HOW TO PREPARE MAPLEWOOD FOR NEXT SCHOOL YEAR

INTRODUCTION

This document explains the basics for preparing Maplewood Student Information System (SIS) for next school
year. This process begins in March or April of the current school year once the SIS Coordinators have run
Initialize Scheduling to clean the slate for next year.

The preparation process can be broken down into the following steps, most of which are completed under the

Scheduling menu in Maplewood.
You need to:

Update staff lists

Update homeroom assignments

Define how the school is run next year (cycle days, semesters/terms, periods, patterns etc.)
Create a Master Timetable (Classes File)

Assign timetables (Classes) to students

Verify your work

No bk wNeR

Produce Part A report (secondary schools only)
What is my starting point?

All rooms/homeroomes, classes and Advisor Groups are carried over to next year. You only need to make
changes where applicable. Typically homerooms need to be assigned again as students move to another
homeroom for next year. Student timetables do not carry over and you will have to define them for all

students.

The Nunavut-approved secondary school courses for next year have been copied to Scheduling, Modify Files,
Courses for you.

Part A and B submissions in secondary schools

Completing these steps in a secondary school setting is an equivalent of completing Secondary School
Program Plan (SSPP) Part A and Part B . The following instructions should provide all necessary steps to satisfy
Part A and Part B requirements as well as creating the timetables for students and staff for the upcoming year.
Part A is due no later than 30 days before the end of the school year and Part B is due within the first 30 days
of the new school year. All necessary reports for Part A and B submissions can be drawn from SIS, with the
exception of the signature sheets, after the preparation as outlined in this document has been completed by

the school.
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1. UPDATE STAFF LISTS
Remove staff from next year

If a staff member is leaving at the end of this year, do not delete his/her record from Staff Records. The staff

member may still be teaching and you cannot remove/delete them before the end of this school year.

Instead, give the staff member This Year Only status: open up their staff record, then click Edit on
Employment tab and make the Status change. Once the system is transferred to next school year, staff
members with This Year Only status will be moved to Past Staff Members.

ﬁ Employment Record x|
Teacher Certificatett: 000000 . .
Teac :_' BF"_' 'fae - Set leaving staff members’ Status to This
 Teaching Histary Statu
- [MM/DD A ] audgert o Year Only and they will not show up in the
At This Divisior: DAy =] | SEliieaoii A€ system next fall.
)  Mewt year only
At This School: IMM.-"DD.-"Y"NY :l  Deleted [Fet /Trans.]
Source Schoal
IUnknown j
Transfer D ate: IDBHSDQDM :l
Destination Type:
Destination School:
Feturn D ate: IMMHDDW :l
Employment Typpe: IFuII Time vl
Ok I Cancel
|Select the staff members's status.

Figure 1: Give This Year Only status to staff members who are leaving.

Add new staff members for next year

If new teaching staff members will be joining you next year, use Staff, Add New Staff Members to add them.
Steps can be found under this link: How to Add Staff

After adding them, give them the status of Next Year Only by going to the Employment tab and clicking Edit.
This Status indicates that the teacher is not yet teaching this year but is expected to come next year.

Retrieving staff from Past Staff Records

Past staff members that have left the school should be available via Staff, Past Staff Records. If a past staff
member is returning to the school, you can re-activate the staff member (pull from Past to Present) by
opening their record in Past Staff Records, going to their Employment tab, clicking Edit, and changing the
Status from Past to This Year and Next Year.

This option is not applicable if the staff member has never had a staff record in Maplewood.
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2. UPDATE HOMEROOM ASSIGNMENTS

Next year the school may have a different configuration of rooms and/or homerooms, different teachers, and
different students in the homerooms.

Changes in homeroom configurations

ﬁ Maplewood Enterprise {(Secondary) - Ataguttaaluk High School =10] x| .
File Students Staff Reports Incidents Atkendance Marks Exams | Scheduling Help CI ICk here to ma ke Cha nges
©, Student Records Transfer to Hew fizar | — to Rooms/Homeroom
N Modify Files RoomsHomer ooms € . .
=7 Contacts Students' Choices b Courses co nf|g urations fO r next
. R ) Classes .
[ Mews Centre Pr!nt Students' ChD!ces AT @S ye ar. |f not h in g C h a nges
Print Students' Choices by Scanner . i
Print Caonflict Matrix: from th|S year, there IS N0
Prink Triple Canflict Matrix
Print Conflick Information need to gO here.
Print: Timetables
Print Period//Grade Diskribution
Prinkt Lists 4
Close
Maplewood News Centre Assign Classes 3
Master Builder 2
Load Students
Assign Homerooms »
Edit Timetables 3
Assign Advisor Groups 3
ma pleW d The Next Year text here indicates
[Madiy scheduing fles that you are making changes for the
next school year, not affecting this
< E Room/Homeraom File (Next Year) _—=> (=1 school year’s setups.
Eile Edit 3Zearch Help
Room | Hrr Desig. | Teacher Al Teacher Oc )|
MacDonald-Geraghty, ... Not assigned
2 es 2 Williams, Jay Mot azsigned 18
3 pes 3 Towne, Lauren Mot azsighed 16
4 pes 4 White, Sheila Mot azzigned 15
5 yes 5 Foley, Jillian Mot azzigned 20
i) yes a4 Mitchell. Feginald Wat azsighed 18
] yes 8B tcKinlay, Kathleen Mat assigned 16 Make Cha nges here as
C yes lyyirac-Funuk, Many Wat azsighed o .
D oyes A Lee. Eric Not ssigned 17 applicable: change teachers,
E yes 3B Miranda, Berardete Mot azzigned 18
A0 yes REW  Anilnilak, Mellie Mot azzigned 1] > H
Gt yes Willis-Leake, Ben Mot azsigned 1] add/mOd Ify/remove rooms and
LAE yes Mot aszigned Mot azsigned 1]
SHOP  yes Winzer, Jordan Mot azsigned 1] homerooms‘
Add Edit Delete Frirt Done
|Select a record from the list. Double click to edit. (14 records in this file)
R

Figure 2: Rooms/Homerooms file (Next Year)

Assign student to their next year’s Homerooms

After making changes to homeroom configurations, assign student to their new Homerooms under
Scheduling, Assigh Homerooms. Do not attempt to assign next year’s Homerooms under the Students menu
as that would affect this year. If you have worked previously with assigning Homerooms under Students menu,
the process is the same when you work under the Scheduling menu.
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3. DEFINE HOW THE SCHOOL IS RUN NEXT YEAR

If you are changing the number cycle days, semesters, number of periods per day, period times, or scheduling
patterns for next year, you need to change some configurations in SIS. This is done under the File, School
Setup, School Information. Then pick the Next Year tab.

Adjust number of Semesters if different from last year.
Terms per Semester should be 1 unless you are running
classes that have half semester duration.

ﬁ School Information - Jonah Amitnaaq Secondary School 5' /

Achigvement Qett\ngsl Email Settings |
Schaol Info. | This Year NE“YEarlgonfiguralion Board Info. I Enterprise |_astiveirect

i~ Semester / Term Information

Murber of Semesters: |2 Pattems
1 . - .

e B Adjust your Days per Cycle and Periods per Day if
—Day # Period Infarmation .
Dappalice: [ | B \ different from the current school year.
Periads per Day ] E Period Times \.~
~Scheduling for el Yo N If you have changed cycle days or period count, you

Schedule Method, Secondary Only [based on student chaoices) . . .

\\ will need to adjust your Patterns accordingly.

i~ Lunches Infarmation i\

Secondar
|]‘ Lunch Perinds | \

Ii-l:n!h‘;:':lindAssigned ta Elementary Homerooms: 'I Select Set the correCt PerIOd Tlmes to

Breaks Assioned to all Elementary Homerooms: 'I Selent I matCh the SChOO| Calendar

B submitted and approved for the
ok | cance coming school year.
I

Working with Patterns

Patterns are created by the school to speed up the process of assigning schedules to a Class (Section 4 of this
document discusses how to utilize them). Patterns should be defined if your schedule is patterned, e.g. classes
occur every day in the same period, or you have a staggered schedule, or there is some other pattern that the
schedule follows. The simplest pattern is called “Floater” and it has no periods assigned to it.

Click on the lower Patterns button in the above dialog to view and edit your scheduling patterns.

ﬂ Define Day /Period Patterns

Start by selecting the Set. An example Set could be “Every
day double” as shown here. You can also create new ones
with the Add button.

Renarie... |

[7:8 - Add.. Delete Bename... |
Day1 Dray . . . .

Pt | CT10172 7172 Pick the Pattern you want to modify. This Pattern is called

E::g L ;ﬁ L ‘aﬁ T “7/8” and is defining a schedule where the class takes

Perd | [ |34 ] [3/4 place every cycle day in periods 7 and 8. See the tick boxes

Per.5 L | |56 | |56

Pert | [15/% 1 (5% lower down.

Per.? [v] |78 [v] |72

Per.8 [v] |7/8 [v] |7/8 )
If needed, you can create new Patterns with the Add
button.

Bint | Dare | 4&==== Click Done when finished with the changes.
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4. CREATE A MASTER TIMETABLE FOR NEXT YEAR

Building the Master Timetable simply means completing work on Classes File for next year. Your starting point

is an exact copy of this year’s Classes File. Make changes as needed.

Note for elementary schools and middle schools: you are not expected to input timetables for Classes since
you are not expected to collect period-by-period attendance. Elementary and middle schools can set all classes
as “floaters”. The only exceptions are Attendance AM and Attendance PM Classes in K-12 schools.

How do | generate my schedule?

While Maplewood does have functionality for building a master timetable, that functionality is quite complex.
It will be introduced in the 2015-16 school year. For the 2014-15 school year, please create your schedule first
using any method that you have been using in the past. Then all you need to do is input that schedule into the
Classes File under Scheduling, Modify Files using add, edit and delete buttons.

How to add, modify and delete Classes

Go to Schedule, Modify Files, Classes. Use Add button to add new classes and Delete button to remove
classes no longer needed. Use Edit button to edit existing entries (change teacher, schedule, semester/term,

room etc.).

—
ﬂ[lasses File {Next Year) [_ O]
Flle Edit Search Help
Sem. 1.2 Term 1 Dap 1 Per. 1,234 Include Classes with Unassigned Patterns: Yes
Class Code | Sem./Ter.. | Sem./Ter... | Fix ... | Day/Per. ... | D ay/PerP.. | Fix Per. | Teacher | Occ./Cap. | Credits | Room | Alt. Foom | Grouped Classes :I Classes Flle
FRA3314 b Senior High  Semester 1 Mo Senior High  Block B Mo Ithuksardiuat, Jozeph Mr. 0430 5.00 Mone FRA3301b, FRA1301b, FRA f
F5L1099 a Senior High  Semester1  Yes  SeniorHigh  Block & es Ongahak, Sheila Mrs. 0/30 1.00 None Mone Selected orn eXt
F5L2099 h Senior High  Semester2  Yes  SeniorHigh  Block D Ongahak, Sheila Mrs. 0/30 5.00 None F5L3093h
FSL3059 h jor High jor Hi Ongahak Mrs  0/30 500 Mone  F school
|LA1000 5 h. 5 e h L Kilabuk_ Cindy Mrs Cag Mo Mo
ILAT000 & High High A Kilabuk, Cindy Mre. /40 5.00 cas Mone Mon yea r. B u | |d
ILA2000 d Senior High  Semester1  Yes  SeniorHigh  Block D ez Anaitug, Shirley Mrs, 1730 5.00 c29 None Mone Selected —
ILAZ000 & Senior High  Semester2  Yes  SeniorHigh  Block & eg Anaittug, Shiley Mrs, 1/30 5.00 cas None MHone Selected
IL43000 SeriorHigh Semester Yes SemorHigh BlockD  Yes  Anatug Shiley M 0730 500 C23  Hore  Hone Selected your
1LA3000 h Senior High  Semester?  Yes  SeniorHigh  Block D es Kilabuk, Cindy Mrs. 0/30 5.00 cza None Mone Selected o
INF1030 b Senior High  Semester 1 Mo Floater Floater Mo Biag, Lucien Mr, 0/30 1.00 Mone  Mone Mone Selected m aSteI’
INF1030d Senior High  Semester1 Mo Floater Floater Mo Mautaiitnaag, Romanie...  0/30 1.00 Mone  MNone Mone Selected .
INF1030 e Senior High  Semester2 Mo Floater Floater Mo Mautaritnaag, Romarie... 0430 1.00 Mone  None Mone Selected t|m eta ble
INF1030 g Senior High  Semester2 Mo Floater Floater Mo Biag, Lucien Mr, /30 1.00 Mone  MNone MHone Selected
\Nr'l M50 h Seninr Hinh  Semester 1 Mn Flnater Flnater N Rian | urien Mr nsan 1 None Nine Minne Selerted _';| h ere
4 | » .
sl | Edt Delets Bint Done |
|Se\ect a record fram the list. Double click to edit. [444 records in this file] —

Figure 3: Classes File (Next Year)

5 How to prepare Maplewood for next school year | Nunavut Department of Education, May 2014



Adding a new class for next year

Click Add button to add a completely new Class and fill out the information as follows:

Select Course Code from the dropdown.
Htlasses {Mext Year)

Couis= Code: am T B Coe A Select Class Teacher if known. If not known
= Creditvalue: | 5.00 FSTETTC e yet, you can select Not Assigned. But then
< 3¢ Teacher: xR Ed | you cannot assign students to this class.
|Jayp00dy, [raniel e (imitser

Defiveny

If you want, you can select Room Number

j Alternate Foom;
where the class is taught in.

ISemester course for credit

Reportable

Calculate minutes from \
Miriuites/D ay: | 0 [~
= Uncheck Reportable for CTS master classes;
no mark expected.

— Grouped Claszes Language

IEninsh vI

INnne Selected j Select

Select Language taught in

Select the duration of the class by picking
the semester that the class takes place in.

= Scheduf:( ——
/, Semesters/Tem D ay/Period
Set Fattern Fixgd Set Fattern

Sr.High ¥ || Semester 2 j Ewvery day dﬂlj T8 E
T Select the day/period pattern for the class,
Breviows | Mew |  Esam | ok | Cancel | e.g. “Every day double” and “7/8".

I [THS

Using Special Schedule button

|II

Typically class schedules do follow some kinds of a pattern but a few don’t: some classes have “specia
schedules that are somehow different from usual. Then you can use Special Schedule button to set a custom
schedule for that class.

Using Patterns is always faster than setting a Special Schedule for each class; Patterns speed up the process of
building the Classes File. This is simply because there is more clicking involved with Special Schedule.

If the class schedule does not follow a pattern, use the Special Schedule button to set a custom schedule for it.
Here is a how-to on how to use Special Schedule button: How to Use Special Schedule to Construct a Class

How to set up CTS classes

CTS courses/modules are typically taught in bundles. As a result, the best way to set up CTS classes is using a
scheduled CTS Master Class and setting all individual CTS classes as “floaters”. “Floater” means “no schedule”.
Complete instructions on CTS setups can be found here (just do the steps under Scheduling menu, not File
menu): How to Set Up CTS Classes with Master Class
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5. ASSIGN TIMETABLES (CLASSES) TO STUDENTS

After you are satisfied with your next year’s Classes File, you can start assigning students to these Classes.
Expressed in another way, you can start assigning timetables to students. This is accomplished using
Scheduling, Edit Timetables.

ﬁ Maplewood Enterprise {(Secondary) - Quluag School -0 ﬂ
File Students Staff Reports Incidents Attendance Marks Exams | Scheduling Help
|| @ Student Records Transfer to Mew Year 3
. Madify Files 3
=/ Contacts Students' Chaices »
.l MNews Centre Print Students' Choices
Cloze Print Students' Choices by Scanner
D tact information: Print Conflict Matrix
Contact: Markusz Sivola Print Triple Conflict Matrix
Phone: 867.473.2683 Print Conflick Information
Email: mzivolaEigoy. iu.ca A
Note: Print Timetables
Fioss Learn rleamisigov. nu.ca 867.975.5660 Print Period/Grade Distribution
Print Lists 3
Close
Maplewood News Centre Assign Classes 3
Master Builder 3
Load Students
Assign Homerooms 3

Edit Timetables Individual Student:
Assign Advisor Groups 3 Assign Timetables by Group

maplewaad

|Modify student timetables | 5/21/2014 | 05:09 PM

Figure 4: Where to go to edit student timetables / assign Classes

Follow these instructions for assigning Classes but remember to access Edit Timetables using the menu item in
the above screenshot and not Students menu (!): How to Assign Classes to Students .
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6. VERIFY YOUR WORK

Verify and monitor the progress of your work by producing reports from Maplewood. Some of the

recommended reports are:

1. Print Timetables for students and/or teacher (Scheduling, Print Timetables)
2. Print Class Lists (Scheduling, Print Lists, Class Lists)
3. Print Homeroom Lists (Scheduling, Print Lists, Homeroom Lists)

Print (or save as PDF) the above reports and inspect them to make sure everything looks the way you want it
to.
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7. PRODUCE PART A REPORT (SECONDARY SCHOOLS ONLY)

Secondary School Program Plan Part A report can be produced from Maplewood after you have verified your
work. Follow the steps here to produce the report.

1. Go to Reports, Report Builder, Reports for Printing, Classes
2. Once a blank report screen opens, go to File, Open to open the Part A report
3. Pick Central drive and select Program Plan Part A Intended Course Offerings from the list of reports:

[Jopen File x|

— Diive

' !Eentral '! ’

I
’7|\\FS-P1 WWIUMCEMTRALNN Browse |

— File Mames

|F'logram Flan Part & Intended Course Offerings

Claszz Enclment - Sem ]

- driature sheet

:Frogram Flan Part & [ntended Course Offennos
ssasalan Part B Course Offerings

Reportable Clazzes Status

55 Program Plan Part & - Intended Course Offerings

Ok I Cancel

|Select Drive For Reports

4. Click OK
5. Now that the Part A template is open, go to File, Print Report to generate it
6. In the dialog that appears, use the following Print Parameters:

Report Builder - Print Parameters

— First cla: — Class code filker
IDES‘IDch [ First class in School Enter: I
DEST040d — Saurce Include
" This Year v Reportable
& Mextvear [~ Mot Reportable
— Schedule
& Period in day
_ |
Lesiiel " Specific pattermn
ISST3154b v Last clazz in Schaal Semester |Any -
SST2772f - . I vl
55T2772g B Tem: [H
S5T3152a Dy |Arw hd
S5T31520 - —
5573154 [ Period [any 5

Wiet | Prrirt | Ok I Cancel

7. Click View
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The result should look like this (16 pages in this report):

ﬂ Print Preview nglﬂ
File Mavigation Zoom
1716 4 M @ 4 - = - ogd
Mexck Last Zoom Search Prink Ezxit
i‘
Part A: Secondary School Intended Program Section B
Inuksuk High School 2014
Intended FrogramfCourse Cfferings, including ST S
Course Code  Section Course Title Term Lo Credit Yalue
CoM1035 b Graphics Tools Semester 1 English 1
COM1035 d Graphics Tools Semester 1 English 1
ZOM1035 = Graphics Tools Semester 2 English 1
COM1035 q Graphics Tools Semester 2 English 1
CoM1055 b Weh Design 1 Semester 1 English 1
COM1055 d Web Design 1 Semester 1 English 1
COM1055 = Web Design 1 Semester 2 English 1
oM 1055 q Weh Design 1 Semester 2 English 1
CoM1010 a Construction Toaols & Materials Semester 1 English 1
COM1010 b Construction Tools & Materials Semester 1 English 1
COM1010 C Construction Tools & Materials Semester 1 English 1
COMI0L0 f Canstruchion Toals & Materials Semester 2 English 1
CoM1010 q Construction Toaols & Materials Semester 2 English 1
COoOM1O0L0 h Construchion Tools & Materials Semester 2 English 1
COoOM1O0L0 k Construchion Tools & Materials Semester 1 English 1
COM1010 W Construckion Tools & Materials Semester 1 English 1
COM1010 W Construchion Tools & Materials Semesker 2 English 1 -
4 | LH

8. Click on the down arrow next to the Print button and save the report as PDF, then provide the report to the

appropriate authority for approval at the Regional School Operations.

Note on the use of Special Schedule

If Special Schedule has been used, the Part A report will display “Special Schedule” under Semester/Term
column. This is another unfortunate quality of using Special Schedule instead of Patterns. If the Regional
School Operations requires further details on the schedule, you can provide them with copies of timetables

printed in Section 6 of this document.
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