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You can begin the New Year Initialization well before the end of the old year. In this
tutorial, you will see the steps to follow to establish the new track, calendar, and schedule
in advance.

Everything you need to do will be done in FoxPro (the client side of SIS), not the Web side
of SIS.

Basic Steps of New Year Initialization
1. Create new track.
2. Promote faculty and students to the future track.
3. Create courses for the future track.
4. Setup the Master Schedule for the future track.

Create New Track
The first step in the New Year Initialization process is to establish a new track for the next
school year.

Go to the Main Menu > System > Track Editor.

ﬁ 515 2000+ Track Editor - Sani-Wendover High [2009 / 2010_ S

File Reports Date: 02/18/2011
School | Sani-Wendover High | Code |A Description | A 714 09/10 Year End | 2010

General ‘ Calendar l Definitions

Periods Per Day 10 Periods Per Quarter Day 2
MNumber of Scheduling Cycles 1 Periods Per Half Day 4
Terms Per Year - # Periods Absent = 1 Full Day 7
Months Per Year 10

First Day of School Year 08/24/2009 J
Last Day of School Year 06/04/2010 J

Create Future Track ‘

Copy from Another Track ‘

4] = i | DM

The image shown above is for the current track. We need to create a track for the next
school year. The simplest way to create a future track is to copy the current track you're in.
This is a good option if your basic track definitions (e.g. Periods Per Day, Number of
Scheduling Cycles, and Terms Per Year) are remaining the same in the new track.

Find

- List |l Delete| Edit | Add ‘ Save

To copy this year’s track, press Create Future Track .
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You'll get a message telling you that a future track was created based on the current year’s
track, as shown below.

Future Track[s] for 2011 created for school 714 based on track[s] & School Year
2010

Press OK. Then you'll see the new track.

48 SIS 2000+ Track Edi

File Reports Date 02/18/2011

School | Sani-Wendover High | Code |A Description | A 714 10/11 Year End| 2011
| General | Calendar ‘ Definitions
Periods Per Day W Periods Per Quarter Day ’—2
MNumber of Scheduling Cycles |—1 Periods Per Half Day ’—4
Terms Per Year [ #Periods Absent =1 Full Day | 7
Maonths Per Year W

First Day of School Year J
Last Day of Schoal Year J

{ Create Future Track |

Copy from Another Track |

mﬂ Erint‘ Find Quit | ﬂm

You'll need to press Edit and enter the first and last days of school. Notice that the system
automatically created a new Description and Year End for the future track.

List ‘Qelete Edit | Add ‘ Save

When you're done entering data in this screen, press Save

In some cases, you may not want to copy the track from the current year, but instead you
may want to copy a track from a different school in your district, or a different track for
your school.

If that is the case, rather than pressing “Create Future Track” you would press Add.
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File Reports Date: 02/18/2011

School | Sani-Wendover High | Co-dell | Description | Year End| 0

General | l

Periods Per Day 0 Periods Per Quarter Day 0

Number of Scheduling Cycles 0 Periods Per Half Day 0

Terms Per Year 0 # Periods Absent = 1 Full Day 0

First Day of School Year ¥
Last Day of School Year ¥

Create Future Track |

: : Copy from Another Track
Periods Per Day must be specified

wﬂ Print ‘ Eind ‘ List |Qe|ete Quit ‘ ﬂm

Now the “Copy from Another Track” button is available. Press that button.

A8 Track Copy Utility [t S

Undo Add ‘ Save

From School | Sani-Wendover High 4 |

Track to Copy | j
Items to Copy

Track Info | Cycle Days Calendar [
Terms v Bells v Events [
Periods v Begin/End Dates |

Process Quit

Use the drop-down to choose which school you'd like to copy. Charters will only see their
own school. Then choose the track you’d like to copy from the Track to Copy drop-down.

Checkmark the boxes next to the items you would like to copy.
Press Process.

Once the processing is done, the following screen will display.
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& SIS 2000+ Track Edits

File Reports Date:02/18/2011

School | Sani-Wendover High - | Cod4{| Description Year Em1 0

General ‘ ‘

Periods Per Day 10 Periods Per Quarter Day 2
Number of Scheduling Cycles 1 Periods Per Half Day 4
Terms Per Year 4 # Periods Absent = 1 Full Day 7
Months Per Year 10
First Day of School Year ¥
Last Day of School Year b
J A Create Future Track ‘
: | Copy from Another Track ||
Code must be specified :

Mﬂ Erint| Find ‘ List ‘Qelete‘ Undo Add ‘ §ave‘ Quit | ﬂm

Enter a Code, Description, Year End year, and First and Last days of school. Verify that all of
the other fields have correct data and press Save.

Once you've created the new track, you can set up the entire calendar, or you can wait. But
the calendar must be set up before you can schedule students.

Instructions for setting up the calendar is beyond the scope of this tutorial. Instructions are
found in other documentation.

Promote Faculty and Students to the Future Track
If you want to schedule for the New Year, you must have teachers and students in the new
track. That means they must have a future status record in the new track.

Usually, you create the future status for both the faculty and the students at the same time,
but you don’t have to. Let’s look at where this is done.

Go to System > New Year Menu > Future Status.
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This is a simple screen. Check one or both boxes and press Continue. You'll get a message

like the one displayed below.

A Faculty promotion completed successfully.

[ ox ]

Press OK.

Then you'll get a message like the one displayed below.

ﬁ Student promotion completed successfully.

[ ox ]

Press OK.
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Notice that after you do this, the button for “Create Next Year’s Student Status Records” is
greyed out.

[ iCreate Next Year's Faculty Status Records:

[ Create Next Year's Student Status Records

When the year-end process is actually run, each student and faculty member will
automatically be promoted to the next year and will become active in that track.

Create Courses for the Future Track
Next, you need to create courses in the new track.

Go to Scheduling > Mass Scheduling > Course Selection.

ﬁ SIS 2000+ - Course Selection Editor - Sani-Wendover High [2008 / 2010

File Reports Date: 02/18/2011

TI'aCkI = | v Roll Changes Forward to Future Tracks
Code Available Courses |A Code Selected Courses Credit |SecSize [# Sec [TASize|Mark Set |Lo Grd |[Hi Grd | |
0o Art First Grade
ooz WMusic First Grade
00130 Science First Grade
00140 Lang. Arts First Grade ﬂ
00141 Reading First Grade
00142 Spelling First Grade ﬂ
00143 Handweriting First Grade
00144 Reading Homework Firs
00150 Math First Grade
00151 Math Homewark First G
00160 Social Studies First Gra
00170 PE/Health First Grade
10211 Art Second Grade ﬂ
o212 WMusic Second Grade
00230 Science Second Grade
00240 Lang. Arts Second Gra ﬂ
00241 Reading Second Grade
00242 Spelling Second Grade
00243 Handwriting Second Gr v|

Copy Track Courses | Save | Quit ‘

Make sure and choose the correct track from the drop-down at the top of the screen.

You'll see that currently there are no courses in that track.
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If you are offering most of the same courses as this year, the simplest thing to do is to press
Copy Track Courses.

far - Sani-Wendover H

A SIS 2000+ - Course

File Reports Date: 02/18/2011

Trackl ~ | v Roll Changes Forward to Future Tracks
Code Available Courses |A Code Selected Courses Credit |SecSize [# Sec [TASize|Mark Set |Lo Grd [Hi Grd | |
00111 Art First Grade
012 Music First Grade
00130 Science First Grade
00140 Lang. Arts First Grade ﬂ
00141 Reading First Grade
00142 Spelling First Grade ﬂ
00143 Handwriting First Grade
00144 Reading Homework Firs
00150 Math First Grade
00151 Math Homewark First G
00160 Social Studies First Gra
00170 PE/Health First Grade
00211 Art Second Grade ﬂ
o212 Music Second Grade
00230 Science Second Grade
00240 Lang. Aris Second Gra ﬂ
00241 Reading Second Grade
00242 Speling Second Grade
00243 Handwriting Second Gr |

Copy Track Courses | Save | Quit ‘

When you press “Copy Track Courses”, you'll see a screen like the following screen.

ﬁ Copy Track Courses ﬂ

Copy from track
A (AT14 09/0)

To track
A (AT141011) ~|

Copy

By default the system will copy the classes from the current track. This is not something
you can change. Press Copy if you would like to proceed.

You will then get the message:

© 2011 Utah State Office &ducation-SI1S2000+ NeWear Initialization Paged



C) Utah*¥ Education

SIS -2000+ New Year Initialization

! . Courses copied succesfully. Return code: 0

Press OK. You will then see a list of courses in the right pane.

File Reports Date: 02/18/2011

Track |A (AT1410/17) j v Roll Changes Forward to Future Tracks
Code Available Courses |A Code Selected Courses Credit |SecSize [# Sec |TASizeMark Set |Lo Grd |[Hi Grd |A
o011 Art First Grade 0808 Teacher Aide 1.0000 35 0 0 rLeﬂer r.ZI 0 12
00112 Music First Grade 0800 TEACHER AIDE 5000 35 0 0 rLeﬂer r.ZI 0 12
00130 Science First Grade 0820 OFFICE AIDE .5000 35 0 0 Letter h_~ | 0 12
00140 Lang. Arts First Grade > ||oss7 Online Courses 0000 5 0 0] <Unset - | g 12
00141 Reading First Grade B (RRLY Foundations | 5000 35 0 0 rLeﬂer r.ZI 0 12
00142 Speling First Grade nn 1110 Ceramics | 5000 35 0 0 [Leﬂer r.ZI 0 12
00143 Handwriting First Grade —A(1125 Art 5000 35 0 0| Letter r.ZI 0 12
00144 Reading Homework Firs 1128 Art 1010 2.0000 35 0 0| Letter r.ZI 11 12
00150 Math First Grade 1160 Photography 5000 35 0 0 rLeﬂer r.ZI 0 12
00151 Math Hemework First G 1168 Intro to Film Art 1170 2.0000 35 0 o Letter h_~ | 10 12
00180 Social Studies First Gra 1600 General Music 5000 35 0 0 rLeﬂer r.ZI 0 12
00170 PE/Health First Grade 1630 Chorus | 1.0000 35 0 0 rLeﬂer r.ZI 0 12
00211 Art Second Grade < [[1840 Beg. Band 1.0000 35 0 0 [Leﬁer r.ZI 0 12
po212 Music Second Grade — 1650 Adv, Band 1.0000 35 0 0 rLet'ter r.ZI 0 12
00230 Science Second Grade 1950 Beg. Theater 1.0000 35 0 0 rLeﬂer r.ZI 0 12
00240 Lang. Arts Second Gra <= 1956 Drama 7-8 1.0000 35 0 0 [Leﬂer r.ZI T 8
0oz41 Reading Second Grade B RE Adv. Theater 1.0000 35 0 0| Letter r.ZI 0 12
o242 Speling Second Grade 1976 THEA 1023- Intro to Film 2.0000 0 0 o Letter r.ZI 10 12
00243 Handwriting Second Gr « 1589 Humanities 1010 2.0000 35 0 0 rLeﬂer r.ZI 11 12 vll

?Qopy Track Coursesé Save | Quit ‘

If you choose the “Copy Track Courses” method, you can add additional courses by clicking
on the course in the left-hand pane and then clicking on the right-pointing arrow to move it
to the right side of the screen. You can also remove classes from the right-hand side by
selecting them and then clicking on the left-pointing arrow.

Press Savewhen you are finished.

Of course, if you are totally revamping your schedule, you would not do this. In that case
you would manually select the courses from the left-hand pane and move them over to the
right-hand pane by clicking on the right pointing arrow.

Make sure to press Savewhen you’ve finished. Then Quit.
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Set Up the Master Schedule for the Future Track
You're now ready to create the Master Schedule.

You can access the Master Schedule from two places. If you are still in the Scheduling
module, you can click on Master Schedule from there.

Mass Scheduling: 09/1 =
" R
2 &
égg__L_J__[_s_g__ﬁg_l_g_gii_g__r]_é Career Plan Rapid Requests | Course Requests || Classroom Editor
Section Linking Team Definitions Mass Reguests Master Schedule Master Builder
Bh =
%2 T ‘ +
Loader Rules Loader Reports Quit

If you are on the Main Menu, you can then go to Scheduling > Master Schedule.

Once you pull up the Master Schedule screen, make sure to first select the correct track.

Look at the top of the screen to see the track that is currently being displayed.

@8 SIS 2000+ Maste | w3

File Reports Date: 02/18/11

Show by Cycle I Show by Course

Track | A 714 09410

Term |AII “ear (2 zemesters) ﬂ

Faculty |A|ta mirano, Klayton [2574] ﬂ

Per. Cycle Day 1 | | Available Courses
M 0806. - Teacher Aide -
0200 - TEACHER AIDE

0820 - OFFICE AIDE

0857 - Online Courses
1100 - Foundations |
1110 - Ceramics |
1128 - Art

1128 - Art 1010

1160 - Photography

1188 - Intro to Film Art 1170
1600 - General Music

1830 - Chorus |
_|J 1640 - Beg. Band =l
m ﬂ Copy Schedule Edit ‘ Quit ﬂ m

If you need to change to a different track, click on List. Then choose the correct track from
the list and press Select

wloo|~|m|in|e|w|m|=

iy
=

Print ‘ ' List || Delete
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£ 550 o SR SV o o T, L

File Reports Date: 02/18/11

Show by Faculty
Track | A 714 garto { 5152000+ Track Selection List - Sani-Wendo..
Term | Al Year (2 semesters) —
Faculty | Attamirano, Klayton [257: A T14 01/02
A T4 02/03 J
A T14 03/04
Per. Cycle Day 1 A 714 04/05
; " A T14 05/06 —
3 A T4 06/07 e
2 A T14 07/08 line Courses
c A 714 08/09 pundations |
; eramics |
7 1010
8 otography
il bro to Film Art 1170
10 eneral Music
—_— ypreewehorus |
1640 - Beg. Band ﬂ

Mﬂ Copy Schedule| Print ”j' Qelete‘ Edit ‘ Mﬂm

In the example displayed below, notice in the Term drop-down that there are no values.
That is because I have not yet set up my calendar and definitions in the Track Editor (found
under System > Track Editor). That needs to be done before I can move forward.

File Reports Date: 02/18/11
Show by Cycle l Show by Course
Track 11
Term I |
Faculty | Attamirano, Klayton [2574] [=]
Per. | |Cycle Day 1 | | Available Courses
1 N 0606 - Teacher Aide -
) 0800 - TEACHER AIDE =1
3 0820 - OFFICE AIDE i
4 0857 - Online Courses
= 1100 - Foundations |
& 1110 - Ceramics |
7 1125 - Art
Py 1128 - Art 1010
1160 - Phetography
9 1168 - Intro to Film Art 1170
10 1600 - General Music
1830 - Chorus |
1640 - Beg. Band j
4| 4| copy scheduie| Print ‘ List | Delete || Edit | auit | P

Once your track calendar and definitions are set, you're ready to assign courses to teachers.
You can save quite a bit of time by copying your current master schedule to the new track,
if the schedule will be remaining essentially the same.
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e 552000, Mo e e S R .

File Reports Date:02/18/11

Show by Cycle ] Show by Course

Track | & 714 10/11

Term | Allear (2 semesters) ﬂ

Faculty |A|tamirﬂnu, Klayton [2574] ﬂ

o
@
ol

Cycle Day 1 | | Available Courses

N 0808. - Teacher Aide -
0200 - TEACHER AIDE
0820 - OFFICE AIDE

0957 - Online Courses
1100 - Foundations |
1110 - Ceramics |
1128 - Art

1128 - Art 1010

1180 - Photography

1188 - Intro to Film Art 1170
1800 - General Music

1630 - Chorus |
‘1640 - Beg. Band ﬂ
4! 4 |cory Schedule| Erint‘ List ‘Qelete Edit ‘ Quit ﬂ}l

To copy the schedule from your current track to the future track, click on Copy Schedule
NOTE You need to be in the current track to be able to copy the schedule; otherwise the
system will say there are no future tracks to copy to.

¢ o oo S e S T P . 2

File Reports Date: 02/18/11

o~ ||| |w|m]|=

-
=

Show by Cycle l Show by Course

Term |A||Year(2 SEMESIE Ny ~| l—4|

o
Faculty | Atamirano, Kiayton [257 £ Copy Master Schedule S

Track | & 714 0810

L

Cycle Day 1 Copy from tragk Courass

, A (A T14 09/10) - Teacher Aide -
- TEACHER AIDE
To track I} oFFicE ADE

- Online Courses
A (714 1011) AP UE Foundstons 1

o
@
ol

Copy |

Photography
- Intro to Film Art 1170
1600 - General Music

1630 - Charus |
1840 - Beg. Band j
|4 4| copy Schedulel Erint| List ‘Qelete‘ Eciit| avit | | Pl

wlom|~|mln]a|w|m]|=

[y
=

There may be a reason not to copy the schedule. If, in the new track, you’ve made changes
to the number of cycle days that you have or made other major changes you won’t want to
copy the master schedule from the previous year. Instead, you can create a new master
schedule manually.
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Remember that if you start setting up your master schedule manually, you won’t be able to
use the “Copy Schedule” button.

Instructions for manually creating your master schedule is beyond the scope of this tutorial
and is found in other documentation.

Special Note for Charter Schools

As we complete the process for New Year Initialization, there is one important note for
Charter schools to remember. Charter schools each have a district office and that district
office will need to be rolled over to the New Year just like the school itself.

To do that, you will need to:

Create a future track for the district office.
Create a calendar for the district office.
Give the faculty in the district office a future status.

= =4 4 A

There are no students in the district office, so you don’t need to give a future status
to students in the district office.

There are no courses and no master schedule so once you create the future status for the
faculty, you have finished the new year initialization for the district office.

Review
We have now created the future track, promoted students and teachers into that track,
have selected courses and created a master schedule.

You can now put in course requests for the students.

Also, any students enrolled as active in the current track, from this point on, will
automatically have a future status record for next year, provided the student is not
graduating.
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