ClickAdd to create a blank line.

District Calendar Screen, Report PeriodsTab

4. Enter theOrder the period should display in.
5. Enter a descriptiveName.
6. Enter theStart andEnd dates.

Edupoint Proprietary and Confidential



Schedule and Course Guide
Chapter 2: Scheduling Setup 43

7. ClickAdd to add another report period and continue until you enter all report periods.

The dates for each report period cannot overlap.

District Calendar Screen, Report PeriodsTab

8. ClickSave.

Setting up a Holiday Week

1. Navigate toSynergy SIS > Attendance > Setup > District Calendar.
2. Select theAdvanced Options tab.
3. ClickAdd for a new line.

District Calendar Screen, AdvancedOptionsTab

4. Enter the beginning date of the week in theWeek Date field.
5. Enter theWeek Type.

You can customize the types of weeks for each district using the
Week Type lookup table.

6. SelectExclude From State Reports to exclude this week from the state upload.
7. ClickAdd to add another week, if needed.
8. SelectX to delete a week, if needed.
9. ClickSave.
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Adding Instructional Hours

You can determine how many instructional minutes are offered at each school based on a
combination of the Bell Schedule Definition and Period Rotation Definition selected and the number
of days in the School Calendar.

1. Navigate toSynergy SIS > Attendance > Setup > District Calendar.
2. Select theAdvanced Options tab.
3. Enter the Instructional Hours for eachGrade Level.

District Calendar Screen, AdvancedOptionsTab

4. ClickSave.
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School Calendar Setup

After defining the district calendar and creating the bell schedules for your school, youmust set up a
school-specific calendar for each of the schools in the district. Each day can have only one bell
schedule assigned to it.

There are two ways to assign bell schedules to schools. You can either use the Create Calendar
functionality or select options directly on the School Calendar screen.

Before adding or editing a record, confirm the current focus points to a
school and not the district.

Option 1: Using Create Calendar

1. Navigate toSynergy SIS > Attendance > Setup > School Calendar.
2. ClickCreate Calendar to open the Create School Calendar screen.

SchoolCalendar Screen
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3. SelectUse District Calendar to apply the district calendar to the school calendar.
Synergy SIS uses theCalendar Type andStart Date andEnd Date for the District
Calendar display.

Create SchoolCalendar Screen

If the dates and type do not display, the district calendar does not
exist for the school's calendar type.

Edupoint Proprietary and Confidential



Schedule and Course Guide
Chapter 2: Scheduling Setup 47

4. Select theStart Date andEnd Date to create a school calendar with different dates than the
district calendar.

Create SchoolCalendar Screen

5. Select theDefault Bell Schedule.

See Assigning Rotation Default for information on Rotation Default.
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6. ClickSave. Once you create the calendar, the default bell schedule assigns to every day of
the school calendar.

SchoolCalendar Screen

If some days do not follow the default bell schedule, you can define
another bell schedule in the Bell Schedule Definition screen. See
Bell Schedule Definition for further instructions.

7. Select the special bell schedule in theBell field.

SchoolCalendar Screen

8. ClickSave.
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9. Select the Type of non-school day specific to the school and different from the district
calendar. The options areHoliday, Vacation, Staff Development, Non-School Day, Other,
EmergencyClosure Day (Approved) or (Unapproved), or Supplemental.

See Supplemental Instruction Attendance in theSynergy SIS –
Attendance Administrator Guide for more information about
supplemental days.

SchoolCalendar Screen

10. ClickSave.

Youmust repeat these steps to create a school calendar for every
school in the district.

Once you create the initial calendars for the district and the schools,
you can create calendars for subsequent years by copying these
initial calendars. You do this through the New Year Rollover
process. See theSynergy SIS – New Year Rollover ProcessGuide
for more information about this process.
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Option 2: Selecting Options on the School Calendar Screen

1. Navigate toSynergy SIS > Attendance > Setup > School Calendar.
2. Select theDefault Bell Schedule.
3. ClickSet Bell Default. This updates all days in the calendar with this schedule.

SchoolCalendar Screen

4. Select theDefault Supplemental Bell Schedule.
5. ClickSet Bell Default.

SelectUse Supplemental Calendar to change the School
Calendar.

SchoolCalendar Screen
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6. Select theBell column for a specific day in the School Calendar section tomanually adjust the
bell schedule.

SchoolCalendar Screen

7. ClickSave.
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Defining School Report Periods

TheSchool Report Periods tab allows you to define periods for attendance reports. These
periods only apply to these reports so they canmatch the grading periods, the terms, or other helpful
intervals, such as 40th and 100th day. Aswith the calendar, the school report periods can use those
defined at the district or override the periods at the school level.

1. Navigate toSynergy SIS > Attendance > Setup > School Calendar.
2. Select theSchool Report Periods tab. You cannot change theOrder orName of the

district report periods or add or delete report periods at the school level. However, you can
change the dates.

SchoolCalendar Screen, SchoolReport PeriodsTab

Edupoint Proprietary and Confidential



Schedule and Course Guide
Chapter 2: Scheduling Setup 53

3. Enter the start date in theDateStart field and the end date in theDateEnd field to change the
dates for the school report periods.

The dates for each report period cannot overlap.

SchoolCalendar Screen, SchoolReport PeriodsTab

4. SelectOverride next to the periods youmodified.
5. ClickSave.
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Loading a Week

You canmark an entire week as a holiday, such asWinter Break or Spring Break, for a school or
district.

1. Navigate toSynergy SIS > Attendance > Setup > School Calendar.
2. Click theSchool Report Periods tab.

SchoolCalendar Screen, SchoolReport PeriodsTab
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3. ClickLoad District School Weeks to display the district weeks configured in the School
Week Setup area.

SchoolCalendar Screen, SchoolReport PeriodsTab

4. SelectX to delete a district week that does not apply to the school, if needed.
5. ClickAdd in the SchoolWeek Setup section to add a week off for the school, if needed.
6. Enter the beginning date of the week in theDate field.
7. Select theWeek Type.

You can customize the types of weeks for each district using the
Week Type lookup table.

8. Select Exclude From State Reports to exclude this week from the state upload.
9. ClickAdd to add another week, if needed.
10. SelectX to delete a week, if needed.
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11. ClickSave.

For California schools and districts, Synergy SIS also outlines the
P1, P2, and P3 reporting periods the state uses. This information is
in the State Reporting Periods section at the bottom of theSchool
Report Periods tab of the School Calendar screen.

SchoolCalendar Screen, SchoolReport PeriodsTab

For each reporting period, Synergy SIS calculates theStart Date
andEnd Date of the period. It also counts the number ofHolidays
and otherNon-Attendance Days in the period. Finally, it tabulates
the number of School Days andDays of Enrollment.
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12. ClickShow Detail to see the detail of each period byweek, if needed.

SchoolCalendar Screen, SchoolReport PeriodsTab, State Reporting PeriodsDetail

Synergy SIS tabulates this information for each week. Select
Exclude from State Reporting to remove any of these weeks
from the state upload.

Adding a Custom Holiday

1. Navigate toSynergy SIS > Attendance > Setup > School Calendar.
2. Select theAdvanced Options tab.
3. ClickAdd to add a new line.

SchoolCalendar Screen, AdvancedOptionsTab

4. Select theGrade affected by this custom holiday.
5. Enter the date of the custom holiday inCal Date.
6. Select the type of non-school day inHoliday.

l ClickAdd again and follow the steps above to add another non-school day for a grade,
if needed.

l SelectX to delete a day, if needed.

7. ClickSave.
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Reviewing Instructional Hours and Adding Hour Deviations

1. Navigate toSynergy SIS > Attendance > Setup > School Calendar.
2. Select the Instructional Hours tab.
3. Review the Total Instructional Hours section.

l Grade – Displays the grade levels selected in School Setup.
l House –Only available ifHouse (with Bell Schedule Filtering) is the selectedBell
Schedule Override on the School Setup screen. Instructional Minutes display per
House.

l Instructional Hours – Sum of theminutes derived based on a combination of the Bell
Schedule Definition and Period Rotation Definition selected and the number of days in
the School Calendar using the following equation:

Total minutes from the Bell Schedule * the number of days it is used in the calendar / 60
minutes

Youmust set theExclude Passing Minutes in Schedule
Based FTE selection toNo on the Schedule Based FTE
Setup – District screen.

l Instructional Hours Deviation – Manual entry option to adjust the Total Reported
Instructional Hours. You can enter a '-' (minus) to subtract hours or simply enter hours
to add.

l Total Reported Instructional Hours – Sum of Instructional Hours and
Instructional Hours Deviation columns.

l State Required Instructional Hours – Displays the Instructional Hours entered from
the District Calendar.

l Difference in Hours – Displays the difference between the Total Reported
Instructional Hours and theState Required Instructional Hours columns. If the
difference in hours is greater than or equal to the required hours, the field is green,
otherwise, the field is red.

SchoolCalendar Screen, InstructionalHoursTab

4. ClickSave.

Edupoint Proprietary and Confidential



Schedule and Course Guide
Chapter 2: Scheduling Setup 59

Updating the Attendance Calendar for an Emergency Closure Day

This process updates the Attendance Calendar when the school or district calendar changes to an
emergency closure day, and updates the Attendance Calendar to move attendance to the next valid
day for both daily and period attendance schools.

1. Navigate toSynergy SIS > Attendance > Setup > School Calendar.
2. Change the day to an approved school closure day.

SchoolCalendar Screen

3. ClickSave. The Attendance Calendar Update screen opens.
4. Select theAttendance Reasons for Move Absence Reasons. This step is required. The

reasons selected here are the only ones that will move to the next valid day on the Attendance
Calendar.

5. ClickUpdate School.

Attendance Calendar Update Screen
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Verifying the Attendance Calendar Update

You can ensure the Attendance Calendar update was successful by viewing the Attendance
Calendar on the Daily Attendance or Period Attendance screen.

DailyAttendance Screen

You can view the students affected by the update by viewing the Attendance Calendar Student
Attendance Update file in the JobQAdmin Viewer.

Attendance Calendar Student Attendance Update Output

If the next calendar day is a holiday or weekend, the attendance update
moves to the day after the holiday or weekend. This is only true for period
attendance schools if all the same codes are applied to all periods for the
attendance updates.

If the change of day is done from the District Calendar, all schools in that
district update.
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Rules Logic for Moving Attendance

The following describes the rules logic for moving attendance for once daily, twice daily, and period
attendance schools.

Once Daily School

Does the attendance code for the date that was changed in the calendar match one of the codes that
should bemoved?

If yes

l Search for a day tomove the attendance to using Once Daily Rules below.
l Was a day found tomove attendance to?

If yes

l Log attendance for the date that was changed in the calendar in the "Update" log.
l Move attendance to the new day.

If no

l Log attendance for the date that was changed in the calendar in the "Non-update" log.
Do not move attendance.

If no

l Log attendance for the date that was changed in the calendar in the "Non-update" log. Do not
move attendance.

Once Daily Rules

Is there an attendance code?

If yes

l Does that codematch one of the codes that should bemoved?

If yes

l Look at the next valid attendance day for this student. If that day is valid, return it.

If no

l No day found, attendance cannot bemoved.

If no

l This is a valid day that attendance canmove to.
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Twice Daily School

Do both of the attendance codes for the date that was changed in the calendar match one of the
codes that should bemoved?

If yes

l Search for a day tomove the attendance to using Twice Daily Rules below.
l Was a day found tomove attendance to?

If yes

l Log attendance for the date that was changed in the calendar in the "Update" log.
l Move attendance to the new day. (Code1/Amount1moves to Code1/Amount1 on the
new day, Code2/Amount2moves to Code2/Amount2 on the new day)

If no

l Log attendance for the date that was changed in the calendar in the "Non-update" log.
Do not move attendance.

If no

l Log attendance for the date that was changed in the calendar in the "Non-update" log. Do not
move attendance.

Twice Daily Rules

Is there an attendance code in AM or PM?

If yes

l Do both attendance codesmatch one of the codes that should bemoved?

If yes

l Look at the next valid attendance day for this student. If that day is valid, return it.

If no

l No day found, attendance cannot bemoved.

If no

l This is a valid day that attendance canmove to.
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Period Attendance School

Is there an attendance code in every period for the date that was changed in the calendar for this
student?AND
Do all of the attendance codes for the date that was changed in the calendar match?AND
Does that codematch one of the codes that should bemoved?

If yes

l Search for a day tomove the attendance to using Period Rules below.
l Was a day found tomove attendance to?

If yes

l Log attendance for the date that was changed in the calendar in the "Update" log.
l Move attendance to the new day. (All periods are filled with the code that was in the
periods on the newly created holiday. The AM codemoves straight across if it matches
a code that should bemoved.)

If no

l Log attendance for the date that was changed in the calendar in the "Non-update" log.
Do not move attendance.

If no

l Log attendance for the date that was changed in the calendar in the "Non-update" log. Do not
move attendance.

Period Rules

Are there any period attendance codes?

If yes

l Do all of the attendance codesmatch?AND
l Is that code one of the codes that should bemoved?

If yes

l Look at the next valid attendance day for this student. If that day is valid, return it.

If no

l No day found, attendance cannot bemoved.

If no

l This is a valid day that attendance can bemoved to.

Copyright 2009-2020 Edupoint Educational Systems, LLC



64 Schedule and Course Guide
Chapter 2: Scheduling Setup

School Scheduling Options
The School Scheduling Options screen contains options for running the scheduling course requests
for full sections, generating section IDs, addingmeeting days, and selecting pathways.

SeeMeeting Days and Period Rotation for more information on creating
Meeting Days.

1. Navigate toSynergy SIS > Mass Scheduling > Setup > School Scheduling Options.
2. Select theClass Size Limit option. This is the process the system useswhen reviewing

course requests for a section that reached the class size limit.

l Add Student, noMessage – Adds the student to the section without giving a warning
message.

l Add Student, with Message – Adds the student but includes a warningmessage that
the section has reached the class size limit.

l Don't add student – Skips scheduling the student into the section.
l Require Password –Only adds the student to the section if you enter the correct
password.

3. Enter theSection Override Password if using theRequire Password option.
4. Enter theSection ID Width. This is the character limit for a section ID.
5. Select theAuto Sequence option. This determines the section ID creation processwhen

running theMaster Schedule Builder process.

l Manual –Manually add section IDs after runningMaster Schedule Builder.
l Period and Counter – Section IDs begin with the period number, followed by a
sequential number based on section creation order.

l Course and Period – Section IDs begin with the Course ID, followed by the section
period number. Choose this option only if the school never offers two sections of a
course in the same period.

l Counter – The system creates section IDswith a sequential number based on creation
order.

l Course and Period and Counter – Section IDs contain the Course ID, period number,
and sequential creation number.

l Course and Counter – Section IDsmatch the same number as the one generated by
Master Schedule Builder.

l Course andManual – The system generates a Course ID, the user manually creates a
section ID, and the system attaches the two.

See theSynergy SIS –Master Schedule Builder Guide for
more information onMaster Schedule Builder.
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6. Select Track Class Deletions for Add/Drop Report to keep deleted sections on the
Student ClassesDeleted screen and any applicable reports.

7. SelectEnable Section ID Validation Warnings to display a warning when amanually
entered section ID goes over width requirements.

8. SelectDo Not Fill Section ID Gaps to prevent the system from filling gaps between existing
sections and instead create sequential section IDs from the highest section number. For
example, a school has the following sections created: 1001, 1002, and 2001. If selected, the
next Section ID automatically assigned to a created section is 2002.

This is useful for schools that changeSection ID format and wish to
keep previous sections on file for record-keeping purposes.

9. SelectOnly Create Grade Records For Homeroom Section if your school issues grades
through homeroom teachers while still tracking participation in other courses. Elementary
schools primarily use this option.

See theSynergy SIS –Grading and Course History Administrator
Guide for more information about grading.

10. SelectEnable View of Student's Team/House/Counselor to view this information on the
Section and Schedule Section screens, aswell as the STU408 – Class List report.

See Houses and TeamsOverview for more information on Houses
and Teams.
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11. SelectEnable View of Course Duration to display the course duration value for a course in
the Student Requests and Alternates for Electives sections on theRequests tab on the
Schedule Request screen and in the Selected Course Requests and Selected Alternate
Course Requests sections on the Course Request screen in ParentVUE and StudentVUE.

SchoolScheduling OptionsScreen

12. ClickSave.

Meeting Days and Period Rotation

Adding Meeting Days

Some schools offer classes on different days or different periods. UseMeeting Days to rotate
periods to fit scheduling needs.

1. Navigate toSynergy SIS > Mass Scheduling > Setup > School Scheduling Options.
2. ClickAdd in theMeeting Days section. A new row displays. Do this for each day in the period

rotation. For example, if there are four days in the rotation, enter four meeting days.
3. Enter theOrder number for the day.
4. Enter aCode to identify the day.
5. Enter aDescription for each day.

SchoolScheduling OptionsScreen

6. ClickSave.
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Deleting Meeting Days

You can deleteMeeting Days for a future school year on the School Scheduling Options screen that
have linked sections on the Schedule Section screen. An error message displays if you try to delete
aMeeting Day on the School Scheduling Options screen for a linked section in theMeeting Days
section on the Section screen andHomeroom Meeting Days on the School Setup Screen.

1. Navigate toSynergy SIS > Mass Scheduling > Setup > School Scheduling Options.
2. ClickDelete Meeting Day for themeetingCode to delete.

SchoolScheduling OptionsScreen
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The following error messages display when ameeting day cannot be
deleted on the School Scheduling Options screen as:

l TheMeetingCode is linked to theMeeting Days on the Section
screen.

Error Message

l TheMeetingCode is linked toHomeroom Meeting Days on the
School Setup screen.

Error Message

A confirmationmessage displays before deleting themeeting day if the
meeting day is used only on the Schedule Sections screen. ClickYes to
delete the selectedmeeting day.

Schedule Section ConfirmationWindow
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District Setup Options

Use the District Setup screen to ensure that rotation periods stay in the section if any changes are
made on the Period Rotation Definition screen.

1. Navigate toSynergy SIS > System > Setup > District Setup.
2. Select theSystem tab.
3. SelectDo not clear rotation periods when increasing number of days in the cycle

andDo not clear rotation periods when decreasing number of days in the cycle in the
Other Options section.

District Setup Screen, System Tab

4. ClickSave.
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Period Rotation Definition
Use the Period Rotation Definition screen to configure periods for all meeting days.

1. Navigate toSynergy SIS > Schedule > Setup > Period Rotation Definition.
2. Enter theNumber of Days in Cycle. For example, if school periods change every other day,

there are two days in the cycle. If periods change every day except for the fifth day, there are
four days in the cycle.

Period Rotation Definition Screen

3. ClickSave. The Rotation Definition section fills automatically with a DayCode for each day in
the cycle.

4. Assign themeeting days created in the School Scheduling Options screen to each day in the
cycle by selecting it from the Schedule Code.

5. ClickSave.
6. Select theRotation Periods tab. You canmanually edit either default distribution to adjust

the rotation. Clicking either Set Rotating Default or Set Non-Rotating Default populates
the Period Definition section.

l ClickSet Rotating Default to set up a rotating schedule in which each period is at a
different time every day in the cycle.

Period Rotation Definition Screen, Rotation PeriodsTab
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l ClickSet Non-Rotating Default to set a non-rotating schedule where each period is
at the same time every day in the cycle.

Period Rotation Definition Screen, Rotation PeriodsTab

7. ClickSave.

Assigning Rotation Default

After updating the Period Rotation Definition screen, assign rotation days to specific calendar dates
in the School Calendar.

1. Navigate toSynergy SIS > Attendance > Setup > School Calendar.
2. Select Fill Rotating Days Skipping Over Holidays or Fill Rotating Days Holidays

Count as Rotation Day in the Rotation Default section to automatically assign rotation.

SchoolCalendar Screen
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3. ClickCustomize the Rotation default by date and type to set a different rotation for part
of the year. The Set Default Rotation Calendar screen opens.

a. Select theStart Date andRotation Code to begin the rotation.
b. Select the Rotation Default option.

Set Default Rotation Calendar Screen

c. ClickSave.

4. Manually change the rotating day by clicking in theRot column and selecting the DayCode.

SchoolCalendar Screen

5. ClickSave.

Assigning Periods to Sections

1. Navigate toSynergy SIS > Schedule > Section.
2. Locate the section tomodify.
3. Select theMeeting Days tab.

Section Screen, Meeting DaysTab
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4. Enter the PeriodBegin and End for eachMeeting Day in the Cycle Codes section.

Youmust assign periods to each section in the rotation.

5. Click Save.

Allowing Schedule Overlap
You can enable sections to overlap for the same period for students within the District Setup and
School Setup screens.

District Level Validation

1. Navigate toSynergy SIS > System > Setup > District Setup.
2. Select theSystem tab.
3. Select one of the following under Validate Student Classes in the Other Options section:

l DoNot Validate Student Classes – Ignores schedule overlap
l Show Error and DoNot Allow Data to be Saved if Student ClassesOverlap
l ShowWarning and Allow Data to be Saved if Student ClassesOverlap

District Setup Screen, System Tab

4. ClickSave.

After enabling district-level validation, each school in the district that
does not follow the same validationmust use their own settings.
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School Level Validation

1. Navigate toSynergy SIS > Mass Scheduling > Setup > School Setup.
2. Select one of the following under Validate Student Classes in the Other Info section:

l DoNot Validate Student Classes– Ignores schedule overlap
l Show Error and DoNot Allow Data to be Saved if Student ClassesOverlap
l ShowWarning and Allow Data to be Saved if Student ClassesOverlap

SchoolSetup Screen

3. ClickSave.
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Enabling Historical Staff Tracking
Schools assign each section of a course to a staff member. Before assigning staff to sections,
schoolsmust add all staff members to their respective schools and assign departments to staff to
allow for grouping and reporting.

See theSynergy SIS – SystemAdministrator Guide for more information
on adding and updating staff assignments.

Enable historical tracking of staff assignment to a course allows the system to keep a record of which
staff members have taught a particular course.

1. Navigate toSynergy SIS > System > Setup > District Setup.
2. Select theSystem tab.
3. SelectEnable historical tracking of staff in sections in the Other Options section.

District Setup Screen, System Tab

4. Click Save.
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Restricting Section Modifications
You can restrict a user’s ability to delete student section enrollments using one of threemethods:
prohibiting any change, prohibiting changes during specific times of the day, or prohibiting changes
after a certain number of days.

1. Navigate toSynergy SIS > System > Setup > District Setup.
2. Select theSystem tab.
3. Choose one of the following options:

l SelectDisable ability to add, drop, and transfer students to prohibit any
modification to student schedules for the current term.

Selecting this option overrides any settings in the Disable
Add, Drop, and Transfer section.

District Setup Screen, System Tab
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l Enter theBegin andEnd time period for eachDay of the Week to lockmodification in
the Disable Add, Drop, and Transfer section.

District Setup Screen, System Tab
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l Enter a numeric value of up to three digits forDisable the ability to delete student
section enrollment on or after day _ of the current term. If left blank or the field
contains 0, the option remains disabled.

a. SelectConsider Holidays in the days of enrollment count to include school
holidays in the day count.

b. Enter theMessage shown when the ability to delete student section
enrollment is disabled.

District Setup Screen, System Tab

4. ClickSave.
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Setting Course Display Options
TheCourse ID Print Width field allows you to customize the length of the Course ID as it displays in
any reports. You can also set theShort Course Title to display instead of the full course title for any
reports and screens that use a course name. The Short Course Title also displays on Course History
records.

If there is noShort Course Title entered for the course on the District
Course screen, reports and screens use the fullCourse Title.

1. Navigate toSynergy SIS > System > Setup > District Setup.
2. Select theSystem tab.
3. Enter theCourse ID Print Width in the CourseOptions section as a numerical value.
4. SelectUse Course Short Title.

District Setup Screen, System Tab

5. ClickSave.
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Managing District Courses
TheDistrict Course screen lists all courses taught within the district. These records are not school-
year specific. The Section screen captures individual classes held each year for each course.

Adding a District Course

1. Navigate toSynergy SIS > Course > District Course or Synergy SIS > Schedule >
District Course.

2. ClickAdd. The District Course (Add) screen opens.

You can also duplicate an existing course by selectingDuplicate
Course from theMenu. This only copies the data on theCourse tab.
Youmust manually enter information from additional tabs after
saving the course.

District Course Screen

3. Enter aCourse ID. This code is alphanumeric and limited to 20 characters.
4. Enter theCourse Title. You can also enter theCourse Short Title if your school uses this

label.

See Setting Course DisplayOptions for more information on the
Course Short Title.

5. SelectMandatory to assign the course automatically to all schools in the district. If a course is
not mandatory, schoolsmust opt-in to the course.

Use the Inactive option to remove a course listing. You cannot
delete a course after it displays on the Student Course History
screen.
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6. SelectAlways Show in Course History Add if the course should display even if marked
inactive.

District Course (Add) Screen

7. Select theCourse Duration.
8. Select theDepartment.
9. Enter theCredit andMax Credit offered for the course.

District Course Add Screen

10. Select theDuplicate Request option under Scheduling Options to determine how the course
handles duplicate course requests.

The Duplicate Course Request setting on the School Scheduling
Options screen in theMass Schedulingmodule overrides this
selection.

11. Select theSchedule Priority used for Mass Scheduling.
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12. Enter information for the ParentVUE Options to control access to course requests.

See theSynergy SIS – ParentVUE and StudentVUE Administrator
Guide for more information about ParentVUE and StudentVUE
course requests.

District Course Add Screen

13. Select theGrade Low andGrade High.
14. Select theSubject Area under Course Subject Areas to identify how the coursemeets

graduation requirements. You can select multiple subject areas.

15. Find and select a child course in theMerge Course field to link to a parent course when
reporting repeated course attempts on the CHS403 - Repeat Course report if needed. This
allows the report to include themerged course in the final count of the parent course, and is
useful when course numbers update within school course catalogs.

See theSynergy SIS – Course History User Guide for more
information on the CHS403 – Repeat Course report.

District Course Add Screen
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16. Enter Verified Credit information by choosing theCourse Discipline from the list.
17. Click the link under Test Group to link the course to a group.

District Course Add Screen

18. ClickAdd in the Alternate Codes section to add a row to the section. Alternate codes specify if
the system should include or exclude a course in graduation requirement calculations. The
Order determines the order to process the Alt Types for GPA calculation.

After adding an Alternate Code to any course, youmust assign an
alternate code to every other course included in graduation
requirement calculations, including previously existing courses.

District Course Add Screen

19. Select any additional course options.

See theSynergy SIS –Grading and Course History Administrator
Guide for more information on subject areas, school graduation
requirements, and configuring verfied credit.

20. ClickSave.
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Editing Course Data

You can edit most course information directly on the District Course screen. Follow the steps below
to edit data in the top row of the screen.

1. Navigate toSynergy SIS > Course > District Course or Synergy SIS > Schedule >
District Course.

2. SelectEdit Course Data from the Menu.

District Course Screen, Menu

3. Make any necessary changes to the top row of data.

District Course Screen

4. ClickSave.
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Adding Equivalent Courses to a Merged Course

1. Navigate toSynergy SIS > Course > District Course or Synergy SIS > Schedule >
District Course.

2. Select theEquivalencies tab.
3. ClickChooser to locate theCourse ID orCourse Title.

District Course Screen, EquivalenciesTab

4. ClickSave.

You cannot add Course Equivalencies to a course that is already an
equivalent of another course. Youmust clear theMerge Course field
in the Other Information section of theCourse.

District Course Screen

Year Overrides

In order to comply with graduation and state requirements, schools can create subject areas,
technical course indications, or additional course attributes that are valid for certain years only.

1. Navigate to Synergy SIS > Course > District Course or Synergy SIS > Schedule >
District Course.

2. Select theYear Override tab.
3. ClickAdd in the Course Subject Areas section to add a new row.

a. Enter theStart andEnd.
b. Select theSubject Area,College Area, and/orUniversity Area.
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4. Click Add in the Alternate Codes section to add a new row.

a. Enter theStart andEnd.
b. Select theAlt Type and enter theAlt Code.

5. ClickAdd in the Qualifies for Alt State Funding section to add a new row.

a. Enter theYear Start andYear End.
b. Select the Funding Source.

6. ClickAdd in the Technical Course section to add a new row.

a. Enter theYear Start andYear End.

7. ClickAdd in the Course Content Area section to add a new row.

a. Enter theStart Year andEnd Year.
b. Select theCode.

District Course Screen, Year Override Tab

8. ClickSave.
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Pre/Corequisites

You can add prerequisite and corequisite course information on the District Course screen. You can
also add prerequisite course groups if a course requiresmore than one prerequisite class.

Prerequisites and prerequisite course groups function withOR logic. For
example, a student is eligible for enrollment inAlgebra I by passing the
Pre-Algebra course or fulfilling theCore prerequisite group requirement.

1. Navigate to Synergy SIS > Course > District Course or Synergy SIS > Schedule >
District Course.

2. Select thePre/Corequisite tab.
3. ClickAdd in the Corequisite or Prerequisite sections to select individual courses or click

Chooser to select multiple courses.

District Course Screen, Pre/Corequisite Tab

4. Select a Prerequisite course and clickShow Detail.
5. Select theValid Marks for Pre-Requisite. If left blank, the course uses any creditablemark.
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6. Select Include course history that does not earn credit if the course does not award
credit, but still counts towards prerequisite requirements.

District Course Screen, Pre/Corequisite Tab, Prerequisite Detail

7. ClickSave.

Adding Prerequisite Groups

1. Navigate to Synergy SIS > Course > District Course or Synergy SIS > Schedule >
District Course.

2. ClickAdd on the Prerequisite Group section. The Prerequisite CourseGroup screen opens.

You can also access the Prerequisite CourseGroup screen from
the Coursemodule.

3. Enter theGroup Name.
4. Select the Logic Type. This logic type applies to all courseswithin the Prerequisite Course

Group.

Prerequisite CourseGroup Screen

5. ClickSave. The Prerequisite CourseGroup screen closes.
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6. ClickAdd to add a single course to the group orChooser to addmultiple courses.

Prerequisite CourseGroup Screen

7. Select a course and clickShow Detail.
8. Select theValid Marks for Pre-Requisite. If left blank, the course uses any creditablemark.
9. Select Include course history that does not earn credit if the course does not award

credit but still counts towards prerequisite requirements.

Prerequisite CourseGroup Screen, Prerequisite Detail

10. ClickSave.
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Schools Teaching

TheSchools Teaching tab of the District Course screen is read-only and displays all schools that
offer the course.

District Course Screen, SchoolsTeaching Tab

Standards

TheStandards tab of the District Course screen allows schools to align standards to courses.
Select standards by Standards Type, Grade, and Subject. You can weigh specific standards for the
course higher than others and flag them as included in report cards.

1. Navigate to Synergy SIS > Course > District Course or Synergy SIS > Schedule >
District Course.

2. Select theStandards tab.
3. ClickChooser.
4. Enter search criteria to display a list of standards.
5. Double-click a standard or hold the Shift key to select multiple standards and clickAdd

Selected Rows.
6. ClickSelect.
7. Select Include in Report Card and enter theWeight if required.

District Course Screen, StandardsTab

8. ClickSave.
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National and State Course Classification
Enter information for course alignment to national and state standards on the District Course
screen.

Refer to your state reporting guide to determine if specific values are
required for reporting purposes.

1. Navigate toSynergy SIS > Course > District Course.
2. Select theDescription tab.
3. Select theSubject Area under National Course Classification.
4. Select theCourse Level.
5. Select theCourse Code.
6. Enter theSequence number of the course.
7. Enter theAvailable Credit.

District Course Screen, Description Tab

8. Select theSubject Area under State Course Classification.
9. Select theCourse Record Type.
10. Select theCourse Content Area.
11. Select any applicableCourse Levels.
12. Enter theStandard Addressed.
13. SelectGrad Requirement Indicator if the course is part of graduation requirements.
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14. Select End of Course Indicator andEnd of Course Assessment if this is the last course
in a series.

15. Select IB Indicator if the coursemeets International Baccalaureate qualifications.
16. SelectAP Indicator if the course is for Advanced Placement.
17. Enter theAP Code, IB Code, andCIP Code if necessary.
18. SelectAICE Indicator if the course qualifies as an American Institute for Creative Education

course.
19. Select IGCSE if the course qualifies as an International General Certificate of Secondary

Education course.
20. Select the College information if the course is a college-level course, includingCollege

Course Title andCollege Course Credits.

District Course Screen, Description Tab

21. Enter any necessary information for the Civil Rights Data Collection section.
22. ClickChooser to find and select the CTE Programs associated with the course.

District Course Screen, Description Tab

23. ClickSave.
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School Course Opt-In
Schoolsmust first opt-in to teach District Courses in order to have them available in the School
Courses screen. This also allows you to create sections for scheduling.

Opt In Options

Use theOpt In Options tab on the District Course screen to select the type of schools allowed to
opt-in to the course. You can include or exclude individual schools.

1. Navigate toSynergy SIS > Course > District Course.
2. Select theOpt In Options tab.
3. Select allSchool Types Allowed to Opt In for this Course.
4. ClickChooser in the Opt In Types section to select individual schools.
5. Select the Include/Exclude option.

District Course Screen, Opt In OptionsTab

6. ClickSave.
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School Course Opt-In

Each school must opt-in to a course to offer it. Schools automatically offer any coursemarked
mandatory by the district.

1. Ensure that the school in focus is correct.

SynergyHomeScreen

2. Navigate toSynergy SIS > Course > School Course Opt-In or Synergy SIS >
Schedule > School Course Opt-In.

3. Select the search criteria to find courses, such as theSubject Area,Course ID,Course
Short Title, etc.

4. ClickSearch.
5. SelectOpt In on the row to enable the course for the school.

SchoolCourseOpt-In Screen

6. ClickSave.
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Remove Unused Opt-In Courses

At the end of the year, you can remove courses from displaying in the list if they have no scheduled
students.

This process removes theOpt In option for any selected courses for the
school and school year in focus.

1. ClickRemove Unused Opt-In Courses.

SchoolCourseOpt-In Screen

2. ClickYes to confirm removal.

ConfirmationMessage
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Managing School Courses
The School Course screen in the Coursemodule lists all courses opted-in to at the school for the
specified school year. Themajority of the screen is read-only, but you can change the class size in
the Scheduling Options section.

1. Navigate toSynergy SIS > Course > School Course.
2. Locate the course tomodify.
3. Set theOptimum Size andMaximum Size for sections of the course.

SchoolCourse Screen

4. ClickSave.

Add Linked Courses

Course linking creates a relationship between two courses. For example, you can create a link
between a lab course and a lecture course or between a prerequisite and another course.

You can only link courses opted-in to at the school.

1. Navigate toSynergy SIS > Course > School Course.
2. ClickAdd in the Linked Courses section.
3. Enter the search criteria to locate the course(s) to link.
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4. ClickSelect.

SchoolCourse Screen

5. ClickSave.

Managing School Rooms
Schools assign course sections to rooms to determine schedule availability and class size. Youmust
configure school rooms before creating the school schedule.

1. Navigate toSynergy SIS > System > Setup > School Room.
2. ClickAdd to add a new line.
3. Enter theRoom Name.
4. Enter theClass Size. This is the total number of students that can attend a class.
5. Enter the currentSchool Year.
6. Select theDepartment andRoom Type if applicable.

You can also use Department and RoomType information for
ClassBoard andMaster Schedule Builder. See ClassBoard
Overview for more information on ClassBoard.

SchoolRoomScreen

7. ClickSave.
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Setting College Credit
TheCollege Credit option allows staff to indicate students that receive post-secondary credit for a
course in reports. You can set college credit at either the section level or student level.

Enabling College Credit

1. Navigate toSynergy SIS > System > Setup > School Setup.
2. SelectEnable College Credit in the Other Info section.

SchoolSetup Screen

3. ClickSave.

Setting College Credit for Sections

1. Navigate toSynergy SIS > Schedule > Section.
2. Locate the section tomodify.
3. SelectR: Receiving or E: Eligible in theCollege Credit field in the Students section.

Section Screen

3. ClickSave.
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Setting College Credit for Students

1. Navigate toSynergy SIS > Student > Student.
2. Locate the student to modify.
3. Select theClasses tab.
4. SelectR: Receiving or E: Eligible in theCollege Credit field in the Class Schedule section.

Student Screen, ClassesTab

5. ClickSave.
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Historical Tracking of State Course Codes
You can create a history of State Course Codes for a course on theYear Override tab of the District
Course screen. You can choose to enter the codesmanually or select the codes from a dropdown
field associated with a lookup table.

Showing State Course Codes as a Lookup Value

1. Navigate toSynergy SIS > System > Setup > District Setup.
2. Select theSystem tab.
3. SelectShow State Course Code As Lookup in the CourseOptions section.

District Setup Screen, System Tab

4. ClickSave.
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Adding State Course Codes

1. Navigate toSynergy SIS > Course > District Course.
2. Locate the course tomodify.
3. Select theYear Override tab.
4. ClickAdd in the Sate Course Code section.
5. Enter theYear Start.
6. Enter or select theState Course Code.
7. ClickSave.

The following example displays theState Course Code field as amanual entry field.

District Course Screen, Year Override Tab
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The following example displays theState Course Code field as a lookup value.

District Course Screen, Year Override Tab

Copyright 2009-2020 Edupoint Educational Systems, LLC



104 Schedule and Course Guide
Chapter 3: Courses and Rooms Setup

Assigning Teacher Aides
Schools use one of twomethods in assigning teacher aides to courses. You can create a single
Teacher Aide course and assign all aides to the course or assign students to existing sections and
flag them as teacher aides.

Creating a Teacher Aide Course

If schools allow students to be teacher aides, creating a generic Teacher Aide course prevents the
creation of duplicate sections for each course with a teacher aide. This course also records
participation for the student’s grading record and course history.

1. Navigate toSynergy SIS > Course > District Course.
a. ClickAdd. The District Course (Add) screen opens.
b. Enter the appropriate course information.
c. Select Teacher Aide.

District Course (Add) Screen

d. ClickSave.

2. Opt-in to the course using the School CourseOpt-In screen.

See School CourseOpt-In for more information.

Edupoint Proprietary and Confidential



Schedule and Course Guide
Chapter 3: Courses and Rooms Setup 105

3. Navigate toSynergy SIS > Mass Scheduling > Setup > School Setup.

a. Select the created course by clicking the icon in the Generic Teacher Aide Course
section.

b. Select theCredit Given.
l Fixed Credit Value – Awards a fixed credit amount. Enter the amount under
Credit.

l FromSection Credit – Awards the same amount of credit assigned to the section
that the student participates as a teacher’s aide for.

Only select this option if you add teacher aides to
existing sections, not when creating a separate course
for teacher aides.

l Percent of Section Credit – Awards a percentage of the section credit. Enter the
percent amount in thePercent field.

SchoolSetup Screen
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4. Navigate toSynergy SIS > Schedule > Section.
a. Create a section under the Teacher Aide course.
b. ClickChooser in the Students section to find and select students to add to the section.
c. ClickSave.

The Course ID and Course Name display as the generic teacher aide course within the
Student Classes, Student Grades, and Student Course History screens.

This is only for teacher aides for courses. Youmust create separate
courses for other types of aides, such as office aides, that are not
associated with another course.

Student ClassesScreen
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Adding Teacher Aides to Sections

You can also add a student as a teacher aide to existing sectionswithout using a separate course.

1. Navigate toSynergy SIS > Schedule > Section.
2. Locate the section tomodify.
3. Enter theMax seats under the Teacher Aide Seats section.

Section Screen

4. ClickChooser in the Students section to locate a student acting as a teacher aide.
5. Select Teacher Aide. This removes the student from the section seat totals.

Section Screen

6. ClickSave.
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Class Options

Concurrent Classes

You can set up the option to view all classes for concurrently enrolled students within the District
Setup screen.Concurrent School Data allows Synergy SIS to display a second, read-only class
section for the concurrent school on theClasses tab of the Student screen and on the Student
Classes screen of the Schedulemodule. STU202 – Student Schedule report also prints this
information.

Student Screen, ClassesTab

Student ClassesScreen

1. Navigate toSynergy SIS > System > Setup > District Setup.
2. Select theConcurrent Options tab.
3. SelectYes forConcurrent School Data in the ViewingOptions section.
4. SelectYes for Show Concurrent Attendance.
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5. SelectYes for Show Concurrent Classes.

District Setup Screen, Concurrent OptionsTab

6. ClickSave.

Audit Classes

Schools can allow students to take a classwithout receiving course credit or having a grade count
towards their GPA. After enabling auditing, an indicator displays if a student has an audited class on
the Student Classes, Student, Student Course History, and Section screens. The class displays as
audited in all reports and transcripts.

1. Navigate toSynergy SIS > System > Setup > District Setup.
2. Select theSystem tab.
3. SelectAllow student classes to be flagged as audited in the the Audit ClassOptions

section.
4. Enter theAudit Symbol used on reports to distinguish audited classes. This can be a

maximumof four characters.
5. Select theShow Audit Symbol After location to determine where the audit symbol displays.

District Setup Screen, System Tab

6. ClickSave.
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Class Size Limit Override

Schools configure themaximumnumber of seats in a class through theMass Schedulingmodule or
when creating sections. Schools can extend these limits when necessary, such aswhen counselors
add students to a class before withdrawing other students during schedule configuration.

The below settings apply to the entire district. To enable class size limit
overrides at the school level, see School Scheduling Options.

1. Navigate toSynergy SIS > System > Setup > District Setup.
2. Select theSystem tab.
3. SelectAllow Negative Seat Totals in the theOther Options section.

District Setup Screen, System Tab

4. ClickSave.
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User/User Group Class Size Limit Overrides

You can allow specific users or user groups to override class size limits, such as registrars.

1. Navigate toSynergy SIS > System > User > User or User Groups.
2. Select theSecurity Settings tab.
3. Select theAllow Override of Max Students in Class option under the Scheduling section.

l Add Student, NoMessage – Nowarningmessage displayswhen adding students to a
full class.

l Add Student, with Message – A warning displayswhen adding students to a full class.
l Don’t Add Student – You cannot add students to a full class.
l Require Password – Youmust enter a password to proceed with adding a student.

See School Scheduling Options for instructions on setting the
override password.

User Screen, SecuritySettingsTab

4. ClickSave.
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Section Lock

The system locks sections by default once a term starts. You can disable this feature on the District
Setup screen.

Edupoint does not recommend disabling section locking. Disabling this
featuremay damage section data and produce duplications or errors
when running the Update Grades and Update Course History processes.

1. Navigate toSynergy SIS > System > Setup > District Setup.
2. Select theSystem tab.
3. Select theSection Locking Options in the Other Options section.

l Lock Section – No changes allowed. This is the default option.
l DoNot Lock Section, Do Not DisplayWarningMessage – Sections not locked and no
warning displayswhenmaking changes

l LockCourse ID after Section is Created – After creating a section, theCourse ID is
locked for any existing sections of a course and all future sections. This also locks the
Course ID on the District Course screen.

l Lock SectionWhenGrades Taken – Locks sections after grades are updated for that
section and grading period. The following key elements are locked down on section
data for any student in a section that hasUpdate Grade processed while this option is
selected: Section ID, TermCode, Course ID/Title, Begin Period, End Period, and
Meeting Days.

l DoNot Lock Section, DisplayWarningMessage – Sections do not lock, but a warning
displays before saving changes.

District Setup Screen, System Tab

4. ClickSave.
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Meeting Day Lock

Synergy allows you to override a section’smeeting dayswhen updating the beginning and ending
periods for a section.

1. Navigate toSynergy SIS > System > Setup > District Setup.
2. Select theSystem tab.
3. Select theSection Periods Options in the Other Options section.

l Override Periods in Meeting Days Tab and DoNot DisplayWarningMessage – Allows
you to update period information without displaying a warning.

l Override Periods in Meeting Days Tab and DisplayWarningMessage – Allows you to
update period information, but a warning displays.

l DoNot Override Periods in Meeting Days Tab – Does not allow periodmodification.

District Setup Screen, System Tab

4. ClickSave.
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Managing Course Groups
UseCourseGroups to group sets of courses together for organization purposes. This allows you to
identify scheduling conflicts for the course group on theOSM801 – Course Request Conflict Matrix
report.

1. Navigate toSynergy SIS > Course > Course Group.
2. ClickAdd to open the CourseGroup (Add) screen.
3. Enter theName of the new group.

CourseGroup (Add) Screen

4. ClickSave.
5. ClickChooser to find and select school courses for the group.

CourseGroup Screen

6. ClickSave.
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Course Wheels
CourseWheels define sets of courses to schedule during the same year. For example, if Algebra II is
a required course for sophomores, the wheel includes both the first and second semester courses.
Schools also configure wheels to schedule a group of electives for all students of a specific grade.
You can assign sections to course wheels through either themass scheduling or manual scheduling
process.

Creating Wheel Definitions

1. Navigate toSynergy SIS > Scheduling > Setup > Wheel Definition or Synergy SIS >
Mass Scheduling > Setup > Wheel Definition.

2. ClickAdd to open theWheel Definition (Add) screen.
3. Enter theWheel ID and a description for theName.

WheelDefinition Add Screen

4. ClickSave.
5. ClickChooser in the CourseGrid to find and select courses for the wheel.

WheelDefinition Screen

6. ClickSave.
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Mass Scheduling Course Wheels

TheOption SetWheel screen defines sections assigned to courses in each wheel definition. This
screen only applies to the associatedOption Set.

SeeOverview of Option Sets for more information on option sets.

1. Navigate toSynergy SIS > Mass Scheduling > Schedule Control.
2. Open the option set.

Schedule Control Screen

3. SelectOpen Option Set Wheel under Quick Links.

Schedule Option Set Screen

4. Locate the definition tomodify.
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5. ClickAdd to add a row.

Option SetWheelScreen

6. Enter anOption Name used to define the courses.
7. ClickSave.
8. ClickShow Detail. The courses associated with the wheel display.

Option SetWheelScreen
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9. Click the under Section ID to find and select sections.

Option SetWheelScreen, Option Grid Detail

10. ClickSave.

Manual Scheduling Course Wheels

This process associates sectionswith the courses defined in a wheel.

1. Navigate toSynergy SIS > Schedule > Setup > Walk-In Scheduling Wheel Def.
2. Locate the wheel to modify.
3. ClickAdd to add a new line.
4. Enter theOption Name. You can definemultiple sets of sections as options for each wheel.

Walk-InWheelSchedulingWheelDef Screen

5. ClickSave.
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6. ClickShow Detail. The courses associated in the wheel display.

7. Click the under Section ID to find and select sections.

Walk-in SchedulingWheelDef Screen, Option Grid Detail

8. ClickSave.
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Houses and Teams Overview
Schools use houses and teams to assign groups of students to the same sections or to keep sections
assigned to the same teacher or period. Houses group students together so that you can schedule
them into the same sections. Common houses for students include ROTC members, sports team
members, and students with AP academic schedules. Teams assign sections to the same teacher,
room, or period throughout the academic year. For example, you can use teams to keep a Biology
class and a Biology Lab class together with the same teacher and classroom throughout the school
year.

House and Team Assignment

Houses and teams remain consistent throughout the school year andmust retain the same number
of sections and seats.

You canmass assign students through theMass Assign House and Team screen in theMass
Schedulingmodule. The Schedule Request andWalk In Schedule screenswithin the samemodule
assign individual students to houses or teams. After assigning students, staff can assign course
requests to students in bulk using these groups.

Youmust assign all sections flagged for a house tomembers of the same
house.

Option sets contain rules for processing house and team assignments. The system assigns students
to a team based on availability and schedules any unassigned students into the first team available
for their schedule. If the system rejects an assignment, check the following:

l The seat count max total is not even for all sectionswithin a team, or you have scheduled all
available spaceswithin a section.

l Sections are not evenly distributed, you have not defined teams correctly, or you have not
defined teams evenly by teacher, room, or period.

Synergy SIS allows students scheduled in one section for a team only if
other sections are unavailable for the course within the team, or if you did
not create sections evenly for all courseswithin the team.

Creating Houses and Teams
Schools define houses and teamswithin the School Scheduling Options screen.

Creating a House

1. Navigate toSynergy SIS > Mass Scheduling > Setup > School Scheduling Options or
Synergy SIS > System > Setup > School Scheduling Options.

2. Select theHouse/Team/Exclusion tab.
3. ClickAdd on the House Codes section to add a new row.
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4. Enter aCode to designate the house.
5. Enter aDescription.

SchoolScheduling OptionsScreen, House/Team/Exclusion Tab

6. ClickSave.

Creating a Team

1. ClickAdd on the TeamCodes section to add a new row.
2. Enter aCode to designate the team.
3. Enter aDescription.
4. Select theOption for the team:

l Keep SamePeriod
l Keep SamePeriod and Teacher
l Keep SameRoom
l Keep Same Teacher

5. ClickSave.

SchoolScheduling OptionsScreen, House/Team/Exclusion Tab

Selecting Pathways for Scheduling
You can assignmore than one house or teamwhenMass Scheduling or scheduling Sections. This
feature providesmore flexibility when scheduling for learning communities.

1. Navigate toSynergy SIS > Mass Scheduling > Setup > School Scheduling Options.
2. Select thePathways Tab.
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3. ClickAdd in the PathwaysHouse Codes section.
a. Enter aCode andDescription.
b. ClickSave.

4. ClickAdd in the Pathways TeamCodes section.

a. Enter aCode andDescription.
b. ClickSave.

SchoolScheduling OptionsScreen, PathwaysTab

Copyright 2009-2020 Edupoint Educational Systems, LLC



124 Schedule and Course Guide
Chapter 4: Houses and Teams

5. SelectYes in theUse Pathways when Scheduling Section. This option adds:
l TheSchedule Pathways House andSchedule Pathways Team fields to the
Options tab on the student's Schedule Request screen.

Schedule Request Screen, OptionsTab

l ThePathways tab on the Section screen:

Section Screen, PathwaysTab

6. Select theSection Options tab.
7. Select an option inAllow Override of Pathways Restriction in Class.

l Add Student, noMessage – PathwaysHouse and Team restrictions are overriden.
Synergy adds a student with a restriction to the section and no restriction warning
message displays.

l Add Student, with Message – PathwaysHouse and Team restrictions are overriden.
Synergy adds a student with a restriction to the section, but a restriction warning
message displays.

l Don't add Student – PathwaysHouse and Team restrictions are not overriden.
Synergy does not add a student with a restriction to the section.

l Require Password – You can override the PathwaysHouse and Team restrictions by
entering the override password for a student that has a restriction. An error message
displays saying the password does not match and the student cannot be added to the
section if an incorrect password is entered.
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8. Enter Section Override Password, if needed.

SchoolScheduling OptionsScreen

9. ClickSave.

TheAllow Override of Pathways Restriction in Class field is
also available on theSecurity Settings tab on the User and User
Group screens.

User Screen, SecuritySettingsTab
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Assigning Houses and Teams

Individually Assigning Houses and Teams

The Schedule Request andWalk In Schedule screens create house and team assignments for
students.

Schedule Request

1. Navigate toSynergy SIS > Mass Scheduling > Schedule Request.
2. Locate the student to modify.
3. Select theOptions tab.
4. Select the house to assign under Schedule House andSchedule Pathways House if

needed.
5. Select the team to assign under Schedule Pathways Team andSchedule Pathways

House if needed.

SelectExempt House or Exempt Team to instead remove house
or team assignment during the student’s scheduling process.

Schedule Request Screen, OptionsTab

6. ClickSave.
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Walk In Schedule

1. Navigate toSynergy SIS > Mass Scheduling > Walk In Schedule or Synergy SIS >
Schedule > Walk In Schedule.

2. Locate the student to modify.
3. Select theRequest tab.
4. Select the house to assign under Schedule House andSchedule Pathways House if

needed.
5. Select the team to assign under Schedule Pathways Team andSchedule Pathways

Team if needed.

SelectStudent Exempt From House Restriction or Student
Exempt From Team Restriction to instead remove house or
team assignment during the student’s scheduling process.

Walk In Schedule Screen, Request Tab

6. ClickSave.
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Mass Assigning Houses and Teams

Period Restrictions prevent themass assignment process from
scheduling students during certain periods. See Defining Period
Restrictions for more information.

1. Navigate toSynergy SIS > Mass Scheduling > Mass Assign House And Team or
Synergy SIS > Schedule > Mass Assign House And Team.

2. Select theHouse or Team andPathways House or Pathways Team to assign. Schools
must process each house and team assignment separately.

3. SelectModify Only If Blank next to the house or team selection to only update unassigned
students.

4. Select the Grade Filter option.

l Keep the default optionNot Used to assign students without grade filters.
l SelectExclude or Include and select specific grades.

5. Select theGender if needed.
6. ClickChooser to find and select students for processing.

MassAssign House And TeamScreen
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7. Select theAdditional Filters tab for further options.

a. ClickAdd on the Condition section. A new row displays.
b. Select theProperty used to filter assignments.
c. Select the Not andOperator option as required.
d. Enter theValue to be compared for the filter.

MassAssign House And TeamScreen, Additional FiltersTab

8. ClickAssign.

Assigning Houses and Teams to Sections

Before assigning Houses and Teams to sections, youmust perform the
first run of the Option Set used for the schedule. See Running the
Scheduler for more information.

1. Navigate toSynergy SIS > Mass Scheduling > Schedule Control.
2. Open the option set.

Schedule Control Screen
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4. SelectOpen Schedule Section under Quick Links.

Schedule Option Set Screen

5. Locate the section tomodify.
6. Select theHouse and/or Team under the Restrictions section.

Schedule Section Screen

7. ClickSave.
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Assigning Pathways Houses and Pathways Teams to Sections

1. Navigate toSynergy SIS > Schedule > Section.
2. Select thePathways tab.
3. Locate the section tomodify.
4. Select thePathways House and/or Pathways Team.
5. Select thePathways House Option and thePathways Teams Option.

l DoNot Use – Scheduler ignores PathwayHouse selection while scheduling students in
this section.

l Exclude – Scheduler excludes PathwayHouse selection while scheduline students in
this section.

l Include – Scheduler includes PathwayHouse selection while scheduling students in
this section.

Section Screen, PathwaysTab

6. ClickSave.
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Mass Assigning Houses and Teams to Sections and Counselors

You canmass assign a house and team bySection or byCounselors on theMass Assign House
and Team screen.

1. Navigate toSynergy SIS > Mass Scheduling > Mass Assign House And Team or
Synergy SIS > Schedule > Mass Assign House And Team.

2. Select theHouse or Team to assign.
3. SelectModify Only If Blank next toHouse to only update the students not assigned to a

house if necessary.
4. SelectModify Only If Blank next to Team to only update the students not assigned to a

team if necessary.
5. ClickChooser in Sections to locate sections for processing. The added sections display the

currently assignedHouse and Team for that section if any.
6. ClickChooser in the Counselors section to locate counselors for processing.

MassAssign House And TeamScreen

7. ClickAssign to:
l Update themass assign house and team for all the students in the selected Section ID.
l Assign the house and team depending on the school's focus for students, whether
Active only, Inactive only, or both Active and Inactive students.

l Create a log file with the reviewed and updated student names.

Log File

Edupoint Proprietary and Confidential



Chapter 5:
Course Requests

Course Requests Overview 134
Mass Assigning Course Requests 134
Individually Assigning Course Requests 140
Mass Assigning Course Requests by Current Course 154
ParentVUE and StudentVUE Course Requests 156
Transferring Students with Course Requests and Scheduled
Classes 159
Defining Period Restrictions 162
Term Exclusion Codes 165



134 Schedule and Course Guide
Chapter 5: Course Requests

Course Requests Overview
You can add course requests for students using one of threemethods.

l MassAssign Course Requests assigns requests in bulk based on student demographic data.
l Schedule Request assigns individual requests to students.
l ParentVUE and StudentVUE allow parents and students tomake specific course requests.

Usemass assignment if you require amajority of students to take a core set of courses. It also
assigns a set of courses to a group of students based on grade, gender, house, or team. Themass
assignment process can also remove any discontinued or changed course offerings from groups.

Individual course requests allow students to choose between required or elective courses and allow
for easier customization on an individual student basis.

If schools use the ParentVUE and StudentVUE software, students and parents can enter elective
choices themselves. This can increase data accuracy and reduce staff workload.

Mass Assigning Course Requests

Adding New Course Request Groups

1. Navigate toSynergy SIS > Mass Scheduling > Mass Assign Course Requests.
2. ClickAdd to open theMass Assign Course Requests (Add) screen.
3. Enter theName for the group of courses.
4. Select Include in Quick Assign Groups to allow the course request group to also display

on the Schedule Request, Schedule Student, andWalk In Schedule screens.
5. SelectAllow Duplicate Course Requests if necessary.

Synergy SIS bases duplicate course requests on the courses
currently assigned to the student. You can assign duplicate
requests to students if the course in question is not an existing
request. Log notes describe any duplicates assigned.

MassAssign Course Requests (Add) Screen

6. ClickSave.
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7. ClickChooser on the Courses to Add section to find and select courses.

You can also clickChooser on the Courses to Find and Replace
section to remove existing course requests at the same time.

8. Select aPreferred Term to schedule the course for if necessary.
9. Select Lock StudentVUE to have the course display as Locked in StudentVUE on the

Schedule Request screen.

This option also locks the course from removal within StudentVUE
or ParentVUE.

10. SelectPre-Req Not Required to disable prerequisite enforcement when scheduling.

MassAssign Course RequestsScreen

11. Click Save.
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Selecting Filter Options

Filter options provide criteria for assigning courses to students. All selected filters are cumulative,
and studentsmust match all criteria entered to be assigned. Options are blank or displayNot Used
by default.

If you selectExclude or Include for a filter, youmust select at least one
option. Other screens that use theQuick Assign Groups function do not
use these filters.

1. Navigate toSynergy SIS > Mass Scheduling > Mass Assign Course Requests.
2. Select the Gender option.
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3. Select toExclude or Include the filtering options as needed.

MassAssign Course RequestsScreen

4. ClickSave.
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Selecting Students and Student Groups

1. Select theSelected Students tab to choose students to assign.
2. ClickChooser to find and select students.
3. ClickAdd in the Student Condition Filter section.

The selections in the Student Condition Filter section apply as an
And condition to the settings on theMass Assign tab.

4. Select aProperty Name,Operator, andValue.
5. ClickChooser in the Student Groups section to select the student groups.

MassAssign Course RequestsScreen, Selected StudentsTab

6. ClickSave.
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7. Select theOther Info tab to enter aDescription of the course request group if necessary.

MassAssign Course RequestsScreen, Other Info Tab

8. Return to theSelected Students tab.

9. ClickSave.
10. ClickReplace Courses to run the course assignment.

MassAssign Course RequestsScreen
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Individually Assigning Course Requests
Three screens assign course requests to students: Schedule Request, Schedule Student, andWalk
In Schedule. Options available for course assignment depend on configuration settings inside the
School Scheduling Options screen.

See Student Course Request Options for more information on
configuration settings.

You cannot preschedule students using the Schedule Request screen.
Prescheduled students have sectionsmanually assigned as a course
request and are exempt from theMass Scheduling process.

Schedule Request

1. Navigate toSynergy SIS > Mass Scheduling > Schedule Request.
2. SelectAdd By Group if using aQuick Assign Group.
3. ClickChooser in the Student Requests section to find and locate courses.

You can create Quick Assign Groups during theMass Assign
Course Requests process. SeeMass Assigning Course Requests
for more information.

Schedule Request Screen

4. Select thePreferred Term if allowing students a term choice.
5. Select the Term Override to allow a student to attend a class in a different term than the one

indicated in themaster schedule.
6. Select theRepeat Tag to indicate the reason for the student to repeat the course if

applicable.

7. Select a Teacher by clicking the if allowing students to choose a teacher preference.

8. Select theAlternate Course preferred by clicking the .
9. SelectPre-Req Not Required to disable prerequisite enforcement.
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10. SelectCorequisite Not Required to disable the corequisite requirement.
11. Select Locked to lock the course request frommodification in Schedule Request andWalk-In

Schedule.
12. Select Locked in StudentVUE to lock the course request frommodification in

ParentVUE/StudentVUE.

Schedule Request Screen

13. ClickChooser in the Alternates for Electives section to find and select alternate courses.
14. Enter thePreferred Priority as a numerical value to control the order for scheduling courses.

Schedule Request Screen

15. ClickSave.

Student and Teacher Restrictions

TheRestrictions tab allows you to prohibit scheduling specific students or teachers with an
individual student. Synergy SIS does not process any course requests that result in sections
containing students or teachers specified.

1. Select theRestrictions tab.
2. ClickChooser on the Student Restrictions section to find and select a student.
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3. ClickChooser on the Teacher Restrictions section to find and select a teacher.

Schedule Request Screen, RestrictionsTab

4. ClickSave.

Teacher Course Recommendation

Teachers add course requests for students using the Teacher Course Recommendation tab.

1. Select the Teacher Course Recommendation tab.
2. ClickAdd.

3. Select theCourse ID orCourse Title by clicking the .
4. Select theDate of Recommend.

5. SelectStaff Name by clicking the .

Schedule Request, Teacher Course Recommendation Tab

6. ClickSave.
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Moving to Student Course Request

Use theMove to Request option tomove a teacher recommended course into a student course
request.

Schedule Request, Teacher Course Recommendation Tab

l A successmessage displayswhen the course ismoved to the student course request.

Schedule Request Screen, Teacher Course Recommendation Tab

l The teacher recommended course displays on theRequests tab of the Schedule Request
screen and the course isLocked in StudentVUE by default.

Schedule Request Screen

Copyright 2009-2020 Edupoint Educational Systems, LLC



144 Schedule and Course Guide
Chapter 5: Course Requests

Schedule Student

1. Navigate toSynergy SIS > Mass Scheduling > Schedule Control.
2. Open the option set.

Schedule Control Screen

4. SelectOpen Student Schedule under Quick Links. The Schedule Student screen displays.

Schedule Option Set Screen

5. Select theAdd By Group if using aQuick Assign Group.

You can create Quick Assign Groups during theMass Assign
Course Requests process. SeeMass Assigning Course Requests
for more information.
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6. ClickChooser in the Course Requests section to find and locate courses.

The Sched Priority column autopopulates based on the Schedule
Priority setting on the District Course screen.

Schedule Student Screen

7. Select thePreferred Term if allowing students a term choice.
8. Select the Term Override to allow a student to attend a class in a different term than the one

indicated in themaster schedule.

9. Select thePreferred Staff by clicking the if allowing students to choose a teacher
preference.

10. Select theAlternate Course preferred by clicking the .
11. SelectPre-Requisite Not Required to disable prerequisite enforcement.
12. SelectCorequisite Not Required to disable the corequisite requirement.

Schedule Student Screen

13. ClickChooser in the Alternates for Electives section to find and select alternate courses.
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14. Enter thePreferred Priority as a numerical value to control the order for scheduling courses.

Schedule Student Screen

15. ClickSave.

Walk In Schedule – Request

1. Navigate toSynergy SIS > Mass Scheduling > Walk In Schedule or Synergy SIS >
Schedule > Walk In Schedule.

2. Select theRequest tab.
3. Select theAdd By Group if using aQuick Assign Group.

You can create Quick Assign Groups during theMass Assign
Course Requests process. SeeMass Assigning Course Requests
for more information.

4. ClickChooser in the Course Request section to find and locate courses.

Walk In Schedule Screen, Request Tab

5. Select Locked to lock the course request frommodification in Schedule Request andWalk-In
Schedule.

6. Select thePreferred Term if allowing students a term choice.
7. Select the Term Override to allow a student to attend a class in a different term than the one

indicated in themaster schedule.
8. Select theRepeat Tag to indicate the reason for the student to repeat the course if

applicable.
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9. Select thePreferred Staff by clicking the if allowing students to choose a teacher
preference.

10. Select theAlternate Course preferred by clicking the .
11. SelectPre-Req Not Required to disable prerequisite enforcement.

Walk In Schedule Screen, Request Tab

12. ClickSave.

ClickLock all courses orUn-lock all courses to mass lock or unlock
course requests for the student.

Walk In Schedule Screen, Request Tab

Using the Schedule Status Screen

1. Navigate toSynergy SIS > Schedule > Schedule Status.

The Schedule Status screen shows the cumulative results from the
Schedule Status option on theWalk In Schedule screen. The
summary cards display the Schedule Status optionsNot Scheduled
andRejected and can be used as filters.

l Drop Date – This defaults to the current dayminus one day. This is theDrop Date for
any student scheduled using this screen.u
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l Enter Date – This defaults to the current day. This is theEnter Date for any student
scheduled using this screen.v

l Term To Schedule – Determineswhich sections to add for any student scheduled
using this screenw

l Not Scheduled – Total number of students included in the scheduling run who are not
scheduled or are rejectedx

l Schedule Reject – Total number of students with class conflicts that need to (and can)
be resolvedy

l Graph – Number of students with each status by grade levelz

l Percentage Scheduled – [Number of Total students - (Not Scheduled + Schedule
Reject / number of Total students)] * 100{

l Schedule All Students Below – Schedules all students showing on that list|

l Schedule – Schedules that student only}

Schedule StatusScreen
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Graduation Requirements

TheGraduation Requirement Options section displays on theRequests tab of the Schedule
Request screen and theQuick Placement tab of theWalk In Schedule screen.

The Student Requests section on theRequests tab of the Schedule Request screen and the
Course Request section on theRequests tab of theWalk In Schedule screen indicate if a class
does not apply to a graduation requirement.

TheGraduation Requirements tab on the Schedule Request screen and theWalk In Schedule
screen contains the student course requests and theGraduation Requirement Options section.

Showing the Graduation Requirement Indicators

1. Navigate toSynergy SIS > System > Setup > School Setup.
2. Select an option forGraduation Requirement Indicator Display in the Other Info section.

l Do not show – Does not display the indicators on the Student Classes screen, the
Classes tab on the Student screen, and the Schedule Request andWalk In Schedule
screen.

l Show on request and student class views (Default) or blank – Displays the indicators on
the Student Classes screen, theClasses tab on the Student screen, and the Schedule
Request andWalk In Schedule screens.

l Show on request views only – Displays the indicators on the Schedule Request and
Walk In Schedule screens only.

SchoolSetup Screen

3. ClickSave.
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Applying Graduation Requirements

1. Navigate toSynergy SIS > Mass Scheduling > Schedule Request or
Synergy SIS > Mass Scheduling > Walk In Schedule.

2. Locate the student.
3. Select the options in the Graduation Requirement Options section to use in the graduation

requirement calculation.

l Graduation Requirement – Select the option to indicate Required courses in the
Course Credit Requirement(s) section on theGraduation Requirements tab.

l Add Work in Progress – Select an option to populate the In Progress column in the
Course Credit requirement(s) section on theGraduation Requirements tab.

l Get Graduation Requirement Definition From The Student's Diploma Type –
Select this option if usingDiploma Type on theOther Info tab of the Student screen to
define graduation requirements for the student that display on theGraduation
Requirements tab.

TheGet Graduation Requirements From the Student's
Diploma Type option takes precedence if all options are selected.

4. SelectApply Requirement.

Schedule Request Screen
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An Info Legend displays at the bottom of the Student Requests section. It describes
the codes used in the Info columns.

Schedule Request Screen
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l The Info columns display the student's progress in the Student Requests section.
l The first column displays when the class does not apply to graduation requirements
andApply Requirement is selected.

l The second column indicates if the student took the course.

l R – Student has taken the course.
l E – Student has taken an equivalent course.

l The third column indicates if the student passed the course.

l P – Student received a passingmark.
l F – Student received a failingmark.

Schedule Request Screen
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Walk In Schedule Screen

5. Select theGraduation Requirements tab.
l The same selectionsmade on theRequests tab display in the Graduation
RequirementsOptions section.

l TheCourse Credit Requirement(s) display.

Schedule Request Screen, Graduation RequirementsTab
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Walk In Schedule Screen, Graduation RequirementsTab

Mass Assigning Course Requests by Current Course
TheMass Assign Course Requests ByCurrent Course screen allows a school to input course
requests based on courses students are currently taking. For example, to assign Spanish 2 as a
course request in next year’s focus to all students currently taking Spanish 1.

1. Navigate toSynergy SIS > Mass Scheduling > Mass Assign Course Requests By
Current Course.

2. ClickAdd. TheMass Assign Course Requests ByCurrent Course (Add) screen opens.
3. Enter theName for the process.

MassAssign Course Request ByCurrent Course (Add) Screen

4. ClickSave.
5. ClickChooser on the Selected Students section to find and select students.

TheSection ID orCourse ID is required to search for a student.

Leaving theYear blank defaults the search to the current year setup
on the District Setup screen.

The search results include only the students enrolled in the focus
year (typically next year's focus).

6. ClickSave.
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7. ClickChooser on the Courses to Add section to find and select courses.

Enter theCourse ID and/or Title or clickFind to locate courses.

8. ClickSave.
9. Select Lock StudentVUE to lock the course in StudentVUE on the Schedule Request

screen if necessary.
10. SelectPre-Req Not Required to disable prerequisite enforcement when scheduling if

necessary.
11. SelectAllow Duplicate Course Requests if necessary.

Allow Duplicate Course Requests adds the same course
requests to the same students again with each run.

MassAssign Course Request ByCurrent Course Screen

12. ClickAssign to run the process. The process also generates a log file.

MassAssign Course Request ByCurrent Course Log File
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ParentVUE and StudentVUE Course Requests
Parents and students enter course requests on the Course Request page of the ParentVUE and
StudentVUE software.

ParentVUE/StudentVUECourse Request Screen

Schools can limit requests to a certain course type or limit the amount of course requests users can
make. Schools can also restrict course requests to a certain date range. This section details security
settings for ParentVUE and StudentVUE course requests.

See theSynergy SIS – ParentVUE & StudentVUE Administrator Guide
for more information on the course request function.
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District Course Request Settings

1. Navigate toSynergy SIS > System > ParentVUE > ParentVUE and StudentVUE
Configuration.

2. Select theCourse Request option under both the Parent ActiveModules and Student Active
Modules sections.

3. Select theCourse Request Edit Option: Editable orRead-Only.

ParentVUEAnd StudentVUEConfiguration Screen

4. ClickSave.

School Course Request Settings

1. Navigate toSynergy SIS > System > ParentVUE > ParentVUE and StudentVUE
School Configuration.

2. Review the Disabled Parent Modules and Disabled Student Modules to ensureCourse
Request is not selected.

ParentVUEAnd StudentVUESchoolConfiguration Screen

3. ClickSave.
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Hide Lock Course Request

Schools allowing students to return to the course request process after adding classes should
enable the Hide LockCourse Request Setting.

1. Navigate toSynergy SIS > System > Setup > ParentVUE and StudentVUE
Configuration.

2. Select theCourse Requests tab.
3. SelectHide Lock Course Request Button under Additional Options.

ParentVUEAnd StudentVUEConfiguration Screen, Course RequestsTab

4. ClickSave.
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Transferring Students with Course Requests and Scheduled
Classes
A student's transfer from one home school to another within the same district and current school
year also transfers the course requests or scheduled courses.

The Schedule Requests fromPrevious School section displays on the
Requests tab of the Schedule Request screen when requests are
transferred. This section is read-only and cannot be edited. This section
only displays at themost recent home school where the student is active.

The student's courses do not transfer ifDrop Classes on Inactivation is
selected when a student is inactivated.

Concurrent course requests and classes do not transfer.

A no-show student's class schedules or course requests do not transfer.

When a student rejoins the same home school, the class schedule and
course requests retain or drop depending on the option selected at
inactivation, but they do not transfer to the Schedule Requests from
Previous School section.

1. Verify the following sections have at least one line entry before transferring a student:

l The Student Requests section and in the Alternative for Electives section on the
Schedule Request screen.

l TheCourse Request section on theRequest tab of theWalk In Schedule screen.
l TheCourse Request section on theClasses tab of the Student screen.

2. Inactivate the student from the current school.
3. Transfer the student to the new school.
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4. Navigate toSynergy SIS > Mass Scheduling > Schedule Request.

Youmust refresh the screen using the Synergy refresh button
rather than the browser refresh button.

Courses not offered at the school highlight in yellow and do not
transfer.

Only the class schedule transfers when a student has both class
schedule and course requestsmade.

Courses do not transfer from class schedule when:

l There is a Leave Date associated with the course that is
before theEnter Date at the new school.

l A semester was completed before theEnter Date at the new
school even though these courses do not have explicit Leave
Dates.

l TheEnter Date is after the enrollment date at the new
school.

5. Select the courses to transfer.

Hold down the CTRL key to select multiple courses.

6. ClickTransfer to Current School.

An error message displayswhen the courses selected for transfer are not
available at the transferred school.
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When the transferring courses are available at the transferred school, the selected courses transfer:

l From the Schedule Requests fromPrevious School section to the Schedule Requests section
l From the Alternates for Electives fromPrevious School section to the Alternates for Electives
section

Schedule Request Screen

Course request selections can bemodified after transferring the
courses to the current year's request list.

TheRequest tab on theWalk In Schedule screen displays the Schedule Requests fromPrevious
Schools section. The Alternates for Course Requests section is not available on this screen.

Walk In Schedule Screen, Request Tab
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Defining Period Restrictions
Schools restrict scheduling for certain students during certain periods. For example, students
participating in a work-study program require a free afternoon schedule. Schools apply period
restrictions to houses and teams or to individual students.

Setting House and Team Period Restrictions

1. Navigate toSynergy SIS > Mass Scheduling > Mass Assign House And Team or
Synergy SIS > Schedule > Mass Assign House and Team.

2. Select theHouse or Team. Schoolsmust process each House and Team separately.
3. Select the Low Period. This is the earliest period students can attend.
4. Select theHigh Period. This is the latest period students can attend.
5. SelectModify Only If Blank next to each period to update only the students with no existing

period restrictions.

SeeMass Assigning Houses and Teams for further information.

6. Enter any additional options.

MassAssign House And TeamScreen

7. ClickAssign.
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Setting Individual Restrictions in Schedule Request

1. Navigate toSynergy SIS > Mass Scheduling > Schedule Request or
Synergy SIS > Schedule > Walk In Schedule.

2. Locate the student to modify.
3. Select theOptions tab.
4. Select the Low Period. This is the earliest period the student can attend.
5. Select theHigh Period. This is the latest period the student can attend.

Schedule Request Screen, OptionsTab

6. ClickSave.
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Setting Individual Restrictions in Walk In Schedule

1. Navigate toSynergy SIS > Mass Scheduling > Walk In Schedule or Synergy SIS >
Schedule > Walk In Schedule.

2. Locate the student to modify.
3. Select theRequest tab.
4. Select the Low Period as the earliest period the student can attend.
5. Select theHigh Period as the latest period students can attend.

Walk In Schedule, Request Tab

6. ClickSave.
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Term Exclusion Codes
TeamExclusion Codes allow for only one course within a group of courses to be taken in a term. For
example, a school may allow students to take only one Art course per term, so schools assign the
same TermExclusion Code to all Art classes. Assign term exclusion codes to sections through either
themass scheduling or manual scheduling process.

Adding Term Exclusion Codes

1. Navigate toSynergy SIS > Mass Scheduling > Setup > School Setup Options.
2. Select theHouse/Team/Exclusion tab.
3. ClickAddwithin the TeamExclusion Codes section.
4. Enter aCode andDescription.

SchoolScheduling OptionsScreen, House/Team/Exclusion Tab

5. ClickSave.
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Assigning Term Exclusion Codes in Mass Scheduling

Create sections for specific option sets within the Schedule Section screen, then assign term
exclusions to them.

SeeOverview of Option Sets for more information on option sets.

1. Navigate toSynergy SIS > Mass Scheduling > Schedule Control.
2. Open the option set.

Schedule Control Screen

4. SelectOpen Schedule Section under Quick Links.

Schedule Option Set Screen
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5. Locate the section tomodify.
6. Select the Term Exclusion under the Restrictions section.

Schedule Section Screen

7. ClickSave.
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Assigning Term Exclusion Codes in Manual Scheduling

Add term exclusion codeswhen creating sections or to existing sections.

SeeManaging Sections for more information creating sections for manual
scheduling.

1. Navigate toSynergy SIS > Schedule > Section.
2. Locate the section tomodify.
3. Select the Term Exclusion under the Restrictions section.

Schedule Section Screen

4. ClickSave.
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Overview of Option Sets
Option sets are test schedules used to determine schedule balance between student requests and
courses offered. You can create blank option sets or create a copy of a previous year’s schedule.
Each option set displays in the Schedule Control screen alphabetically byOption Set Name, along
with testing results for each option set.

Thismanual only discusses Scheduler type option sets. See the
Synergy SIS –Master Schedule Builder Guide for more information about
theMaster Schedule Builder schedule type.

Schedule Control Screen

l Checked Out To – User currently editing the option set
l Current Stats – Lists the latest statistics of Percentage scheduled, Total students, and
Scheduled students. These statistics update after making changes to individual schedule
information, such as confirming prescheduled students.

l Latest Run – Lists the results from the latest test run of the option set. This includes the
Date/Time of the run, Total/Scheduled/Rejected students, thePercentage scheduled, and
the totalRun Time of the test process.
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Creating an Option Set

1. Navigate toSynergy SIS > Mass Scheduling > Schedule Control.
2. ClickCreate/Copy Option Set.
3. Enter aName andDescription for the option set.
4. SelectScheduler for Schedule Type.
5. Select aCopy Option.

l Copy last year’s schedule – Copies a previous year’smaster schedule. Enter theYear
from the list and select Include Sections without Teachers and/or Rooms, if
necessary.

AddNewOption Set Screen

l Copy existing Option Set – Copies any option set in Schedule Control. Select theYear
andScheduling Option Set.

l Select Include Sections without Teachers and/or Rooms, if necessary.
l SelectCopy Student Results, if necessary.

AddNewOption Set Screen

l Blank – Used primarily by schools new to Synergy SIS or schools that completely
overhaul their scheduling options.
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l Copy current master schedule – Used primarily to readjust schedulesmid-year.
Choose theSelect Term to Schedule andPreschedule Current Student Classes
options from the list.

Using theCopy current master schedule option affects
existing course requests. The system removes all existing
course requests and replaces these with course requests
based on student's current schedules.

AddNewOption Set Screen

6. ClickAddwhen finished. The Job Statuswindow displays and notifies the user once the
option set finishes.

Job DetailsScreen
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Editing Option Sets

Only one user can edit an option set at a time. This preventsmultiple users fromworking in the same
option set and overwriting updates. Users can still view information in checked out option sets.
Check out option sets on the Schedule Control screen. You can check out multiple option sets at the
same time.

Edupoint recommends that you keep option sets checked out until you
complete all changes. Checking out option sets prevents others from
erasing your changes.

1. Navigate toSynergy SIS > Mass Scheduling > Schedule Control.

2. Select the to open the Scheduler option set.

Schedule Control Screen

3. ClickCheck Out. Your username displays inCurrently Checked Out To.

Schedule Option Set Screen

4. Select theAllow unchecked out users to edit sections under Quick Links to permit other
users tomodify sections using the Schedule Section screen if checked out. Users cannot edit
any other option set information.

5. ClickSave.
6. ClickCheck In to unlock the option set after making changes.
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Quick Links

TheQuick Links section offers links to various screens that assist with the scheduling process.
Changesmade through these screens only affect the data within the option set.

l Open Student Schedule – Allows you to view andmodify student course requests. This
screen provides the same functionality as the Schedule Request screen.

l Open Schedule Section – Allows you to create andmodify sections. This screen provides
the same functionality as the Section screen.

l Open School Options – Allows you to edit the School Scheduling Options.
l Open Option Set Wheel – Allows you to add sections to course wheels.
l Open ClassBoard –Opens the ClassBoard screen.

See ClassBoard Overview for more information on ClassBoard.

Schedule Option Set
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Mass Scheduling Processing Options
The School Scheduling Options screen contains rules and settings for theMass Scheduling and
Master Schedule Builder processes. This controls how the system handles prescheduled students
when scheduled course requests already exist.

1. Navigate toSynergy SIS > Mass Scheduling > Setup > School Scheduling Options.
2. Select theCourse Request and Walk-In Options tab.

SchoolScheduling OptionsScreen, Course Request AndWalk-In OptionsTab

3. Select theMass Scheduling Options.

l When a student is added to a Section and a Course Request exists but is
already being used. Perform the following action:

l Prompt with error (default) – Asks for confirmation before scheduling.
l Use existing Course Request – Uses the existing course request for the student
for the section.

l Create New Course Request – Creates a new course request for the student
while keeping the existing request.

SchoolScheduling OptionsScreen, Course Request AndWalk-In OptionsTab

4. ClickSave.
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Analyzing Course Requests
After entering all student course requests, schools review course request totals to see which options
accommodate themajority of students. For example, schools can cancel classeswith low enrollment
or add additional sections for courseswith high interest.

1. Navigate toSynergy SIS > Mass Scheduling > Course Request Analysis.
2. Enter the analysis criteria.

a. View courses byDepartment,Course ID, orCourse Title.
b. You can also analyze courses by their PVUE Locked and PVUE Verified values.
c. Enter a number in the Less Than Requests field to view courseswith a low request

total.

Course Request AnalysisScreen

3. ClickFilter to display a list of courses. Each course lists the number of requests by grade
level, gender, and the number of times a student requests the class as an alternate.

Course Request AnalysisScreen

4. Select theCourse name to screen the students that requested the course. The School
Course Detail screen opens.

5. To transfer all student requests from this course to another course:

a. Click the next toDestination Course.
b. Find and select a substitute course.
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c. ClickTransfer to move all students.

SchoolCourse Detail Screen

6. To filter the Students section by displaying overlapping course requests:

a. Click the next to eachCourse under Additional Course Request Filter Options.
b. ClickFilter.

Courses selected under Additional Course Request Filter
Options filter as anAND condition. Students displayed
requested all of the specified courseswith the original course.

SchoolCourse Detail Screen
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7. Select theAlternate Course Request tab to view students who requested the course as an
alternate. You can delete or transfer these students.

SchoolCourse Detail Screen, Alternate Course Request Tab

8. Click Save.

To review additional course request data to analyze course
offerings, see theOSM409 – Student Course Request Verification
Listing, OSM601 – Course Request Totals, andOSM602 – Student
Request Exception reports.
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Creating Sections
Schoolsmust add all sections for all courses prior to running the option set. EachOption Set uses a
different list of sections.

Edupoint recommends that you add sections to only the first Option Set
created each year and copy this set for any additional schedules to reduce
data entry.

1. Navigate toSynergy SIS > Mass Scheduling > Schedule Control.
2. Open the option set.

Schedule Control Screen

4. SelectSchedule Section under Quick Links.

Schedule Option Set Screen
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5. Click Add. The Schedule Section screen opens.

If theSection ID automatically generates, leave this field blank.
Otherwise, enter a unique Section ID. TheMass Scheduling
process does not use theMSB Section ID.

6. Select the underCourse ID to locate the course. TheCourse Title populates
automatically.

7. Select the under Staff Name to find and select the teacher staff member.

8. Select the underRoom Name to find and select the school room.
9. Select thePeriod Begin andPeriod End.
10. Select the Term Code.

Edupoint Proprietary and Confidential



Schedule and Course Guide
Chapter 6: Mass Scheduling 181

11. Enter theMax number of students for the section under Student Seat Totals.

Prohibit assigning additional students once the Max is reached,
regardless of class size limit rules in School Scheduling Options
overrides any other configuration of blocking for the specific section.

The followingmessage displayswhen you attempt to add another student with
the section at themax student count.

l The section number displays on the error message to help identify which
section reached themax student count.

l The student row number displays on the error message to help identify
which student was over themax student count.

ClassSize Limit Error Message

Schedule Section Screen
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12. Select theServing School to include the school name in the Student Course History record
for the class.

Schedule Section Add Screen

13. Enter any additional section information.
14. ClickSave.

Running the Scheduler
The Schedule Option Set screen contains variables and rules to apply to the option set data, which
you review by running test scheduleswith student request and course data. The Last Schedule Run
and Current Stats fields display schedule results and are read-only.

Schedule Option Set Screen
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1. Navigate toSynergy SIS > Mass Scheduling > Schedule Control.
2. Open the option set.

Schedule Control Screen

3. Modify theRun Name if needed. This changes the name of the option set in Schedule
Control.

4. Enter aRun Description.
5. Select the Term to Reschedule from the list if using a copy of the current master schedule. If

not, this field is disabled.
6. Select the scheduling rules to apply under the Enforce the follow rules section.

l Use Teacher Preferences – Reviews the teacher/staff preference chosen for the
student's course request during the scheduling process.

l Must Have –Only schedules the request if the system canmeet the student's
preference. The variable becomes a high priority.

l Try – Attempts to schedule the request with the student's preference. If
unavailable, the system chooses another section that meets other requirements
with higher priorities.
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l Corequisite Option– Enforces corequisite requirements defined on the District
Course screen.

l Full Enforcement (ChecksCHS) – Uses student course history to check if the
student took the corequisite course previously. If so, the system schedules the
course request.

l Enforce Requested – Requires the student to also request any corequisites
along with the original course request, or it does not schedule the course. If the
student requests both courses, the system schedules them in the same term.

l Schedule Requested – Schedules any corequisite courses in the same term
along with the course request.

l NoEnforcement – Default option. Disregards all corequisites during scheduling.

l Prerequisite Option – Defines prerequisites listed in the District Course screen.

l Full Enforcement (ChecksCHS) – Uses student course history to verify that
students complete prerequisites.

l NoEnforcement – Default option. Disregards all prerequisites during scheduling.
l Schedule Requests in PrereqOrder – Schedules any prerequisite courses
required for the student in the first term of the schedule. Schools use this option
when creating schedules for a year or if student grades have not yet posted.

l Allow Alternate Course – Schedules alternate course requests if a student's primary
course request is unavailable.

l Allow Global Alternate Courses – Schedules any global alternate courses if a
student's primary course request is unavailable. Enabled by default.

l Use Room Seat Limit – Limits the number of students assigned to a section based on
room capacity instead of the seat limit assigned to the section. Schools rarely use this
option, as section class size allowsmore flexibility in scheduling.

l Check Term Override – Attempts to honor term overrides chosen for a course
request.

l Check Term Preference – Reviews the term preference chosen for a student's
course request during the scheduling process.

l Must Have –Only schedules the request if the system canmeet the student's
preference. The variable becomes a high priority.

l Try – Attempts to schedule the request with the student's preference. If
unavailable, the system chooses another section that meets other requirements
with higher priorities.
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l Check Student Restrictions andCheck Teacher Restrictions – Verifies if
scheduling conflicts with any restrictions in place for a student or teacher on the
Schedule Request screen.

See Schedule Request for more information.

Schedule Option Set Screen
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l House Option – Chooses how the Scheduler processes house assignments.

l Automatic House Enforcement – Studentsmanually assigned to houses remain
with their house through the scheduling process.

l The system only schedules course requests if theymatch sectionswithin
the house. If they do not match within a house, it ignores them.

l The system schedules students with no house assignments into any
section, regardless of the house affiliated with the section.

l Match Sectionswith Houses – Schedules students assigned to a house into
sections designated for that house. If the section is not part of a house, the
system schedules any student into it.

l Studentsmanually assigned to a house retain their assignment.
l The system schedules unassigned students into the first house available
for their schedule.

l NoHouse Enforcement – Ignores house assignment for students and sections
during the walk-in scheduling process.

l Team Option – Chooses how the Scheduler processes team assignments.

l Enforce TeamAssignments – Studentsmanually assigned to teams remain with
their team throughout the scheduling process. If the section is not part of a team,
the system schedules any student into it.

l The system only schedules students assigned to a team into sections
designated for the team.

l The system schedules unassigned students into the first team available for
their schedule.

l No TeamEnforcement – Ignores team assignment for students and sections
during the walk-in process.

l Duplicate Course Request – Determines how the scheduling process handles
duplicate requests.

l Reject all duplicates – The system rejects all duplicate course requests.
l Schedule all of the duplicates – The system schedules all duplicate course
requests.

l Schedule one of the duplicates – The system only schedules the duplicate
request that best fits the student's schedule.

This option overrides any duplicate course setting on the
individual District Course screens.

l Exceed max class size for CORE/ELECTIVE/OTHER classes by this % – Allows
Core, Elective, andOther class types to exceeded sizes by a percentage amount.
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l Special Run Option – Sets a specific run option for the scheduler.

l Ignoremax class size – Schedules sectionswithout using class size restrictions.
Edupoint recommends using this option for the first few test runs of an option set.
This allows you to discover more serious scheduling conflicts.

l Perform schedule optimization – Used to remove previously scheduled students
from a section so that a seat opens for a student with a scheduling conflict. While
this option can fixmany scheduling issues, the process is time consuming.

This process does not attempt to resolve an
incompatible schedule issue.

l Max time to spend per student –Maximumamount of time the scheduling process
attempts different options per student.

Only change this setting if a scheduling conflict indicates that a
student was not scheduled due to a timeout. You should only
increase the number in .025 increments.

Schedule Option Set Screen
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7. Select the BalanceOptions.

l Grade Order – Allows the system to process student priority by grade:HighGrade to
Low Grade, Low Grade to HighGrade, orNot Used.

l Sequence By – Variables which assign the scheduling order:Alpha A to Z, Alpha Z to
A,Difficulty andRandom. The system determinesDifficulty by the number of available
sections to the number of periods offered for the course.

l Course Request Sequence – Determines the order the system processes course
requests.

l ByCourse Request Priority and ByDifficulty – Schedules course requests first
by Schedule Priority (Core or Elective) and then overall difficulty.

l ByDifficulty – Schedules courses by overall difficulty, determined by the number
of available course sections versus the number of available periods.

For the best scheduling results, Edupoint recommends
that schools selectByDifficulty for the Course
Request Sequence option.

l Balance Option – Attempts to keep a demographic balance when scheduling
students. Available options areBalance Property, Ethnicity,Gender,Gender and
Balance Property,Gender and Ethnicity, and Total Students.

l Balance Property consists of a custom set of values, such as ELL or SPED. You
can assign students aBalance Code on the Schedule Request screen in the
Mass Schedulingmodule.

l The lookup tableK12.MassScheduleInfo.UserBalance contains the codes
used for this property.

See Lookup Table Definitions for more information on lookup
tables.

Schedule Option Set Screen

8. Select the rules to apply under Exclude the following students.

l Select the Grade Levels, Houses, or Teams to exclude.
l Select Lock Schedule for Skipped Students to retain their schedule information.

If left blank, the system removes schedules from excluded
students.
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l SelectDo Not Process Fully Scheduled Students to save processing time.

Schedule Option Set Screen

9. ClickSchedule Now in the Basic Info section to run the option set with the selected variables
and data.

Schedule Option Set Screen

The Job Status screen displays amessage once the scheduler finishes. Depending on the options
selected and the information entered, it might take some time to complete.
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Clear All Results and Debug

TheClear All Results section contains the option toClear all schedule results from previous runs.
This does not clear any prescheduled students.

Schedule Option Set Screen

TheDebug section contains the VerboseMessages option, which providesmore detailed error
messages for schedule processing logs.

Fill Open Periods

The Fill Open Periods tab allows the system to schedule the same course for all students during a
selected period. Schools use this function to schedule study halls or homeroom courses.

1. Select the Fill Open Periods tab.
2. Select a term.

3. Click the to find a select a course. The Course ID and Course Title automatically populate.
4. Select the period range.
5. ClickSave.
6. ClickFill Open Periods.

You cannot reverse this process.

Schedule Option Set Screen, FillOpen PeriodsTab
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Mass Assigning Sections
TheMass Assigning Sections screen allows schools to make global changes to scheduleswithin an
Option Set. This process does not change the section assignments in the final student schedule.

Mass Assign Sections processes sections in one of three ways:

l Add/Keep – The process adds sections to all students that match the criteria specified. You
can choose to keep existing sections or course requests or preschedule students into the
section.

l Replace – The process removes the specific section listed under Find and Replace and
replaces it with the section listed under Sections to Add.

l Remove – The process assigns the section listed under Sections to Add, but keeps the
specified section listed under Find and Replace. You can also remove course requests for the
section.

Creating Mass Assignments

1. Navigate toSynergy SIS > Mass Scheduling > Mass Assign Sections.
2. ClickAdd.
3. Enter aName.
4. Choose theOption Set to apply changes to from the list.
5. ClickSave.

MassAssign SectionsScreen

6. To Add sections:

a. ClickAdd orChooser to find and select sections under the Sections to Add section.
b. Leave the Sections to Find and Replace section empty.
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7. To Replace sections:

a. ClickAdd orChooser to find and select sections under the Sections to Add section.
b. ClickAdd orChooser to find and select sections under the Sections to Find and

Replace section.
c. Select theAction under Sections to Find and Replace.

l Keep – Keeps existing sections of the course assigned to the specified students.
l Remove Course Request – Removes the course request from the specified
students.

l Replace Section – Removes existing sections of the course from the specified
students and replaces themwith the new section.

8. To Remove sections:

a. ClickAdd orChooser to find and select sections under the Sections to Find and
Replace section.

b. SelectRemove Course Request for Action.
c. Leave the Sections to Add section empty.

MassAssign SectionsScreen

9. SelectOnly replace sections if a student hasmatching requests forCourse Requests if
needed. If left blank, the process adds sections regardless of a student's course request
information.

10. SelectPreschedule students into the section(s) for Prescheduled if needed.
11. Select aGender to filter requests to this type.
12. Select aGrade to filter request to this type.

MassAssign SectionsScreen
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13. Select theStudent Selection tab to assign the section to specific students.
14. ClickAdd orChooser to find and select students.

MassAssign SectionsScreen, Student Selection Tab

15. ClickSave.
16. ClickAssign Students to process the definition. A message with results displays once

completed.

MassAssign SectionsScreen

SynergyMessage

Copyright 2009-2020 Edupoint Educational Systems, LLC



Chapter 7:
Manual Scheduling

Manual Scheduling Options 195
Managing Sections 200
Assigning Additional Staff 208
Assigning Multiple Students to Sections 210
Assigning Individual Students to Sections 216
Adding Enter Dates to Existing Sections 219
Assigning Tracks 221
Elementary Scheduling 223
Setting Virtual Schools 232
Schedule Matrix 234



Schedule and Course Guide
Chapter 7: Manual Scheduling 195

Manual Scheduling Options
The School Scheduling Options screen contains rules for scheduling students using theWalk In
Schedule screen.

1. Navigate toSynergy SIS > Mass Scheduling > Setup > School Scheduling Options.
2. Select theCourse Request and Walk-In Options tab.

SchoolScheduling OptionsScreen, Course Request AndWalk-In OptionsTab

3. Select the scheduling rules to apply in the Enforce the following rules section.

l Use Teacher Preferences – Reviews the teacher/staff preference chosen for the
student's course request during the scheduling process.

l Must Have –Only schedules the request if the system canmeet the student's
preference. The variable becomes a high priority.

l Try – Attempts to schedule the request with the student's preference. If
unavailable, the system chooses another section that meets other requirements
with higher priorities.

l Corequisite Option – Enforces corequisite requirements defined on the District
Course screen.

l 1 / Full Enforcement (ChecksCHS) – Uses student course history to check if the
student took the corequisite course previously. If so, the system schedules the
course request.

l 2 / Enforce Requested – Requires the student to also request any corequisites
along with the original course request or it does not schedule the course. If the
student requests both courses, the system schedules them in the same term.

l 3 / Schedule Requested – Schedules any corequisite courses in the same term
along with the course request.

l 4 / No Enforcement – Default option. Disregards all corequisites during
scheduling.
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l Prerequisite Option – Defines prerequisites listed in the District Course screen.

l Full Enforcement (ChecksCHS) – Uses student course history to verify that
students complete prerequisites.

l NoEnforcement – Default option. Disregards all prerequisites during scheduling.
l Schedule Requests in PrereqOrder – Schedules any prerequisite courses
required for the student in the first term of the schedule. Schools use this option
when creating schedules for a year or if student grades have not yet posted.

l Allow Alternate Course – Schedules alternate course requests if a student's primary
course request is unavailable.

l Use Room Seat Limit – Limits the number of students assigned to a section based on
room capacity instead of the seat limit assigned to the section. Schools rarely use this
option, as section class size allowsmore flexibility in scheduling.

l Check Term Override – Attempts to honor term overrides chosen for a course
request.

SchoolScheduling OptionsScreen, Course Request AndWalk-In OptionsTab

l Check Term Preference – Reviews the term preference chosen for a student's
course request during the scheduling process.

l Must Have –Only schedules the request if the system canmeet the student's
preference. The variable becomes a high priority.

l Try – Attempts to schedule the request with the student's preference. If
unavailable, the system chooses another section that meets other requirements
with higher priorities.
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l Check Student Restrictions/Check Teacher Restrictions – Verifies if scheduling
conflicts with any restrictions in place for a student on the Schedule Request screen.

See Schedule Request for more information.

l House Option – Chooses how the Scheduler processes house assignments.

l Automatic House Enforcement – Studentsmanually assigned to houses remain
with their house through the scheduling process.

l The system only schedules course requests if theymatch sectionswithin
the house. If they do not match within a house, it ignores them.

l The system schedules students with no house assignments into any
section, regardless of the house affiliated with the section.

l Match Sectionswith Houses – Schedules students assigned to a house into
sections designated for that house. If the section is not part of a house, the
system schedules any student into it.

l Studentsmanually assigned to a house retain their assignment.
l The system schedules unassigned students into the first house available
for their schedule.

l NoHouse Enforcement – Ignores house assignment for students and sections
during the walk-in scheduling process.

l Team Option – Chooses how the Scheduler processes team assignments. The field
under Enforce the following rules should be set to one of the following:

l Enforce TeamAssignments – Studentsmanually assigned to teams remain with
their team throughout the scheduling process. If the section is not part of a team,
the system schedules any student into it.

l The system only schedules students assigned to a team into sections
designated for the team.

l The system schedules unassigned students into the first team available for
their schedule.

l No TeamEnforcement – Ignores team assignment for students and sections
during the walk-in process.
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l Duplicate Course Request – Determines how the scheduling process handles
duplicate requests.

l Reject all duplicates – The system rejects all duplicate course requests.
l Schedule all of the duplicates – The system schedules all duplicate course
requests.

l Schedule one of the duplicates – The system only schedules the duplicate
request that best fits the student's schedule.

This option overrides any duplicate course setting on
the individual District Course screens.

l Max time to spend per student –Maximumamount of time the scheduling process
attempts different options per student.

Only change this setting if a scheduling conflict indicates that a
student was not scheduled due to a timeout. You should only
increase the number in .025 increments.

SchoolScheduling OptionsScreen, Course Request AndWalk-In OptionsTab
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4. Select the BalanceOptions.

l Course Request Sequence – Determines the order the system processes course
requests.

l ByCourse Request Priority and ByDifficulty – Schedules course requests first
by Schedule Priority (Core or Elective) and then by overall difficulty.

l ByDifficulty – Schedules courses by overall difficulty, determined by the number
of available course sections versus the number of available periods.

l Balance Option – Attempts to keep a demographic balance when scheduling
students. Available options areBalance Property, Ethnicity,Gender,Gender and
Balance Property,Gender and Ethnicity, and Total Students.

l Balance Property consists of a custom set of values, such as ELL or SPED. You
can assign students aBalance Code on the Schedule Request screen in the
Mass Schedulingmodule.

l The lookup tableK12.MassScheduleInfo.UserBalance contains the codes
used for this property.

See Lookup Table Definitions for more information on lookup
tables.

SchoolScheduling OptionsScreen, Course Request AndWalk-In OptionsTab

5. ClickSave.
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Managing Sections
If manually scheduling students, add all sections for your school using the Section screen in the
Schedulemodule.

Before deleting a section, youmust first delete all students in theCurrent
Students andStudent Enrollment History tab and all staff under the
Additional Staff tab.

Adding Sections

Screenswithin the Schedulemodulemodify student schedules after theMass Scheduling
processes completes. For smaller districts, staff use themodule to schedule studentsmanually. You
must create sections before the scheduling process begins.

1. Navigate toSynergy SIS > Schedule > Section.
2. Click Add to open the Section (Add) screen.

If theSection ID does not automatically generate, enter a unique
Section ID. Otherwise, leave the generated value. TheMass
Scheduling process does not use theMSB Section ID.
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You can also duplicate an existing course by selectingDuplicate
Section from theMenu. This only copies the data on theCurrent
Students andMeeting Days tabs automatically.

Section Screen

ClickLoad Additional Staff From Duplicated Section on the
Additional Staff tab to copy additional staff data from the original
section to the duplicate section if necessary.

Add Section Screen

Youmust manually enter information from additional tabs after saving
the course.

3. Select the underCourse ID to find and select the course. TheCourse Title populates
automatically.

4. Select the under Staff Name to find and select the teacher staff member.

5. Select the underRoom Name to find and select the school room.
6. Select theBegin Period andEnd Period.
7. Select the Term Code.
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8. Enter theMax number of students for the section under Student Seat Totals.

Prohibit assigning additional students once the Max is
reached, regardless of class size limit rules in School
Scheduling Options overrides any other configuration of blocking
for the specific section.

The followingmessage displayswhen you attempt to add another
student with the section at themax student count.

l The section number displays on the error message to help
identify which section reached themax student count.

l The student row number displays on the error message to
help identify which student was over themax student count.

ClassSize Limit Error Message

Section (Add) Screen
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9. Select theServing School to include the school name in the Student Course History record
for the class.

Section Add Screen

10. Select theGrade Range Low andGrade Range High in the Restrictions section to define
any grade limitations.

These fields are required if your school usesDaily Attendance or
Period Attendance.

Section Add Screen
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11. Enter aDefault Enter Date in the Section Options section if needed.

If theDefault Enter Date is left blank before clickingChooser, the
Enter Date defaults to the current date.
If theDefault Enter Date contains a date before clickingChooser,
theEnter Date for all students in the section becomes theDefault
Enter Date.
If the section is a Semester 2 class and theDefault Enter Date is
before the start of Semester 2, theEnter Date updates to the first
day of Semester 2 when saved.

Section (Add) Screen

12. Enter any additional section information.
13. ClickSave.

Re-Enroll Removed Students

TheStudent Enrollment tab displays a list of students withdrawn from the section. You can re-
enroll removed students from this tab if the section is still active.

1. Select theStudent Enrollment History tab.
2. Clear the Leave Date for the student in the Dropped Students section.

Section Screen, Student Enrollment HistoryTab

3. ClickSave.
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Adding Additional Staff

Add additional staff to the section for individuals with specific class roles.

1. Select theAdditional Staff tab.
2. ClickChooser to find and select staff to add.
3. Select theClass Role if required.

Section Screen, AdditionalStaff Tab

4. Click Save.

Synchronize Section Totals

After updating data under Student Seat Totals or Teacher Aide Seats, youmust synchronize these
new values.

1. SelectSynchronize Section Totals or Synchronize All Section Totals from theMenu. The Job
Details screen displayswith the progress.

Section Screen, Menu
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2. ClickOK on the Synchronization Completemessage.

SynergyMessage

Synchronize Section Meeting Day Periods

After updating information on theMeeting Days tab, youmust synchronize the staff history.

1. SelectSynchronize SectionMeeting Day Periods from theMenu.

Section Screen, Menu

2. Select theSynchronize Option.

Synchronize SectionMeeting DayPeriodsScreen

3. ClickSynchronize. The Job Details screen displayswith the progress.
4. ClickOK on the Synchronization Completemessage.

Edupoint Proprietary and Confidential



Schedule and Course Guide
Chapter 7: Manual Scheduling 207

Synchronize Staff History

After updating staff information, youmust run the Synchronize Staff History option from themenu.

1. SelectSynchronize Staff History from theMenu.

Section Screen, Menu

2. SelectSynchronize all sections across the entire district if needed.

Synchronize Staff HistoryScreen

3. ClickSynchronize. The Job Details screen displayswith the progress.
4. ClickOK on the Synchronization Completemessage.
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Assigning Additional Staff
Synergy SIS allows you to assign additional staff (such as a substitute teacher) to a section by start
and end date and by start and end time. TeacherVUE allows the additional staff member to view the
appropriate sections in TeacherVUE for the date range of their assignment. The substitute teacher
has access to the teacher's assignments but the district determines the level of access and security.

1. Navigate toSynergy SIS > Schedule > Assign Additional Staff.

Assign AdditionalStaff Screen

2. Select the teacher who needs the substitute in the 1. Find Staff Person Sections For
Assignment Dates section.

a. Click theStaff Name field. The Find: Staff screen opens.
b. Select the teacher on the Find: Staff screen. Once selected, the Find: Staff screen

closes and the teacher's sections display in the 4. Select Sections Assignments section.

3. Enter theStart Date andEnd Date for the additional staff member's assignment. Only the
Start Date is required.

Assign AdditionalStaff Screen
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4. Select the additional staff member in the 2. Select Additional Staff section.

a. Click theStaff Name field. The Find: Staff screen opens.
b. Select the staff member on the Find: Staff screen. Once selected, the Find: Staff screen

closes and the additional staff information populates all the fields in this section.

Assign AdditionalStaff Screen

Synergy SIS displays amessage under theStaff Name if the
staff member selected does not have a TeacherVUE user
account. Youmust create an account for them in Synergy SIS
if you want the additional staff member to have access to the
primary teacher's TeacherVUE account.

5. Select any attributes for the additional staff in the 3. Select Additional Staff Attributes section.

a. Select whether to give the additional staff member access to view or enter attendance
and grades using TeacherVUE through TVUE Attendance, TVUE Grades, and
TVUE Grade Book as needed.

These fields obeyGrade Book security settings.

Assign AdditionalStaff Screen

6. Select the sections the additional staff member is assigned to in the 4. Select Sections
Assignments section.

7. ClickAssign Additional Staff. Synergy SIS displays a notification indicating that the
selected additional staff member was added to the number of selected sections.
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Assigning Multiple Students to Sections
Schedulemultiple students at a time using the Assign Students to Sections and Class Assignment
screens.

Assign Students to Sections

1. Navigate toSynergy SIS > Schedule > Assign Students to Sections.

2. Click the next toSection ID to find and select a section to add.
3. Enter theStart Date for the section.

A message displays indicating the Validate Student Classes option
set on the School Setup screen, which applies to any overlapping or
duplicate sections. See Allowing Schedule Overlap for more
information.

Assign StudentsTo SectionsScreen
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4. ClickChooser in the Students section to find and select students to assign.

Assign StudentsTo SectionsScreen

5. ClickProcess. A confirmationmessage displays once the process completes.

Assign StudentsTo SectionsScreen
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Replacing Section Assignments

Copy students from one section to another or assign students to sectionswith specific IDs using the
By Section tab.

1. Select theBy Section tab.
2. Select theStudent Action to determine how to process students.
3. Enter theDate to withdraw students and theDate to enroll students.
4. Use one of twomethods tomove students:

a. SelectUse Section Pattern Match option tomove or copy student class enrollment
from one section pattern to another.

i. Enter the pattern tomatch inSection From.
ii. Enter the pattern tomatch inSection To.

A questionmark (?) functions as a random character.
For example, entering 1???? inSection From and
2???? inSection Tomoves students in all sections
starting with 1 to corresponding sections starting with 2.
Students in section 11111move to section 21111, and
so on.

Assign StudentsTo Section Screen, BySection Tab
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b. LeaveUse Section Pattern Match blank to transfer specific sections.

i. Enter theSection From.
ii. Enter theNumber of Students to Move. If left blank, the processmoves all

students until the destination section is full.
iii. Enter theSection To.

Assign StudentsTo Section, BySection Tab

5. ClickProcess to make the new assignments.
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Class Assignment

Assign sections in bulk to groups of students using the Class Assignment screen.

1. Navigate toSynergy SIS > Schedule > Class Assignment.
2. Enter theGrade, Last Name, First Name, and/orGender in the Required Fields and

Student Filters section.
3. SelectUnassigned Only to keep assigned students in existing sections.
4. ClickFilter Students. The Students section displays the results.

ClassAssignment Screen

5. Enter theGrade, Last Name, First Name, and/or Enter Date in the Teacher Filters section.
6. ClickFilter Sections. The Classes section displays the total students assigned to the section,

divided by grade if the grade option is blank.

ClassAssignment Screen

7. SelectAdd next to the students to assign.
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8. ClickAdd next to the section tomove students to.

ClassAssignment Screen
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Assigning Individual Students to Sections
Schools assign classes to individual students using the Student Classes screen and theClasses tab
of the Student screen. You can also add students to a section through the Section screen.

Student Classes Screen

1. Navigate toSynergy SIS > Schedule > Student Classes.
2. Locate the student to modify.
3. ClickAdd to add a single class or clickChooser to find and select multiple classes.
4. Enter any section options as needed.

Student ClassesScreen

5. ClickSave.
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When printing the STU202 – Student Schedule report from theMenu on
the Student Classes screen, only the current term displays. To change this
setting:

1. Navigate toSynergy SIS > System > User > User Password
and Preferences.

2. Select theReport Preferences tab.
3. Select Full Schedule When Printed From Menu under the

Student Schedule section.
4. ClickSave.

User Password And PreferencesScreen, Report PreferencesTab
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Student

1. Navigate toSynergy SIS > Student > Student.
2. Locate the student to modify.
3. Select theClasses tab.
4. ClickAdd to add a single section orChooser to find and select multiple sections.
5. Enter any section options.

Student Screen, ClassesTab

6. ClickSave.
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Section Screen

1. Navigate toSynergy SIS > Schedule > Section.
2. Locate the section tomodify.
3. ClickChooser to find and select students to add.

Section Screen

4. Enter any options for the student.
5. ClickSave.

Adding Enter Dates to Existing Sections
You can use theMassChange Enter Date process to change theEnter Date for all students in an
existing section.

1. Navigate toSynergy SIS > Schedule > Section.
2. Locate the section tomodify.
3. SelectMassChange Enter Date from theMenu.

Section Screen
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4. Enter theDefault Enter Date.
5. ClickApply Default Enter Date.

MassChange Enter Date Screen

TheDefault Enter Date applies to all students in the section.
Hold the Shift key to highlight specific students within the section to
set theDefault Enter Date as theEnter Date for those students
only.

If the section is a Semester 2 class and theDefault Enter Date is
before the start of Semester 2, theEnter Date updates to the first
day of Semester 2 when saved.
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Assigning Tracks
Multi-track schools allow different school calendars for specific students. Each track represents a
separate school calendar. Schools can use tracks to reconcile limited space within school facilities.

See theSynergy SIS – Attendance Administrator Guide for more
information on creating and configuring tracks.

Schools assign each student to a specific track through the enrollment process, and can only assign
one track per enrollment. Administrators enter student enrollments through the Student screen.

See theSynergy SIS – Student Management Administrator Guide and
Synergy SIS – Student Management User Guide for more information on
the student enrollment process.

Student Screen

After creating tracks, assign each class section to a specific track. This is done through the Section
screen or assigned automatically usingMass Assigning Tracks.

Manually Assigning Tracks

1. Navigate toSynergy SIS > Schedule > Section.
2. Locate the section tomodify.
3. SelectEdit Section Data from theMenu.

Section Screen
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4. Select the Track.

Section Screen

5. ClickSave.

Mass Assigning Tracks

Assign or update tracks in bulk using theMass Assign Track screen. TheMass Assign Track
process updates the student's track based on the period and term code specified. The period
defaults to the homeroom period.

The homeroom or other section for the specified periodmust have a track
assigned in order for this process to complete.

1. Navigate toSynergy SIS > Schedule > Mass Assign Track.
2. Select thePeriod and Term Code in each student’s schedule where you assign tracks.
3. ClickUpdate Track.

MassAssign TrackScreen
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Elementary Scheduling
Elementary scheduling requires additional setup based on the option selected within the School
Setup screen for assigning and tracking homerooms and linked courses.

Schoolsmust create sections for the homeroom class itself as well as
other courses not taught by the homeroom teacher, such as Physical
Education.

Homeroom Setup

1. Navigate toSynergy SIS > System > Setup > School Setup.
2. Enter theHomeroom Period.

SchoolSetup Screen

3. Select one of the following under Scheduling Options in the Other Info section:

l Traditional Schedule Tracking (Default) – Schools associate one section for each
course/period that a teacher instructs. You can enroll students in sectionsmanually or
throughmass scheduling.

l Homeroom and Associated Course Enrollments – Schools associate courses that a
homeroom teacher instructs together. Schools create sections for the homeroom and
any classes not assigned to a homeroom teacher. You can enroll students in schedules
manually or throughmass scheduling. Generated extracts and reports show enrollment
records for both sections and homeroom courses.
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l Linked Sections – Schools associate one section for each course/period that a teacher
instructs and adds the homeroom teacher name as a Linked Staff Member on the
Section screen. You can enroll students in homeroom sections, which automatically
enrolls them into all linked sections.

You can enable theEnforce Linked Section Gender and
Grade Restrictions option after selecting Linked Sections if
required.

SchoolSetup Screen

4. ClickSave.

Configuring Homerooms and Associated Courses

These options only take effect if the school usesHomeroom and Associated Course Enrollments as
the Scheduling Option.

1. Navigate toSynergy SIS > Course > District Course.
2. Create or locate the homeroom course.
3. Select theAssociated Courses tab.

Edupoint Proprietary and Confidential



Schedule and Course Guide
Chapter 7: Manual Scheduling 225

4. ClickChooser to find and select courses taught by the homeroom teacher. Generated
reports display this teacher as the instructor for these courses.

District Course Screen, Associated CoursesTab

5. ClickSave.

Configuring Linked Sections

These options only take effect if the school uses Linked Sections as the Scheduling Option.

When using Linked Sections, theExclude From Link Section Process
option displays on the Section screen. If selected, homeroom enrollment
does not automatically include the selected section.

Section Screen

1. Navigate toSynergy SIS > Schedule > Section.
2. Create sections for the homeroom course.

Homeroom sectionsmust use the same Period as the defined
HomeroomPeriod on the School Setup screen.

3. Create sections for additional subject courses.

Copyright 2009-2020 Edupoint Educational Systems, LLC



226 Schedule and Course Guide
Chapter 7: Manual Scheduling

4. Click the next to the Linked Staff Name to find and select the homeroom teacher for any
section for additional subjects. Leave this blank if the primary teacher of the section is the
homeroom teacher.

Section Screen

5. ClickSave. Once saved, linked sections create records for each student with the same
enrollment date as the homeroom record.

Student ClassesScreen
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Updating Homeroom Information

One Time Process Per School

TheUpdate HomeroomData process checks student schedules for the homeroom course in the
current term andmakes any necessary updates. Run the process after making any changes to the
homeroom or scheduling options on the School Setup screen or the homeroom course or section.

1. Navigate toSynergy SIS > System > Setup > School Setup.
2. SelectUpdate HomeroomData from theMenu. The Job Detail screen opens.

SchoolSetup Screen

3. ClickOK on the confirmationmessage.

SynergyConfirmationMessage
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Multiple Schools or Recurring Process

The Schedule HomeroomData Process screen allows the Update Homeroom process to run for
multiple schools or the entire district. This process also allows scheduling Update Homeroom as a
recurring job in Synergy.

1. Navigate toSynergy SIS > System > Setup > Schedule Homeroom Data Process.

Schedule HomeroomData Process

2. Select a school or schools to process in theOrganization List.

When focused to the district level or any organization level (for
example, high schools, middle schools, elementary schools, or
special schools), each school displays in the list. Select one school
or multiple schools. If left blank, the process runs for all schools in
theOrganization List.

3. Select which process to run in the Operation Type section.

l Update Homeroom Data – Removes existing homeroom data for students and
replaces it with updated data. This is the default option.

l Clear Homeroom Data – Removes existing homeroom data without replacing it.
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4. Select the appropriateSchedule Task. This is the frequency the report runs. You can set
reports to runOnce,Daily,Weekly, orMonthly.

l Once – No additional options display.
l Daily – Select the following options:

l Start Time – Enter the time of day for the report to run.
l Start Date – Enter the date to start running the process.
l Stop Date – Enter the date to stop running the process. For example, the date of
the end of the school year.

l Enter the number of days between the running of each process. For example,
enter 1 to run the process every day or enter 7 to run the process once per week.

Schedule HomeroomData Process
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l Weekly – Enter theStart Time, Start Date, andStop Date. Select the following
options:

l Enter the number of weeks between the running of each process. For example,
enter 1 to run the process every week or enter 4 to run the process once every
four weeks.

l Select the days of the week you want the process to run. The following example
displays the process running every week onMonday,Wednesday, and Friday.

Schedule HomeroomData Process
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l Monthly – Enter theStart Time, Start Date, andStop Date. Select the following
options:

l Select when to run the process on aDay of the month, such as 1 for the 1st or
20 for the 20th. You can also select a specific weekday, such as the First Monday
of themonth. You can also select whichmonths to run the process for. The
following example displays the process running the 3rdweek of themonth on
Wednesday fromMarch to June.

Schedule HomeroomData Process

The drop-downs display 1-31, 1-5, and the days of the
week.

5. ClickSchedule Processing of Homeroom Data.
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Setting Virtual Schools
You can schedule students into a virtual school throughmass scheduling and scheduling processes.
This enables you to link sections of the same course between the virtual school and the home school
so both schools update when the student adds or drops the class.

Both schoolsmust be set up for concurrency on the School Setup screen
as follows:

l The home school must be set to either Full Concurrent - Able to
send and receive concurrent students or Exit Concurrent - Able to
send concurrent students only for theConcurrent Enrollment
Type.

l The virtual school must be set to either Full Concurrent - Able to
send and receive concurrent students or Entry Concurrent - Able to
receive concurrent students only for theConcurrent Enrollment
Type.

Both schoolsmust be opted in to the district course on the School Course
Opt-In screen.

1. Navigate toSynergy SIS > Course > District Course.

a. Locate the course tomake virtual.
b. Select the virtual school where the course is taught in theSchool Name.
c. ClickSave.

District Course Screen
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2. Navigate toSynergy SIS > Schedule > Section.

a. Create a section for the course.

Theremust be a section at both the home school and the
virtual school.

b. Focus to the home school.

Both schoolsmust be out of mass scheduling or not have used
mass scheduling for the linking process to function properly.

c. Select the virtual school's section in thePrimary Section to link the home school's
section to it.

Section Screen

Any students enrolled in this sectionmust be concurrently enrolled in both
schools.

All students enrolled in this section display in both sections at both
schools.
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Schedule Matrix
TheSchedule Matrix tab shows how the selected section contributes to student FTE. It displays all
the section information and the section schedule breakdown byTerm,Days in Term,Hours
Scheduled, and theAverage Minutes per Meeting that are in your Bell Schedule for that period.
It also displays the period, bell periods, minutes, days in calendar, and the total minutes the section
meets per meeting day.

Section Screen, ScheduleMatrix Tab
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Prescheduling Students
Prescheduling reserves seats for students in specific sections. You preschedule students within the
Schedule Student or Schedule Section screens inside anOption Set or in theWalk In Schedule
screen.

TheMass Scheduling process does not reassign prescheduled students.
Youmust update prescheduled studentsmanually.

Schedule Student

1. Navigate toSynergy SIS > Mass Scheduling > Schedule Control.
2. Open the option set.

Schedule Control Screen

4. SelectOpen Student Schedule under Quick Links.

Schedule Control Screen

5. Locate the student to preschedule.
6. ClickChooser in the Course Requests section to find and select courses.
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7. Click the + in thePrescheduled Section column next to a course. The Schedule Section
screen opens.

Schedule Student Screen

8. Select a section to add.
9. ClickSelect Section.

Schedule Section Screen

10. ClickSave.
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Schedule Section

1. Navigate toSynergy SIS > Mass Scheduling > Schedule Control.
2. Open the option set.

Schedule Control Screen

4. SelectOpen Schedule Section under Quick Links.

Schedule Control Screen

5. Locate the section to preschedule.
6. ClickChooser in the Students section to find and select students.
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7. SelectPre-Schedule in each row for the students to preschedule.

Schedule Section Screen

8. ClickSave.

Walk In Schedule

1. Navigate toSynergy SIS > Schedule > Walk In Schedule.
2. Locate the student to preschedule.
3. Select theRequest tab.
4. Click the + in thePrescheduled Section column next to a course. The Schedule Section

screen opens.

Walk In Schedule Screen, Request Tab
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5. Select a section to add.
6. ClickSelect Section. The Schedule Section screen closes.

Schedule Section Screen

7. ClickSave.

Analyzing Mass Scheduling Course Requests
Modify student course requests fromwithin the option set through the Schedule Student screen.

1. Navigate toSynergy SIS > Mass Scheduling > Schedule Control.
2. Open the option set.

Schedule Control Screen
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3. SelectOpen Student Schedule under Quick Links.

Schedule Option Set Screen

4. Locate the student to analyze. You can also clickConflict to scroll through only students that
have conflicting schedules.

5. ClickSchedule to manually schedule the student's course requests.

Schedule Student Screen

Copyright 2009-2020 Edupoint Educational Systems, LLC



242 Schedule and Course Guide
Chapter 8: Scheduling Tools

6. Select theAnalysis tab to view scheduling results. Each course displays in the Schedule
Analysis section with results showing in theSchedule Period columns.

l A – Available section.
l F – Full section.
l Number – Period scheduled for the student.

Schedule Student Screen, Analysis Tab
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7. Select theSchedule tab to view all scheduled and unscheduled course requests.

Schedule Student Screen, Schedule Tab

8. ClickSave after making adjustments.

Analyzing Individual Course Requests
TheAnalysis tab of theWalk In Schedule screen allows you to view student course requests and
analyze student schedules.

1. Navigate toSynergy SIS > Schedule > Walk In Schedule.
2. Locate the student to analyze.
3. ClickSchedule to manually schedule the student's course requests.

Walk In Schedule Screen, Analysis Tab
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4. Select theAnalysis tab to view scheduling results. Each course displays in the Schedule
Analysis section with results showing in theSchedule Period columns.

l A – Available section.
l F – Full section.
l Number – Period scheduled for the student.

Walk In Schedule Screen, Analysis Tab

5. Select theSchedule tab to view all scheduled and unscheduled course requests.

Walk In Schedule Screen, Schedule Tab

6. ClickSave.
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Student Schedule and Request Analysis
The Student Schedule & Request Analysis screen allows you to find any unassigned students or
studentsmissing specific course requests. Create student and course filters to identify which
students or groups lack the proper courses.

1. Navigate toSynergy SIS > Schedule > Student Schedule & Request Analysis.
2. ClickAdd to open the Student Schedule and Request (Add) screen.
3. Enter a Filter Name.
4. Select the Filter Type.

Student Schedule &Request Analysis (Add) Screen

5. ClickSave.
6. Select any appropriate student filters.

a. SelectOnly include students who have counselor and choose the counselor from
the drop-down.

b. Select theGrades to process.

Student Schedule &Request AnalysisScreen
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c. ClickChooser on the grids corresponding to staff, student groups, or students to find
and select options.

Student Schedule &Request AnalysisScreen

7. ClickSave.
8. Select theStep 2: Course Filter tab.
9. Select any appropriate course filters.

a. Select the departments to analyze.
b. ClickChooser on the section to find and select specific courses.
c. SelectExclude Selections to instead only display results for students with requests or

courseswithin the selected filters. If left blank, results for studentsmissing requests or
courses display.

Student Schedule &Request AnalysisScreen, Step 2 Course Filter Tab

10. ClickSave.
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11. Select theStep 3: Results tab.
12. ClickSearch. Results can take some time to display depending on the size of the analysis.

Student Schedule &Request Analysis, Step 3 Results Tab

13. Click the under theRequest column to open the Schedule Request screen for the
student. This allows you to schedule a course request for the specified course.

14. Click the under theWalkin Sched column to open theWalk In Schedule screen for the
student. This allows you to schedule a section for the specified course.

Student Schedule &Request Analysis, Step 3 Results Tab
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Dropping Classes
Drop a class from a student's schedule on the Student Classes or Student screen.

Dropping a class removes it from the student's schedule. Deleting a class
removes it from the student's records, though the class can still appear on
the Add/Drop report for the student. See Tracking Deleted Classes for
more information.

Student Classes Screen

1. Navigate toSynergy SIS > Schedule > Student Classes.
2. Locate the student to modify.
3. Maximize the Drop Class, Filter, andOverride Options section.
4. Select the section(s) to drop in the Current Class section.
5. Enter the Leave Date.

Student ClassesScreen

6. ClickDrop Selected Classes.
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Dropped classes remain on theClass Enrollment History tab for record keeping purposes.

Student ClassesScreen, ClassEnrollment HistoryTab

Student Screen

1. Navigate toSynergy SIS > Student > Student.
2. Locate the student to modify.
3. Select theClasses tab.
4. Enter the Leave Date next to the class to drop in the Class Schedule section.

Student Screen, ClassesTab

5. ClickSave.
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Tracking Deleted Classes
Schools can track classes deleted from student schedules and compare the data to the Add/Drop
Report. Enable this function on the School Scheduling Options screen.

1. Navigate toSynergy SIS > Mass Scheduling > Setup > School Scheduling Options.
2. Select Track Class Deletions for Add/Drop Report.

SchoolScheduling OptionsScreen

3. ClickSave.

Student Classes Deleted

The Student ClassesDeleted screen under the Schedulemodule displays deleted class
information.

Youmust enter a Leave Date for the class prior to deleting it from a
student’s schedule in order for it to display on this screen.

Student ClassesDeleted Screen
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ClassBoard Overview
ClassBoard graphically displays schedule information and allows you to easilymodify class settings.
After creating option sets, you can run themwithin ClassBoard to simulate schedule updates.
However, you cannot individuallymodify student schedules from this application.

ClassBoard Screen

ClassBoard Setup

ClassBoard utilizes theMicrosoft® Silverlight® viewer. Youmust have Silverlight installed on your
system before running ClassBoard.

See http://www.microsoft.com/getsilverlight/get-
started/install/default.aspx to install Silverlight.

Additionally, administratorsmust define the SSL setting for each site using ClassBoard with the
DBTools utility. Edupoint includes this tool in the Synergy SIS installation.

1. Launch DBTools.
2. Navigate toDatabases > Add NewWeb.Config/Database Access.
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3. Enter new web.config settings for all websites running ClassBoard.

DBToolsDatabaseConfig Screen

4. Select one of the following underWeb.Config SSL Setting: SSLOnly, Both Non-SSL and
SSL, orNon-SSLOnly.

5. ClickOK.

See theSynergy SIS – SystemAdministrator Guide for more
information about using DBTools.

Launching ClassBoard

1. Navigate toSynergy SIS > Mass Scheduling > Schedule Control.
2. Open the option set.

Schedule Control Screen
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3. Check out the option set.

ClassBoard displays in read-onlymode if another user has the
option set checked out.

4. SelectOpen ClassBoard under Quick Links.

ClassBoard copies the entire schedule from theOption Set to the
local hard drive of the user’s computer. Changesmade to the
Option Set do not display in Synergy until you save changes in
ClassBoard.

Do not open additional screenswithin the option set while running
ClassBoard, such as Student Schedule or Schedule Section.
ClassBoard overrides any changesmade to the Option Set on other
screens after you save.

Schedule Option Set Screen

ClassBoard Display Options
The School Name andOption Set Name display at the top of the page with the name of the User
editing the option set. The icons under themenu row correspond toSave,Undo,Reschedule,
Preferences, andSchedule Options. The top-left corner of the section displays the number of
students scheduled divided by the number of course requests and the percentage of students
scheduled.

ClassBoard Screen
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On the header row for each department, the total number of spaces in a class displays along with the
total number of students scheduled. For example, the following image shows one seat occupied out
of 118 seats available duringPeriod 3 in theAmerican History department.

Edupoint recommends that schools assign all courses and staff to their
respective departments before using ClassBoard, as this is themethod
used to sort data.

ClassBoard Screen

Viewing Options

You can display ClassBoard sections in a number of different ways. ClassBoard sorts courses by
departments on the left side of the grid and term and period at the top of the grid. To select a different
view, select the option in theView section at the top of the screen.

ClassBoard Screen
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You can also change the view by selectingView Selector in theViewmenu.

When sorting sections by either Teacher or Room, the top row displays all
sectionswith no teacher or room assigned.

ClassBoard Screen, View Menu

Click the scroll bars tomove the section. A pop-up displays a smaller version of the section for a
visual focus. The view shifts to the highlighted row when you release themouse button.

ClassBoard Screen

Maximize or minimize rows and columns by clicking the + or – icons.
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Section Display

Each section displays as a colored bar in the grid. The bar displays the last name of the teacher and
the number of scheduled students to the number of maximum seats. The Rules define the color
coding for each section.

Overmax seat count

Full

Available seats

Empty

Toggle rules on or off using theSelect Rules section at the top.

ClassBoard Screen

You can also change the rules by selectingRules under theViewmenu.

ClassBoard Screen, View Menu
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Windows and Docking Panes

You have the option of displaying four docking panes on the ClassBoard screens to view additional
section information. To enable or disable these windows, selectWindows under theViewmenu and
select the windows tomodify.

ClassBoard Screen, View Menu
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l Section Details – Displays details of the selected section.

l ClickGo To to bring the section into view on themain grid.
l ClickEdit to edit section information.

ClassBoard Screen, Section Details
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l Section Rules – Displays the color rules for the sections and allows you to turn rules on or
off.

ClassBoard Screen, Section Rules

l Section Statistics – Displays the total number of requests for the selected section with the
total number of students scheduled.

ClassBoard Screen, Section Statistics

l Section Students – Displays all students scheduled into the section.

l You canmark studentsTeacher Aide or Pre Schedule.

ClassBoard Screen, Section Students
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l Change the window display options by clicking the▼ icon in the top-right corner of the
window.

l Floating – Displays as a small box over themain screen that you canmove and resize.
l Dockable – Displays on the right side of the screen and allows you tomove and
organize windows as needed.

l Tabbed Document – Displays as tabs in themain section grid.
l Auto hide – Displays as a small box on the right side of the screen and displays on
mouseover. The Pin icon changes a window fromDockable to Auto-Hide.

l Hide – Closes the window completely.

ClassBoard Screen,Window Options

ClassBoard Preferences

SelectPreferences under theViewmenu to change display options for the section grid and other
ClassBoard functionality.

l Section – Changes various display options for the sections in the grid.
l Docking Panes – Allows you to enable or disable different windows.
l Functionality – Allows the following:

l Disable drag’n drop – Prevents you from dragging sections to new locations on the
display grid.

l Jump to – Clicking the scroll bar jumps the view to that location instead of scrolling in
that direction.

l Confirm Changes – Asks you to confirm all changesmade to sections.
l Real time scroll – Dragging the scrollbarsmoves the grid instead of only the visual
preview.
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l Set theMaximum/Minimum visible classes. 0 indicates nomaximumor minimum.

ClassBoard Preferences

l Section Rules and Colors – Allows you tomodify how sections are color-coded:

l Select theColor code sections by option:Enrollment,House, or Team.
l Select a rule and then select a color to modify the existing colors.

ClassBoard Preferences
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Modifying Schedules in ClassBoard
To easilymake changes to the schedule, drag and drop sections on the grid to a new period or term.
Moved or edited sections display with a blue outline on the grid.

To reverse changesmade in ClassBoard, selectUndo under the File
menu or click the Undo icon.

ClassBoard Screen, File Menu

ClassBoard, Moving Sections

Adding Sections

1. Locate the course in the section.
2. Right-click on an empty space in the period column to add a section for.
3. SelectAdd Class.
4. Enter theSection ID. Youmust manually assign Section IDs to new classeswithin

ClassBoard.
5. Enter any additional section information.

ClassBoard, Add Section

6. ClickSave.
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Managing Sections

Right-clicking on an existing section allows you toAddClass,Delete Class, View Section Details, or
OpenClass Builder. You can also add or delete classes through theEditmenu. ClassBoard
displays the same section details as the Schedule Section screen.

1. Double-click on a section to view details or use the Section Details window.
2. ClickEdit to make changes to section data.

ClassBoard, Section Details

3. Select theMeeting Days tab to view rotation days if your school enabledmeeting days.
4. Select theBegin andEnd Period for the section on eachmeeting day.

ClassBoard, Section Details, Meeting DaysTab
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5. Select theStudents tab to view all students scheduled.
6. ClickDrop next to a student to remove them from the class.

ClassBoard, Section Details, StudentsTab

7. ClickSave.

Class Builder

Class Builder allows you tomodify student course requests andmanually assign students to
sections.

ClassBoard, ClassBuilder Layout

1. Right-click on a section and selectClass Builder.

l The left window displays all Enrolled Students at the school.

l TheReqs column indicates the number of course requests for that student.

ClassBuilder, Enrolled Students
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l Themiddle window displays all Course Requests for the selected department and
course.

l TheSched column indicates if a student is scheduled for the specified course.
l Change the course through themenu at the top.

ClassBuilder, Course Request

l The right window displays students assigned to the section.

l ThePreSched column indicates if a student is prescheduled for the section.
l Change the section using the drop-downmenu at the top.

ClassBuilder, Section Roster

2. Click the next to any column to select filtering options.
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3. Use the arrows to add and remove students from the Enrolled Students window to the Course
Request window.

Enrolled StudentsTo/fromCourse Request

4. Use the arrows to add and remove students from the Course Request window to the Section
Roster window.

Closing the Class Builder window automatically saves changes.

Course Request To/from Section Roster

Copyright 2009-2020 Edupoint Educational Systems, LLC



268 Schedule and Course Guide
Chapter 9: ClassBoard

Finalizing the Schedule

1. SelectSchedule Options under theViewmenu to verify settings. This is the same information
as on the Schedule Option Set screen in Synergy SIS.

ClassBoard, Schedule Options

2. SelectReschedule under the Filemenu or click theReschedule icon.

ClassBoard Screen, File Menu

3. ClickOK to confirm the reschedule process.

Reschedule ConfirmationWindow
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4. SelectSave under the Filemenu or click theSave icon to finalize all changesmadewithin
ClassBoard.

ClassBoard Screen, File Menu

5. Close the JobQueue Statuswindow once complete.

ClassBoard JobQueue Status
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Finalizing Schedules
Once you determine the best schedule usingMass Scheduling, run the chosenOption Set for the
final time to copy sections and student schedules to the Schedulemodule. This is the final step in
master schedule creation for the new school year.

Creating the Final Option Set

Before finalizing the schedule, make a copy of the option set with a name indicating it is the final set
used to create this year's schedule.

1. Navigate toSynergy SIS > Mass Scheduling > Schedule Control.
2. ClickCreate/Copy Option Set.
3. Enter theName andDescription that indicates it is themaster schedule.
4. SelectCopy existing Option Set for theCopy Option.
5. Select theYear.
6. Select theScheduling Option Set that contains the optimal schedule.
7. Select Include Sections without Teachers and/or Rooms andCopy Student Results.

AddNewOption Set Screen

8. ClickAdd.
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Creating the Master Schedule

TheUpdate Schedule process deletes all existing sections and student
schedules prior to creating themaster schedule, then assigns students to
new sections.

1. Navigate toSynergy SIS > Mass Scheduling > Update Schedule.
2. Select the Option Set to use for themaster schedule from the list.

Update Schedule Screen

3. Click Initiate Update Schedule Process.

After the Update Schedule process completes, all other changes to a student’s schedule should use
theWalk In Schedule screen in the Schedulemodule.

Edupoint recommends youmodify security to remove theMass
Schedulingmodule from the PAD Tree for most users to prevent anyone
frommaking changes to theMass Scheduling views after finalizing the
schedule.

See theSynergy SIS – Security Administrator Guide for more information
onmodifying PAD security.
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Ending Terms
Schoolsmust enter a leave date for each class in a student’s schedule to indicate the end of
enrollment. Enter a leave date for all scheduled classes through the End Term screen.

1. Navigate toSynergy SIS > Schedule > End Term.
2. Select the Term to Process. Select Today to process the current term.
3. Select the Track if applicable.

End Term Screen

4. ClickProcess End Term.

Students remain enrolled in classes until the Term End Date determined
by term definition settings in School Setup.
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Deleting Course Requests
Clearing non-scheduled course requests from student schedules allows you to view only current
data on theWalk In Schedule screen. This helps to clear irrelevant course data once the schedule is
finalized.

1. Navigate toSynergy SIS > Schedule > Walk In Schedule.
2. Locate the student to modify.
3. Select theRequest tab.
4. ClickDelete Non-Scheduled Course Request(s).

The Course Request section still displays course requests until you
refresh the screen or scroll to another student and back to the
current one.

Walk In Schedule Screen, Request Tab
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Handling Walk In Requests
After finalizing themaster schedule and creating sections, staff create additional student schedules
through theWalk In Schedule screen. New students enrolled after the start of the year require these
scheduling procedures. You can add classes to a student’s schedule through theQuick Placement
andRequest tabs.

Scheduling Course Requests

SeeWalk In Schedule – Request for more information on adding course
requests.

1. Navigate toSynergy SIS > Mass Scheduling > Walk In Schedule or Synergy SIS >
Schedule > Walk In Schedule.

2. Select theRequest tab.
3. Select the Term to Schedule.
4. ClickSchedule. The system attempts to schedule the course requests into available sections.

Walk In Schedule Screen, Request Tab

5. Select theAnalysis andSchedule tabs to view scheduling results.
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Quick Placement

TheQuick Placement tab offers a simplified version of the walk in scheduling process. The
Manually Schedule Student section offers a visual representation of a student’s schedule and
course requests.

Walk In Schedule Screen

The Legend displays information on the colors shown for each class displayed in the section.

Walk In Schedule, QuickPlacement Legend
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Scroll to the Display Preferences section to customize the information displayed in the graph.

l Select theShow Info option.

l In Cell – Displays selected information directly on the graph.
l MouseOver – Displays information when hovering over the section item.
l None – Displays no information. Overrides any additional viewing options.

l Select theSort/Group By option.
l SelectShow Multiclass Indicator to choose frommultiple sections for the selected course
and period if more than one section exists.

Walk In Schedule Screen

l Select any additional data to display for each section.

Walk In Schedule Screen
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TheQuick Placement tab hasShow Schedule Summary by Term enabled by default. The
Schedule Summary adds rows for each term andmeeting day. It also displays currently scheduled
classes.

If Show Schedule Summary by Term is disabled, you can only select
course requests that display in the section.

1. Navigate toSynergy SIS > Mass Scheduling > Walk In Schedule or Synergy SIS >
Schedule > Walk In Schedule.

2. Click the in row corresponding to theSchedule Period column andMeeting Day row to
schedule. The Section Availability screen opens and displays all available sections for that
time.

Walk In Schedule Screen

3. SelectShow only classes with open seats or Show only classes for requested
courses to narrow results.

4. ClickAdd next to the section to add.

Section AvailabilityScreen
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5. Select the class inside the section to enroll the student.

Walk In Schedule Screen

6. ClickSave.
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Configuring Schedule Based FTE
Schedule Based FTE is a calculationmethod used that determines the FTE for a student by
analyzing their schedule. There are two screens in Synergy SIS that allow you to define the rules
used for each grade of student. Also, there is a tab that displays the classes used in the calculation.

Schedule Based FTE is disabled by default. You can enable it for any or all grades in the Schedule
Based FTE Setup – District screen and/or modify it individually for a grade level on a per school
basis in the Schedule Based FTE Setup – School screen.

District Setup Option

1. Navigate toSynergy SIS > System > Setup > Schedule Based FTE Setup – District.
2. Select an option inExclude Passing Minutes in Schedule Based FTE.

l Yes – Excludes passingminutes from the FTE calculation.
l No or blank – Includes passingminutes in the FTE calculation.

3. Enter theMinimum Hours For Course to count in Schedule Based FTE. This field
refers to the total hours for a course for a school year. For example, a typical classmeets for
120 hours per year.

The District FTE Thresholds section allows you to overwrite the default
FTE. By default, Synergy SIS calculates and submits FTE as is (i.e. 0.27).

If you add a single line to the District FTE Thresholds section, youmust
define all FTE thresholds for the district. For example, if you only add a
single line with Max FTE set to 0.50, then students receive 0 FTE if they
do not meet the threshold, 0.50 if theymeet the threshold, and no student
can earn 1.00 FTE.
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Schedule Based FTESetup – District Screen

Example

Below is a setup for quarter FTE thresholds:

Schedule Based FTESetup – District Screen

Studentsmust reach the appropriate threshold to qualify for the
corresponding FTE. For example, If a student has 0.48 FTE, they
submit as 0.25 because they did not meet the threshold of 0.50.
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8. Determine which of the threemethods to use to calculate a student’s FTE in the FTE Hours
ByGrade section. The FTE Hours ByGrade section automatically displays all grades in the
district and themethod used to calculate the FTE for the grade.

Schedule Based FTESetup – District Screen

l Method 1 – The default method of determining FTE uses the value stored in Enrollment
Activities and displayed on the Student screen. TheSetup Description column of the
FTE Hours ByGrade section displaysGrade XX is using Enrollment Activities to
calculate FTE. for each grade using the default method.

l Method 2 – Enter a value in theMinimum Hours for Full FTE field for a grade to
enable Schedule Based FTE for the grade. TheSetup Description column of the FTE
Hours ByGrade section displaysGrade XX is using NNN total hours annually to
calculate Full Time FTE.where NNN is the number of hours entered in theMinimum
Hours for Full FTE field. Then, Synergy SIS calculates the student’s schedule for the
entire year and submits FTE based on the threshold achieved.

l Method 3 – SelectUse Elementary Logic for a grade to enable Elementary Schedule
Based FTE for the grade. TheSetup Description column of the FTE Hours ByGrade
section displaysGrade XX is using Elementary Logic to calculate FTE.Synergy SIS
examines the student’s schedule for the FTE calculation based on the AMPM setting of
their sections. If the student only has a section flagged for AM or PM, they earn 0.5
FTE, but if they have a sectionmarked for Both (or blank) they earn 1 FTE.

9. Define which sections to include in calculations for methods 2 or 3.

l Include SR – Includes sectionsmarked as Excluded fromState Reporting in the
calculation.
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l Include ATT– Includes sectionsmarked as Excluded fromAttendance in the
calculation.

Selecting either option updates theSetup Description.
By default, Synergy SIS does not include sections flagged to
exclude (from either State Reporting or Attendance) in either
FTE calculationmethod.

Include SR is typically used withElementary Logic if you
use Homeroom sections to take attendance but Synergy SIS
does not use those sections to report the subjects students
are enrolled in to the state.

Include ATT is typically used in conjunction with the Hours
calculation when students are enrolled in sectionswhere
instruction is provided but attendance is recorded daily, rather
than by period.
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School Setup Option

1. Navigate toSynergy SIS > System > Setup > Schedule Based FTE Setup – School.
2. Enter theDefault Period Minutes if your school does not use Bell Schedules to determine

the number of minutes for a period.

If you do not define Bell Schedules and do not populate this field,
Synergy SIS uses a default of 60minutes per period when
calculating FTE.

3. Use the FTE Hours ByGrade section to override settings from the Schedule Based FTE
Setup - District screen on a per school basis, as needed. To enable or disable FTE calculation
per grade at a given school, select an option in the FTE Logic field.

l The option toUse Elementary Logic is the same asmethod 3 defined earlier.
l Use Enrollment Activity equateswith method 1.
l Use Hours corresponds tomethod 2.

TheSchool Setup Description field displays themessage “This is
defaulting fromDistrict Settings.” when there are no overrides
defined andmodifies appropriately based on the options selected.

Schedule Based FTESetup – SchoolScreen

Copyright 2009-2020 Edupoint Educational Systems, LLC



286 Schedule and Course Guide
Chapter 11: Schedule Based FTE

Viewing a Student's Schedule Based FTE
1. Navigate toSynergy SIS > Schedule > Student Classes.
2. Select theSchedule Based FTE tab.
3. Locate the appropriate student.

TheSchedule Based FTE tab lists the student’s FTE for the
corresponding enrollment segment. When a student hasmultiple
segments, the section displays the corresponding FTE for each
segment.

If there are two segments with the same FTE amount, they are
merged and referred to asmixed.

Method 1 – Calculated via Enrollment Activities

Student ClassesScreen
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Method 2 – Calculated via Scheduled Hours

Student ClassesScreen

Method 3 – Calculated via Elementary Logic

Student ClassesScreen
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4. Click aStart Date or End Date on any line of the FTE Segments section to open the FTE
Segment Detail screen. The detail screen shows how Synergy SIS calculates the FTE
amount.

If Synergy SIS does not include a section in the FTE calculation, an
explanatorymessage displays in theExclusion Reason column on
the detail screen.

FTESegment Detail Screen

l Click theHours value or the FTE Segment Section Detail link to open the FTE
Segment Section Detail screen. This screen displays the section's total minutes for the
year and the number of sectionminutes that apply to the student's FTE.

FTESegment Section Detail Screen
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l Click theSection ID value to open the Section screen.

Section Screen
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l Click theCourse ID and Title value to open the District Course screen.

District Course Screen
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You canmake changes to a student's schedule based FTE settings on theEnrollment tab and the
Enrollment History tab of the Student screen.

If youmake a change from the Student screen and do not enter a date,
Synergy SIS resends the schedule based FTE information as if the
change is effective from the enrollment date. Therefore, enter a date to
limit the information resent.

Student Screen, Enrollment Tab

Schedule Verification
The STU806 – Schedule Verification Extract displays Schedule Based FTE values and details for
students at the school and district level. You configure this report on the Schedule Verification
screen, which displays Schedule Based FTE values and details for students with different filter
options, such as Student, Schedule, and Section.

1. Navigate toSynergy SIS > Schedule > Schedule Verification.
2. Select Filter By to determine how students display:EdFi ID, Perm ID, or State Student

Number.
3. Enter Filter To criteria if selecting a Filter By option. For example, selectPerm ID for Filter

By and enter a student Perm ID number. You can enter multiple values separated by commas
or returns.

4. SelectCounselor to limit results based on the student's counselor.
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5. Select theGrade levels to filter results by.

Schedule Verification Screen

6. Select the FTE value to filter results by.

These values are set up at Synergy SIS > System > Setup >
Schedule Based FTE Setup - District.

7. Select the Date Range in From and To. This uses the student's FTE value within the selected
range of days.

8. SelectUse Total Student FTE to use the student's District FTE calculation instead of the
calculations used at each individual organization. For example, concurrent students or
students who leave one school and enroll in another within the same district display results for
both schools.

9. SelectRemove FTE Segments with no valid days to remove a student's 0.00 FTE
segment from view if that day is defined as a non-school day on the school calendar. This
function only removes 0.00 FTE segments for invalid school days. It does not remove
students with a 0.00 FTE.

Schedule Verification Screen

10. SelectReport To State to limit sections displayed in results based on if the sections report to
the state. The default option isDo not filter, which displays all sections in a student's schedule.

11. Select Include in Attendance to limit sections displayed in results based on if the sections
are included in attendance reporting. The default option isDo not filter, which displays all
sections in a student's schedule.

12. Select theCondition used to filter results if entering theNumber of Sections: Equal To,
Greater Than, Less Than.
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13. Enter theNumber of Sections as a value used to limit output data.

Schedule Verification Screen

14. ClickRefresh. Students display in the results section if any FTE segment matches the
selected filter criteria.

Schedule Verification Screen

Schedule Verification Screen

15. ClickShow Detail to view all FTE segments for the student. The Section count displays
which sections are included on the schedule based calculations.

l The following image displays student detail withUse Total Student FTE not selected.

Schedule Verification Screen, StudentsDetail
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l The following image displays student detail withUse Total Student FTE selected.

Schedule Verification Screen, StudentsDetail

Removing FTE Segments with No Valid Day on the Student
Classes Screen
You can remove an FTE segment with no valid day on the Student Classes screen, the Schedule
Verification screen, and on the STU806 – Schedule Verification report interface screen.

1. Navigate toSynergy SIS > Schedule > Student Classes.
2. Select theSchedule Based FTE tab.
3. Locate the student.

This example student has classes on 07/03/2018, which the school
calendar shows as a non-valid day.

Student ClassesScreen, Schedule Based FTETab

Edupoint Proprietary and Confidential



Schedule and Course Guide
Chapter 11: Schedule Based FTE 295

4. SelectRemove FTE Segments with no valid days. The segment hides automatically.

A student's 0.00 FTE segment is removed from view if that day is
defined as a non-school day on the school calendar. This function
only removes 0.00 FTE segments for invalid school days. It does not
remove students with a 0.00 FTE.

Student ClassesScreen, Schedule Based FTETab
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Reports Overview
Four types of reports display in the PAD tree.

l Individual – 200-level reports are Individual reports. These print information for a single
student per page and can be printed for multiple students at once.

l List – 400-level reports are List reports. These show details for multiple values, such as
students or teachers, on one page.

l Summary – 600-level reports are Summary reports. These provide numerical totals for each
category specified.

l Extracts – 800-level reports are Extract reports. These export information fromSynergy SIS
into a text file that can be used to import data into another program.

You can also run reports from any Synergy screen that focuses to a student or from Find results at
Synergy SIS > Student > Student using theActions icon. Synergy Actions includesmost reports
that have a Student section in theSort/Output tab. The following example shows the reports
available to run for a student at Synergy SIS > Attendance > Period Attendance.

Period Attendance Screen

Copyright 2009-2020 Edupoint Educational Systems, LLC



298 Schedule and Course Guide
Chapter 12: Reports

The Job Details screen shows the Job Detail and Status during processing. Any processing errors
show in the Status section. When the report completes, the Job Details screen closes and a PDF file
of the report opens.

Job DetailsScreen

Reports use the current focus to pull data unless specified otherwise in report options. You can run
report information at the district, organization, or school level. Options selected on theSort/Output
tab and your organization focus settings determine if inactive students display in reports.

This section covers only the customizations specific to the reports used for
this guide. See theSynergy SIS –Query and Reporting Guide for more
information on additional report options.
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Course Reports

CRS201 – Course Catalog

Synergy SIS > Course > Reports > Individual
TheCourse Catalog lists all of the courses offered with their description, ID, credit, and grade level.

CRS201 – Course Catalog Report Interface Screen

Report Options:

l Course Info – Filter reports byCourse ID,Course Title, orDepartment.
l Options – Select the display options for the report.

l Include Courses in Focus only – Select to only display courses the school opted-in
to.
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CRS201 – Course Catalog Report Output
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CRS401 – Course List

Synergy SIS > Course > Reports > List
TheCourse List shows all courseswith their ID, Title, and Department. It also indicates if a course is
College Prep, the Credits, Academic Type, and whether the course is Core or Elective.

CRS401 – Course List Report Interface Screen

Report Options:

l Course Info – Filter reports byCourse ID,Course Title, orDepartment.
l Course Activeness – Select an option to filter by only active or inactive courses.

l Only Show Active Courses – Select to display only active courses.
l Only Show Inactive Courses – Select to display only inactive courses.

l Include Courses in Focus only – Select to only display courses the school opted-in to.
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CRS401 – Course List Report Output
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CRS601 – Course By School

Synergy SIS > Course > Reports > Summary
TheCourse BySchool is a simplified list of courses sorted by the schools offering each course.
Courses are listed with only their ID and title.

CRS601 – Course BySchoolReport Interface Screen

Report Options:

l Include Courses in Focus only – Select to only display courses the school opted-in to.
l Page Break per School – Separates schools with a page break

CRS601 – Course BySchoolReport Output
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Mass Scheduling Reports

STU205 – Student Course Request Profile

Synergy SIS > Mass Scheduling > Reports > Individual

The Student Course Request Profile prints the course request profile of an individual student or
students.

STU205 – Student Course Request Profile Report Interface Screen

Report Options:

l Student Info – Filter report output to include the specified student information.
l Report Options – Select which report options to display or not display.

l Show Add/Drop Signature Footer – Displays an area to describe courses under
Drop or Add and a Parent/Guardian Signature field

l Show Prerequisite Violations – Displays any course requests that are invalid due to
a student requiring a prerequisite course or course group

If you select Show Prerequisite Violations and useRun
Prerequisite Check during the scheduler process, the run
stops if there are any violations and displays this report.
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l Extended Student Data and Parent/GuardianOptions – SelectShow Extended Student
Data to displaymailing addresses and any Parent/GuardianOptions selected.

STU205 – Student Course Request Profile Report Output
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OSM201 – Student Schedule Analysis

Synergy SIS > Mass Scheduling > Reports > Individual

The Student Schedule Analysis report lists all scheduled and requested classes for the students in
the selected option set. The report also shows any schedule conflicts and the alternate periods
available for each class.

A indicates the class is available in the period. F indicates the class is full. A number indicates the
period scheduled for the class. The primary course prints in brackets on the same line as the
scheduled course if the scheduled course is an alternate.

OSM201 – Student Schedule AnalysisReport Interface Screen

Report Options:

l Option Set – Select the option set to include in the report. Only option sets for the year and
school in focus are available.

l Students to Print – Select the type of student schedules to include in the report.
l One Student Per Page – Prints each student schedule on a separate page
l Include House – Includes the student’s house on the report
l Include Teacher’s Name – Includes the names of the teachers for each section on the
report

l Terms to Include – Includes any course under the specified term. If users select no terms,
the report includes all terms.

l Indicate Prescheduled – Adds a column to the output that indicates the courses that were
scheduled prior to runningmaster schedule processes

Edupoint Proprietary and Confidential



Schedule and Course Guide
Chapter 12: Reports 307

OSM201 – Student Schedule AnalysisReport Output
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OSM401 – Schedule Section List by Teacher

Synergy SIS > Mass Scheduling > Reports > List

The Schedule Section List by Teacher prints a list of the scheduling sections for each teacher
showing class loads and student totals for each section.

OSM401 – Schedule Section List ByTeacher Report Interface Screen

Report Options:

l Option Set – Select the option set to include in the report. Only option sets for the year and
school in focus are available.
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OSM401 – Schedule Section List ByTeacher Report Output
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OSM402 – Schedule Section List by Room

Synergy SIS > Mass Scheduling > Reports > List

The Schedule Section List by Room prints a list of the scheduling sections for each room that shows
class loads and student totals for each section.

OSM402 – Schedule Section List ByRoomReport Interface Screen

Report Options:

l Option Set – Select the option set to include in the report. Only option sets for the year and
school in focus are available.

OSM402 – Schedule Section List ByRoomReport Output
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OSM403 – Schedule Section List by Course

Synergy SIS > Mass Scheduling > Reports > List

The Schedule Section List by Course prints a list of the scheduling sections for each course showing
class loads and student totals for each section. It displays results byCourse ID.

OSM403 – Schedule Section List ByCourse Report Interface Screen

l Option Set – Select the option set to include in the report. Only option sets for the year and
school in focus are available.

OSM403 – Schedule Section List ByCourse Report Output
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OSM404 – Class Analysis by Period and Course

Synergy SIS > Mass Scheduling > Reports > List

TheClass Analysis by Period and Course prints a section-by-section analysis of scheduling results
for a particular option set. The report shows actual count results of an option set scheduling run
along with average requests per section.

OSM404 –ClassAnalysisByPeriod And Course Report Interface Screen

Report Options:

l Option Set – Select the option set to include in the report. Only option sets for the year and
school in focus are available.

OSM404 –ClassAnalysisByPeriod And Course Report Output
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OSM405 – Schedule Section List

Synergy SIS > Mass Scheduling > Reports > List

The Schedule Section List prints a scheduling section list from a particular option set. It displays
results byCourse ID.

OSM405 – Schedule Section List Report Interface Screen

Report Options:

l Option Set – Select the option set to include in the report. Only option sets for the year and
school in focus are available.

OSM405 – Schedule Section List Report Output
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OSM406 – Schedule Open Periods

Synergy SIS > Mass Scheduling > Reports > List

The Schedule Open Periods displays any periods not scheduled for a student in the selected option
set by period number. All students display in alphabetical order by last name.  If a period displays a
plus sign (+), a scheduled class exists for the student.

OSM406 – Schedule Open PeriodsReport Interface Screen

Report Options:

l Option Set – Select the option set to include in the report. Only option sets for the year and
school in focus are available.

l Grade – Select the grade to include in the report. To select or clear all grades, use .

l Term – Select the term to include in the report. To select or clear all terms, use .
l Meeting Days – Select themeeting days to include in the report. To select or clear all
meeting days, use .

l Period Range – Select the periods to include in the report.
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OSM406 – Schedule Open PeriodsReport Output
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OSM407 – Course Request Conflict Listing

Synergy SIS > Mass Scheduling > Reports > List

TheCourse Request Conflict Listing prints all conflicts for each course with student requests.

OSM407 – Schedule Open PeriodsReport Interface Screen

Report Options:

l Option Set – Select the option set to include in the report. Only option sets for the year and
school in focus are available.

l Show courses with no more than the following number of sections – Limits the
courses displayed

l Show courses with at least the following number of sections – Limits the courses
displayed

l Show Course Titles – Shows course names along with course identifiers
l Sort Courses Vertically – Displays the courses vertically across the page
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OSM407 –Course Request Conflict Listing Report Output
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OSM408 – Class Analysis by Course and Section

Synergy SIS > Mass Scheduling > Reports > List

TheClass Analysis byCourse and Section lists each course and shows the sections scheduled for
the course. For each section and course, the report lists the number of students scheduled both
overall and by gender, the total number of spaces available, the number of requests, and the
average number of students scheduled in a section.

OSM408 –ClassAnalysisByCourse And Section Report Interface Screen

Report Options:

l Option Set – Select the option set to include in the report. Only option sets for the year and
school in focus are available.

l Show only courses that have more requests than availability –Only displays courses
with more student requests than seats/sections available

l Show House – Displays any house assignments
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OSM408 –ClassAnalysisByCourse And Section Report Output
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OSM409 – Student Course Request Verification Listing

Synergy SIS > Mass Scheduling > Reports > List

The Student Course Request Verification Listing prints a list of course requests by student.

OSM409 – Student Course Request Verification Listing Report Interface Screen

Report Options:

l Grade – Select the grades to include in the report. To select or clear all, use .
l Course ID – Filter the report to include students in the selected course.

.
OSM409 – Student Course Request Verification Listing Report Output
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OSM411 – Class List

Synergy SIS > Mass Scheduling > Reports > List

TheClass List produces a class list by section ID for a particular option set. The report includes
section data and student names. You can also display student demographic information.

OSM411 –ClassList Report Interface Screen

Report Options:

l Option Set – Select the option set to include in the report. Only option sets for the year and
school in focus are available.

l Term Code – Filter report output for a specific term.
l Class ID – Filter report output for a specific section number or range of section numbers.
l Grade – Filter report output to include just the selected grade or grade range.
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l Teacher – Filter report output to include just the selected teacher.
l Hide Totals – Report may be produced without student totals

l Sort Options – Select the order the report displays. For example, Meeting Days, Period,
Term.

l Meeting Days – Select themeeting days to display as needed.
l Include the following fields – Select which fields to display. IfWidth in inches is left blank, the
system uses default spacing.

OSM411 –ClassList Report Output
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OSM414 – Master Schedule by Department

Synergy SIS > Mass Scheduling > Reports > List

TheMaster Schedule byDepartment prints all of the sections in the option set on a grid sorted by
department. 

OSM414 – Schedule ByDepartment Report Interface Screen

Report Options:

l Option Set – Select the option set to include in the report. Only option sets for the year and
school in focus are available.

l As of Date – Report prints sections as theywere on the date entered.
l Period Begin/End Range – Filters output by a period or a period range
l Meeting Day – Filters the output bymeeting days. To select or clear all meeting days, use

.
l Department – Select only those departments to be included in the report output or leave
blank to include all reports. 
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OSM414 – Schedule ByDepartment Report Output
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OSM415 – Master Schedule by Room

Synergy SIS > Mass Scheduling > Reports > Lists

TheMaster Schedule byRoom prints all of the sections in the option set on a grid sorted byRoom.

OSM415 – Schedule ByRoomReport Interface Screen
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Report Options:

l Option Set – Select the option set to include in the report. Only option sets for the year and
school in focus are available.

l As of Date – Report prints sections as theywere on the date entered.
l Period Begin/End Range – Filters output by a period or a period range.
l Meeting Day – Filters the output bymeeting days. To select or clear all meeting days, use

.
l Department – Select only those departments to be included in the report output or leave
blank to include all reports. 

l Size limit for “small” classroom – Enter the class size limit of classrooms to identify as
small on the report. Classroomswith class size limits above this number entered display as full
size on the report.

l Course types to show as Study Hall – Select the Course Type the report displays as
StudyHall.

OSM415 – Schedule ByRoomReport Output
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OSM417 – Department Section List

Synergy SIS > Mass Scheduling > Reports > List

TheDepartment Section List prints a list of sections assigned to departments and includes teacher
and class size information.

OSM417 –Department Section List Report Interface Screen

Report Options:

l Option Set – Select the option set to include in the report. Only option sets for the year and
school in focus are available.

l Department – Filter the report to show one department.
l Room Name – Filter the report to show a particular range of room names.
l Period – Filter the report to show a period range.
l Staff – Filter the report to show a certain staff member.
l Subject Area – Filter the report to show a particular subject area.

Copyright 2009-2020 Edupoint Educational Systems, LLC



328 Schedule and Course Guide
Chapter 12: Reports

OSM417 –Department Section List Report Output
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OSM418 – Room Section List

Synergy SIS > Mass Scheduling > Reports > List

TheRoomSection List prints a list of roomswith the sections assigned to them, along with the
teacher and class size information.

OSM418 –RoomSection List Report Interface Screen

Report Options:

l Option Set – Select the option set to include in the report. Only option sets for the year and
school in focus are available.

l Department – Filter the report to show one department.
l Room Name – Filter the report to show a particular range of room names.
l Period – Filter the report to show a period range.
l Staff – Filter the report to show a certain staff member.
l Subject Area – Filter the report to show a particular subject area.
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OSM418 –RoomSection List Report Output
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OSM419 – Class Analysis By Grade and Period

Synergy SIS > Mass Scheduling > Reports > List

TheClass Analysis ByGrade and Period prints a class analysis by grade and period based on the
scheduling results for a particular option set. The report shows the number of seats available for a
period by grade, total number of existing sections for the course, total student requests for the
course, total requests fulfilled for the course, number of seats available in a section, and average
number of fulfilled request by gender and grade.

OSM419 –ClassAnalysisByGrade And Period Report Interface Screen

Report Options:

l Option Set – Select the option set to include in the report. Only option sets for the year and
school in focus are available.

OSM419 –ClassAnalysisByGrade And Period Report Output
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OSM416 – Sections Needed by Requests

Synergy SIS > Mass Scheduling > Reports > Summary

The SectionsNeed byRequests prints the number of sections needed based on the total number of
course requests and themaximum/optimumnumber of students per section, as entered on the
District Course or School Course screens.

OSM416 – SectionsNeeded ByRequest Report Interface Screen

Report Options:

l Course ID – Enter a range of course IDs to print results for.
l Course Title – Enter the course title for which the report should print results.
l Linked Course Display – Display the linked courses together. 

l None – Do not display the linked courses (default).
l Primary LinkedOnly – List only the primary course from each link.
l All Linked – List all of the linked courses.

l Use Student Count Levels from District –Only use themaximumand optimum size
numbers from the district in the report results. Synergy SIS reviews the size limits on the
School Course screen, then District Course if no values exist. Selecting this option skips
School Course entirely.
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OSM416 – SectionsNeeded ByRequestsReport Output
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OSM470 – Pre Schedule Edit List

Synergy SIS > Mass Scheduling > Reports > List

The Pre Schedule Edit List prints a list of students who have a problemwith their course requests.

OSM470 – Pre Schedule Edit List Report Interface Screen

Report Options:

l Option Set – Select the option set to include in the report. Only option sets for the year and
school in focus are available.

l Minimum Number of Periods – Filter report output to include only students with aminimum
number or course requests
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OSM470 – Pre Schedule Edit List Report Output
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OSM601 – Course Request Totals

Synergy SIS > Mass Scheduling > Reports > Summary

TheCourse Request Totals prints course request totals sorted by department.

OSM601 –Course Request TotalsReport Interface Screen

Report Options:

l Grade – Filter report output to include only the selected grade or grade range. To select or
clear all grades, use .
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OSM601 –Course Request TotalsReport Output
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OSM602 – Student Request Exception

Synergy SIS > Mass Scheduling > Reports > Summary

The Student Request Exception prints a list of students with either fewer or greater than a certain
number of course requests or credits.

OSM602 – Student Request Exception Report Interface Screen

Report Options:

l Grade – Enter a grade range to print results for. If left blank, all grade levels print.
l Term Code – Select the term code to print results or leave blank to print for all term codes. To
select or clear all terms, use .
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l Request Filter Type –Options change depending on the choice selected.

l UseCourse Request Totals and Credit – Filters the report based on student course
request parameters

l Students with less than the following requests
l Students with greater than the following requests
l Students with less than the following credits
l Students with greater than the following credits
l Total Course Requests Made:

l Show all students
l Show students with the correct number of requests only
l Show students with too few or toomany requests only
l Show students with too few requests only
l Show students with toomany requests only

l Use Period Range – Filters the report based on the specified period range

l Number of Periods – Filters by the selected period range

l Display Feeder Schools – Displays the last school of attendance. If the student is new to the
district, the feeder school column is blank.

OSM602 – Student Request Exception Report Output
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OSM603 – Open Periods by Grade and Period

Synergy SIS > Mass Scheduling > Reports > Summary

TheOpen Periods byGrade and Period prints the total number of students for each term, rotation
day (if applicable), and period with an open period in their schedule.

OSM603 –Open PeriodsByGrade And Period Report Interface Screen

Report Options:

l Option Set – Select the option set to include in the report. Only option sets for the year and
school in focus are available.

l Term Definition – Select which term to run or leave blank to print for all terms. The terms
listed are the same terms on the TermDefinition section of the School Setup screen. To select
or clear all terms, use .

l Period List – Filters output by a period or selection of periods. Leave blank to include all
periods on the report. To select or clear all periods, use .

l Grade List – Filters output by a grade level or selection of grade levels. Leave blank to
include all grade levels on the report. To select or clear all grades, use .

l Show Gender Totals – Select this option in order to see totals by gender for each grade
level.
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OSM603 –Open PeriodsByGrade And Period Report Output
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OSM604 – Seat Totals By Department

Synergy SIS > Mass Scheduling > Reports > Summary

The Seat Totals byDepartment prints the total number of seats available with the total number of
students. This prints for each period in the day, sorted by term and department. 

OSM604 – Seat TotalsByDepartment Report Interface Screen

Report Options:

l Option Set – Select the option set to include in the report. Only option sets for the year and
school in focus are available.

l School Period – Select periods to run or leave blank to print totals for all periods. To select or
clear all periods, use .

l Term Selection – Select which term to run or leave blank to print for all terms. The terms
listed are the same terms on the TermDefinition section of the School Setup screen. To select
or clear all terms, use .

l Meeting Day – Filters the output bymeeting days. To select or clear all meeting days, use
.

l Departments – Select which departments to run. All of the sections for courses of the
selected departments print. Leave blank to see totals for all departments. To select or clear all
departments, use .
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OSM604 – Seat TotalsByDepartment Report Output
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OSM605 – Period Load Stats Report

Synergy SIS > Mass Scheduling > Reports > Summary

The Period Load Stats Report displays the number of seats available per period, category, or grade
based on the last MSB schedule build run. If you used the loader, the report shows the number of
students scheduled per category or grade.

This report prints out a page for every grade level selected and one page for school totals. The
Grade level represents the total number of active students in the grade level, number of available
seats for a grade level, the number of students that scheduled for that time period, the count of
available sections. The percentage (%) represents the percent of seats over or under for the class.

The school totals represent the total number of students for the entire school (even when only
printing for one grade), the sum of max seats available for each section during that time period, the
total number of students scheduled (includes all grade levels), and the total number of sections
available for the school during that time period.

OSM605 – Period Load StatsReport Interface Screen
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Report Options:

l Option Set – Select the option set to run the report for.
l Grade – Select which grade to run the report for or leave blank to print for all grade levels. To
select or clear all grades, use .

l Period – Select which Period to run the report for or leave blank to print for all periods. To
select or clear all periods, use .

l Meeting Days –Meeting days to print for. This report can only display fivemeeting days, so
the report restricts the number of meeting days that print. To select or clear all meeting days,
use .

l Term – Select which term to run or leave blank to print for all terms. The terms listed are the
same terms on the TermDefinition section of the School Setup screen. To select or clear all
terms, use .

OSM605 – Period Load StatsReport Output
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OSM606 – Teacher Open Period Report

Synergy SIS > Mass Scheduling > Reports > Summary

The Teacher Open Period Report produces a list of all the teachers who are free during the selected
term, period, andmeeting day.

OSM606 – Teacher Open Period Report Interface Screen

Report Options:

l Option Set – Select the option set to run the report for.
l Teacher Type – Select which type of teacher to run the report for, or leave blank to print for
all Teacher Types. To select or clear all types, use .

l Period – Select which Period to run the report for or leave blank to print for all Periods. To
select or clear all periods, use .

l Meeting Days – Select whichMeeting Days to run the report to run for or leave blank to print
for all Meeting days. To select or clear all meeting days, use .

l Terms – Select which term to run or leave blank to print for all terms. The terms listed are the
same terms on the TermDefinition section of the School Setup screen. To select or clear all
terms, use .
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OSM606 – Teacher Open Period Report Output
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OSM607 – Room Open Period Report

Synergy SIS > Mass Scheduling > Reports > Summary

TheRoomOpen Period Report lists all rooms free during the listed term, period, andmeeting day. It
includes the room type code in parentheses if you have a room type selected on the School Room
screen.

OSM607 –RoomOpen Period Report Interface Screen

Report Options:

l Option Set – Select the option set to run the report for.
l Room Type – Select which type of room to run the report for, or leave blank to print for all
RoomTypes. To select or clear all types, use .

l Period – Select which period to run the report for, or leave blank to print for all periods. To
select or clear all periods, use .

l Meeting Days – Select whichmeeting days to run the report to run for, or leave blank to print
for all meeting days. To select or clear all meeting days, use .

l Terms – Select which term to run or leave blank to print for all terms. The terms listed are the
same terms on the TermDefinition section of the School Setup screen. To select or clear all
terms, use .
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OSM607 –RoomOpen Period Report Output
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OSM801 – Course Request Conflict Matrix

Synergy SIS > Mass Scheduling > Reports > Summary

TheCourse Request Conflict Matrix prints a report of all scheduling conflicts based on the options
selected.

OSM801 –Course Request Conflict MatrixReport Interface Screen

Report Options:

l Number of requests – Displays courses falling within a number range of requests
l Course Group – Displays only those courseswithin a particular course group
l Academic Type – Shows courses of a particular range of academic types. To select or clear
all types, use .

l Department – Shows courses of a particular range of departments. To select or clear all
departments, use .

l Show only requested courses – Displays only courses requested by students
l Subject Areas – Displays only courses falling within a range of subject areas
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l College Areas – Displays only courses falling within a range of college areas
l University Areas – Reports only courses falling within a range of university areas

OSM801 –Course Request Conflict MatrixReport Output
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Schedule Reports

MST401 – Section List by Course

Synergy SIS > Schedule > Reports > List
The Section List by Course lists each section assigned to a course. The report includes the Teacher,
Room, Period, Credits, and student totals.

MST401 – Section List ByCourse Report Interface

Report Options:

l Term Filter – Select the term to display sections for.
l Suppress Course Totals – Removes student totals for the course from displaying in the
results

l Student totals as of – Show student totals only as of a specific date

MST401 – Section List ByCourse Report Output
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MST402 – Section List by Teacher

Synergy SIS > Schedule > Reports > List
The Section List by Teacher displays all section information for the specified teacher and includes
Meeting Days, Course Title, Room, and student totals.

MST402 – Section List ByTeacher Report Interface Screen

Report Options:

l Teacher –Only display sections for a specific teacher.

l Periods – Leave blank to display all periods. To select all or clear all periods, use .
l Term – Displays results for a term or term range
l Student totals as of – Show student totals only as of a specific date

MST402 – Section List ByTeacher Report Output
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MST403 – Section List by Course and Term

Synergy SIS > Schedule > Reports > List
The Section List by Course and Term lists each section for all courses. It also shows student totals
and seat totals.

MST403 – Section ByCourse And TermReport Interface

Report Options:

l Term Filter – Select the term to display sections for.
l Section ID – Enter the section to display results for.
l Course ID – Select the course or course range to display results for.
l Suppress Course Totals – Removes student totals for the course from displaying in the
results

l Student totals as of – Show student totals only as of a specific date

MST403 – Section List ByCourse And TermReport Output
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MST406 – Open Periods

Synergy SIS > Schedule > Reports > List
TheOpen Periods list displays all students with an open period. A + indicates that the period has a
class scheduled while a number indicates that no scheduled class for that period.

MST406 –Open PeriodsOptionsReport Interface

Report Options:

l Section Options – To select or clear all grades or terms, use .

l Meeting Days – To select or clear all meeting days, use .
l Period Range – Enter theStart andEnd periods to display results for.

MST406 –Open PeriodsReport Output

Copyright 2009-2020 Edupoint Educational Systems, LLC



356 Schedule and Course Guide
Chapter 12: Reports

MST408 – Class Analysis by Course and Section

Synergy SIS > Schedule > Reports > List
TheClass Analysis byCourse and Section lists all sections scheduled for each course. For each
section, the report lists the student totals by gender, the number of seats available, the number of
requests, and the average number of scheduled students.

MST408 – ClassAnalysisByCourse And Section OptionsReport Interface

Report Options:

l Show only courses who have more requests than availability – Displays only these
courses on results

l Show only courses with sections –Only displays courseswith created sections
l Period Begin/Period End – Enter the beginning and ending periods to display results for.

MST408 – ClassAnalysisByCourse And Section Report Output
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MST412 – Class Load Analysis

Synergy SIS > Schedule > Reports > List
TheClass Load Analysis displays all course information by section number for the specified term. It
also shows a variety of information, such as Staff Name, Room, and student totals.

MST412 – ClassLoad AnalysisReport Interface

Report Options:

l Section ID – Displays only the class load for the entered section
l Period – Select the period or period range.

l Term Code – To select all or clear all terms, use .

MST412 – ClassLoad AnalysisReport Output
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MST413 – Student Schedule Analysis

Synergy SIS > Schedule > Reports > List
The Student Schedule Analysis lists the schedule for each student. It includes theMeeting Days,
Period, Room, and Teacher.

MST413 – Student Schedule AnalysisReport Interface

Report Options:

l Schedule Info – Displays only schedules for the selected criteria
l Student Info – Displays only students that meet the selected criteria

l One Student Per Page – Separates students by page break

l Grouping Info – Groups results alphabetically by teacher for the Term Code and/or Period
l Indicate Prescheduled Courses – Adds a column to the output indicating the courses that
were scheduled prior to runningmaster schedule processes
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MST413 – Student Schedule AnalysisReport Output
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MST414 – Master Schedule by Department

Synergy SIS > Schedule > Reports > List
TheMaster Schedule byDepartment is a graphical look at themaster schedule. Information is
grouped by department and shows the Teacher, Room, and Period.

MST414 –Master Schedule ByDepartment Report Interface

Report Options:

l As of Date – Display results as of the selected date
l Period Begin/Period End – Enter the beginning and ending periods to display results for.

l Meeting Day – To select or clear all meeting days, use .
l Department – Select which departments to display results for.
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MST414 –Master Schedule ByDepartment Report Output
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MST415 – Master Schedule by Room

Synergy SIS > Schedule > Reports > List
TheMaster Schedule byRoom displays a list of rooms in the school and showswhich teacher is in
the room for each period. It also lists open classrooms or rooms used for study halls.

MST415 –Master Schedule ByRoomReport Interface

Report Options:

l As of Date – Display results as of the selected date
l Period Begin/Period End – Enter the beginning and ending periods to display results for.

l Meeting Day – To select all or clear all meeting days, use .
l Department – Select which departments to display results for.
l Size limit for a "small" classroom – Class size cannot exceed the entered limit for small
classrooms.

l Course types to show as Study Hall – Lists the selected course types as study hall to
condense results
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MST415 –Master Schedule ByRoomReport Output
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MST416 – Department Section List

Synergy SIS > Schedule > Reports > List
TheDepartment Section List displays all sections grouped byDepartment, Teacher, Term, Period,
and Section. It also displays room and seat information.

MST416 – Department Section List Report Interface

Report Options:

l Department – Select which departments to display results for.
l Room Name – Select the room or room range.
l Period – Select the period or period range .
l Staff –Only displays results for the specified staff
l Subject Area –Only displays results for the specified subject area

MST416 – Department Section List Report Output
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MST417 – Room Section List

Synergy SIS > Schedule > Reports > List
TheRoomSection list displays all the sections that are taught in a particular room. This report is
grouped byDepartment, Term, Period, Section, Course ID, andMeeting Days. It also displays seat
information for each section.

MST417 – RoomSection List Report Interface

Report Options:

l Department – Select which departments to display results for.
l Room Name – Select the room or room range.
l Period – Select the period or period range.
l Staff –Only displays results for the specified staff
l Subject Area –Only displays results for the specified subject area

MST417 – RoomSection List Report Output
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MST418 – Class Load Analysis by Department

Synergy SIS > Schedule > Reports > List
TheClass Load Analysis byDepartment report allows you to select and sort class load information
by department.

MST418 – ClassLoad AnalysisByDepartment Report Interface Screen

Report Options:

l Section ID –Only displays results for the specified section
l Period – Select the period or period range.

l Term Code – To select all or clear all terms, use .

l Meeting Day – To select all or clear all meeting days, use .
l Department – Select which departments to display results for.

MST418 – ClassLoad AnalysisByDepartment Report Output
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MST419 – Master Schedule Matrix

Synergy SIS > Schedule > Reports > List
TheMaster ScheduleMatrix report allows you to select and sort staff schedule load information.
Results sort by teacher name and Section ID.When a teacher hasmultiple sections for a period,
results sort by day, then Section ID.

MST419 –Master ScheduleMatrixReport Interface Screen

Report Options:

l As of Date – Display results as of the selected date
l Period Begin/Period End – Enter the beginning and ending periods to display results for.

l Term Code – To select all or clear all terms, use .
l Department – Select which departments to display results for.
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l DisplayOptions – Select which items to display or hide on the report.

l Hide Additional Staff – Removes additional staff from results
l Additional Staff to Display Limit –Only displays the specified number of additional
staff

l Staff Responsibility – Select which staff roles to display as additional staff. To select
all or clear all types, use .

MST419 –Master ScheduleMatrixReport Output
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MST801 – Program of Recitation Report

Synergy SIS > Schedule > Reports > List
The Program of Recitation Report prints a list of enrolled students in each section with spaces to
make notations for each student. Use this report for student tracking in each section.

MST801 – ProgramOf Recitation Report Interface

Report Options:

l As of Date – Display results as of the selected date
l Period Begin/Period End – Enter the beginning and ending periods to display results for.
l Hide Room Name and Widen Load – Hides the room name to allow extra report space for
notations

l Term Code – To select all or clear all terms, use .
l Department – Select which departments to display results for.
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MST801 – ProgramOf Recitation Report Output
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STU202 – Student Schedule

Synergy SIS > Schedule > Reports > Individual or
Synergy SIS > Schedule > Walk In Schedule > Menu > Reports
The Student Schedule report prints a student schedule that can include personal information. You
can leave all options blank and print the report for all students in the school or select options to print
schedules for select students. School counselors and staff use this report to hand a student their
schedule of classes.

STU202 – Student Schedule Report Interface Screen
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Report Options:

l Schedule Info – Select the date of the report to display or filter the report output for a specified
starting or ending term.

l Schedule Type – Select Full Schedule (Default) orCondensed Schedule.
l Student Info – Select the student information to display results for.
l Personal Information – Select the student and/or parent information to display results for.

l Show Student and Parent Personal Information (Default) or blank – Displays student
and parent personal information.

l Show Student Personal Information – Hides parent personal information
l Show Parent Personal Information – Hides student personal information
l Hide All Personal Information – Hides student and parent personal information

l Period Range – Enter thePeriod Begin andPeriod End to display results for
l Period Filter – Filters the report output by selectedPeriods.

Only coursesmatching the periods selected in the Period Filter
display on the STU202 report.

SelectingCondensed Schedule as theSchedule Type does not
follow the Sort Options selected, but instead sorts by Period, Term,
and Section ID.

SelectingBlank or Full Schedule (Default) options follow the Sort
Options selected.

The Terms sort and display alphabetically on the STU202 report.

l Grouping Info – Groups results alphabetically by teacher for the Term Code and/or Period
l Sort Options – Select the option used for sorting results.
l Teacher Info – Display or hide the teacher's first name.
l Concurrent Courses – Display or hide concurrent courses.
l Include the following fields – Select to populate fields with a default message if no data is
found.

l Audit ClassOptions – Select to only display audited classes.
l Section ID – Section ID or a range of section IDs
l Course ID – Course ID or a range of course IDs
l Meeting Days – DisplaysMeeting Days codes added on the School Scheduling Options
screen

l Section Teacher – Teachers assigned to sections
l Homeroom Teacher – List of all teachers assigned to a class during the designated
homeroom period

Homeroom period is assigned in theHomeroom Period field on
the School Setup screen.
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l Schedule House (Student) – House descriptions added in the House Codes setion on the
House/Team/Exclusion tab of the School Scheduling Options screen

l Schedule Team (Student) – Team descriptions added in the TeamCodes section on the
House/Team/Exclusion tab of the School Scheduling Options screen

l House (Section) – House descriptions added in the House Codes section on the
House/Team/Exclusion tab of the School Scheduling Options screen

l Team (Section) – Team descriptions added in the TeamCodes section on the
House/Team/Exclusion tab of the School Scheduling Options screen

You can alsomodify the Student Schedule Sort Options on the
Report Preferences tab of the User Password and Preferences
screen.

l Show Additional Staff – Select to show Additional Staff in the Schedule Information section
of the report.

l Student Identity – Select the Protected Identity information to display on the report.
l Blank or Preferred Identity (Default) – Prints the student's name as it displays on the
Demographics tab of the Student screen.

l Legal Identity – Prints the student's name as it displays on theProtected Information
tab of the Student screen.

If the student's name does not exist on theProtected
Information tab of the Student screen, the report prints the
student's name as it displays in the Student Information
section on theDemographics tab of the Student screen. If
the Student Information section does not contain the student's
name, the student's name prints as it displays on the topmost
section on theDemographics tab of the Student screen.

Student Screen, Protected Information Tab
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STU202 – Full Schedule Student Schedule Output
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STU202 – Condensed Student Schedule Output

In this example, the Terms sort and display in alphabetical order on the STU202 report output for the
following selectionsmade on the STU202Report Interface screen.

STU202 – Student Schedule Report Interface Screen
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STU202 – Student Schedule Report Output

Edupoint Proprietary and Confidential



Schedule and Course Guide
Chapter 12: Reports 377

STU408 – Class List

Synergy SIS > Schedule > Reports > List or
Synergy SIS > Schedule > Section > Menu > Reports
TheClass List prints the list of enrolled students in each section on a separate page with a space to
make notations for each student. Use this report for student tracking.

STU408 – ClassList Report Interface Screen
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Report Options:

l Report Options – Select the information to display results for.

l Hide Totals – Hides total students from the report
l Exclude students with Term Override not in Term Code –Only hides override
students

l Include the following fields – Select which fields to display. IfWidth in inches is left blank, the
system uses default spacing.

STU408 – ClassList Report Output
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STU408.L – Class List

Synergy SIS > Schedule > Reports > List or
Synergy SIS > Schedule > Section > Menu > Reports
TheClass List prints the list of enrolled students in each section on a separate page with a space to
make notations for each student. Use this report for student tracking.

STU408.L – ClassList Report Interface Screen
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STU408 – ClassList Report Interface Screen

Report Options:

l Hide Totals – Hides total students from the report
l Exclude students with Term Override not in Term Code –Only hides override students
l Do Not Show Meeting Days – Select this option to hide theMeeting Days section.
l Meeting Days section – Select themeeting days as needed.

l Show Term – Select this option to show the Sort Options section.
l Sort Options section – Select the order the report displays. For example, Meeting Days,
Period, Term.

l Include the following fields – Select which fields to display. IfWidth in inches is left blank, the
system uses default spacing.

STU408.L – ClassList Report Output
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STU414 – Student Schedule Preprinted Cards

Synergy SIS > Schedule > Reports > List
The Student Schedule Preprinted Cards are designed to be printed on perforated stock to create
wallet-sized cardswith each student’s schedule. Four cards print per page.

STU414 – Student Schedule Preprinted CardsReport Interface Screen
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Report Options:

l Schedule Info – Select the schedule information to display. The report prints up to nine
classes for a student.

l Student Info – Select the student information to display results for.
l DisplayOptions – Select which items to display or hide on the report.
l Parent/Guardian Relations – Select which parents/guardians to print on the reports
l Locker Info – Displays the Locker Combination
l Grouping Info – Groups results alphabetically by teacher for the Term Code and/or Period

STU414 – Student Schedule Preprinted CardsReport Output
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STU415 – Student Schedule List

Synergy SIS > Schedule > Reports > List
The Student Schedule List prints each student’s schedule with basic information about each section,
including Period, Term, Section ID, Course ID, andMeeting Days.

STU415 – Student Schedule List Report Interface Screen
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Report Options:

l Schedule Info – Select the schedule information to display.
l Student Info – Select the student information to display results for.
l Grouping Info – Groups results alphabetically by teacher for the Term Code and/or Period
l Sort Options – Select the option used for sorting results.
l Teacher Info – Display or hide the teacher's first name
l Concurrent Courses – Display or hide concurrent courses
l Indicate Prescheduled Courses – Adds a column to the output that indicates the courses
that were scheduled prior to runningmaster schedule processes

STU415 – Student Schedule List Report Output
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STU419 – Section Seating Chart

Synergy SIS > Schedule > Reports > List
The Section Seating Chart reports all students in a class and their location in the classroom based
on the seating chart created in TeacherVUE.

STU419 – Section Seating Chart Report Interface

Report Options:

l Section ID – Select the section to report.
l Staff – Select the Staff to display results for.

l Term Code – To select all or clear all term codes, use .
l Content Options – Enter custom text in theAbsences Text Field 1-3 to create abbreviations
for the absence codes displayed under student portraits.

l DisplayOptions

l Show Primary Section Only – Displays only the primary section in the section area
on the report output rather than the entire list of sections

l Page Orientation – Allows you to selectPortrait or Landscape orientation. Landscape
is the default.
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STU419 – Section Seating Chart Report Output
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STU420 – Lunch Count Totals

Synergy SIS > Schedule > Reports > List
The Lunch Count Totals lists all homerooms at an elementary school and the lunch counts for each
section entered through TeacherVUE. You can set up items tallied for each section on the
TeacherVUE tab within the School Setup screen.

STU420 – Lunch Count TotalsReport Interface Screen

Report Options:

l Run Date – Select the date to run reports as of

STU420 – Lunch Count TotalsReport Output
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STU423 – Student Classes Audit

Synergy SIS > Schedule > Reports > List
The Student Classes Audit shows each class assigned to a student and any changes that made to
the schedule for the date range. It displays the user that made the change and the date they edited
information.

STU423 – Student ClassesAudit Report Interface

Report Options:

l Schedule Information – Select the schedule information to display.
l Student Information – Select the student information to display results for.
l Exclude Deletes/Exclude Inserts – Excludes deleted or inserted classes from results
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STU423 – Student ClassesAudit Report Output
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STU806 – Schedule Verification Extract

Synergy SIS > Schedule > Reports > Extracts
The Schedule Verification Extract displays the student results generated on the Schedule
Verification screen. This displays Schedule Based FTE values and details for students with different
filter options, such as Student, Schedule, and Section.

See Schedule Verification for more information.

STU806 – Schedule Verification Extract Report Interface Screen
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Report Options:

l Student Filters – Select the student information to display on the report. These are the same
fields as those located on the Schedule Verification screen.

The Exclude ADA/ADMand Enter Codes filter options allow you to filter
students by Enter Code and exclude certain students’ enrollment segments
from displaying on the report based on the student’sADA/ADM selection
on theEnrollment History tab of the Student screen.

STU806 – Schedule Verification Extract Report Interface Screen

l Schedule Filters – Select the FTE values to display on the report. These are the same fields
as those located on the Schedule Verification screen.

l Section Filters – Select the sections to display on the report. These are the same fields as
those located on the Schedule Verification screen.

STU806 – Schedule Verification Extract Output
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STU810 – Grade Book Extract

Synergy SIS > Schedule > Reports > Extracts
TheGrade Book Extract is a text file designed to be imported into a third-party grade book program.
It includes the student’s Last Name, First Name, Perm ID, Gender, Grade, and Email.

SelectExcel as the File Type in theSort/Output tab in order to view all
data.

STU810 –Grade BookExtract Report Interface Screen

Report Options:

l Student Info – Select the student information to display results for.
l Grade Book Extract – Select whichExtract Type format to print the extract in: EasyGrade
Pro Extract orGradeQuick.

STU810 –Grade BookExtract Output
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Security Overview
The PAD Security screen (Synergy SIS > System > Security > PAD Security) and the Security
Definition screen (Synergy SIS > System > Security > Security Definition) define security for
each of the screens discussed in this guide. This section outlines the security location for each of the
screenswithin Security Definition.

Edupoint recommends that users only secure reports through PAD
Security instead of the Security Definition screen.

See theSynergy SIS – Security Administrator Guide for more details
regarding security definitions.
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Schedule and Course Security
Screen PAD Location Tab Grid/Pop-Out

Screen
Field Security Node

Assign Students to
Sections Schedule

By Student Students All K12.ScheduleInfo.MassAssignmentSectionGrid
N/A All except Students All K12.ScheduleInfo.MassAssignSections

Bell Schedule
Definition Schedule > Setup

N/A Bell Schedule
Definition All K12.ScheduleInfo.BellScheduleGrid

N/A All except Bell
Schedule Definition All K12.ScheduleInfo.SchoolYearBellSched

ClassAssignment Schedule N/A
Students All K12.ScheduleInfo.MassAssignStuGrid
Classes All K12.ScheduleInfo.MassAssignSectGrid

CourseGroup Course
Course

Group Courses All K12.CourseInfo.CourseGroupCourses
N/A Name

K12.CourseInfo.SchoolYearCourseGroup
Description N/A All

Course Request
Analysis Mass Scheduling N/A All All K12.ScheduleInfo.MassScheduleInfo.CourseReqAnalysisGrid

District Course Course

Course

All except Alternate
Code and CTE
Programs

All K12.CourseInfo.Course

Alternate Code All K12.CourseInfo.CourseAltCode
CTEPrograms All K12.CourseInfo.CourseToCTEProgram

Description All All K12.CourseInfo.Course

Year Override

Alternate Code All K12.CourseInfo.CourseAltCode
Course Subject
Areas All K12.CourseInfo.CourseOverride

Qualifies for Alt
State Funding All K12.CourseInfo.CourseAltFunding

TechnicalCourse All K12.CourseInfo.CourseTechnicalCourse

Pre/Corequisite

Corequisite All K12.CourseInfo.CourseCoReq

Prerequisite
All exceptValid
Marks K12.CourseInfo.CoursePreReq

Valid Marks K12.CourseInfo.CoursePreReqMark
Opt In Options Opt In Types All K12.CourseInfo.CourseSchoolType

End Term Schedule N/A N/A All N/A
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Screen PAD Location Tab Grid/Pop-Out
Screen

Field Security Node

MassAssign
Course Requests Mass Scheduling

Mass Assign

All except Courses
To Add and
CoursesTo Find
and Replace

All K12.ScheduleInfo.MassScheduleInfo.SchedMassAssign

CoursesTo Add All K12.ScheduleInfo.MassScheduleInfo.SchedMassAssignToGrid
Course To Find and
Replace K12.ScheduleInfo.MassScheduleInfo.SchedMassAssignFromGrid

Selected Students All All K12.ScheduleInfo.MassScheduleInfo.SchedMassAssignStuGrid
Other Info All All K12.ScheduleInfo.MassScheduleInfo.SchedMassAssign

MassAssign House
and Team

Mass Scheduling
or Schedule

Options All All N/A
Additional Filters All All K12.ScheduleInfo.MassAssignStudentConditionGrid

MassAssign
Sections Mass Scheduling

Mass Assign

All except sections
noted below All K12.ScheduleInfo.MassScheduleInfo.SchedMassSectionUpdate

SectionsTo Add All K12.ScheduleInfo.MassScheduleInfo.SchedMassSectionUpdateToGrid
SectionsTo Find
and Replace All K12.ScheduleInfo.MassScheduleInfo.SchedMassSectionUpdateFindGrid

Student Filters Grade K12.ScheduleInfo.MassScheduleInfo.SchedMassSectionUpdateGrades
Student Selection All All K12.ScheduleIno.MassScheduleIno.SchedMassSectionUpdateStu

MassAssign Track Schedule N/A All All N/A

Option SetWheel
(Open Option Set
Wheel under Quick

Links)

Mass Scheduling
> Schedule
Control, then select
a Scheduler option
set

N/A

All except Option
Grid Detail All K12.ScheduleInfo.MassScheduleInfo.OptionSchedWheelGrid

Option Grid Detail All K12.ScheduleInfo.MassScheduleInfo.OptionSchedWheelDetailGrid

Period Rotation
Definition Schedule > Setup

Rotation Days All All K12.ScheduleInfo.RotationDefinitionGrid
Rotation Periods All All K12.ScheduleInfo.RotationPeriodDefinitionGrid

Prerequisite Course
Group Course N/A

All except
Prerequisite Detail All K12.CourseInfo.PreReqGroupCourse

Prerequisite Detail All K12.CourseInfo.PreReqGroupCourseMark
Schedule Control Mass Scheduling N/A All All K12.ScheduleInfo.MassScheduleInfo.OptionSet
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Screen PAD Location Tab Grid/Pop-Out
Screen

Field Security Node

Schedule Option
Set

Mass Scheduling
> Schedule
Control, then select
a Scheduler option
set

Options

Enforce the
following rules

Exceed max class
size for CORE
classes by this
%,Exceed max
class size for
ELECTIVE
classes by this
%,Exceed max
class size for
OTHER classes
by this %

K12.ScheduleInfo.MassScheduleInfo.OptionSet

Quick Links All K12.ScheduleInfo.MassScheduleInfo.OptionSetUI

Exclude the
following students

Do Not Process
the Following
Grade Levels

K12.ScheduleInfo.MassScheduleInfo.OptionSetGradeList

Do Not Process
the Following
Houses

K12.ScheduleInfo.MassScheduleInfo.OptionSetHouseList

Do Not Process
the Following
Teams

K12.MassScheduleInfo.OptionSetTeamList

Fill Open Periods All All K12.ScheduleInfo.MassScheduleInfo.OptionSet

Schedule Request Mass Scheduling

Requests
Student Requests All K12.ScheduleInfo.MassScheduleInfo.StudentRequestGrid
Alternatives for
Electives All K12.ScheduleInfo.MassScheduleInfo.StudentScheduleRequestAlternate

Restrictions
Student Restrictions All K12.ScheduleInfo.MassScheduleInfo.StudentScheduleRestrictions
Teacher
Restrictions All K12.ScheduleInfo.MassScheduleInfo.StudentScheduleTeacherRestrictions

Schedule Section
(Open Schedule
Section under
Quick Links)

Mass Scheduling
> Schedule
Control, then select
a Scheduler option
set

Current Students All except Students All K12.ScheduleInfo.MassScheduleInfo.SchedSection

Meeting Days All All K12.ScheduleInfo.MassScheduleInfo.SchedSectionMetGrid

Schedule Student
(Open Student
Schedule under
Quick Links)

Mass Scheduling
> Schedule
Control, then select
a Scheduler option
set

Requests Course Requests All K12.ScheduleInfo.MassScheduleInfo.SchedStudentGrid

Analysis All All K12.ScheduleInfo.MassScheduleInfo.SchedAnalysisGrid

Schedule All All K12.ScheduleInfo.MassScheduleInfo.SchedSchedulesGrid
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Screen PAD Location Tab Grid/Pop-Out
Screen

Field Security Node

Section Schedule

Current Students
All except Students All K12.ScheduleInfo.Section
Students All

K12.ScheduleInfo.ClassStudentStudent Enrollment
History All All

Meeting Days All All K12.ScheduleInfo.SchYrSecMetGrid
Additional Staff AdditionalStaff All K12.ScheduleInfo.SchoolYearSectionStaff

Staff History
HistoricalStaff All K12.ScheduleInfo.SchoolYearSectionStaffHistory
HistoricalAdditional
Staff All K12.ScheduleInfo.SchoolYearSectionStaff

N/A

Synchronize Section
Meeting Day
Periods

NOTE: This is a
Menu selection.

All K12.ScheduleInfo.SynchronizeSectionMeetingDayPeriods

SchoolCourse Course N/A
All except Linked
Courses All K12.CourseInfo.SchoolCourse

Linked Courses All K12.CourseInfo.SchoolCourseLinkedCourse
SchoolCourseOpt-

In
Course or
Schedule N/A All All K12.CourseInfo.Setup.CourseOptInGrid

SchoolScheduling
Options

Mass Scheduling
> Setup

Section Options Meeting Days All K12.ScheduleInfo.SchoolYearMetDay

Course Request and
Walk-In Options

All except Override
TermCodes All K12.ScheduleInfo.Setup.SchoolYearOptSchedule

Override Term
Codes All K12.ScheduleInfo.Setup.SchoolOverrideTerm

House/Team/Exclusion

Term Exclusion
Codes All K12.ScheduleInfo.Exclusion

House Codes All K12.ScheduleInfo.House
TeamCodes All K12.ScheduleInfo.Team

Student Classes Schedule N/A All All K12.ScheduleInfo.StudentClassGrid
Student Classes

Deleted Schedule N/A All All K12.ScheduleInfo.StudentClassDelete

Update Schedule Mass Scheduling N/A All All N/A

Walk In Schedule Mass Scheduling
or Schedule

Quick Placement All All K12.ScheduleInfo.MassScheduleInfo.SchedManualGrid
Request All All K12.ScheduleInfo.MassScheduleInfo.WalkInCourseRequestGrid
Analysis All All K12.ScheduleInfo.MassScheduleInfo.WalkInSchedAnalysisGrid
Schedule All All K12.ScheduleInfo.MassScheduleInfo.WalkInScheduleGrid
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Screen PAD Location Tab Grid/Pop-Out
Screen

Field Security Node

WheelDefinition
Mass Scheduling
> Setup or
Schedule > Setup

N/A
All except Course
Grid All K12.CourseInfo.CourseWheel

CourseGrid All K12.Courseinfo.CourseWheelCourse
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