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Introduction 

Freedom of Information and Protection of Privacy (FOIPPA) 

What is FOIPPA? 

FOIPPA (also known in some school districts as FOIPOP) is legislation that regulates the 

collection, storage, and use of personal information (regardless of how it is recorded) by public 

bodies. 

 

Personal information is defined as "recorded information about an identifiable individual, other 

than the contact information for school and school district employees."   The Ministry of 

Education and all school boards are public bodies and are subject to all the provisions of the 

legislation.  

 

The School Act contains an "access to student records" clause. Under this section, parents have a 

right of access to their child's records and do not have to go through freedom of information to 

get them.  
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Getting Started in BCeSIS 

Your First BCeSIS Logon And Changing a Password 
1  Select the BCeSIS icon on your desktop. In 

about 30 seconds you will connect to the 

BCeSIS system and the following logon 

box will appear. 
 

2  In the Username text box, type the username you have been given. Now tab or click 

to the Password text box and type in the password you have been given.  

3  Click to the Database text box and type in the name of the database you are working 

in. Press the Return key or click on the Connect button. 

4  If this is the first time you are logging in, you 

should change your password immediately, by 

going to Main Menu> User Profile.  

5  The following Change Password screen appears for you to fill out.  
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6  Create a new password using the following BC Government rules which state that a 

password must: 

contain a minimum of eight characters and a maximum of fourteen;  

contain characters from each of the following categories:  

 

English upper case 
characters & lower case 
characters 

ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz 

Base 10 digits 0123456789 

Valid Symbols $ _ # 

not contain any part of the user name (e.g., the name or initials used to log in).  

not start with a number or one of the three special symbols.  

Click on the Save icon.  

Click on the Exit  Door to exit the dialogue box.  

The BCeSIS user password is now changed. Users should log off BCeSIS (click once 

on the Exit Door icon and click on the Yes button when BCeSIS asks you to 

continue). Log back into BCeSIS with new password. If user does not logout and log 

back in, user may not be able to generate reports and may lose other BCeSIS 

functionalities that require password authentication. 
 

 

Remember when entering your new password not to use a common word, particularly 

one that is easily associated with you, your family, or your job. BCeSIS passwords 

are not case sensitive and must begin with a letter. Your password expires every 90 

days. 

 

Guard your BCeSIS password as you would a credit card PIN or bank account PIN. 

By doing this, you help protect private information about students and parents, whose 

rights to such protection are guaranteed by legislation.  

 

 HINT:  Create a phony name in your pocket address book and make your password 

look like an address. OR  Keep a favourite book in your office and use a reference in 

it as your password that only you will remember. 
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Start Screen 
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Demographic Information 

Viewing Demographic Loop 

Common Student Demographic Information is located in a series of screens that can be 

accessed sequentially.  

 
Entering Information into the Demographic Loop 

 

NOTE:  You can use the Quick Buttons (see previous page) to go directly to the common 

demographic screens rather than following the loop screens described below. 
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Demographic Screens Explained 

. 

Steps Key Points 

1 

 

Start with the 

Opening Screen. 

 

Query (F7) / (F8) to 

find the student you 

are interesting in 

 

Press the button: 

 

 

 
 

2 

 

1
st
 Demographics 

Screen in the Loop 

Includes: 

 

Personal Information 

Admission Info 

PEN # 

Address 

Previous School 

 

Move to 2
nd

 screen 
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3 

 

2
nd

 Demongraphics 

Screen in the Loop 

 

Student Immigration 

related information 

 

Lang/Eth is for data 

on First Nations 

(Aborginal Status 

Information)  See 

below for details. 

 

Move to 3
rd

 Screen 

 

4 

 

3
rd

 Demongraphics 

Screen in the Loop 

 

Student Misc. 

Information 1 

 

Permissions for: 

 

Internet Access 

Permission Forms 

Release Forms 

Medical Card Info 

 

Move to 4th Screen 
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5 

 

4
th
  Demographics 

Screen in the Loop 

 

Parent Information 

NOTE:   If more than 

one parent is listed 

you will have a scroll 

bar to use to move 

between names. 

 
 

Move to 5th Screen 

 

6 
 

 

 

5
th
 Demographics 

Screen in the Loop 

 

Student Siblings 

 

 

 

 

 

 

Move to 6
th
 Screen 

 

 

7 

 

 

6
th
 Demographics 

Screen in the Loop 

 

Emergency Contacts 

Call Sequence  

 

 

 

 

Move to 7
th
 Screen 
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8 

 

 

7
th
 Demographics 

Screen in the Loop 

 

Medical Health 

Screen 

 

 

 

 

Move to 8
th
 Screen 

 

 

9 

 

 

8
th
 Demographics 

Screen in the Loop 

 

Student 

Transportation / 

Vehicles 

 

 

 

 

Move to 9
th
 Screen 

 

 

10 

 

 

9
th
 Demographics 

Screen in the Loop 

 

Alternative 

Addresses 

 

 

 

 

Move to 10
th
 Screen 
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11 

 

 

10t
h
 Demographics 

Screen in the Loop 

 

Homerooms and 

courses.  At the 

elementary level 

only homeroom will 

be filled in 

 

 

Move to 11
th
 Screen 

 

 

12 

 

 

11
th
  Demographics 

Screen in the Loop 

 

Student Fees listings 

and Management 

screen.  More 

training will be 

needed if you are 

going to charge and 

manage Fees in 

BCeSIS 

 

Move to 12
th
 Screen 

 

 

13 

 

 

12
th
  Demographics 

Screen in the Loop 

 

Course listings of the 

student.  Left side is 

the 1
st
 semester 

courses and right is 

the 2
nd

 semester 

 

 

 

Exit the Loop by 

pressing   
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Aboriginal Status Information 

1 

 
 

 

 

 
 

Move to the 

start screen 

and click on  

 
 

Use 

the 

button to move 

to  the 2
nd

 

Demographic 

Screen 

 

 

Select the 

Lang/Eth 

Folder tab  

 

 

 

 

2 In the Aboriginal Status field and select one of the following codes:  

Status-On Reserve  

Status-Off Reserve  

Métis  

Inuit  

Non-Status  

Note the drop 

down box 

3 Select the Band code from the list of values (LOV) in the Band of Residence 

field by clicking the ? button. 

 

Métis and Inuit do not require a Band of Residence 

 

 

 

 

5 Enter the Department of Indian Affairs number (DIA#) if you have this 

information.  
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Family Alert and Restraining Order Information 

To add information about a restraining order on a family member to a student's record, a Family 

Alert must be created. 
 

1 From the Start screen select the student by querying by pupil number or name 

(F7, fill in the field you are using to query, F8). 

 
  

Click on 

the Parents 

button. 
 

2 

 

click once 

on the blue 

Enter 

Memo 

button  

3 .  

Click Exit icon to return to the main 

BCeSIS Start screen. 
 

The Family Alert Memo dialogue box will 

appear. 

 

Type in information about the restraining 

order and click once on the OK button. 

 

Save 
 
 

4 
Note the Button changes from  to  on this 

screen.   Exit to the Start Screen with the exit door. 
 

5 Since BCeSIS screens do not automatically refresh, the yellow Alert button will not 

appear on the main BCeSIS Start screen. Re-query for the student and the Alert button 

should appear. 

 
If the student already had a different alert inputted (i.e., Medical alert), then the alert 

button does not change. However, if you double click on the Alert button, you will be 

see "Student has a family alert on file" message. Click Exit button. 

 
Each time a user goes to the Parent Information screen, the Family Alert Memo 

window will pop up with the alert information. 
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Admitting and Registering Students 

Admission vs. Registration 

BCeSIS differentiates between the process of admitting or enrolling a student and registering a 

student. 

 

When a student is admitted for the first time to BCeSIS, a permanent database record is created 

for that student which may be accessed by all schools in the province (based on security).  

This electronic record follows the student throughout his/her school career in BC.  

 

When a student subsequently withdraws from one school and is admitted to another school in 

BC, this electronic record will become available to the new school.  

 

Students are registered only when they are verified as attending a specific school or 

participating in a specific learning program.  Generally, a student is only registered when they 

are physically present in a school and attending classes or when there is a record of contact to 

verify participation in a learning program (i.e., distance education etc.).  

 

The date of registration must be equal to or greater than the admission date.  

A student must be admitted before they can be registered.  

A student must be registered before attendance can be taken.  

 
Restrictive Query 
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To conduct a restrictive query to determine if the student is already in BCeSIS, you must have 

the student's: 

legal last name;    (NOT USUAL) 

gender; and  

birth date.  
 

Admitting a Student 

Admission is the process of entering student data into BCeSIS and is completed only once for 

each student. After a student has been admitted and a record has been created in BCeSIS, the 

student can then be registered in a school or program.  
Steps  Key Points  

1 From the Start screen click on the Admit icon. 

 

2 Verify the student identity and eligibility by reviewing 

original documentation. 

 

Query  (see RESTRICTIVE QUERY above) by the 

student's legal last name, gender and date of birth to 

make sure that there is not an existing pupil number. 

Then press the F8 key. 

 

If the studentôs name is listed, highlight the name and 

click on the Select button. The student's data will show 

up on the Basic Student Demographics screen for 

updating. 

 

If the student's name is not listed, click on the Enroll 

New button. Input the student data from the registration 

form. 

 

 

 

 

 

 

 

 

 

 

 

 

I f there are differences between legal documents in the spelling or use of 

names, date of birth or sex, the documentation that has the most recent 

date of issue must be used. 

3 The Basic Student Demographics screen will appear. 

Required input fields are in bold letters. Hit Save icon 

after these required fields have been entered. 
 

4 Answer the Release of Information prompt as per the 

parent/guardian consent form. 

 

5 Answer the following prompts accordingly. When you 

get to the question, "Would you like to create 

Attendance Registration record ": 
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Click No to admit without being registered, if 

admitting before the start of school or if student is not 

yet attending. Since the student is not officially 

registered yet, he/she will not show up on attendance 

lists or other reports.  

 

Click Yes to register the student, if admitting the day 

of or after school starts. Type in the date that is the first 

day of attendance begins. This will be the official 

registration date  

  

6 If you selected No in Step 4, when the time comes to 

register the student, do the following: 

 

From the Start screen, click on Main Menu > Change 

Student > Register  

 

Enter the registration date.  
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REMOVING a student registered in ERROR 

 

If you have enrolled and registered a student and made an error you can follow these steps to 

remove that student from the files. HOWEVER, this will only work if there are not school 

records (ie: attendance) attached to the student and they do NOT have a PEN number 

attached on the BASIC Screen.  PLEASE CONFIRM before proceeding. 

 

Find the student on the main screen. (use the F7, surname, F8) 

 

Step One ï Go to Main Menu, Change Student, Register   

 

 On this screen Select REVERSE REGISTER (be 

sure have the correct student) 

 

 

 

PRESS SAVE 

 

 

You should be told the 

reverse register was 

successful.   

EXIT  

 

 

Proceed to STEP TWO 
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Step Two -  Proceed to withdraw the 

student as a NO SHOW 

 

 

 

 

Set the REASON 

for Reason 

Unknown 

 

Select NO 

SHOW 

 

Answer the 

questions 
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Mass Registration (registering all students) 

You cannot take attendance for a student until the student has been verified a sattending your 

school. You can register a student during the Admission procedure, but you can do this for only 

one student at a time. This type of registration is best done during the school year, when the 

student will start attending class on the same day he/she enrolls in the school. State ADM 

reporting begins when a student is registered. 

 

The primary use of the Registration function of the Attendance module is to register large groups 

of students at or soon after the beginning of the school year. This process confirms that the 

students are attending your school, whether they are new or returning. You can register students 

by home room, by class, or for the entire school population, although the latter procedure is 

possibly only once for the school year. 

 

If there was an error in registration, you can ñreverse registerò a student using the Verification by 

Home Room procedure. 

 

During the first week(s) of school, teachers will identify students who are No Shows. Those 

students can then be reverse registered and withdrawn from BCeSIS as No Show students. 

Once students have been registered for the year, the Verify Registration item disappears from the 

Daily (or Period) Attendance menu.:   
Steps  Key Points 

1 Go to the Mass 

Registration Verification 

screen to register all 

students prior to or on 

the first day of school. 

Typically, one person 

per school (or district) 

would perform this task 

sometime during the 

last week of August. 

 

 

2 Type in the default  Date which will be recorded at the registration date and 

press REGISTER  
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Cross-enrolments 

At the time a student is admitted, cross-enrolment may need to occur. Students who attend a 

class or classes at another in-district school will need cross-enrolment information entered in 

BCeSIS. The student's school of record must enter the cross-enrolment so the cross-enrolled 

school may see the student in BCeSIS and schedule the student in to a course offered in the 

school. To cross-enroll a student, the school of record must complete the following steps: 

Steps Key Points 

1 From the Start screen select 

Main Menu>Cross 

Enrolment>Cross Enrolment 

Student. The Cross-enroled 

Student screen will be 

displayed. 

 

2 Query the student by Pupil 

Number or by Usual Last 

Name. Click on the Add button 

to begin the process. 

 

3 Select the school for cross-

enrolment from the drop-down 

list.Enter the Year, the 

Admission Date and the 

Enrolled Reason. These are all 

required fields Select Save to 

complete the cross-enrolment. 

 

 

If  the home school wants to withdraw the student from the cross-enrolled 

school, the home school must first get permission from the cross-enrolled 

school.  
    

 

Transferring a Student to a Cross-enrolled School 

The transfer process is a controlled, well-documented, step-by-step procedure that may be 

implemented by a district to facilitate the movement of students from one school to another 

within the province. Use the transfer option to request approval for a student transfer before a 

student withdraws from your school. Transfers are either approved or denied by the receiving 

school. The transfer process does not result in an automatic transfer. Our district requires the use 

of the transfer process by enabling Transfer Process On/Off in the Company File and setting a 

Warn or  Stop notification. The actual transfer is then accomplished by means of the Withdraw 

Student function and a subsequent re-admission process into the desired school. 

Steps Key Points 
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1  Navigate to Main 

Menu>Transfers>Transfer 

Detail and complete the 

information on the screen. 

Save record to complete 

transfer request.  

To approve the transfer 

request. Navigate to Main 

Menu>Transfers>Transfer 

Detail>Log Detail. Change 

the status to Approved. Save 

and Exit  

 

2  Withdraw the student from 

your school and inform the 

receiving school they can 

now admit/register student 

..  
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Withdrawing Students 

Withdrawing a Student 

Once a student is withdrawn from the home school, the history for that student is archived. 

Withdrawals cannot be undone. Therefore it is important to print any reports before the student is 

withdrawn. 

Steps Key Points 

1 From the BCeSIS Start screen, query for the desired student: Input the 

Pupil Number; or Input the student s Last Name and/or First Name, using 

the wildcard (%) as needed, especially for hyphenated names. Press the 

F8 key to execute the query.  

  

2 To print common reports quickly: Click the "Hot" Print at the bottom of 

the grey buttons on the right side of the screen. After done printing, go to 

step 3.  

 

3 You must ensure that all Programs have an end date to match the 

withdrawal date. This is not automatic. 

 
 

  

 

3 From the BCeSIS Start screen, with the student name still displayed, 

click on the WDR icon near the upper left corner of the Start screen. 
 

4 Enter the withdrawal date and select a reason 

code.  

  

 

 

The withdrawal date must be the day after the last full day of school was completed. 

For example, if the student s last day completed was 4/25/2005, the withdrawal date 

should be 4/26/2005. If it falls on a Friday, the withdrawal date should be the 
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following Monday.If a student was registered to your school but never attended, do not 

withdraw, but no-show the student. See  No Showing Registered Students. 

5 Click the Withdraw button. 

 
 

6 Several warning boxes will pop up sequentially. Click 

OK  to the "Did you print all reports successfully " 

question. Click Continue Withdraw  button to continue 

the withdrawal process or Cancel to stop the process, if 

needed. You will receive a confirmation message that the 

withdraw was successful. 

  

 

 

If you choose to print the student's office index card at this time, it will include the 

withdrawal date. If you forget to print an office index card completely, go to Reports > 

17 Monthly Reporting > Monthly Withdrawn Office Index (ON). Reports Tree may 

change but report name will not. 
    

 

 

Updating Withdrawn Students 

¶ After a student has been withdrawn from a school, the school can still edit or delete 

existing attendance entries but cannot add any new attendance entries; enter new or 

modify existing grades for classes listed for the student and enter new courses or delete 

courses already listed as completed; edit existing incident entries but cannot add any 

new incidents. enter standardized test score information but only if the student has not 

yet been registered in BCeSIS by another school (go to Main Menu > Change Student > 

Standardized Testing > Student Test Scoring).  

Steps Key Points 

1 From the main BCeSIS Start 

screen pull up the student's 

record. Click on Main Menu > 

Queries > Prior Students 

Query. 

 

2 The Query Prior Students 

screen appears. To modify 

attendance data, click on 

Attendance Detail. Click the 

appropriate attendance method 

for your school (Period or 
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Daily).For Daily attendance: 

Click on the Edit  button of the 

attendance entry that needs to 

be updated or deleted. To 

delete the absence, click the 

DEL  button and then the Save 

icon. To change the reason 

code or absent to a Late, click 

the drop-down menus and 

make the appropriate change. 

Click the Save and then Exit 

icons. Click Save icon when 

all edits are completed. Click 

Exit icon to go back to the 

main BCeSIS Start screen. 

3 To enter new or existing 

grades or to 

add/modify/delete course 

information, click on Credit 

History button. To add a 

record, insert a row anywhere 

by clicking on 

Record>Insert. Type the 

course code and the rest of the 

fields in the row. To edit a 

record, click on the course to 

highlight it and make edits on 

the row. Click the Save button. 

To delete a record, click once 

on the course to highlight it 

and then click once on the 

Delete button. Click yes to the 

"Are you sure " message.  

 

4 To modify existing incident information , click on the 

Incidents button.Click once on an incident to highlight it 

and then click once on the Detail button. Make changes for 

the student in this screen. Save and Exit when you are done. 
 

 

While BCeSIS will allow incident records to be deleted, you should check your 

district policy regarding deletion of existing records prior to deleting a record.  

Users may not add a new incident from this screen. 
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No-Showing Registered Students 

A student may be enrolled and registered in your school, but he/she does not show up for 

classes.  In our district, you are allowed to no-show or withdraw such a student. When to no-

show or withdraw a student: No-show a student who is registered or enrolled and has never 

attended the school. Withdraw a student who attended at least one full school day Your school 

may choose to mass register all students at the beginning of the school year. Follow these steps 

to no-show a registered student after school begins: 

Steps Key Points 

1 From the BCeSIS Start screen, 

query for the desired student: 

F7 Input the Pupil Number; or 

Input the student s Last Name 

and/or First Name, using the 

wildcard (%) as needed, 

especially for hyphenated 

names. Press the F8 key to 

execute the query. 

 

2 Go to Main Menu > Change 

Student > Register 
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3 Make sure Reverse Register 

radio button is selected. 

 

4 If Registration Date below the 

Reverse Register radio button 

defaults to first day of school, no 

need to change the date. Click the 

Save icon to reverse register the 

student. Click Exit icon to go back 

to the BCeSIS Start screen. 

 

 

If you forget to do step 4, you will get a message to withdraw the student. Do 

not withdraw.  Please make sure to follow these instructions. 

5 From the BCeSIS Start screen, with 

the student name still displayed, 

click on the WDR icon near the 

upper left corner of the Start screen. 

 

6 Leave the withdrawal date empty 

and select the appropriate reason for 

the reason code. If you don t know 

the reason use the Reason Unknown 

code When you click the No Show 

button, you will receive a message 

about the date. Click OK for BCeSIS 

to input a date for you. 

 

7 Click the No Show button. Click OK 

to the warning message.  
8 If the student is new to the province and has no previous history, it will prompt 

you with a message with three options on what to do with the student record: 

Delete, Transfer, Cancel.If you know the student is not going to a BCeSIS 

school, select Delete Student. If you know the student is going to a different 

BCeSIS school, select Transfer Student and follow the prompts to enroll the 

student to that school. If you re not sure what to do, select Cancel and contact 

your district help desk for support. 
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9 When completed, you will get a completed successfully message. If the student 

is not new to the province, follow the prompts and complete the process. The 

student will appear in withdraw state so the next school can enroll him/her at 

any time. 
     

 

 

Withdrawing Cross-enrolled Students 

If the program or course is completed at a cross-enrolled school or dropped by the student, the 

cross-enrolled school withdraws the student from their school.  If the student does not show up at 

the school into which they have been cross-enrolled, you will be able to record that action and 

withdraw the student, using a cross-enrolment withdraw reason code. 

Steps Key Points 

1 From the Start screen in the cross-enrolled school, 

select Main Menu>Cross Enrolment>Cross Enrolment 

Student. The Cross-enrolled Student screen will be 

displayed.  

2 Query the student by Pupil Number or by Usual Last 

Name. Highlight the line containing the cross-enrolled 

school from which you want to withdraw.  

 

3 Select the Withdraw button to being the process. 

Select OK to the pop-

up..  

 

4 Select the Cross-enrolment Withdrawal Reason from 

the drop-down menu and enter a withdrawal date.  

Select Save to save your changes. 

  

 

The drop-down menu contains the withdrawal reasons that have been set up at the 

enterprise level.  If the home school wants to withdraw the student from the cross-

enrolled school, the home school must first get permission from the cross-enrolled 

school. 
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Notes in BCeSIS 
The Notes function provides a central location for various users, including teachers (if they have 

the appropriate security) to enter information common to a student.. Notes can be used to 

document meetings with a parent, keep track of attendance letters sent by the school, log home 

visits, record minor incidents, etc.  

 

 

Use caution and good judgment when entering information in Notes. Keep in mind 

that what you enter becomes part of the student s permanent record. Do not enter 

anything that you would not want the parent, student or other school staff to read. 

 

Guidelines for Notes Entry  

 

Only enter information that is important to have in a permanent record. You may not want to 

make a note that a parent came to school to pick up homework, but you would want to document 

that there was a parent/student conference with the principal about behavior concerns. 

  

Student records are confidential, but Notes may not be the appropriate place for very sensitive 

information. For example do not include information about a private family situation. It is more 

appropriate to say "For more information, please see me" in the Narrative. However, remember 

that sharing information verbally is subject to the same confidentiality standards as sharing 

written records.  

 

It is recommended that you do not enter a note for another person, however if you do this you 

should use the Narrative box to type your initials and indicate who you are entering the Note for 

i.e. LNT for Ms. Jones. 

  

It is recommended that you do not modify anyone else's notes and only modify your own notes if 

you have made an error. If new or additional information becomes available, add another note, 

do not edit the original.  
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Steps Key Points 

1 From the Start screen access the Notes screen by 

going to Common View>Notes. This will take 

you to the Notes screen.  

 

 

You can query at the top of the screen to bring up 

a student once in this screen if you wish by using 

F7, input, F8 while in the name section of the 

screen. 

 

2 To add a new note click on the Add button. This will take you to the Notes 

Detail screen 
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Steps Key Points 

  

 

3 Enter a description for the incident in the Topic field. This 

is a required field and will appear on reports. 

 

4 Select a Note Type from the drop-down list. Note types 

have been set up at the enterprise level. 

 

5 Select a Reported by author type from the drop-down 

list. This list has been set-up at the enterprise level and 

is mandatory 

 

6 Select the Security level to be attached to this note. This 

is a mandatory field and will restrict access and ability to 

edit the note (i.e no access, read-only or full-update).  

 

  The three security levels for notes in BCeSIS are shown below. It is important that users 

also have the appropriate authority set up under User Maintenance. 
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Steps Key Points 

  

 

 

If someone has created a note and selected a security level that you do not have, the note 

will not appear on your Notes List. For users who do not have any security access to 

Notes, an error message will appear when they attempt to access the Notes List screen. 

  

7 Check or uncheck the Delete on Transfer box depending on 

your District policies. (SD74 ñchecks onò Delete on 

Transfer). 

 

8 Enter a Follow-Up or Completed date if this is required. This 

is not a mandatory field but if entered will cause the Follow-

up Notes screen to be used. 
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Follow-Up Notes 

1 If a Follow-Up date equal or later than the 

current date is in the Notes Details screen and 

the completion date has not been entered a 

prompt will display when the user who 

entered the Note logs onto BCeSIS. Clicking 

Yes will take you to the Notes Follow-Up 

page 

  

     

2 The Follow-up Notes screen can also be accessed from the Notes Follow-

up Icon on the Start screen. The Follow-Up Notes screen is a view only 

screen. Clicking the Details  

 

 
 

Student Incident Notes 

1 To add or view Notes for a Student Incident, select the Note or 

Incident button on the Demographic Tool Bar. The Student Notes 

or Incident screen will appear. This is a view only screen lists all 

notes and student incidents (not school) for a student. 
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Notes Reports 

There are two reports that can be run related to Notes. 

     
 

      
    

 



School District #58 BCeSIS Counsellor Resource Manual 

Version 2.0  February 2008  Page 37 of 138 Prepared by Norm Walker 

Course Description and Maintenance  
 
Once the schoolõs catalog of courses has been set up, the contents of this group of screens needs 
little change until it is time to set up for the next school year.  However, these screens do contain 
a great deal of information that Counsellors can utilize on a daily basis.  
 

School Course List Summary  

 

This screen lists each course taught in the school as well as the credits, current totals of sections, 

and the male/female counts.  You can access the details of any course or add a course from the 

Districtôs catalog of courses via this window.    
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Master Timetable Screen  
 
This screen displays the schedule details, including sections, of the selected course(s) 
 

This screen is helpful for 

Counsellors as they can see at a 

glance how many students are 

scheduled into a course section and 

whether it is closed or not. If a 

section is closed, i.e. Cls=Y, 

Counsellors can select this course, 

click the Select button and override 

the Yes in the Course Section 

Maintenance screen. 
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Display Class List screen  
 
This window displays a 
listing of the students in the 
selected class.  You can print 
the list if you wish.  
 
The top part of the screen 
shows the course code, 
section number, teacher, 
room, male/female counts, 
and total number of students 
in the class for either the 
current year or for next year.  The bottom part of the screen lists the students in the class 
selected in the top part.  Click the printer icon to print the class list.  
 

 
 
Note: This screen provides a quick way to print a class list without having to g o through the Reports 
procedure.
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Student Course Selections  
 

The Student Course Selections screen is the primary base of operation for Counsellors. Many 

aspects of a studentôs course activity are available here. 

 

 
 

To navigate to the Student Course Selections screen from BCeSIS Start screen click on the 

Courses button in the demographic menu. 

 

The information from the Basic Student Demographics window populates the top of the screen 

and can be queried. 
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This screen is typically used by Counsellors to add or drop courses as well as manage progress 

toward diploma and career objectives. In addition, this screen can be used to simulate timetables 

to determine if the student's course selections are viable, given other course requirements. You 

would also use this screen to schedule courses for a new student who has entered the school 

during the school year. 

 

A maximum of 20 courses can display (scroll down to see the ones not appearing on the screen). 

Courses display vertically by semester. If you select Show Full Year on Both Sides, full-year 

courses will display, providing a student's full schedule in each semester. 

Key Fields and Buttons on Student Course Selections Screen 

 

Field Description 

 

Click the radio button next to the desired year. When the Next 

Year button displays, the courses listed are the ones selected by the 

student for the next school year. They have not been scheduled.  

 

Check this box to enforce the maximum number of students 

allowed in a course. Uncheck it to override the number. If Course 

Capping is checked on the Student Details screen, it will be 

checked and greyed out on this screen. If you try to schedule a 

student into a course in which the maximum number allowed has 

been exceeded, you will receive a message to that effect, and the 

course will not schedule. If User Choice was selected on the 

Student Details screen, the Capping box is active on this screen. 

You can override the maximum and schedule the student into the 

course. You can also check the Capping box; it will not allow over-

enrolment in the course.  

 

Checking this box allows the simulation of alternate courses, 

should the student's first course choices not be available. Matched 

alternates are used as alternates for a specifically identified course. 

Use global alternates in place of any course.  

 
Checking Show Full Year on Both Sides causes full-year courses 

to show on both sides.  

 

Click this button to access a Memo window in which Counsellors 

can view or add information concerning a student. The button 

changes to Counsellors Alert when this window contains 

information. Once entered, this information becomes public record 

and is subject to subpoena. Any person with access to this screen 

can read the memo.  

Course Fields: use the horizontal scroll bar located near the bottom of this screen to view fields 

located to the right of Teacher Name.                                         

Course  
The alpha-numeric code of the selected course; may be up to 10 

characters long.  

Sec  The Section number of the selected course.  

Course name  The full name of the selected course; the field auto-populates based 
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Field Description 

on the course code.  

S  
Semester - semester the selected course is being offered. 0 

indicates the course runs the entire year (full-year course).  

T  
Term - term the course/section is offered. 0 indicates the course 

runs the entire semester.  

D  
Day - the day(s) the selected course / section is scheduled. 0 

indicates the course runs every day.  

P  Period - indicates the period in the day the course runs.  

Teacher Name  The name of the instructor teaching the course/section.  

Room  The room in which the class is being taught.  

Seq  

Sequence - A number that populates this field based on the order in 

which courses are entered on the option sheet. This number may be 

used to prioritize scheduling in mass simulation.  

How Taken  

The type of school where the student took a course. Most courses 

are Regular Classroom.  Course set up that will be un-scheduled 

(Not assigned a block) will be identified as Flex Education.  Other 

options include Equivalent, External Course, Distance Education. 

Alternate  

This is used only in the Next Year screen. By entering a course 

code here, you are indicating that the student's first choice course 

can be replaced by the indicated alternate course if the first choice 

cannot be scheduled. Matched alternates may be entered here or 

through Option Sheet entry.  

Effective Date  

The date the course was added to the student's schedule; this field 

is auto-populated.  THIS IS IMPORTANT  but can be changed 

if needed to be. 

Student Course Selection Buttons  

 

Used to drop a selected course. Highlight the desired course to 

drop, then click the Drop 1 button. If the student has been in the 

course longer than the retention period specified on the Company 

Updates screen (Courses tab), a prompt will remind you to enter a 

final mark. The Final Marks screen will display, and you will need 

to enter the final mark for the course.  

 Used only in Next Year to drop several courses at the same time.  

 

The Lookup Course by Course screen will display. This screen 

displays the course number, description, and number of sections. 

Select courses from this screen to add to a student's schedule. You 

can select multiple courses at one time. Note: When you are adding 

a course, you can use either the Course or the Period button. Each 

supports a different need. Period is best used where a specific 

period in the schedule is being addressed. This will result in the 

course being "blocked," meaning the slot cannot be changed, 

because it has been manually selected.  See the section for details. 
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Field Description 

 

The Lookup Course by Period screen will display. Use this screen 

to fill a specific period/semester in a student's schedule. You can 

select multiple periods at one time. Note: When you are adding a 

course, you can use either the Course or the Period button. Each 

supports a different need. Period is best used where a specific 

period in the schedule is being addressed. This will result in the 

course being "blocked," meaning the slot cannot be changed, 

because it has been manually selected.  See the section for details. 

 

 

 

Transfer student from one section of a course to another or from 

one course to another. Note: Courses with final marks cannot be 

transferred. If the student has been in the course longer than the 

retention period specified on the Company Update screen (Courses 

tab), a prompt will remind you to enter a final mark.  

 
Used only in Next Year to change the first choice course selection 

to a global alternate. The alternate courses display in red.  

 

Use this button to sort the display of courses on the screen. 

Possible sort options are by Period, Semester, or Semester/Term. 

The default sort is by Period.  

 

Brings up the Section Availability screen, listing the course/section 

the student is scheduled into and all other sections of the course 

and their availability after the most recent Simulation.  

 

Used to schedule selected courses. Click to run a timetable 

simulation and display a brief message describing the results, such 

as "All courses scheduled."  

 

Clicking this button brings up a report screen, which allows you to 

print a copy of a student's timetable (a locator).  

 

Runs the simulation and displays the student's timetable with a 

graphical representation of course details, identifying any schedule 

conflicts. You can make changes to courses on this screen.  

 
Allows you to navigate to additional information regarding a 

student's courses and schedule.  

 

Displays a colour-coded legend screen 

for specific courses.  

 

  

 

Select the scheduled matched alternate course and select the Alt 

Reset button. The matched alternate course will be unscheduled, 

and the primary course alternate indicators will be restored. 



School District #58 BCeSIS Counsellor Resource Manual 

Version 1.0 May 2006  Page 44 of 138 Prepared by Norm Walker 

 

Setting up the Timetable Schedule for 
the Timetable ON Report 
 

Step 1:  School 
Information/Timetable 
Layout 

 

 You will be told you do not have a 

student timetable set up and if you 

wish to create one.  Answer Yes 

 

Note:  You can also create a teacher 

timetable and you should say yes to 

that as well. 

 

You can switch between the students 

timetable layout and the teachers 

using the button... 

 

 

 

 

You need to set up a Timetable Template 

for each semester for the students and 

assign the grades to each appropriate 

template... For example in a Semester 

school you will want to set up a Term 1 

template and a Term 2 template.  This can be on the same template or as separate ones.  

 

To create a new 

template you need 

to select ADD  

 

 

 

 

 

 

 

Once you Create the New template you can use the Copy a previously created layout to modify 

or you can start from scratch. 
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Once you complete this screen you press the ADD button to add the new template form.  Now 

you will need to set up the format to reflect your school schedule. 

 

This is a Grid format.  The first column is to put in your time schedule.   Each of the other 

columns can be used for days of the school week or if your have a DAY 1, DAY 2, DAY 3 etc. 

format you can type in those as column headings. 

 

Each of the courses rotate and the coding is created as: 

 

@ = indicates this is a code 

1
st
 digit = semester (0 = full year, 1=1

st
 Semester, 2= 2

nd
 Semester) 

2
nd

 digit = term 

3rd digit = day 

4 & 5
th
 digit = period 

 

Set up the timing and codes to reflect the courses and the times they are taught. 

 

You can also add as many rows as you wish, so you may wish to set up 

both 1
st
 and 2

nd
 semesters schedules.  When you select the Assign 

Layouts to grades you will be asked to assign which timetable template 

is to be used for each Grade.   

  

 

 

 

 

Once you have the schedule 

set up, you can use the Student Timetable (ON) report to print out timetables for the students set 

up as it matches the Days. 
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Individual Course Plan 
Course planning can be done for individual students. The plan is usually set up by a Counsellor, 

administrator or advisor in consultation with the student and may focus on the student's diploma 

requirements, career objectives, personal interests or some combination of the three. 

  

To navigate to the Individual Course Plan screen, click on the Courses 

button in the demographic menu on the far right of the basic screen, click 

the Navigate button and select the Individual Course Plan button. This 

will bring up the Individual Course Plan screen.  

 

  

 

 
 
 
 

From this screen a Counsellor may create, view and/or modify a plan. 

The courses may span any number of     years and grades and are 

selected from the school's  course catalogue or the courses required 

for a student's diploma. 
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Creating the Individual Course Plan 

Step 1:  Click on the Add Button  

 

The will bring up 

the Add Course 

screen.  Depending 

on the time of year 

you may not be able 

to complete all the 

options here but 

you can work with 

current year 

information.  If you 

have a next school 

selected and the 

next school is not 

yours, then the list 

of courses available 

will be populated 

from the new schoolôs list (if available).    

 

Step 2:  Select Courses Press Select Courses.  

Select from Diploma-This canvas opens first when the Select Courses 

button is clicked. The Counsellor first selects the diploma that the student is working towards, 

then selects the diploma categories one at a time that are required to earn this diploma.  

 

As you select 

each diploma 

category, the 

course options are 

displayed in the 

Courses in 

Category Column. 

From the Courses in 

Category column, 

courses can be 

selected and 

added to the 

Individualized 

Course Plan (ICP).  

Use the arrows to add or remove courses from the ICP. 

 

Once all the courses have been selected, click the Add Courses button. 
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Step 3:  Select from Query 

This tab is best used when the Counsellor can't find a course on the Select from Diploma tab. 

Such a 

course may 

be an 

elective. 

Standard 

query 

procedures 

may be used 

on any of 

the columns. 

Single or 

multiple 

courses may 

be selected.  

 

  

 
 
 

NOTE:  Select from Career Dev Plan-This tab is not currently used in BC 

 

Step 4:  Indicating which year the course will be taken 

Once the courses have been selected and you have returned to the Individual 

Course Plan screen, enter the year the student will be taking the course in the 

Intended Yr. column prior to saving the course selections. 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5:  Copying Next Years Courses 

Select the Copy to Next Year Courses button to populate the Next 

Year Course Selections for the student. The following message displays: 



School District #58 BCeSIS Counsellor Resource Manual 

Version 1.0 May 2006  Page 49 of 138 Prepared by Norm Walker 

 

Select Yes. The Posted Sch, Posted Date and Posted User columns will auto-populate once the 

Copy to Next Year Courses button has been used. 

 

Step 6:  Printing the Individual Course Plan 

Select the Print button and select the appropriate options as shown in the picture 

below to generate the Individualized Course Plan Progress Report for one or more 

students.  

 
 

Step 7:  Printing an Option Verification Letter 

Go to the Main Screen 

Select Reports Icon 

Select 13 Timetable Building (MTB) Reports 

 Option Verification Letter 

 Select Reports Icon 

  Select 14 Student Scheduling Reports 

   Option Verification Letter 
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Dropping Courses from the Student 
Course Selection  
 

At times courses must be removed from the Student Course Selection. You may do this using the 

 button for single courses or the  button to drop several courses at the 

same time. 

 

Note that at this point, dropping a course will NOT automatically delete the exam session 

created when a student is registered in a course with a provincial exam. The exam sessions 

MUST be manually deleted. See Step 7 below for how to delete an exam session. 

 

Dropping a single course using the Drop 1 button 

 

 
 

To drop a single course from the Student Course Selections, follow these steps 

 
Steps  Key Points  
1  Query for the student on the BCeSIS start screen and go to the 

Student Course Selections screen by clicking the Courses button 

in the Demographic Tool bar. This will open the Course Selection 

screen as shown below.  
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Steps  Key Points  
2  Select the Current Yr  or Next Yr button. 

  
 

3  Highlight the course that you wish to drop and click on the    

Drop 1 button. The following pop-up appears: 

 

 

 

I f you are dropping a course in the current year, then depending on your district 

Company File setting, you may need to enter a final mark for the student when you try 

to drop the course. This is a district decision as to the number of days courses must be 

retained and may vary from district to district. 

 

 

If you try to drop a current year course that the student is taking at another school (i.e., 

a course that shows up in blue), you will receive a message that only the issuing school 

can drop the course. 

 
4  If Yes is selected, then BCeSIS will remove the course from the Student Course 

Selections. For current year courses, if the threshold for dropping a course has been 

passed, you will be prompted to enter a final mark before the course will be dropped. 

Courses dropped with final marks populate the Credit Details screen.  
  

5  If you have dropped a course in students Next Year course 

selection, then you will need to click on the Simulate button to 

schedule the remaining courses now that you have removed one. 

  

 

6  Click on the Save button to ensure that the changes have been 

saved.   
  

7  To delete an exam session after dropping an examinable course, return to the Start screen, 

ensure the right student is displayed.  
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Steps  Key Points  

 
 

In the future, if this student re-registers for the same course, only one exam session exists 

and the marks for the exam and the final blended mark will be properly uploaded into the 

application. 

 Highlight the test that you 

need to delete.  

 

 

 

 

Click DEL .  

 

 

 

 

 

You will be prompted to 

confirm your selection. 
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Dropping several courses using the Multi button 

 

 
 

Use the  button to drop several courses from a student's record at the same time. The 

Multi Drop window is populated with only those courses that do not have a final mark or those 

where the student's start date for the course has not passed the retention period as set in the 

Company file. This feature is especially useful for working with next year's courses. 

 

 
 

Steps  Key Points  
1  Click the Multi Drop  button. This will bring up a list of all 

the courses that are available to be dropped (i.e. those that do 

not have a final mark and have not passed the retention period 

set by the Company File). 
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Steps  Key Points  

 
2  Select the course and click the Add button to move the course you wish 

to drop to the Courses to be dropped column. (To move in the opposite 

direction, highlight and click the Remove button). When you have 

indicated all the courses to be dropped, click the OK  button. This will 

remove those courses from the Student Course selection Screen. 

 

3  If you have dropped courses in students Next Year course selection, then 

you will need to click on the Simulate button to schedule the remaining 

courses. 

  

 

4  Click on the Save button to ensure that the changes have been saved. 
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Adding Courses using the Course 
Button 
 

 
Generally, students returning to school in the fall have filled out an option sheet, and all course 

scheduling tasks will have taken place prior to the start of school. Those courses will have 

populated the Student Course Selections screen. There are times, however, when a student must 

change or add a course to their schedule, and the Counsellor will use the Student Course 

Selections screen to assist in this effort. 

 

Additionally, students new to the school will have to have their courses set up through the 

Student Course Selections screen. 

 

To add a course using the  from the Student Course Selections screen: 
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You can query the screen for a specific course or group of courses using F7, query text, F8. 

 

To select only one course, highlight it and click the Select Current button. To select multiples, 

highlight the course(s) in turn and place a check mark in the box at the right of the screen for 

each course, as 

shown below.  

Click the Select 

Checked button.  
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Adding Courses using the Period Button 
 

 
 

The  button can be used to select and add student course(s) for a particular period 

and/or semester. The Lookup Course by Period screen opens, and as with the Course lookup, 

you can select multiple courses at one time. 

 

The Lookup Course by Period canvas is very useful when you know the periods the student has 

available for each semester and/or term and you are either unsure of the courses they might be 

able to take or just want to see what is available during specific timeframes. 

  
If you have 
dropped a 
course or are 
simply adding 
courses, you 
can use the 
Period button to 
select student 
course(s) for a 
particular 
period and/or 
semester.  The 
Lookup Course by 

Period screen 
opens;  as 
with the 
Course 
lookup, you can select multiple courses at one time.  
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Enter the specifications for a single course, group of courses, period, etc., and press F8, or use F7 

and F8 to list all courses. 

 

Click the appropriate radio button to list only the courses with openings, or all courses.  
 
Note the column indicating a òCombinedó course.  Select the course and click the Combined Infoé 
button to see the course(s) it is combined with.  
 

As with the Course Lookup screen, you can select multiple courses one at a time by marking the 

checkboxes, and then clicking the Select Checked box.  

 

 

Transfer Button  

 
 

Use the  button to bring up the Course Transfer screen, where you can move the 

student into another section of the same course or to another course section entirely. You can 

either drop or transfer any attendance the student may have accumulated thus far, as well as any 

marks that may have accrued.  Courses with a final mark cannot be transferred.  

 

When you use the Transfer procedure, BCeSIS records the Drop Date on the Daily Activity Log 

as the current date and the Add Date to the other class as the Effective Date from the Student 

Course Selections screen.  
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Of course, one transfer may result in a conflict, necessitating a second transfer.  

 

Transferring sections requires knowledge of course codes, sections, and STDP (semester, term, 

day, period).  

Flip Alt Button  

 

 
 

You can use the  button only when you are working with Next Year courses. It 
changes the selected course to a Global Alternate, which will then display in bold red italics.  
 


