HOW TO ASSIGN CLASSES TO STUDENTS

This document explains how assign Classes to students. In Maplewood terminology, a Class is a course code
that is taught by a certain teacher to a certain group of students at a certain time. Assigning Classes is a
required in order to:

e Ensure that teachers can provide marks to students for the report cards

¢ In high schools, also to ensure that attendance collection per Class is possible

The document describes the steps to assign classes to elementary and junior high students (Part 1) as well as
senior high students (Part Il).

PART I: ASSIGNING CLASSES IN ELEMENTARY AND JUNIOR HIGH GRADES

Typically every student in a homeroom takes the same subjects in elementary and junior high grades.
Therefore, in K-9 grades, start by assigning students to homerooms:
http://nunavutsis.wikispaces.com/file/view/How%20t0%20Assign%20Homerooms.pdf/.

Let us assume we have the following homerooms and students have been assigned to them already:

ﬂRuum,-"Humeruum File
File Edit Search Help

FRoorn | Hror... T eacher Alt. Teacher
B yes B Makashuk, Leona Mot azzigned 13 .
o e oo Drtfett, b arjorie Mot azzigned 17
9, yes 98, Wile, daron Mot aszigned 18

G/7H yes E/7B |zhulutak, Maggie MHat azzigned 19

a/96 yEs a/98 Smith, Ay Mot azzigned 17 ;I

Also, the Classes File (File -> School Setup -> Classes) has already been set up and looks like this:

ﬂtlasses File _ O]

File Edit Search Help

Sem. 1.2 Term1 Dap1.2.34.56 Per. 1.2.34567 .8 Include Claszes with Unaszigned Patterns:

______ = Note that there are
Gl =l 8 y L .
EOO0ELA b Jr. High Fulyear  Flaater Floater Ishulutak, Maggie two sections (a and
BOODFMA, a Jr. High Full year Floater Floater blalaskmletanrg b) of each grade Six
GO0OOFMA b Jr. High = Figater . Floater Ishulutak, Maggie pr
ROODHEL €T High Fulyear  Floater Flaater Makashuk, Leana class because there
GOOOHEL b (——lL High Full year Floater Floater Ishulutak., Maggie
GODDILA & Jr. High Full pear Fitrates Ms{#&‘%ma are two homerooms
E000ILA b Jr. High Full year Floater Floater SR o for grade SiX
GOOOMAT a Jr. High Full year Floater Floater Makazhuk, Leana
BONOMAT b J High Full pear Floater Floater Ishulutak, Magaie students (6A and
GO0DFED a Jr. High Full year Floater Floater Hodgers, Lee 6/73)
GO00PED b Jr. High Full year Floater Floater Hodgers, Lee
BO00SCH a Ji. High Full year Floater Floater Makazhuk, Leona
GO0DSCH b Jr. High Full year Floater Floater Ishwlutak, Maggie
BO0O0SEW a Ji. High Full year Floater Floater K.anayuk, Oleepeeka
BO0DSEW b Jr. High Full year Floater Floater K.anayuk, Oleepeeka
BO00SHO a Jr. High Full year Floater Floater Keenainak, Simeonie
CONNSHD b Ie Lok Coll oo Eloztar Elezter Kmmmain ol Cirnccge

1 Updated: July 29, 2015


http://nunavutsis.wikispaces.com/file/view/How%20to%20Assign%20Homerooms.pdf/

ASSIGNING CLASSES TO A HOMEROOM WITH A SINGLE GRADE (SUCH AS 6A)

1. Go to Students -> Edit Timetables -> Assign Timetables by Group
2. Set Homerooms as the Assignment Order
3. Multi-select (CTRL + click) all the applicable classes (in this example 6A classes) that you want to assign

4. Make sure Add Classes to Timetable is selected on the left

5. Click OK to move to the next screen. That’s where the Homeroom is selected

ﬂnssign Student Timetable - This Year E

—Azzignment Order
" Alphabetically
" Grade

— Clazzes

BOO0E L&a English B
BODDEL&L Englizh B

= Homeroom 4
= Defined character
£ Irniguiny List

" Excursion List

= | a specific class

BUUFMNAS Fine arts &
BO0OFMAL Fine artz 6
BOOOHELa Health 6
EOOOHELL Health 6

BO00ILda |nukkitut B

GO00ILAL [kttt &

EO00MATa Mathematics &
EO00MATE b athematics B

Select Homeroom as
Assignment Order

BOODPED a Physical education B

{* Add Classes to Timetable

" Beplace Timetable

BOOOPEDE Physical education &

[~ Exclude Concurrent Students
v Check prerequisite courses

[~ Adjust Student Fees For Add/Crop Courses

DKm

[avR [F2A8s20m2 [10:47 &M

Multi-select all the 6A (for
example) classes by holding
down Control (CTRL) and
clicking the classes with the
mouse

Click OK to move to the next
screen

6. Next, check the Individual Homeroom check box and select the homeroom from the dropdown.

7. Finally, click Start to start assigning classes to students in the homeroom.

ﬂnssignment order - Homeroom E

W Individual hameroom <

First Homeroom

B Ba Makashuk, L

7 7A Filabuk, 5.

B B& Makaszhuk, L
B4 84 Duffett, M.
98 98 Wile, A
B/7B B/7E lshulutak, M.
8/9B 8/98 Smith, A,

Select Individual
Homeroom

™ Eirst i list

[ Lastir list

Hormeroarns sork by
" Boom number
" Designation

" Teacher

Start q{l

|Select first homeroorn

|DVF| [1215/2M2 [10:53 AM

After this, you are done assigning all 6A Classes to all the students in Homeroom 6A, as per the example.

Select the desired Homeroom from
the dropdown menu. In this
example, we select the 6A
homeroom

Click Start to start assigning the
selected classes to students in the
selected homeroom!
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To make sure the timetable changes show up immediately on the connectEd (teacher) side, run Correlate
Database: File -> Maintenance -> Topic-Based Marks -> Correlate Database!

ASSIGNING CLASSES TO A HOMEROOM WITH TWO GRADES (SUCH AS 6/7B)

If there are two grades (such as a 6 and 7 split) in the same homeroom, we need an extra step: you want all
grade six students in the 6/7B homeroom to have the 6000* classes and all grade seven students to have the
7000* classes. Following the steps outlined before will not accomplish this. Instead, we will create and save
two Inquiry Lists and use those to assign classes to the right students. An Inquiry List is a Maplewood feature
that allows you to query a specific subset of students based on specific criteria such as Homeroom and Grade.

Creating an Inquiry List for grade six students in the 6/7B homeroom

1. Go to Reports -> Inquiry -> Present Students which looks like this:

[ inquiry - New Inguiry List x|
Fie Edi Compie Students Help

Groups

Emply ‘

e enis Regrbre
¥ Both This Year and Next

¥ This rear Only [Not Retuming)
I™ Next Year Only
[~ Deleted

Include Students with Which Home Schoot
¥ This Schocl
¥ Another Schoal [concurrerthame schoal overtde]

\

2. Let’s start adding our search criteria. Click Add and the Select Criterion window opens up

3. Expand Personal and then expand Biographics until you see the Homeroom field. Select it and click OK.

ﬂSelect Criterion (INQUIRY)

Criterion Selection Tree

El- Search Criteria -

= Persanal

Name € Expand Personal ...
- Shudent Mumber . .
B Biogiaphics Expand Biographics ...

Select Homeroom

- Advizor group

- [rade

- Defined Characters
- Gender

- Bithdate Click OK
. Age

- Student Siblings

-+ Phone Murmber

[#- Other Contact Fields
(- Student Address ﬂ

Expand Al LCoantract Al ak. Cancel |
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4. In the next screen, select the homeroom (6/7B used in this example) and click OK

Homeroom
— Homeroarms:
—rear
|B£?B E/7E  Maagie lshulutak o e
Mext year

/7B Magaie | shulutak
= = Leona Makashuk
7A 7 SandraKilabuk — Homeroom arder:
8/MB 8B Amy Smith & Designation
a8 a8 M arjorie: Duffett R Murmb
95 W AaonWie I LA

" Teacher

Select the Homeroom

Click OK

— Include students:
% Include students in selected homeroom
¢ Include students not in selected homeraom

5. Click Add again to add another criterion, for Grade

6. Select Grade from the Select Criterion window. It’s under Biographics as show below. Click OK.

7. In the next screen, select the grade (grade 6 in this example) and click OK

ﬂSelect Criterion (INQUIRY)

Criterion Selection Tree

[=- Search Criteria

(I Personal
- Mame
- Student Mumnber
- Biographics

- Homeroom

- Adwizor group
- Defined Characters
- [Fender
- Birthdate
- hge
- Student Siblings
- Phiarie Mumnber
[#- Other Contact Fields
[ Student Address

Expand All Contract All

Select Grade
from the tree

Click OK

ﬂﬁrade |
_IEHL —Tear
ﬁ This year Pick the

Mest pear ]
5 — grade |
7 — Include Students i -
8 {* Selected grade
d " Selected grade or under .
:II.ID " Selected grade or over Click OK
12 // |

aF. I Cahcel |
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8. Your Inquiry should now look like this. What you are saying is “give me a list of all the students in homeroom
6/7B that are in grade 6”.

j‘JInquir'_.r - Mew Inquiry List
File Edit Compile Students Help

— Groups

Homeroom is ‘6
Grade: '6'

Click Compile after saving the
bdd | Do Loy o | pe | Inquiry using File -> Save As.
— Include Students Registered: Include Students with which Home School ——————— Th|s creates the ||St and stores |t
¥ Bath This Year and Mext ¥ This Schaal f/ o Vi th t
. ) ) Interna n e system.
[ This Year Only (Mot Beturming) v Ancther School [concurentyhome schoolW Y y
[~ MestYear Only
[~ Deleted Compile | Students |

9. Select File -> Save As and save the Inquiry as “6B Students” (for example).
10. Click Compile to compile the list of students. The compiled Inquiry List is saved in the background in the

system and you do not need to save the report that pops up. Click Done once the compiling is complete.
11. After compiling, close the Inquiry screen.

REPEAT THIS FOR THE GRADE SEVEN STUDENTS IN THE SPLIT HOMEROOM 6/7B SO THAT YOU HAVE TWO
SAVED INQUIRY LISTS: “6B Students” and “7B Students.”

Assign classes to students using an Inquiry List

Finally, let’s assign classes to the students in the split 6/7B homeroom using the saved and compiled Inquiry
Lists.

1. Go to Students -> Edit Timetables -> Assign Timetables by Group

2. Set Inquiry List as the Assignment Order

3. Multi-select (CTRL + click) all the applicable classes (in this example 6B classes) that you want to assign
4. Make sure Add Classes to Timetable is selected

5. Click OK to move to the next screen where the Inquiry List is selected
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ﬂnssign Student Timetahle - This Year

—&zzignment Order

" Alphabetically

— Claszes

" Grade

" Homeroom

" In a zpecific class

— Azzighment Options

£+ Add Classes to Timetable

et SEwmg E

" Delete Clazzes from Timetable

BOODELAS Englizh B
EOODELAE Englizh B
BOOOFMAa Fine artz B
GOOOFMAL Fine artz 6
EOOOHELa Health &

El' '|III‘IL ll,,ll i~

L]

Multi-select classes (6B
classes in this example) by
CTRL+clicking them

£0001 LA Inukkiht 6

BOO0ILAE Trukkbat &

" Replace Timetable

[T Exclude Concurent Students
v Check prerequisite courses
[T &djust Student Fees For &dd/Dirop Courses

] | Cancel |

|.-'-‘-.|:|:ept the parameters and continue

|0vR [ 1211872012 (1212 PM

ﬂnssignment order - Inquiry List E |
Inguairy lizt ——

I BB ztudents

5 e

Set Inquiry List as
Assignment Order

example)

Select the saved Inquiry List
from the dropdown menu
(“6B Students” in this

Inquiry List

Click Start to start assigning
the selected classes to
students in the selected

| [ovR [MzAs/z0z [1z12 M

To make sure the timetable changes show up immediately on the connectEd (teacher) side, run Correlate
Database: File -> Maintenance -> Topic-Based Marks -> Correlate Database!
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PART Il: ASSIGNING CLASSES IN SENIOR HIGH GRADES

In Senior High grades 10-12, some classes are taken by the whole grade and some classes are taken by a
specific group of students. Typically homerooms are not used for grades 10-12 but if they have been assigned,
you can use instructions in Part | of this document to assign classes to the students based on their homeroom.

Assigning a class by grade
Let’s assume all students in a certain grade are taking a certain class. This could be useful in small high schools.

1. Go to Students -> Edit Timetables -> Assign Timetables by Group

2. Select Grade as the assignment order

3. Select the class or classes on the right by clicking on the class (e.g. ELA20-2a) or multi-selecting them if there
are many (CTRL + click)

4. Click OK to move to the next step where you select the target grade

5. In the next screen, select the grade for which you want to assign the class or the classes

6. Click Start to start assigning the class to the whole grade of students

Assigning a class to a specific collection of students
Let’s assume that just some students are taking a certain class and we want to select the students individually.

1. Go to Students -> Edit Timetables -> Assign Timetables by Group

2. Select Alphabetically as the assignment order and ensure that Add Classes to Timetable is checked
3. Select the class on the right by clicking on the class (e.g. ELA3104a)

4. Click OK to move to the next screen

5. In the next screen, select By Group and click Add to start adding students to the group

ﬂnssign Student Timetable - This Year
s der———————————— [ Claszes " ByRangel ' By Group
@ aphabeialy | ~Listof Studn
Gra ELAZ0-2b Englizh language arts 20-0 &
ELA30-25 English language arts 30-7
" Homeraom EL&30-2b English language arts 30
™ Defined charact EMW30 a Ervironmental studies 35
Defined character FAZ 1905
= Inguiry List FA52130a
FASZ160a

" Eycursion List FOUZ0-2a Foundations of mathemnat

" In a specific class F at

/‘ 1U30-2a Foundations of mathermna
( (aYM10-3a Phyzical education 10
. . s B hwzical e i
- Assignm R GYM30-3a Physical education 30|
o : ILA10 & Iruktitut 10
< + Add Clazzes to Timetable ILAZD a Inuktitt 12 ;I

m | imetable

" Replace Timetable
Ok Cancel

[~ Exclude Concurrent Students I

¥ Check prerequisite courses
[~ Adjust Student Fees For Add/Drop Courges oK. | el |

e
| [VR TTzA8/2m2 [ia9FM
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6. Search for the student by partial last name. Select the student once found and click OK to add.

Partial Mame Type the partial name of the
|2 <€ student, such as “A”
Student | Status | Home School | -

Akpalialuk, Alesandia Tina
Ak palialik, Ben
Akpalialuk, Clara
Akpalialuk, Diana Olanie —
Akpalialik, Eva
Ak palialuk, Jim

slpalialuk, Joanasie T < Select the student by

Akpalialuk, Melinda S.m irlei
Ak paliahuil, Mika CIICkIng once
Akpalialuk. Pamela

Akpalialuk, Samantha

Akuluiuk. Bily Click OK to add the student to
Akulujuk, George
Akuluik Inzenk hal o B the CO”ect|On

Erirt | QK Cancel |

7. Add all the students to the collection in the same manner
8. Eventually you will have a list of students in the box:

@/5elected Method - Alphabetically

" ByRange ™ ByGroup

r Ligt of Students

Students that have been
added to the collection

Akpalialik, Alexandria Tina
Akpalishuk, Clara <%

Akpalialuk, Joanasie

Click OK to assign the class to
these students

DK/l Caticel |

9. Finally, click OK to assign the selected class to these students!

To make sure the timetable changes show up immediately on the connectEd (teacher) side, run Correlate
Database: File -> Maintenance -> Topic-Based Marks -> Correlate Database!

8 Updated: July 29, 2015



