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Adding Students into the Scheduling Spreadsheet:
1.  Open the Elementary Scheduling.xls spreadsheet.
2.  Each student in your school is listed on the spreadsheet, along with their grade level and student number.  

3.  The Homeroom_Teacher column is blank.  For each student, key in the homeroom teacher’s name.
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Name

Gender Current_Grade_Level Current School Abbreviation Student Number Homeroom Teacher

Black, Robert Jarmes
Waitzman, Zachary N
Beck, Christopher M
Evert, Bailey J
Mayer, Daniel Joseph

4/CON
3CON
3CON
3CON
4.CON

EEEEE

155442 Mrs. Browne
165903 Mrs. Dowling
185441
185470
155506





4.  Check for the number of Males and Female by creating a filter on the Homeroom_Teacher column:
· Click on any cell in the Homeroom_Teacher column.

· From your toolbar, click Data; select Filter and then AutoFilter.

· Use the arrow next to Homeroom_Teacher to select a teacher’s name.

· The system will filter out only the students for that teacher.  You will be able to count how many Males and Females from the selection.

· To see all the students again, click the arrow next to Homeroom_Teacher.  Select (All).
5.  When you are finished adjusting the names, save the spreadsheet and sent it to Jason as an attachment.  He needs the completed spreadsheet by August 1st.
6.  Once Jason receives your spreadsheet, he will upload it into PowerSchool.  When he is done, he will let you know that you can proceed with Scheduling.

Scheduling Students

1.  Log in to your PowerSchool Account.

2.  In the Search Students field box on the Start Page, search for all the students in the first homeroom class.  For instance, for all the students in Mrs. Browne’s 4th Grade homeroom class, you would key in: 
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3.  A list of students will be selected.  Click the drop-down arrow beneath Select a function for this group of students to select Mass Enroll in a Class.

4.  The Mass Enroll screen will appear:
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· Use the drop-down arrow next to Select a teacher… to select the teachers’ name.

· Use the middle drop-down arrow to select 1(A) for the period.  (All teachers will be 1(A).)
· Key in the appropriate section in the text field.

· Make sure the enrollment date is correct:

	Grades
	Enrollment Date

	1 - 5
	8/27/2007

	K 
	8/28/2007 (soft start)

	K
	8/29/2007 (soft start)

	Preschool AM
	8/29/2007 (soft start)

	Preschool PM
	8/28/2007 (soft start)


5.  The Mass Enroll screen will look similar to this:
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6.  Click the Submit button.
7.  All of the students will be enrolled in the teacher’s homeroom class and subsequent classes, including the correct PE, Art and Music.
Moving Students to a Different Class:
After scheduling is complete, you may find that you need to move individual students to a different class.  For instance, a math student might be moved to an accelerated class.

To move an individual student:

1.  At the Start page, search for the student:
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2.  If more than one student appears, click on the student whom you wish to move:
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3.  At the menu list, scroll down to the Scheduling category, and select Modify Schedule.

4.  In the Enrollments section of the page, DROP the student from the existing class by clicking the checkmark in the Drop column.  Then click the [image: image7.png]


 button.
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5.  Make sure that the Exit Date is the day AFTER the last day the student was in class. For instance, if the student’s last day in class was 9/9/07, the exit date should be 9/10/07.

6.  Confirm the drop by clicking the [image: image9.png]


 button.
7.  Enroll the student into the new class by using the Quick Enroll feature.  Key in the new class section in the field next to Course.Section.  Then click the Enroll button.
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      If you’re not sure of the Course.Section name, do not key in anything in the field.  Instead, click the Enroll button to bring up a list of all possible sections.  Then choose the appropriate class from that list. 
Enrolling a Brand-New Student
Use the Quick Enroll feature in the Modify Schedule screen to enroll a brand new student into classes.  Key in the homeroom section in the Course.Section field.  The student will automatically be enrolled in the rest of the classes for that teacher.
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