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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 useprsonal 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 employeEse’ Minigry of

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

TheSchool Actontains an "access to student records” clause. Under this section, parents have a
right of access to their child's recomisd do not have to go through freedom of information to
get them.

FOIPPA Checklist

Protect Privacy
¢ Coliect only whst is nzeded.
‘ ¢ Limt use o collection pumosa.

¢ Disclose only when permited by the Act.

¢ Provide safe and secure storage of information.

e When Making Notes within BCe SIS
‘ ¢ Be obecine

¢ Write facts notopinons.

¢ Ensure informaton captured is accumste snd conplete

Volunteers in Schools

¢ The schooldistnct's responsibilties under FOIPPA extend to everyone granted scoess to
information, including volunteers,

¢ Volunteers should understand theirobbgations to protect privacy before beng granted
sccess fo any personal information

¢ Distinguish betwean what empoyees raally nead o know and what they maraly would ke
10 know,

Security Measures

o Computer screens shoukd not be visidle o the public, including students.
o Use the Lock function st all times when your computer s unsttendad.

¢ Restrict sccess to nformation o “need to inow” only.

"""" Sharing information
¢ Parsonal information should be sharad on a "need o inow" basis.

¢ Train on "dummy data”
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Getting Started in BCeSIS

Your First BCeSIS Logon And Changing a Password

1 Select he BCeSIS icon on your desktdp gy
about 30 seconds you will connect to the

BCeSIS system and the following logon  [FEGGUGMGRYOUR USERNAVE |

box will appear. P
2 In theUsernametext box, type the username you have been given. Now tab or
to thePasswordtext box and type in thpassword you have been given.
3 Click to theDatabasetext box and type in the name of the database you are wol
in. Press th&eturn key or click on theConnectbutton.
4 If this isthe first time you are logging in, you eS0TI
should change your passsdammediately, by Admit Student !
going toMain Menu> User Profile Change Student gr
Wiiithdraw Student u
Cross Enrallment k
S0R Transfer

Transfer k

Wiialk-In Timetahle Simulation

Glueries k

Reports

User Profile

5 The following Change Password screen appears for you to fill out

g8 Oracle Change P
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6 Create a new password using the following BC Government rules which state t
password must:
contain a minimum of eight chacters and a maximum of fourteen;
contain characters from each of the following categories:

English upper case ABCDEFGHIJKLMNOPQRSTUVWXYZ
characters & lower case abcdefghijklmnopqgrstuvwxyz
characters

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.

oy

Click on theSaveicon.

Click on theExit Door to exit the dialogue bo
The BCeSIS user password is now daeth Users should log off BCeSIS (click or
on theExit Door icon and click on th&esbutton when BCeSIS asks you to
continue). Log back into BCeSIS with new password. If user does not logout ar
back in, user may not be able to generate reportsnaygdose other BCeSIS
functionalities that require password authentication.

Remember when entering your new password not to use a common woothgody

g one that is easily associated with you, your family, or your job. BCeSIS passwc
arenot case sensitive and mustgin with a letter. Your password expires every 9
days.

Guard your BCeSIS password as you would a credit card PIN or bank aBdNun
By doing this, you help protect private information about students and parents,
rights to such protection are guaranteed by legislation.

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

look like an address. OKeep a favourite book in your office and use a referenc
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 sdne¢éarn be
accessed sequentially

Demographic Loop

Student Course
Selection

Basic Student
Demographics

Student Fees/Assistance

Homeroom and
Staff Assignments

Student Immigration
Related Information

Alternate Student Miscellaneous
Addresses Information
Student v :
Transportation/Vehicles R ZSEis
Medical/ Sst.‘:ﬁ?"t
Health | A
Information Emergency

Contacts
Entering Information into the Demographic Loop

NOTE: You can use the Quick Buttons (see previous pagejaalirectly to the common
demographic screens rather than following the loop screens described below
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Demographic Screens Explained

StepsKey Points
1 B Start with the
Bl Ell=EIEM Opening Screen.
APE Alsek Prairie Elementa Query (F?) / (F8) tO
find the student you
Snodce are interesting in

Alt Address

Contacts

elle ’ Courses .

= == Press the button:
% ] Diploma

Transcript

1002  NChampion, Randfl |

Timetable

2 1 Demographics
Memo Screen in the Loop
- - Includes:
APE
344014 emale * 7377 Tanga Drive 7 .
s - ; Personal Informatiol
B - WIS : Admission Info
Bell;dwh BC VL] . PEN #
2 Address
24-hs-1998 Utility Bill M H
e - : Previous School
¢ 250)5A5-8620 T3TT Tonga Drive ‘
- *Training, BC - d
e v : Move to 2°screen
S02431239 =
Firsi Time Entr hd = j
03-5EF-2003 Grade 2 p — . $
CHR: Adhoc Fiel... & ﬁf :
@ ¢ Nemn | nn @ ¥ §-J ﬁ-
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3 b il te Lock Help Window

7 _ B 2" Demongraphics
Screen in the Loop

baso - o
D Student Immigration

imrmigration related information

Immigration Information

Lang/Eth is for data
Countr OfElirth Pass Uﬂ#. H H
ot — VO — on Flrs't Nations
Prov. of Birth |BC: Wisa Status | - (Aborg'nal Status

Citizen Of. Canada ~| VisaMork Permit Exp. Date | )
Entry Date to Canada | Immigration # | |nf0rmat|0n) See

Entry Date o British Columbia | Lt @ below for details

School Entry Date Immigration Code |
Federal Immigration ID

Move to 3¢ Screen

=

4 Ec . nate  Lock Help Window q 3rd Demongraphlcs
Screen in the Loop

Alsek Prairie Elementary

[ Student Misc.

P— Information1

Internet Access Information Release Information

Internet Access ? [ Should information be released? [ (Check if Yes)

Mo Internet Access Reason | h I— PermISSIOHS fOI’
) 1 Date release was signed
nternt Permission e[ <] Resticton Type grves) [ 7]

E-Mail: [Belle. Az ckemail

itii ictii ¥d
Permission Form Information Adaitional Restrictions? ] I nte rnet ACCGSS
Signed code ofconduets ™ I™ Mo Military Recruitment [ Mo College Recruitment Permlss'on Forms

Blanket Field Trip Permission Signed? r

Permission to Yyalk home?F Release Forms
Fermission to Ride Bike? Medical Card Information -
StudentiParent Consent Signed | D RS FemEsEn e T Medical Card Info
Refuzsed?

ReasonforRetsed -

Move to 4th Screen

=
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B 4" Demographics
Screent the Loop

[ - E .
= D Parent Information

Y [ Enter Mema | NOTE: If more thar
Affleck

- one parent is listed
= —

you will have a scrol
[ N Erternotes | L bar to use to move
v} /] m

|

between names.
7377 Tonga Orive J

*Training, BC i 250) 555-B629

{ 250) 5556783 [ 250)555-6174
{ 750) 555-6931

4 (250) 6554654
|| Graham. Affleck E
" —
L]
== Erterados i

6 zia:;:;:nin i 7 %/ 5th DemOQl’aphiCS
sek Prairie Elementa H
2 SR S Screen in the Loop

5
244011 [
+ ]

Father 2

Ctiyilize)

Move to 5th Screen

Student Siblings

Sibling # Sihling Name Relationshin Schoal Wdr Date
343976 Affleck, Sharina Sister APE 93300501

Move to 8" Screen

=

: = 6" Demographics
1002 - Champion, Randolf hd Screen n the Loop

01 8 [
D Emergency Contact

‘ This is a Parent. Ca” Sequence

*Training, BC
| VAT B3

7377 Tonga Ditve E ]

Motes

. - Move to 7" Screen

J Afack ( 250) 545-4582 { 250) 556-6635
{ 250) 555-691 6 [ 250) 555-2653 o ¢

S D EGE M
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il % [
8 [ Ith Ini
APE ||Alsek Praitie Elermentary

1002 - Charmpion, Randolf ¥

&
34401 4 [
D

Dr. Dobhs

0326150527

Mo =

e I

APE  ||Alsek Prairie Elermentary

1002 - Champion, Randolf =2

Affleck Belle F [ 24-May-1998 0z Edythe
4 »
Beyond Y¥alk Limit = | Beyond Walk Lirnit = N 04105 DARRYL CHAMBERS =
Route# Bus# Stop# Ston Tvne Stop Description “N  Add
01 3 EE ? Tonga Dr | Delete
B e
SOt »
Make Model ‘fear Colour Licence # Parkino#
- Add
- fl Delete
|
Accommadations ¥ iJ ﬁ_

1002 - Champion, Randolf 2

2401 40 [ E
D

Version 2.0 February 2008

Pagel3of 138

7" Demographics
Screen in the Loop

Medical Health
Screen

Move to 8" Screen

=

8" Demographics
Screen in the Loop

Student

Transportation /
Vehicles

Move to 9" Screen

=

9" Demographics
Screen in the Loop

Alternative
Addresses

Move to 18" Screen

=
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11

APE  |Alsek Prairie Elementary

344014

Add

Affleck

1002 - Charnpion, Randal? bd

Belle F [ 24-MAY-1998 02

7§ Del

12N el

Delste

1 1002 - Champion, Randolf CL11 (S1T... ~

ourse 5

Edythe

A

Teacher

=B
12

4]

APE  |Alsek Praitie Elemnentary

344014

Affleck.

Fee Description

A
el
8 |
Ehoto
1002 - Champion, Randoll 4
Belle F [ 24-MAY-1898 02 Edythe v
o »
$0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00

Course Description

Fee Due Arnount

Fee Adiust

Mo Account Mumber|

Balance

05-MAY-2006

@l

13

Mema
Heln

Print Receint Fi
Payments Transfer QuickFee [ History § ADD F :J g_
View Receipt I;

DMS |Daveson Mountain Sec School 2006 - Fulton, Tommi hd Alert
Anderson Barbara Javne F B01-MOY-1330 10 |BJayne v
- ann F 4 e »
MPE-10-Y |01 |PHY 10 2600 1|0|0|01 |Potvin, Traj > MODRG-10-Y |02 |DRAMA10: GENERAL2 (0|0 |01 |Crump, M
MeC--10- |01 |SCI10 2400 1j0 U][UZ Feel, Rhol MEMN--10-- |02 [JENG LANGUAGE ART|2 |0j0)02 |Adlemn, Ste
MEP--10--Y |01 |SPAMNISH 10 2520 10 0103 Malan, Bel MFR--10--Y |02 |[FREMCH 10 2500 EZ 0)|0)|03}Jackson, O
M5S--10--¥ |01 |SOC 10 2300 1jofojjod | Cramp, b bibdA--10-- |02 [|PRINCIPLES OF MAT)|2 0|0 |04 {Kwang, S
— =
[ ceeeen D 4 T, D
Dron 1 Course | Transfer | Sort Opts . Timetahle Havigate Alt Reset i
Simulate E
Multi Drop | Period Flip Alt Sec Avail Conflict Detail Legend —=
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10" Demographics
Screen in the Loop

Homerooms and
courses. Atthe
elementary level
only homeroom will
be filled in

Move to 11" Screen

=

11™ Demographics
Screen in the Loop

Student Fees listing
and Management
screen More
training will be
needed if you are
going to charge and
manage Fees in
BCeSIS

Move to 12" Screen

=

12" Demographics
Screen irthe Loop

Course listings of th
student. Left side is
the ' semester
courses and right is
the 2" semester

Exit the Loop by

pressingn‘
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Aboriginal Status Information

1 l - . Move to the
,,,,, HS start screen
and click on

Use E>

the

Parents

button to mowve
to the 2°
P8 Student Immiaration Related Infarmatian 7l X Demog raphiC
e (B Screen
R B [T T s )
e D
Select the
Lang/Eth
L d Ethnicity Infi ati
anguage an hic ormation FOIder tab
First Language ﬂgllsh—'] Ethnicity[... |
Lang. at Home @
Lang. Most Used | English - AborlglnalAncestw_[ ']
Band of Residence i]
DA #

2 Inthe Aboriginal Status field and select one of the followjng coges:
StatusOn Reserve
StatusOff Reserve
Métis
Inuit
Non-Status

Note the drop
down box

3 Select the Band code from the list of val(@ie®V) in the Band of Resi
field by clicking the ? button.

Métis and Inuit do not require a Band of Residence

5 Enter the Department of Indigffairs number (DIA#) if you have this Dia# |
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
Alert must be created.

1 From the Start screerlgct the student by querying by pupil number or nanClick on
(F7, fill in the field you are using to query, F8) the Parents
butien.

Alt Address

Courses

Adkins |

2 %8 Parent Information X C|ICk once

[ Alert | on the blue

oEm - v |

arEE D
L | Enter Memo

3 -"'E:.EFamiI‘-.".-‘.Iu Memao .
T —————— .1 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

4 8 [ Eoor oo | |
Note the Button changes te | Enter Memo | FRY | Family Alerti | SRS E_

Save

M=

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

5 Since BCeSIS screens do not automatically refresh, the yellow Alert button will r
appear on the main BCeSIS Start screerqirey for the student anbde Alert button Alert ]
should appear.

If the student already had a different alert inputted (i.e., Medical alert), then the ¢
button does not change. However, if you double click on the Alert button, you wil
see "Student has a family alert on file" megsaClick 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 regist
student.

When a student iadmitted for the first time to BCeSIS, a permanent datsbrecord is creatt
for that student which may be accessed by all schools in the province (based on securit
This electronic record follows the student throughout his/her school career in BC.

When a student subsequenilithdraws from one school anig admitted to another school in
BC, this electronic record will become available to the new school.

Students areegisteredonly when they are verified as attending a specific school or
participating in a specific learning prograi@enerally, a studens only registered when they
are physically present in a school and attending classes or when there is a record of cor
verify participation in a learning program (i.e., distance education etc.).

The date of registration must be equal to or greathan the admission date.
A student must be admitted before they can be registered.
A student must be registered before attendance can be taken

1 2 3

Admit - Register ‘ Take
Attendance

Demograghic Loop

Studunt Courss
Seimction

Homemom Basic Studant

SalfAssgnments Oemographics verif'y Student is
-4 Efi Syt physically
ﬁil attending school
Transportation r|l5 Miscallansous
S

Parari

Fraes Elbling

Erangancy

Registration Date

Permanent
BECeSIS Record

Restrictive Query
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To conduct a restrictive query to determine if the student is already in BCeSIS, you mus
the student's:

legal last name; (NOT USUAL)

gender; and

birth date.

Admitting a Student

Admission is the process$ entering student data into BCeSIS and is completed only once
each student. After a student has been admitted and a record has been created in BCe
student can then be registered in a school or pragram

Steps Key Points
1 From the Start screeclick on the Admit icon. e
aFIIIIMIT
2 Verify the student identity and eligibility by reviewin

original documentation.

Query (see RESTRICTIVE QUERY abovby the
student's legal last name, gender and date of birth
make sure that there is not an existing pupil numbe
Then press the F8 key.
Select
I f t h esnanmelisdisted, highlight the name an
click on the Select button. The student's data will st
up on the Basic Student Demographics screen for | Enroll New
updating.

If the student's name is not listed, click on the Enro
New button. Input the student data from the registr:
form.

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 appe: ujj
Required input fields are ioold letters. Hit Save icon =
after these required fields have been entered.

4 Answer the Release of Information prompt as per tI5=
parent/guardianansent form. ‘ Gane e s s i v

el ]

@ If there are differences between legal documents in the spelling or use o

5 Answer the following prompts accordingly. When yc____
get to the question, "Would you like to create §
Attendance Registration record "

A St e v 1 St s g

Version 2.0 February 2008 Pagel8 of 138 Prepared by Norm Walker



School District #58 BCeSISounsellor Resource Manual

Click No to admit without being registered, if
admitting before the start of school or if student is r
yet attending. Since the student is not officially
registered yet, he/she will not show up on attendan
lists or other reports.

Click Yesto regiser the student, if admitting the day
of or after school starts. Type in the date that is the

day of attendance begins. This will be the official
registration date

6 If you selected Nan Step 4, when the time comes t«
register the student, do the following:

From the Start screen, click on Main Menu > Chanc
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 filddOWEVER, this will only work if there are not school

records (ie: attendance) attached to the student and thejo 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 Onei Go to Main Menu, Change Student, Register
£ Nicola-Similkameen Student Information System

On this screen SeleREVERSE REGISTER (be hain Moy [COmMMORY
sure have the correct student) 2dmit Student

Change Student 4 Select Student
Withdraw Student BeEmEEEEhies v b
Cross Enrallment ¥

»
SOR Transfer ERa
Courses ]
Extra-Curricular ]
tahle Simulation Brograms »
John Allison Elementary Div 4 - Pederson, Tristen - .u&'*,—\andarmzed Testing ]

B T A E Address Change Log
D — AdmWdr Histary

Attendance Change Log

Home Room Histony

references

Service Learning Hrs Log

Motes
ﬁ Incidents
al -

PRESS SAVE

12-0CT-2006

You should be told the
reverse register was
successful.

EXIT

Proceed to STEP TWO
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Step Two- Proceed to withdraw the Start Screen Instance: b
student as a NO SHOW

on t Block Field Record Query Lock Help Window

Div 4 - Pederson, Tristen b

John Allison Elermertary

Set theREASON
HECE (T N (O (i IRV N A — for Reason
- Unknown
""" Motes Ineidents Selecﬂ\'O
FeefRefund Extra-Gurriculz SHOW
Brograrms
Answer the

Renister

guestions

i

r['-l o Show Error

Delete Student

FEENEENTE I AR ST -

Student # 441 cessfully deleted.
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Mass Registration (registering all students)

You cannot take attendance for a student until the student has been verified a sattendinc
school. You can register a student during the Admission procedure, but yoa ttes fdr only
one student at a time. This type of registration is best done during the school year, when
student will start attending class on the same day he/she enrolls in the school. State ADI
reporting begins when a student is registered.

The pimary use of the Registration function of the Attendance module is to register large
of students at or soon after the beginning of the school year. This process confirms that t
students are attending your school, whether they are new or retofoingan register student
by home room, by class, or for the entire school population, although the latter procedure
possibly only once for the school year.

| f there was an error in registrati otonby
Home Room procedure.

During the first week(s) of school, teachers will identify students who are No Shows. Tho
students can then be reverse registered and withdrawn from BCeSIS as No Show studer
Once students have been registered for the yleaierify Registration item disappears from

W

|
Daily (or Period) Attendance menu: =

Steps  Key Points

1 Go to thevass Daily Attendance fSelect  Eayvigate
Registration Verification
screen to register all
students prior to or on
the first day of school.
Typically, one person Eull Dayibdulti-Cray Absence
per schoolor district)
would perform this tas
sometime during the
last week of August.

Mazss Entry
Mass Sign InfQut Entry
Sian [nfout Entry

Home Room Entry
Class Entry
TeamiClub Entry
Class Trips Entry

Bus Entry
School Closing Entry
Student Absences 1 1;7(‘][‘];:;
Yerify Begistration Werify by Home Roorm |
Reports i “verify All Students...
2 Type in the default Date which will be recorded at the registration date ar

pressREGISTER

Version 2.0 February 2008 Page22 of 138 Prepared by Norm Walker



School District #58 BCeSISCounsellor Resource Manual

Cross-enrolments

At the time a student is admitted, cre@ssolment mg need to occur. Students who attend a

class or classes at anothedistrict school will need crossnrolment information entered in

BCeSIS. The student's school of record must enter the-enogbnent so the crossrolled

school may see the studenB@eSIS and schedule the student in to a course offered in the

school. To crosenroll a student, the school of record must complete the following steps:
Steps Key Points

1 From the Start screen select 2 Nicola-Similkameen Student Information System

Admit Student
Change Student ]
Withdraw Student

Enrolment>Cross Enrolment
Student. Tk Crossenroled
Student screen will be

) Cross Enrolment
displayed. SOR Transfer Accept Transfer
Transfer

Cross Enrolment Student

-

Approve Withdrawal of Student

Walk-In Tiretable Simulation | _30me School Transfar

2 Query the student by Pupil
Number or by Usual Last
Name. Click on the Add buttc
to begin the process.

3 Select the school for cross Cross-Enroled Schools Year
enrolment from the dredown [ 3
list.Enter the Year, the
Admission Date and the
Enrolled Reason. These are
required fieldsSelect Save to
complete the crossnrolment.

@ If the home school wants to withdraw the student from the -enosdled

ADD

Adm Date Enroled Reasan

school, the home school must first get permission from the-erosdled
school.

Transferring a Student to a Cross-enrolled School

The transfer process is a controlled, veklcumented, stepy-step procedure that may be
implemented by a district to facilitate the movement of students from one school to anoth
within the province. Use the transfer option to request approval for a student trdneftee a
student withdraws from your schodlkansfers are either approved or denied by the receivir
school.The transfer process doest result in an automatic transféur district requires the use
of the transfer process by enablifiginsfer Process On/Offin the Company File and setting
Warn or Stop notification. The actual transfer is then accomplished by means of the Withe
Student function and a subsequeradenission processto the desired school.

Steps Key Points
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1 Navigate toMain Hicola-Similkameen Student Information Syst
Menu>Transfers>Transfer
Detail and complete the

in enuy NEAMERon School Administration

information on the screen  &dmitstudent
Save record to complete ~ “hange Student g
transfer request Withdraw Student

Cross Enrolment b
To approve the transfer SOR Transfer

request.Navigate taMain Transfar Transfar List | i
Menu>Transfers>Transfer i _J
Detail>Log Detail. Change  Walkcln Timetable Simulation | [20SETBeRl i =

the status té\pproved. Save
andExit

2 Withdraw the student from
your school andnform the Status | Approved-Pending  *|
receiving school thegan
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 studentusdarch
Withdrawals cannot be undone. Therefore it is important to print any reports before the st
withdrawn

Steps Key Points

1

¥

From the BCeSIS Start screen, query for the desired studpuat:the
Pupil Number; or Input the student s Last Namé&/@nFirst Name, usin
the wildcard (%) as needed, especially for hyphenated names. Pres
F8 key to execute the query.

To print common reports quicklZlick the "Hot" Print at the bottom o1
the grey buttons on the right side of the screen. Alidee printing, go tc

step 3.

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

withdrawal date. This is not automatic

tain Menu  Common Yiew School Administration Lock  Mail Query Help Window

Admit Student
B = m; | b5 -
.

B.07

M Select Student
Withdraw Student Demaographics b

Change Student

Cross Enrollment L
SOR Transfar
Transfer k

Awwards ]
Courses ¥

Extra-Curricular
Walk-In Timetabhle Simulation

Queries L

Start Date End Date
|2|:||:|5l Cther Approved Ab F'rl:ugr 06-SEP-2005 A0-JUN-2006

From the BCeSIS Start screen, with the student name still displaye: ol
click on the WDR icon near the upper left corner of the Start screen “uwm

—_—

Enter the withdrawal date and select a reason

N 5
code
The withdrawal date must be the day after the last full day of school was complete

For example, if the student s last day completed was 4/25/2005, the withdrawal d:
should be 4/26/2005. If it falls on a Friday, the withdrawal date slbbe the

Version 2.0 February 2008 Page25 of 138 Prepared by Norm Walker



School District #58 BCeSISCounsellor Resource Manual

following Monday.If a student was registered to your school but never attended, d
withdraw, but neshow the student. See No Showing Registered Students

5 Click the Withdraw button. { VWithdraw

6 Several warning boxes will pop up sequentialiick
OK to the "Did you print all reports successfully "
guestionClick Continue Withdraw button to continue
the withdrawal process @ancelto st the process, if
needed. You will receive a confirmation message the
withdraw was successful.

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

withdrawal date. If you forget to print an office index card completely, go to Repor
17 Monthly Reporting > Monthly Withdrawn Office Index (ONReports Tree may
change but report name will not.

Updating Withdrawn Students

i After a student has been withdrawn frarschool, the school can sgltlit or delete
existing attendance entries but cannot add any new attendance entries; enter ne\
modify existing grades for classes listed for the studedtenter new courses or dele
courses already listed as completed; edit existing incident entries but cannot add
new incidents. enter standardized test score information but only if the student he
yet been registered in BCeSIS by another scfgmto Main Menu > Change Student
Standardized Testing > Student Test Scoring).

Steps Key Points

1 From the main BCeSIS Star| EiEs s e
screen pull up the student's
record. Click on Main Menu :
Queries > Prior Students

Query.
Adort
| Gueies  [FEVEES
Beports Contacts
Barants
e Ende Meicaltieatn
I~ Lock School Healtn Factors
Set Qisplay Preforances Program Assignanents
Courss Gelacdons
et Transfer Courses
Buses
N Tekarng: StosentincidentaBeforats
totes/Siudent incidents
2 The Query Prior Students

Attendance Detail Modify Absence

screen appearso modify
attendance data, click on
Attendance Detail. Click the
appropriate attendance mett
for your school (Period or

_ J DEL | =
| Edit =
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Daily).For Daily atendance:
Click on theEdit button of the
attendance entry that needs
be updated or deleted. To
deletethe absence, click the
DEL button and then thBave
icon. To change the reason
code or absent to a Late, clic
the dropdown menus and
make the approfate change.
Click the Save and then Exit
icons. Click Save icon when
all edits are completelick
Exit icon to go back to the
main BCeSIS Start screen.

To enter new or existing
gradesor to
add/modify/delete course
information, click on Credit
History button.To add a
record, insert a row anywher
by clicking on
Record>Insert. Type the
course code and the rest of 1
fieldsin the row. To edit a
record, click on the course tc
highlight it and make edits ol
the row. Click the Save buttc
To delete a record, click onc
on the course to highlight it
and then click once on the
Delete button. Click yes to tr
"Are you sure " mesage.

To modify existingncident information, click on the
Incidents button.Cliclonce on an incident to highlight it
and then click once on the Detail button. Make change:
the student in this screen. Save and Exit when you are =

Credit Histary

[+ ext
Frevious
FEemove

Incidents

liiT

|l ]

While BCeSIS will allow incident records to be deleted, you should check \
district policy regarding deletion of existing records prior to deleting a reco
Users may not add a neincident 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 f

classes In ourdistrict, youareallowed to neshow or withdraw such a studeWhen to no

showor withdraw a student: No-show a studentwho is registered or enrolled and has ne\
attended the schodlithdraw a student who attended at least one full school day Your sc
may choose to mass register all students at the beginning of the schoblojlear these steps

to noshow a registered student after school begins:

Steps Key Points

1 From the BCeSIS Start scre
guery for the desired studen
F7 Input the Pupil Number; ¢
Input the student s Last Nan
and/or First Name, using the
wildcard (%)as needed,
especially for hyphenated
namesPress the F8 key to
execute the query.

2 Go to Main Menu > Change f

Student > Register

Version 2.0 February 2008

Main Menu PEAMmMOon ew  School Ad

Admit Student

Change Student
Withdraw Student
Cross Enrolment *
SCOR Transfer

Transfer *

Walk-In Timetable Simulation

-

Queries

Reports

Lser Profile

[ Lack Schoaol

Set Display Preferences
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Exit

I I B
N B

> Nicola-Similkameen Student Information System

nistration  Lock Wil
_8.0

Select Student
Demographics *

Awards

Courzes
Extra-Curricular
Brograms
Standardized Testing

* v v v

Address Change Log
Admttdr History
Aftendance Change Log
Home Room History

Register

Service Learning Hrs Log

Motes
Incidents
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3 Make sure Reverse Registe!
radio button is selected.

07-SEP-2004

4 If Registration Date below the Fi J 1

Reverse Register radio button =
defaults to first day of school, no
need to change the da@ick the
Save icon to reverse register the
student. Click Exit icon to go blc
to the BCeSIS Start screen.

@' If you forget to do step 4, you will get a message to withdraw the studient

not withdraw. Please make sure to follow thesstimctions
5 From the BCeSIS Start screen, wi - @

the student name still displayed, “uw

click on the WDR icon near the

upper left corner of the Start scree

6 Leave the withdrawal date empty
and select the appropriate reason
the reason code. Ifyoudontknovf o -
the reason use the Reason Unknc
codeWhen you click the No Show
button, you will receive a message
about the date. Click OK for BESIS
to input a date for you.

7 Click the No Show buttorClick OK
. Mo Show

to the warning message.
8 If the student is new to the province drab no previous history, it will prom,

you with a message with three options on what to do with the student rec
Delete, Transfer, Cancel.If you know the student is not going to a BCeSl.
school,select Delete Studentf you know the student is goirig a different
BCeSIS schookelect Transfer Studentand follow the prompts to enroll the
student to that school. If you re not sure what to do, s€l@ateland contact
your district help desk for support

'f'-l o Show Errar

Delete Student Transfer Student
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9 When completed, you will get a completed successfully mesBdge.studen
is not new to the province, follow the prompts and complete the process.
student will appear in witlraw state so the next school can enroll him/her
any time.

Withdrawing Cross-enrolled Students

If the program or course is completed at a cre®lled school or dropped by the student, the
crossenrolled school withdraws the student froraitlschool. If the student does not show up
the school into which they have been cressolled, you will be able to record that action and
withdraw the student, using a cremsrolment withdraw reason code.
Step<Key Points
1 From the Start screen the crossenrolled school,
select Main Menu>Cross Enrolment>Cross Enrolm
Student. The Crossnrolled Student screen will be
displayed. :
2 Query thestudent by Pupil Number or by Usual Las - essmsssass [ ey
Name. Highlight the line containing the cramsrolled
school from which you want to withdraw.

3 Select the Whdraw button to being the process.
Select OK to the pop

Remove Cross Enrolment

Gomenon Yew Schoot Adminiittaten  Lock  Mad
Charge Swoent » i)
YRdraw Stodert =

GOR Transter Accept Transter

Are you sure you wish to remove the student and hisher
courses & fees from this schooi?

up.!

4 Select the Crossnrolment Withdrawal Reason from
the dropdown menu and enter a withdrawal date.
Select Save to save your changes.

The dropdown menu contains the withdrawal reasons that have been set up a

@ enterprise levellf the home school wants to withdraw the student from the cros
enrolled school, the home school must first get permission from theamosted
school.
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Notes in BCeSIS

The Notes function provides a central location for various users, including teachers (if the
the appropriate security) to enter information common to a student.. Notes can be used t
document meetings with a parent, keep trackt@ndance letters sent by the school, log hoi
visits, record minor incidents, etc.

Use caution and good judgment when entering information in Notes. Keep in mit
% that what you enter becomes part of the student s permanent record. Do not ent
anything that you would not want the parent, student or other school staff to reac

Guidelines for Notes Entry

Only enter information that is important to have in a permanent record. You may not war
make a note that a parent came to school to pick upworkebut you would want to docume
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 sel
information. For example do notdlude information about a private family situation. It is mc
appropriate to say "For more information, please see me" in the Narrative. However, rerr
that sharing information verbally is subject to the same confidentiality standards as shari
written records.

It is recommended that you do not enter a note for another person, however if you do thi
should use the Narrative box to type your initials and indicate who you are entering the N
i.e. LNT for Ms. Jones.

It is recommended that yado not modify anyone else's notes and only modify your own n

you have made an error. If new or additional information becomes available, add anothe
do not edit the original.
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Steps Key Points

1 From the Start screen access the Nateses by
going toCommon View>Noted his will take LR, oo
you to the Notes screen. et oAl

Courses
Credit Details
Curriculum Histary

You can query at the top of the screen to bring Diploma
. . . . . Emergency Contacts
a student once in this screen if you wish by usi P arante/Ermergency Contacts
F7, input, F8 while in the name section of the Equivalent Credits
Extra;CumcuIar
screen oy

Fees and Assistance
Home Room/Staff Assignments
Hat Print
Student Immigration Related Infarmationt
Student Miscellaneous Infarmation 1
Incidents

liHealth

*

Chilkat Praitic Nmentary | 1003 - Adlern, Bernie hd [ Alert |

poins B Pkeii R NieocT1ss |
D

Entry Date rote Tyie Fallaw g Completed School Status

2 To add a Bw note click on thé&dd button. This will take you to the Not

Detail screen
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Steps Key Points

(%8 Motes Detail

[ alert |

343645 Packns B Bkei M Pis.ocT1a | E
. D

Chilkat Prairie Elementa h

Enter a description for the incident in thepic

3
is a required field and will appear on reports.

4 Select eNote Typefrom the dropdown list. Noé typR
have been set up at the enterprise level.

5 Select &Reported by author type from the dregown

list. This list has been sep at the enterprise level and
is mandatory

6 Select theSecurity levelto be attached to this note. Thi_mmmM T |
is a mandatry field and will restrict access and ability

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

The three security levels for notes in BCeSIS are shown below. It is important that u
also have the appropriate authority set up under Maértenance.
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Steps Key Points

Security Level on Authority required in Means that the note you created is,,
Notes Screen User Maintenance
Notes/Follow-up — Notes/Follow-up — Private ...only accessible to yourself. The note will
Admin. display on your Notes List and you will be able to
I read the detail, but no one else wil ever have
& access to that note.
Notes/Follow-up — Notes/Follow-up — _..only accessible to yourself and users with
Supervisory Supervisory Admin secunty and/or users who have Notes/
Follow-up- Supervisory User Authority.
Notes/Follow-up - Notes/Follow-up - Public .. Accessible to all users who have access to
Personal Only that student.

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

@ If someone has created a nota@selected a security level that you do not have, the r

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

7 Check or uncheckeDelete on Transferbox depending on
Achecks ond@¢"c on

your District policies( SD7 4

Transfer).

8 Enter aFollow-Up or Completeddate if this is required. Th
is not a mandatory field but if entered will cause the Fallo

up Notes screen to be dkse

Version 2.0 February 2008

is-og-ocr-zoo5

Page34 of 138 Prepared by Norm Walker




School District #58 BCeSISCounsellor Resource Manual

Follow-Up Notes

1 If a Follow-Up date equal or later than the
current date is in the Notes Details scraad
the completion date has not been entered a ‘ Do you wish 1o follow-up on notes?
prompt will display when the user who

entered the Note logs onto BCeSIS. Clicking
Yeswill take you to the Notes Followp yes | o
page

2 The Followup Notes screen can also be accessed froMdtes Follow

up Icon on the Start screen. The Follap Notes screen is a view only
screen. Clicking the Details

IO NAT PRARE DLEWEW T B

7| Selecting the Follow-
/A up Note and clicking
2 the Details button
~7 will open the Notes
Detail screen.

Student Incident Notes

1 To add or view Notes for a Student Incident, seleciNibie or Incidents
Incident button on the Demographic Tool Bar. The Student Not!s—.
or Incidentscreen will appear. This a view only screen lists all I hoes [0
notes and student incidis (not school) for a student. '
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Notes Reports

There are two reports thean be run related to Notes.

|
B 'C}m Aftendance - Daily Method Reporing

":}DE Aftendance - Period Method Reporing
":}DS Board / District Level Reporting

7] 04 Class Reparting

2] 05 Daily Reporting

{7 06 Dermographics
7] 07 Diploma Reporting
{7 08 Enraliment Reporting
7] 09 FARMS Reporting

B4

3

10 Fees Reporting

T4

"C'}Del Class Reparting
17} 0% Daily Reporting
2] 06 Dermographics
"i:_IIZIT Diploma Reporting

7] 09 FARMS Reporting
{2]10 Fees Reporting

.:} E eporting

REPORTS

Version 2.0 February 2008

"C'}DE Enrollment Reporting

"L":_IH General School Reporting
:}1 2 Health § Immunization Reporting

\:!1 a Mailing And Correspondence
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-5l Locker Assignment List
— X Locker Labels

— L master Locker List

— il Mentar List

— 20l Mext Year Homeroorms

— &l Parent Voice Mail Assignments

é—?—:}‘l 3 Incident Reporting

— L Accident & Injury Report
— L Incident Analysis

— U Incident by District

— L Incident by School
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Course Description and Maintenance

Once t he s cgobcoursésdasbeen setlum 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.

Schml 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
Districtds cathiawimbgv. of cour ses Vvi a

school  Administration  Lock  Mail  Query Help Window
Gk Select School

Annaouncements

School Information

.| Course Maintenance

DAWSON MOUNTAIN SEC SCHOOL

Course Title Option # Deparment Credit o
AGE-12--  ||4P GERMAN LANGUAZ|273 LA HLANGUAGE ARTS |4.000 O i i 0
FBIOS11-  |[BIOLOGIE 11 274 5C SCIENCE DEPARTN 4.000 |0 0 0 0
MAC--11-¥  [ACCOUNTING 11 395012 BU  ||pusiNESS DEPART| 4.000 |0 lo 0 Jlo
MACC-12-Y |[ACCOUNTING 12 495013 B BUSINESS DEPART| 4.000 |0 i 0 0
MAF--11-¥  |[ART FOUMDATIONS 1714 VA VISUAL ARTS 4000 |2 35 5 50
MAF-12-Y  ||ART FOUNDATION 12 |15 WA YISUAL ARTS 4.000 ||o 0
MAG--11-¥  ||SCI & TECHNOLOGY 118 5C  ||SCIENCE DEPARTN| 4.000 |0 lo 0 Jlo
MAMA-10--  |[APPLICATIONS OF mal17 A MATHEMATICS DEP 4.000 |0 i i 0
MAT--11--%  |[AUTOMOTIVE TECHNG18 TE TECH ED DEPARTH| 4.000 [0 i 0 0

Detail... ADD %
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Master Timetable Screen

This screen displays the schedule details, including sectons, of the selected course(s)

This screen is helpful for
Counsellos as they can see ata M
glance how many students are g
scheduled into a course sea and
whether it is closed or not. If a
section is closed, i.€ls=Y,
Counsellos can select this course,
click the Select button and overrid
the Yes in the Course Section
Maintenance screen.

o School Administration Lock  Mail Query Help Window

Select School
Announcements

School Infarmation REFORTS

Course Information

Course List

3
3
»
Course Maintenance
Fee Management i =

Incident Reporting Course Sectioh Maintenance

Injury & Accidents Reporting Master Timetable List

™lace | izt

NTAIN SEC SCHOOL |
The Course code and Course
Name can be queried on.

MBI 1 2-Y BI0 12

Sec Teachet Name Room Max | Cis | Made | Fernale Start S0
‘ Yogi 110 T T 10 -SEP-2005 | 26-JAN-2006 -
02  JCrump, Mamard Classtoom 140 30 N J12 |8 06-SEP-2005 | 28-JAN- 2006 |
> Ha%eo, Yool Clagsroom 110 30 N 10 |8 31.JAN-2008 §30-JUN-2008 |
Highlight a &F !
course and click NS |
the Select button N :
to bring up the NS
Course Section
Maintenance
screen, The '
Course Closed -
can be
overridden here.
CMADON MOUNTAN 580 BOMOOKL : C“ddng the
Students button
~ brings up a listing
poiey I Bchates, Yop ey - - mr BT of the students in
C the selected class.

This list can be

Noma ¥t N 7 ) printed, f you
1 f wish.

o ey Jee0te 52 e
Oveon ate 2480 27 r
1 —eotir — 248000 r
O arrveon Thomat Je004) o1 e

T m— T The Unl field
Lamw e 246024 %3 S <
Wi T a0 Ji2 P Jee 2 indicates if a
Procse Guraens 248020 57 F 1011 K asass asall N student’s home
Porte Do aria aeeose 2 I fiaao Joasasss et | N phone number is
Largion ) 248004 R N B - unlisted.

] As L%
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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.

Administration Lock  Mail Query Help  Window

Gk Select School
Announcements LN
School Information :

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.

Course Maintenance
Course Section Maintenance
hMaster Timetahle List

Fee Management
Incident Repaorting

Injury & Accidents Repaorting
Bursing Information

DAWSON MOUNTAIN SEC SCHOOL

M AF--11-- 01 Adlemn, Steve Classroom 100 13 12 25
Last Mame Suf First Mame Pupil Mo | Gr | Ge| Hrm Phone Mo Unl
Bouvier Robert 344392 11 (M 1008 |{250)555-9294 | N =
Caulfield Lila 344396 11 |F 1008 | 250)555-2885 | M
Flarian Roy 344526 11 (M 1008 i 250)555-9328 | N
Fritz Shona 344385 11 |F 1008 |{ 250)555-62258 | M
Jackman Frances 344414 11 fF 1009 i 250)555-2047 | M
Kado Morgan 344377 11 |F 1008 | 250)555-8864 | M
Koloska Alexis 344404 11 |F 1008 |{ 250)555-5064 | v
Kovacs Daminica 344400 11 |F 1008 |f 250)555-0472 | N
Krueger Laurie 344402 11 |F 1009 ¢ 2500555-7347 | M
Luck Ling 344523 11 fM [1008 ¢ 2500555-9580 | N
Milne Shirley 344417 11 |F 1008 ¢ 2500555-0058 | v
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Note: This screen provides a quick way to print a class list without having to g

@
7r

o through the Reports
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Student Course Selections

The Student Course Selectionscreen is the primary base of operationGounsellos. Many
aspects of atuce n tcdurse activity are available here.

Al Address

To navigate to the Student Course Selections screen from BCeSIS Start screen click on the
Coursesbutton in the demographic menu

The information from the Basic Student Demographics window populates tbéttapscreen
and can be querieq.

DS Dawson Mauntain Schaal 2008 - Jones, Heidi - Alert

Bauvier Robert M B ZE-APR-1989 11 Edward
> 235 F wll [ 4

MAF--11--Y 01 [ART FOUNDATIONS |10 (0|01 |Adlem, Ste = MFR--11--¥ 02 [FREMCH 11 3500 2100001 |Jacksaon, 0=
MPE--11--% |01 [[PHY 11 3600 10 0f0z2||Malan, Be MPH--11--% |02 [|PHYSICS 11 3430 200003 Crump, Mz
MoH--11--% |01 JCHEMISTREY 11 3420)1 |0 D][DB Adlem, Ste MEM--11--% |02 |JEMG 11 3100 20004l Adiem, Ste
Mss-11-v |01 |s0C 11 3300 1/[0]|oflo4fralan, Be
I orsae » 4] 3
Drop 1 Course | Transfer | Sort Opts . Timetable Navigate Alt Reset L
Simulate E
Multi Drop Period Flip Alt Sec Avail Conflict Detail Lenend —=
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This screen is typically used Iounsellosto 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 studés 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 onepmedring on the screen).
Courses display vertically by semester. If you seswiw Full Year on Both Sidesfull-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 Nex
& Currentyr O Mextyr Year button displays, the courses listed are the ones selectec
student for the next school year. They have not been schedul
Check this box to enforce the nigsum number of students
allowed in a course. Uncheck it to override the number. If Cot
Capping is checked on the Student Details screen, it will be
checked and greyed out on this screen. If you try to schedule
student into a course in which the maxmmaumber allowed has
¥ Capping been exceeded, you will receive a message to that effect, anc
course will not schedule. If User Choice was selected on the
Student Details screen, the Capping box is active on this scre
You can override the maximum and schedbkstudent into the
course. You can also check the Capping box; it will not allow-
enrolment in the course.
Checking this box allows the simulation of alternate courses,
should the student's first course choices not be available. Mal
alternats are used as alternates for a specifically identified co
Use global alternates in place of any course.

Checking Show Full Year on Both Sides causesyilr courses

to show on both sides.

Click this button to access a Memo window in whizbunsellos
can view or add information concerning a student. The button
changes t&@€ounsellos Alert when this window contains
information.Once entered, this information becomes public re
and is subject to subpoenany person with access to this scree
can read the memo.

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

located to the right of Teacher Name. L ‘ )
The alphanumeric code of the selected courseyrbe up to 10

Course
characters long.
Sec The Section number of the selected course.
Course name The full name of the selected course; the field quaipulates base
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Field

S
T

D

P
Teacher Name
Room

Seq

How Taken

Alternate

Effective Date

Description

on the course code.

Semester semester the selected course is being offered. 0
indicates the course runs the entire year-{fathr course).

Term- term the course/section is offered. O indicates the cour
runs the entire semester.

Day - the day(s) the selected course / section is scheduled. 0
indicates the course runs everyda

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

The name of the instructor teaching the course/section.

The room in which the class is being taught.

Sequence A number that populates this field based onditer in
which courses are entered on the option sheet. This number i
used to prioritize scheduling in mass simulation.

The type of school where the student took a course. Most cot
are Regular ClassroonCourse set up that will bentscheduled
(Not assigned a block) will be identified as Flex Education. O
options include Equivalent, External Course, Distance Educal
This is used only in the Next Year screen. By entering a cours
code here, you are indicating thlaé student'’s first choice cours
can be replaced by the indicated alternate course if the first cl
cannot be scheduled. Matched alternates may be entered hel
through Option Sheet entry.

The date the course was added to the stigdechedule; this field
is autepopulated. THIS IS IMPORTANT but can be changed
if needed to be.

Student Course Selection Buttons

I Course

Version 1.0 May 206

Used to drop a selected course. Highlight the desired course
drop, then click the Drop 1 button. If the student b@sn in the
course longer than the retention period specified on the Comy
Updates screen (Courses tab), a prompt will remind you to er
final mark. The Final Marks screen will display, and you will n
to enter the final mark for the course.

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

The Lookup Course by Course screen will display. This scree
displays the course number, description, and number of secti
Select courses from this screen to add to a student's schéokul
can select multiple courses at one time. Note: When you are i
a course, you can use either the Course or the Period button.
supports a different need. Period is best used where a specifi
period in the schedule is being addressed. Thigeslilt in the

course being "blocked,"” meaning the slot cannot be changed,
because it has been mally selected See the section for detail
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I
@
o

Trénsfer I

Sort Opts

i

Sec Avail

Simulate

"

Timetahle

!

| Conflict Detail |

I Conflict Detail I

l Leaend

Alt Reset

Version 1.0 May 206

Description

The Lookup Course by Period screen will display. Use this sc
to fill a specific period/semester in a statle schedule. You can
select multiple periods at one time. Note: When you are addir
course, you can use either the Course or the Period button. E
supports a different need. Period is best used where a specifi
period in the schedule is being addesssThis will result in the
course being "blocked," meaning the slot cannot be changed,
because it has been manually selecteéele the section for details

Transfer student from one section of a course to another or fr
one course to another. Not@ourses with final marks cannot be
transferred. If the student has been in the course longer than
retention period specified on the Company Update screen (C«
tab), a prompt will remind you to enter a final mark.

Used only in Next Year to chaaghe first choice course selectic
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/T
The default sort is by Pedo

Brings up the Section Availability screen, listing the course/se
the student is scheduled into and all other sections of the cou
and their availability after the most recent Simulation.

Used to schedule selected courses. Click to rimetable
simulation and display a brief message describing the results.
as "All courses scheduled.”

Clicking this button brings up a report screen, which allows yc
print a copy of a student's timetable (a locator).

Runs the simulation ardisplays the student's timetable with a
graphical representation of course details, identifying any sch
conflicts. You can make changes to courses on this screen.
Allows you to navigate to additional information regarding a
student's courses anchedule.

Displays a coloucoded legend screer gz Rl il e
for specific courses.

Blocked Course
Current Location

Cross Enrolled Course
Alternate Course
Primary Not Schedifed
Multi Period Course

Select the scheduled matched alternate course and select the
Reset button. The matched alternate course will be unschedu
and the primary course alternate indicator$ lvé restored
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Setting up the Timetable Schedule for
the Timetable ON Report

WM Select school

Step 1. School ..m fonourcemants L [ TasTa o]
Information/Timetable \
Layout - .

Course Information r

Mon-School Days
Reporting Periods
Schedule
Timetahle Layout

Fee Management »
Incident Reporting »
Injury & Accidents Reporting >|
Mursing Infarmation »
PR=s Ouistanding

Cepartments

You will be told you do not have a

Transportation p Lockers Parents
student timetable set up and if you Deetan Lettere LA e 7S Medical
= Qoms Alt Addres:

wish to create one. Answer Yes All Student CorTespondence | Staff Maintenance Contacts
Attenclance Intervention ¥ Staff Attendance

~ Courses

Mark Information » Jubstitute Teachers Hrm Staff

Staff Duties
Teacher Warkload

Diploma

Note: You can also cate a teacher

Cption Sheet ¥

Masier Timetahle Builder Transcript

timetable and you should say yes t Mass Simulation Teams;Groups
that as well Exam Timetable Builder volunteers Incidents
' GPA Module Home Room List Timetable

Report Card Setup Horme Room Assighment Note/ Incid.

You can switch between the stude pre Transtion el

. cheduling Utilities =

timetable layout and the teachers Wass Updiates  Apply Equivalent Credits

Parent Assistant »

using the button...

College/University Bound Students

g_ N 10al has no STUDERMT timetable [ayout. Create
You need to set up a Timetable TempI:
for each semester for the students anci—
assign the grades 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 Ceate 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 yocin@ol schedule.

One

lednesday Thursday

@20101

10000 j@10102 120102

@10103 @20103 T, |
T0 T,

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.

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

@ = indicates this is a code

15 digit = semester (0 = full year, 1£Semester, 2="3 Semester)
2" digit = term

3rd digit = day

4 & 5" digit = period

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

You can also add as many rows as you wish, so you may wish to
both £'and 29 semesters schedules. When you select the Assign
Layouts to grades you will be asked to assign which timetable tem
is to be ued for each Grade.

| R e T _Once you have the schedule
set up, you can use the Student Tlmetable (ON) report to prlnt 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 studerie plan is usually set up byCaunselloy
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 Indistual Course Plan screen, click on the Courses
button in the demographic menu on the far right of the basic screen, c
the Navigate button and select the Individual Course Plan button. This
will bring up the Individual Course Plan screen.

Navigate
Legend _Hrm Staff__

From this screen @ounsellomay create, view and/or modify a plan.
The courses may span any number gfears and grades and are
selected from the schooltourse catalogue or the courses required
for a student's diploma

Indavidual Course Plan DMS [Dawson Mourtain Se¢ S¢hoos 2006 - Futton, Tommi - Aot
Anderson Barbara Jayne F JRO1-NOV-1990 10 WJane v
‘ »
Infend Yr. Code Course Tise Short Name Cred.| Orade | Co_ | Cred Esn | Grade .
Click this 3 Click this button to copy
Help / the student’s course
button for 7 options to next year, This
more 7 greatly simplfies the
information 74 option entry process.
on this 7
screen,
Z o |
l -
‘ »
Mol 10 Mext Yoar Courses ) Vier Log | V "*-—-Mm@‘glﬂ_
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Creating the Individual Course Plan

Step 1: Click on the Add Button
5 Irechvici g et COEeE PlEn

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 nexschool
selected and the
next school is not
yours, then the list
of courses available
will be populated
from t he

Dawson Mourtain Sec School al
[Schact e Vel Speciied .

INNARNRNNANT

new school ds I|ist (i f available).

Step 2: Select Courses Press Select Courses.

Select from DiplomaThis canvas opens first when t8elect Courses
button is clicked. Th€ounselloffirst selects the diploma that the student is working towards,
then selects the diploma categoe® at a timehat are required to earn this diploma.

Select Courses

As you select
each diploma

category, the
course optionare a0 i
. . ~1694 - Oraduaten Progam —-N : -
displayed in the Rl | use this | o] setect this
Courses in b A move = = |y II button once
Category Column.  |{{fffisean S [ oo [N H e |
From theCourses e Fine v 11 o 12 | 1ce, (- [] made and In
e Acobes s 110012 [ g | / you want to
Category column, s | || ; | f—| addthe
) ! to
courses can be = | ! J—] Students 1ce.
Z(ejldeecées) ?Il:l](ej .T"""'“""""‘;:i \— For additional L
ord
N ool ey gy
Individualized Diploma Category. | o
Course Plan (ICP).

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

Once all the courses have been seleatkck theAdd Coursesbutton.
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Step 3: Select from Query

This tab is best used when tGeunsellorcan't find a course on the Select from Diploma tab.
Such a
COUrSE May | sutectitom ousry

t Courses for Indhadualze

be an Courses for the year: 2005
eIeCtlve' Coursa Title | ShortName | Arademic Level | Sublect Cate  Felec
Standard PN 4 GERMAN LANGUAGE 12 [acE-12 Atvanced Placement =]l I
[FRICS1-- [BIDLOGIE 11 [FeIoE (=] Life & Pryzical Seiene | T
query MAC-11-¥  [ACCOUNTING 11 3950 [rccourmme = Bugingss r
proced ures [MACC-12-%  [ACCOUNTING 12 4350 [ACCOUNTING | =l r
[MaF-11-y  [ART FOUNDATIONS 11 3000 [amT 11 ‘=|{Fine & Perorming Am] T
may be used [MaF-12-v  [ART FOUNDATION 12 4000 [amT FOUNDA | Fine & Pesforming At T
on any of [MAG--11-¥  |SCI& TECHNOLOGY 112480  [SCT 11 : r
h | | - THEMATICE (WA 10 — | Ifmultiple r
the columns. If only one course is  [oromY 11 38 jauTo TECH [ courses are r
Single (1) required, select the  loioedia [waroaz | required, chedk r
. course and pick the 124820 [AUTO TECH | the appropriate r
muItlpIe Select Current 073 1hi0 [BUs TECHS | checl boxes and r
courses may buttan. 0| lEveosron || pick the Select | -
. " [moLosy 11 Checked bo:x, r
be selected. [MB-12-%  [BIOLOGY 12 4410 ]l. [eo12 1 } -
o
) w
'—' -’ —_—

NOTE: Select from Career Dev PlanThis 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 Indi

CoursePlan screen, enter the year the student will be taking the course infthe
Intended Yr. column prior to saving the course selections

DMS  |Dawson Mountain Sec School Fulton, Tammi b

This calumn must be
rmanually entered
746161 derson before course F_01-NOV-1950 10
selections can be

copied to next year, 4|

Intend Y. Code C Cred. Grade Co._. | Cre
2006 FﬂIOS1 1= BIOLOGIE 11 FBRIOS11 4 >
2007 pﬂ'EN--IE EMGLISH12 MEN--12 4 -

e W"ﬂ—w“‘“‘“—mjpr"‘“"#\?' WA o=

Step 5: Copying Next Years Courses

Select theCopy to Next Year Coursesutton to populate the Next Copy to Next Year Courses
Year Couse Selections for the student. The following message displays:
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SelectYes.ThePosted Sch, Posted Dat@ndPosted Usercolumns will autepopulate once the
Copy to Next Year Coursesutton has been used.

Step 6: Printing the Individual Course Plan

Selectthe Print button and select the appropriate options as shown in the piclufes
below to generate the Individualized Course Plan Progress Report for one of @
students.

The title of
the report
can be
TR AN s changed.
—___ [EmS co i
Select =
whether or o Compisted
not to print ¥ incompleie
all courses on JA
the ICP or The plan can
only those [Orade be printed for
:h'd’ have J Demo Edract ::: ,f:l‘f;’“bn:r
c:r.;':;)leted or ® Individual Shadent m of students
those which based on the
have not criteria in the
been dcmowophl:::
completed, extract at t
! i time the
reportis run.
(N0 = ot
STUSTIR 4004 Emiwy T Page A}
Individualized Course Plan Progress Report
Soaihers Secondary O Mar 404 8
Adam, Chrmtopher 221402
ested Crnte o jeate Creat Crave Pives Povies Poaws
SNt Yewr  Couwrnes i s ense) ! gty Eanen  Conpaien B Ve Tt
s 3:3 v:;’f:v C 513 DAREETY NN SRS AN Ch At
Xt ‘;“..'.‘-i;':.?i-".%‘ ' %) " DPREETIY DN _CAS AN haaanie
.wA-’\-wM‘\ .‘,“J'“-".I\-‘m,‘-""“ enmantn o Mt o .A/\.A\

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 Verificaton 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 t button to drop several courses at the

same time.
Note thatat this point, dropping a course will NOT automatically delete the exam session

created when a student is registered in a course with a provincial eXdraexam 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

JUL L L L UL L I

1

Drop Course | Transfer | Sort Opts Simulate Timetahle Navigate Alt Reset F I£J
Multi Drop Period Flip ALt Sec Avail Conflict Detail Legend J%

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 | Courses
Student Course Selections screen by clickivefCoursesbutton
in the Demographic Tool bar. This will open the Course Sele
screen as shown below.

OMS [Dawson Mountain Sec Schooldd 2004 - Kwong, Son = Alert

i Wiszy Select either current or next
year courses. Dropping
cumrent year courses may
reguire you to enter a final
mark depending on your
Cormpany File setting.

Bi-12-Y |01 [BIOLOGY 12 4410 0[01 [Chafiee, v{ = M h e
MHI--1 2--% 02 [HISTORY 12 4350 1 (00|02 |Jones, Hel M 2| Cox, Dbl
MMA—-1 -7 02 |FRINCIFLES OF MAT|1 (0|0 |03 |Kwong, Sq L] 3 |Simpson,
MFR-12--Y% 01 |FREMCH 12 4500 1{0/|0)04 | ackson, O MLAWV-1 2--% 103 JLAW 12 4360 200 |04 [Jones, Hel
1| 3 4 ¥

Drop 1 Course | Transfer | Sort Opts Shnulate Timetabla Nanviipate Al Reset gl ﬂ_

Multi Drop | Period | Flip A | Sec Awail Conflict Detail | Leend —
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Key Points
Select theCurrent Yr or Next Yr button.

Highlight the course that you wish to drop and click on the
Drop 1 button. The following pojup appears:

Drop Course

Q Are you sure you wwant to drop this course -= MBI--12--%

If 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 yoL
to drop the course. This a district decision as to the number of days courses must
retained and may vary from district to district.

If you try to drop a currentyear course that the student is taking at another school (i
a course that shows up in blue), you will receive a message that only the issuing st
can drop the course.

If Yesis selected, then BCeSIS will remove the course from the Student Course
Selections. For current year courses, if the threshold for dropping a course has be¢
passed, you will be prompted to enter a final mark before the course will be droppe
Courses dropped with final marks populate@nedit Details screen.

If you have dropped a course in studeNext Year course Sinute |
selection, then you will need to click on tBamulate button to

schedule the remaining courses now that you have remove

Click on the Save button to ensure that the changes have |1 .41
saved =

To delete an exam session affespping an examinable course, return to the Start sc
ensure the right student is displayed.
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Steps Key Points

Main Menu Schoo Administration Lock  Mail Query Help Windoy
Admit Student iel.
Change Student Select Student
Withdraw Student Demaographics 3

Cross Enrollment k
S0OR Transfer
Transfer k

Aurards ¥
Courses ¥

Extra-Curricular ¥
Walk-1n Timetahle Simulation

Programs
Standardized T

CIlRries *

In the future, if this student neqgisters for the same course, only one exam session ¢
and the marks for the exam and the final blended marlowitiroperly uploaded into th
application.

SF

Highlight the test that yo

DMS |Dawson Mountain Sec School 2008 - Fulton, Tommi v Alert need delete .
246161 Anderson Barbara Jayne F M01-NOV-1330 10 WJa =
»

Test Name 5 School OfAssessment - ApD
English 10 3-JUN-2006 |10 Dawson Mountain Sec School
Principles of Mathematics 10 26-JUN-2006 |10 Dawson Mountaln Sec School DEL
Science 10 01-FEB-2006 10 Dawson Mountain Sec School - A

TestScores Click DEL.
Sub TestName =] SuTypl Valuel ScrTyp2 Value2 ScrTyp3 Value3 ScrTypd Valued ScrTypS Values

English 10 ‘Blended I e  — s 12}

9K | cancel

I You will be prompted to
J confirm your selection.

QD rest e 'wm score || ADD nnr A o = |18
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Dropping several courses using the Multi button

L i | ) 1) N - | | )| N | |

- -

dI Foaes * 1 Faaes 3
Drop 1 er | Sort Opts Timetahle Navigate Alt Reset % | £ J

Simulate
Multi Drop Period Flin Alt Sec Avail Conflict Detail Lenend

Use th button to drop severaburses 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 fie. This feature is especially useful for working withxt year'scourses.

CYM [Cypress Mountain Secondary 2004 - Chan, Nathanial hd
dams | Wcwpress M Moz-sPr-1980 12 [WLuther =
~ 300 F ‘ v
M o1 12 4360 1 [0/[ofor ol = BNWAT--12-Y (03 [AUTO TECHMOLOGY|2 [0fo]o1 [adiem, Ma=
mHg@l2-y |01 |HisTory 124350 [1]ofofoz|chan, spr |03 [eioocy 12 4410 f2ofofoz|adrain, Re
WMEM--12-Y |02 [EMGLISH 12 1)j0]of03|Brueie, M MPE-12-Y 0T TPHS24 |0 o tha multi-
WFDS-12-Y |01 |FOOD STUDIES 12 471 [0|0f04 | Chan, Apri MOFT-12--% 103 |DRAMAFY drop button is
especially helpful
in Mext vrear.

[TT1TEE
=

- -

1| L3 1|

Drop 1 Course | Transfer | Sort Opts Shmulate Timetahle Navigate MM$é.ﬂ_

Muiti Drop | Period Flip ARt Sec Avail Conflict Detail Lenend
Steps Key Points
1 Click theMulti Drop button. This will bringup a list of all | Muiti Drop |

the courses that are available to be dropped (i.e. those tt
not have a final mark and have not passed the retention
set by the Company File).
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Steps Key Points
2 Select the course and click thAdd button to move the course you wis
to drop to theCourses to be droppectolumn (To move in the opposﬂ

direction, highlight and click thBRemovebutton). When you have
indicated all the courses to be dropped, click@kebutton. This will
remove those courses from the Student Course selection Screen.

3 If you have dropped courses in students Next Year course selectloj |
you will need to click on th8imulate button to schedule the remainin
courses.

4 Click on theSavebutton to ensure that the changes have been save«|

e

=

|
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Adding Courses using the Course
Button

L i | ) 1) N - | i | L N | |

L |~

Course | Transfer | Sort Opts Simulate Timetable Navigate
Multi Drop Period Flin Alt Sec Avail Conflict Detail Lenend

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. Thasesovill have

populated the Studento@rse Selections screehhere are times, however, when a student must
change or add a course to their schedule, an@abesellowill 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 t]. Course ]from theStudent Course Selectionscreen:

DMS  ||Dawson Mountain Sec School 2008 - Jones, Heidi A Alert

Bouvier Robert h S 26-APR-1989 11 Edward
i 225 F ol [ "

MAF--11-¥ |01 |ART FOUNDATIONS <1 [0 fo/|01 [adiern, st~ BSWFR-11-v |02 |FRENCH 11 3500 |2 0001 fJackson, O~
MPE--11-Y |01 |PHY 11 3600 1/|0/[o/|oz[[Molan, Be MPH-11--v 02 |[PHYSIoS 11 3430 ||2/[olo]oz]crump, ma
MCH-11-7 |01 JocHEMISTRY 11 34201 ][0]|o]oz]adiem, Ste MEN-11-7 02 JJENG 113100 2 [o|ofo4adierm, ste

MSS--11-% |01 |20C 11

Course Title Report Card MNarrative

AP GERMAN LAMNGUAGE 12 This is a course atthe advanced placement level. tis an ac 1] =
FBRIOS11-- BIOLOGIE 11 0
MAC--11--%  JACCOUNTING 11 3950 Accounting 11 1]
MACC-12--Y JACCOUNTING 12 4950 Accounting 12 1]
MAF--11-- ART FOUNDATIONS 11 3000 Art Foundations 11 2
s MAF--12--% ART FOUNDATION 12 4000 Art Foundation 12 I
Drop 1 Course MAG--11-Y SCIETECHMNOLOGY 11 3480 Sci&Technology 11 1]
MultiDrop | Period MAMA10-  IAPPLICATIONS OF MATHEMATICS 10][Blank] i
MAT--11-- AUTOMOTIVE TECHMNOLOGY 11 3820{Automotive Technolody 11 ]
MAT--12-- AUTOMOTIVE TECHMOLOGY 12 1
MAT--12--% AUTO TECHMOLOGY 12 4820 Auto Technalogy 12 1]
MBD--098TY |BUSINESS TECHNOLOGY 91910 Business Technaology 9 1]
MBD--09KBY |KEYBOARDING 91920 Keyhoarding 8 ]
MBI--11--v BIOLOGY 11 3410 Biology 11 2

MBI--13--v BIOLOGY 12 4410 Bialogy 12 3 =~

Select Current Select Checked @_
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You can query the screen for a sfieaourse or group of courses using F7, query text, F8.

To select only one course, highlight it and click $keect currenbutton. 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 cotse, as
shown below.

all PeriOd e P! Course | Sectn.| CourseNami Teacher Room Clos CIICk theseIeCt
oul ectn. oul e al 0S...
courses. o [00]8 |sL80A0 01 |SLP PACEI 2000 ofel | - Checkedoutton.
0|00 |8 |SL80BO 1 I-S‘LP PACEIl 20 0 )
000 |8 |SL80CO 01 ]SLFl Work Exp 20 0 -
00|18 |1061B0 03 IESL Beginning Blog 30 1) -
1100 |8 |020481 01 ESL Keyboarding |McEnroe, K|215 13 17 |
1100 |8 |0204A9 14 Keyhoarding Reardon, Ji220 2 28 )
1100 (8 |0402A1 02  |Construction: IES C|Ekroth, Bill |227 20 15 -
1100 |8 |0417A1 01 Woods | Ivey, Doug |226 6 24 i}
11008 |0417C1 18 Woods Il Ivey, Doug |226 40 0 |
11008 |0417D1 18 Woods IV Ivey, Doug |226 40 1) )
1[0 0|8 |o452a1 04 |Electronics | bac|211 g B W
1100 |8 |0503A9 02 Foods & Nutrition | |Johnson, 238 6 il )
110 |0 |8 |0503A9 14 |Foods & Nutrition | |Busch, Amy|239 ) 22 -
1100 |8 |0505A9 06 Family Developmer|Herington, 1307 1" 19 ||
110 |0 |8 |0702A1 01 CAD | Cross, Can|219 10 20 - N

Select Current Select Checked Combined Info... E_

™~
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Adding Courses using the Period Button

g Timetahle Alt Reset F |l
Multi Drop i Conflict Detail Legend —=

The button can be used to select and add student course(s) for a particular period
and/or semester. Theokup Course by Periodscreen opensand as with the Course lookup,
you can select multiple courses at one time.

TheLookup Course by Periodcanvas 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 counséghthley
able to take or just want to see what is available during specific timeframes.

No Counselors Alert

If you have

dropped a General Science \Waller, Jof General Science Waller, Jof

course or are Freshman Strings Petty, Cind Freshman Strings Petty, Cind

. . PACE | Hadley, Ja Freshman PE Dill, Josh

Slmply addlng Chaorale Silva, Chri Chorale Silva, Chri

courses, you Tech for Success Reardon, . Aerobics | Skipper, K

can use the Pre-Algehra \Wells, Tarr Pre-Algebra \Wells, Tar
. English | Shaw, Cinl English | Shaw, Cin

Pe”OdbUtton to S5 1/ US History Ali, Aminal CIM Mentor Rahinson,

select student CIM Mentor Rohinson,

course(s) for a

particular

period and/or

semester. The | ]

L ookup Course by Tra.nsfer Sort Opt.s Simulate Tlm_e'table

Periodscreen FlipAtt | Sec Avail Conflict Detail

OPe”S’ as The Period 08 course

with the has been dropped

Course

lookup, you can select multiple courses at one time.
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s|t]o)fP) Course JSectn.|[ CourseName |[ Teacher Room Clos...
0|0|0]|3|2942A0 01 Hosp, Tourism &R 35 1] ] &
0|00 |3 |2943A0 01 Culinary Arts | 20 0 20
0j0j0|3 29433_0/-'01" Culinary Arts Il 35 0 20
00 L3+7043C0 01 Culinary Arts Il 35 0 20
1 0|03 |SL50C0 01 SLP Eng lll 20 0 ]
~Jolools EE |
M0 |0 4 o
0lo |
0004 ~ Course Code ShortName | Section =
0004 294380 Culrs Il 01 2 -
0004 2943C0 Cularsill 01 |
0|0j0|4 |
o/ofof4 =
olofofs |
o/ofof4 = ¥
Combined Info... E_
Ok
X

Enter the specifications for a single course, group of courses, period, etc., amd, messer7
andrsto list all courses.

Click the gpropriate radio button to list only the courses with openings, or all courses.

Note the column indicating a O0Combinednbiaedriseoé
button to see the course(s) it is combined with.

As with the Course Lookugeeen, you can select multiple courses one at a time by marking the
checkboxes, and then clicking the Select Checked box.

Transfer Button

L i | JIL I | i | L N | |

Simulate
Multi Drop Period Flin Alt Sec Avail Conflict Detail Lenend

Drop 1 Course | Transfer | Sort Opts Timetable Navigate Alt Reset % I‘JJ

Use the@ button to bring up th€ourse Transfer screenwhere you can move the

student into another sectiohtbe 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 us¢he Transfer procedurBCesis records the Drop Date on tBaily Activity Log

as the current date and the Add Date to the other class as the Effective Date fstunddiné
Course Selections screen.
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Ieciions

Barlow High School

{amEd [lapeton | | M a
220 =0 Slot [

American Studies Larson
American Lit Martin
\Anatomy And Physiolc Rabe
Integ Math 28 Shinault
Early Dismissal P.7
Early Dismissal P.8

< D
|_Dron1_|[ Course jyggfansfer | SortOnts |

Simulate

Of course, one transfer may result in a copflii@cessitating a second transfer.

Transferring sections requires knowledge of course codes, sections, and STDP (semester, term,
day, period).

Flip Alt Button

L i | LI Ll | i | L N | |

4 Fiaas [ 1 Faaes 3
Drop 1 Course | Transfer pf Sort Opts Timetable Navigate Alt Reset % I‘JJ E

Simulate
Multi Drop Period Flin Alt Sec Avail Conflict Detail Lenend

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