HOW TO PRINT STUDENT TIMETABLES

This document explains how to print student timetables to see what classes they have been assigned to and
what their daily timetables look like. This report is not very useful for elementary schools as in most cases
timetables are not inputted into Maplewood. This report will be more useful for high school grades.

1. Go to Students - Print Timetables
2. If printing Semester 1 timetables, select Semester: 1 from the dropdown
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Click on Setup to set print options

3. Click Setup button to set printing options. In the Print Optons, it is good to at least check the box for Print
Gridlines. You can check other boxes if desired.
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While in Print Options, go to Student Information tab. Check the boxes for Grade and Homeroom if you wish
to see those in the timetable printouts. Other options are available as well. Once ready, click OK to approve
the print options.

ﬂ Print Dptions il

Options ~ Student Information I

— Surname with — 0. Mumbers
& Given name [~ Alberta Student Hum.
 Usual name [ Student Mumber
[ Student Letters
— Perzonal

— Locker

pu
v Grade [~ Locker Mumber
v [ Locker Bark,
LI )
[~ LockerType
[~ Designation [~ Serial Number
[~ Teacher [~ Lock Combination
[ Advizor Group I"" Lock Brand
= | Tieacher
™| Riorn Humber
[ Telephone number
———

Q Drcel |

4. Back in the Print Timetables dialog, select the way you want to print the timetables. Pick Grade if you want

to print them by grade. Use another Select Order option as desired, such as Homeroom. Then click View.
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5. In the next step, pick the grade(s). If you want to print timetables for one grade only, first check the
Individual box at the top, then select the grade from the dropdown menu. Uncheck the box for Deleted as you
probably do not want to see timetables for Deleted/Withdrawn students. Click OK.
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6. The result should look something like below. The document below has 25 pages. Print the document using
the Print button or click the little down-arrow next to Print to save it as a PDF for your records.
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