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Using the Maste r Builder N

Master Builder

Introduction

The Aspire Master Schedul e Builde r Assistant (also called the Master Builde r or Assistant )
is a school ad mi ni s & toaltfarragsistin g in the creatio n of maste r schedules for middle
and high schools.

In simples t terms , the design of a maste r schedul e will be determine d by reconcilin g two
importan t factors : studen t cours e request s vs. resource s (suc h as facult y availability,
classrooms , etc.) . Followin g this, the goal is to accommodat e the greates t numbe r of
cours e request s with the least numbe r of schedulin g conflicts and best overal | schedule
balanc e whil e adherin g as closely as possibl e to the planne d curriculum.
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Color Codes in main program grid give your visual clues about the status of your
scheduled Courses.

The number of sections that have already been scheduled or O6placedo
course s the color codes indicate the section count status.

0 10

Number of section s place d equal s the number of section s
assigne d (Secs). The Don e cell turns dark gray .

Main Master S
Schedule Builder 0
ASS| t © Numbe r of section s placed is less than the number of section s
ssistant assigned . The Don e cell displays yellow .
AfDoneo Col o §
Color codes. s “+ Numbe r of section s placed is mor e than the number of section s

assigne d. The Don e cell tur ns pink.

This field control s the Balance Summary . If ther e is a pink cell durin g the
buil d proces s we strongl y suggest correctin g the numbe r of sections.

When a suitabl e maste r schedul e is complete d using the Maste r Builder , it is then exported
to the Master Schedul e application . In fact, several versions of a maste r schedul e can be
saved for trial scenarios . The next step is to schedul e the student s into the classes in a
maste r schedul e using the Studen t Schedul e Loader application.

The primar y componen t of the Master Builde r applicatio n is the Assistan t screen wher e the
user can use the compute r to build the maste r schedule , much like the traditona | Awhi t e
board 0 approach . Althoug h difficul t to creat e this metapho r with a compute r program , the
Assistan t componen t of the Master Builde r come s as close to it as possible , thu s offering

the user a metho d that is intuitiv e like the whit e board, yet has the all the advantage s of
advance d compute r technology.

Getting Started

Step 1- Prerequisites

The followin g procedura | steps in Aspire must be complete d prior to beginnin g the
proces s of buildin g a maste r schedule:

1. Run the New Year Initializatio n procedur e to creat e futur e tracks . It is recommended
that you copy the Master Schedul e durin g the Initializatio n process. (I n previous
version s of Aspire this was not recommended , but with the advent of the Master
Builde r the old maste r schedul e can now be archive d for safe keeping . This process
will be explaine d in later section s of this document.)

2. Complet e trac k setup for the futur e track s created , i.e. set begin & end dates, add
term & mont h markers , add Bell Schedul e (may copy Bell Schedule)

3. If new course s are added for the new year, be sure they are assigne d to their target
track s in the Track Course Selectio n application.

4. In the Distric t Course s applicati on, set the Sectio n Size to an appropriat e default
valu e for each course.

5. If new faculty is added, they need activ e statu s in the new track.

6. Student course request s must be entere d into the system , reviewe d by counselors
and parents , cleane d up ad approve d.
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7. As you know, when using the link section function , the studen t request s only the root
course . However , a block of tim e representin g all course s involve d in the link must
be availabl e to the Master Schedul e Builde r Assistant . Therefore , you will:

Schedul e the root course s to envelo p the total time of the linke d block of time.

a
b. Build the maste r schedule.

o

Export the master.
d. Run the Loader.

e. Set links and re-run Loader.

Step 2 - Define number of course sections:

Schoo | administrator s must decid e on the numbe r of cours e section s that will be offere d for
each course in the new maste r schedule . This is determine d by comparin g the numbe r of
cours e request s for each cours e to your staffin g allocation s and othe r resources . These
values must be defined in the Trac k Cours e Selectio n applicatio n befor e a master

schedul e can be built . The value s must be accurat e and up to date in order for the Master
Builde r to wor k properly.

1. Print Course Request List & Tally Report. Use this report as basis to calculat e
the numbe r of section s neede d for each course.

2. Log on to the targe t school and track . Open the Track Course Selectio n application
(Scheduling > Mass Scheduling > Course Selection ) and enter into the syste m
the numbe r of section s needed for each course in the track.

3. For convenience , you may want to enter the followin g informatio n on the Tally
Report and utiliz e it as a resourc e durin g the build process:

The numbe r of section s assigne d for each course
Course Duratio n for each course (semester , all year, etc.)
Numbe r of Days in the Cycle each cours e meets

e SIS 2000  Enter the number of sections to be offered for each course in this column. %
File Reports Date: 04/18/2012 pi
Tracki A (AT720 12/13) 4 I . ¥ Roll Changes Forward te Future Tracks '
| by Coder " by Name | » [+ by CQde by Name N '
Code Available Courses IA Code Selected Courses Credit [SecSize [# Sec |TASize|Mark Set |[Lo Grd |Hi Grd K
00130 Science First Grade | 0420  |Home Study 5000 50 0 1| Letter _~ | 10 12
00140 Lang. Arts First Grade—— 0430 Homebound 0000 <0 0 of Letter ~ 1 9 12—,
00143 Handwriting First Grad 0450  |Home Study 1.0000 50 ) o Letter = || 10 12 )
00150 Math First Grade > |[oss1 Extended Day .0000 30 0 0 fLener ___:_:] 10 125
00160 Social Studies First Gr 0510 Release Time .0000 35 8 Of Letter _x_| 9 12
ngzqw‘.‘&ﬁ:wmﬂc'%‘?7“?"\7‘4’L—me‘,\ ’o \k_faamw,ﬁ;gimh*& ‘-m‘“\‘ j*

Step 3 - Gather resources information

Resource s are the numbe r of teacher s and room s availabl e plus their constraint s (such as
teache r availability , skills, preferences , room use restrictions , etc.)

1. Gather Room constraint s and preferences.

2. Gather Faculty constraint s and preferences.
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3. Create Meetin g Patter n chart.

About the Meeting Pattern chart

To expedit e placin g sections , meetin g pattern s are used. Each segment of time in your
schedul e must have an associate d code generate d in the Meetin g Patter n Table. A segment
of tim e include s the period(s ) and day(s) , a section could potentiall y meet. Though the
code s should be meaningfu | for ease of use whe n buildin g the schedule , they will only be
seen by the schedul e builder . Therefore , they do not need to be fancy or understandabl e by
the staff at large. They should only be meaningfu | to you and uniqu e to the system.

The first step in settin g up this tabl e is to develo p a meaningfu | codin g structur e for your
school. For the sampl e below, we have used two days in the cycle, eight period s per day,
with a few classes meetin g for doubl e periods . Our though t proces s for the codin g structur e
is as follows:

Defining Periods:

Since we have doubl e-perio d block classes, we must be able to defin e a startin g and
endin g period . We have an eight period day. Therefore , since the period number s are
never mor e than one digit, we can defin e the starting and ending period in two digits. If
ther e were no multipl e-perio d classes, period s could be define d with only one digit, as
the startin g and endin g perio d woul d alway s be the same.

If you do not have block classes, you would only need a single digit to defin e the period.

Defining Days:
We have a two-day cycle with some classes meeting day 1, some meeting day 2, and
some meetin g both days. This can be define d in one characte r by using "1" for day 1,

"2" for day two, and "A" for classes that meet all days. Therefore , we can define day(s)
in_one character.

If you have a one day cycle, you would not even need to define the day. It can be
assumed.

The hard work is done once the codin g structur e is defined . The followin g chart lists and
define s each entry that would be necessary for our school. Please note that not all meeting
patter n combination s are include d in the chart. We will have a few section s that meet one
day in the cycle for only a semester . However , since ther e are only a few of these, we will
not describ e all possibilitie s in the Meetin g Patter n Table. As special meetin g patterns

becom e necessary , we will updat e the table and add only thos e specifi c patterns . Note: You
can add meetin g pattern s any tim e durin g the schedul e build process.
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Sample Meeting Pattern Chart

8 Period , Blocked , Two-Day Meetin g Patter n Chart

Meeting Period(s) Meeting Period(s)

Code Begin End Day(s) Code Begin End Day(s)
11A 1 1 All 55A 5 5 All
111 1 1 1 551 5 5 1
112 1 1 2 552 5 5 2
12A 1 2 All 56A 5 6 All
22A 2 2 All 66A 6 6 All
221 2 2 1 661 6 6 1
222 2 2 2 662 6 6 2
23A 2 3 All 67A 6 7 All
33A 3 3 All T7A 7 7 All
331 3 3 1 771 7 7 1
332 3 3 2 772 7 7 2
34A 3 4 All 78A 7 8 All
44A 4 4 All 88A 8 8 All
441 4 4 1 881 8 8 1
442 4 4 2 882 8 8 2

Step 4 - Print scheduling analysis reports:

There are several tools you may want to have availabl e durin g the build process:
List of classroom s [fro m SIS2000 + i Classroo m Editor, print list]
Cours e Director y [fro m SIS2000 + - select for futur e track] Faculty
Director y Report [fro m SIS2000 + - System > Reports ]

Annotate d Course Request List & Tally Report [fro m SIS2000 + Scheduling> Mass
Scheduling > Reports ]

If you importe d your Master Schedule , you may want a print out of the Master
Schedul e Report [fro m SIS2000 + Scheduling > Reports ]

Itemize d list of teache r constraints
Itemize d list of room constraints

Itemize d list of sectio n constraints
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Master Builder Setup

A serie s of setup procedure s must be complete d in a prescribe d order befor e the user can
use the Master Builde r to actuall y start buildin g a maste r schedule.

& Important : Befor e continuin g with the steps below, mak e sure that all previou s steps
in the Getting Starte d sectio n have been completed.

Master Builder Main Menu

Log on to the targe t school and the targe t futur e trac k that was create d in the New Year
Initializatio n process. Open the Master Schedul e Builde r Assistan t application . The first
screen is the main menu . It works as a checklist for the variou s task s that are execute d in
the proces s of buildin g a maste r schedule . Start on the left side under the Setup heading.
Tasks must be complete d in a prescribe d order. Tasks that need to be complete d first will
be highlighte d in red font . Tasks that have been successfull y complete d will turn to black
font. Tasks that are disable d will be in gra y fon t (disable d task s are procedure s that
cannot be run unti| a prerequisit e task is completed.)

*Q I ) Master Schedule
S Builder Assistant

AV
-
} Working Schedule: [Nn Waorking Schadules defined= :'_] ‘ Current Course; I _;]
Setup The Assistant

P Croote Working Schoedules Refrosh Stoatistics
Add, adit or delete working master
schedules definitions

P Craate Masting Pattarns Buildd Mastar Schodula

Define all possible class masting puild o Working Schedule using t
combinations by oycls day and periad Mantar Schedule Builder Assistant

» Exit

Quit Mastar Schedule Bullder Application,

Openin g screen i Master Builde r main menu

Step 1 - Create Working Schedule definitions

In this first step the user define s name s for workin g maste r schedules . Master schedules
may be define d as needed . If you begin one and decid e to try a differen t approach , simply
defin e a new workin g maste r schedule . Many differen t schedule s can be define d for later
use in differen t 6 wh @dscenario s - you may create as many maste r schedule s as needed .
These definition s serve as container s for the maste r schedul e data that will be created
durin g the build proces s in later steps.
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If you copied the maste r schedul e durin g the New Year Initializatio n process, we
recommen d you begin by creatin g at least two workin g schedul e definitions : one as the
initi al workin g schedul e and one for keepin g the previou s y e asrn@aste r schedule,
hencefort h called the 6 r odinrhees t er 6 .

Create a definition for initial working schedule

1.

Click on the Create Working Schedul e link in the main menu. This action opens the
6 Ma s Beilder Workin g Schedules 6 dialo g box. Initiall y all the field s will be read -
only , signifie d by their gray color.

Click on the Add comman d butto n to activat e the edit mode.

Enter informatio n in the Descriptio n and Note s fields

Cork High School : T 301 01/02
Schedule: | -« i=w =] Classes: |

Descriptjon: ICOYL: HS - Test 1

Notes:
Initial test build for Cork High School's 2002 Track.

Copy | ThAfa | 5 I LConcel I Save I

Sav e the definitio n (or Cancel to abort) . After saving, the dialog screen remain s in
view in case you need to edit the fields.

Click the Don e comman d butto n to close the dialo g when the definitio n is complete.
Afte r closin g the dialo g box you will see the nam e of the new maste r schedul e in the
Workin g Schedul e field in the toolba r drop-down list on the main menu. This field
is wher e you will select a maste r schedul e to work on when it comes tim e to use the
Maste r Builde r Assistant.

v —

) Working Schedule:

Setup

Note : The Master Builde r Workin g Schedul e dialo g can be used later to edit, copy,

or delet e existin g maste r schedules.
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Create a definition for the rolled master schedule

If you saved the maste r schedul e from the previou s year durin g the New Year

Initializatio n process, creat e a new maste r schedul e definit ion usin g techniqu e above on
page 9 . The definitio n you are creatin g will be the containe r for the maste r schedul e data
that is to be importe d into the Master Builder in later steps. Give the new definitio n a
name that can be recognize d as the schedul e from the previous year. (Example: Last
year s schedul e)

Step 2 - Create Meeting Patterns

Each potential , uniqu e combinatio n of cycle day and perio d is called a meetin g pattern . The
combinatio n of cycle day(s) and period(s ) for which every sectio n of every course in the
maste r schedul e may potential ly meet should be define d prior to commencin g work on a
new maste r schedule . Pattern s that have not been set up prior to openin g the Assistan t can
be added 6 o the flybas the maste r schedul e is being built.

In this step you must defin e all possibl e meet ing time s for the track you are workin g on.
The Master Schedul e Builde r Assistant must have this informatio n in order to creat e master
schedule s for the track.

Using the chart create d in Gettin g Started , Step 3.3, you will enter the codes and check the
cells in a grid that represent s the period s and cycle days of the track.
Create Meeting Definitions

1. Click on the Create Meeting Pattern s link in the main menu. This action opens the
60 Ma g Baldin g Meetin g Maintenance 6 screen, which shows all the cycle days in the
track s as column s and all the period s in a trac k as rows.

Maszter Builder Mesting Maintenance

Ridgemont High School : T 410 01/02

Meeting Definition: | =]

M:Monday T:Tuesday wWiwednesday H:Thursday

b frs s e s s s s s s
Y Y Y o Y Y e e e ] o B ]

Tl efe Edit

-

Sampl e meetin g patter n grid for a 5-cycle day track

USOE Aspire Scheduling with Master Builder
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Master Builder Meeling Maintenance [ %]

Cork High School : T 301 01/02

Meeting Definition: | i)

Period / Day

0

1

Sampl e meetin g patter n grid for a singl e cycle day track

2. Click on the Add comman d butto n to open the 6 Ma g Builde r Meetin g Definition s 6
dialo g box. Enter a Cod e and Descriptio n for a meetin g time.

Master Builder Meeting Delinitions E3

Add Meeting Definition

Code; |1 Daily

Deseription: If"-F

; —
ancel ave |
< | | sove ]

Sampl e Meetin g Definition

3. Sav e definitio n (or Cancel to abort).

4. Repeat . Repeat steps 2 and 3 until all possibl e meetin g pattern s have been defined.

Create Meeting Patterns

1. Inthe 6 Ma g Bwelde r Meetin g Time Maintenance 0 screen select a meetin g time
definitio n to apply in the Meetin g Definitio n field in the upper right.

2. Click each cell in the grid wher e you want this meetin g patter n to be applied . As each
cell is defined a color will be displayed. The colors used in the cells will matc h the
color s used in the Track Editor for definin g the cycle days of the curren t track.

USOE Aspire Scheduling with Master Builder
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Master Builder Meeling Maintenance E3

Ridgemont High School : T 410 01/02

Meeting Definition:

Delete Edit l Add | Heset J Done |

Sampl e patter n for a 5-cycle day track

Master Builder Meeting Maintenance E3

Cork High School : T 301 01/02

Meeting Definition; |7 @ 3 Period 2|

Period / Day

0

1

Delets | Edit I wdd I Reset I Save I

Sampl e patter n for a singl e cycle day track

3. After all meetin g time s have been placed, doubl e check for accuracy against your
writte n meetin g pattern s chart.
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Step 3 - Set Grades

This step is for settin g the grad e leve |l column s that will appear in the Assistan t screen. The

numbe r of studen t cours e request s for each cours e is distribu ted across column s according to

grad e level.

v [V [V [V _[v ]
5 2 10 11 12 oOth g}
16 ] 41 6l 4l 1]

14 0 ] Gl 885 1]

Grade column s in the Assistan t screen

Due to limitation s in screen space ther e is room for only four grad e level column s plus a
fift h colum n (Ot her) that will consolidat e the numbe r of cours e request s for any remaining
grad e level s that could not be include d in the first four columns.

1. Click on the Set Grades link in the main menu. This action opens the 6 Ma s Bualder
Grad e Levels 6 dialog.

2. In the field s provided , designat e the grade s to be displaye d in the first four columns
from left to right.

Master Builder Grade Levels

Cork High School : T 301 01/02

Grades used in displays:

other |
lhlinth ;HTcn%h _'_'__uElcvcnth ¥ | Twelfth ¥ {|No ;l‘
<Unset>
z : - Eighth c
Changing these Grade Display values will reset all M40 ics for
the current track, Tenth
It will be necessary to execute the ‘Refresh Statistics|e|aventh

WORKING SCHEDULES after saving any changes to

Undo Save | | QG I

3. If there are more than 4 grade s to be scheduled , select 6 Y éis the Othe r field.

4. Sav e grade level definition s (or Undo to reset) . Then click Don e to close the dialog.

[@Note : Wheneve r change s are mad e to the grad e settings, Refresh Statistic s must be
run to updat e tallies.

Step 4 - Import and save the master schedule

If your maste r schedul e for the previou s year was rolle d (copied ) to the curren t futur e track
durin g the New Year Initializatio n proces s it will be the defaul t maste r schedul e for that
futur e track . At this stage, the rolle d maste r schedul e exist s in the core SIS2000+
schedulin g applications , specificall y the Master Schedul e Editor, and will be overwritte n by
any new maste r schedule s that will be built in the Builder and exporte d to the Master
Schedul e Editor . Therefor e it is a good idea to save the rolle d maste r befor e going any
further . This is done by first using the Master Builde r to creat e a definitio n for the rolled
maste r schedul e (whic h you should have done previously ) and the n importin g it into the
Maste r Schedul e Builde r Assistan t for safekeeping . The Master Schedul e Editor application
does not have the capabilit y of savin g differen t version s of a maste r schedul e wherea s the
USOE Aspire Scheduling with Master Builder
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Maste r Builde r does. You may not be plannin g to use this schedule ; we are just archivin g it
for safe keepin g and futur e reference.
Prerequisites to import

1. Meetin g pattern s must have been create d that will cover all possibl e meeting
pattern s of the maste r schedul e to be imported.

2. Set Grades must be completed . The curren t grade s level s set will apply to all working
schedules in the Builder.

Import procedure

1. Click on the Import Master Schedul e link in the Master Builder main menu. This
action opens the 6 | mp dMaster Schedu le6dialog. Two read-only field s at the top
show the current School and Track that are logge d on.

Import Master Schedule

School: l i High Sohoal
Track:: fraoy oz (20002 =]
Waorking Schedule:  Cork HS - Last Year's Sched (2) Z’
Import I Cancsl |
2. Select the targe t definition . In the Workin g Schedul e field select the master

schedul e definitio n that you create d to contai n the rolle d master.

3. Click on the Impor t comman d butto n to execut e the impor t process. This may take
a few moment s to complete.

Check Tally

Imported , rolled maste r schedule s are normall y used for referenc e and analysi s purposes
only . However , in order for your importe d maste r schedul e to display accurat e data it is
very importan t that the Master Builde r has the define d meetin g pattern s necessar y to
accommodat e all possibl e meetin g pattern s of the importe d schedule . Otherwise , some
cours e section s will not get placed on import and the Balance Summar y will be incorrect
(See 6 Ma g tSeéhedul e Construction 0 for details.)

Verify your data by checkin g the Tally as follows:

Open the Assistan t screen (click on Build Master Schedul e link on the Master Builde r Main
Menu) . Look at the 6 Co & rOffering s and Tally Information 6 sub-screen. Compar e the
value s in the Section colum n with the Values in the Don e colum n for all course s in the list.
The Sec valu e is the numbe r of section s offere d for the course; the Don e colum n is the
numbe r of section s placed in the Master Schedule . These value s shoul d be the same.
When ther e is a match , the cells in both column s will be dark gray . |If there are
discrepancie s in these values, it means that ther e is one or mor e missin g meetin g patter n
definitions . Track down thes e missin g definition s and add them to the Master Builder.
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Course Offeringz and Tally Information

Course Description

39A00CRTI Topics in Mrktg/Adver AB 2081, A4 1| 35

22515ELD.| English 9 AB (P} 0ot 1 1 35

22512ELD. | English 10 AB (P 1 1 1, 35 - .

44603ELD p.lngnhr:- e ﬂln:\:l £1 1 1| 35| Disorepandes indicats
missing meeting

11030.G P TheSecsand Dome — pigal o1 pattern definitions in

11030.B  |PE carne on an imp arted, B111 1 1| 35| the Master Builder.

22515LT  |En| rolled master schedule,  pl21 2 2| 35

2251350 | Enghsh 1T AB (F) 131 2 2 ﬁ/f

11017 0.5, Physical Ed &R 3141 3 17 ag

22056 English 9 II (MG) AB 3151 2 z| a3y

35001 AG Science 148 361 2 2| 74

44611 Stats & Prob AB (P) 3171 z2 z2 %5

6690950 | World History AB (P) 3181 1 0¥ 35

22502.0 Coll Crp & Am Lit (P) AB 3191 z2 2 35

22021.B English Lab AB 3201 z 2 35

2251250 | English 10 AB (P) 3211 z 2 35

11025 PE Adventure AB 3221 z2 2| 35

courses the color codes indicate the section count status.

0 10

Number of section s placed equal s the number of section s
assigne d (Secs). The Don e cell turns dark gray .

Main Master S —
Schedule Builder 0 _ ) .
Assistant 1 © Numbe r of section s placed is less than the number of section s
ssistan assigned. The Don e cell displays yellow .
AfDoneodo Col Sfema
21
Color codes. . ~ Numbe r of section s placed is mor e than the number of section s

assigne d. The Don e cell tur ns pink.

build proces s we strongl y suggest correctin g the numbe r of sections.

The number of sections that have already

This field control s the Balance Summary . If ther e is a pink cell durin g the

Master Schedule Construction

Introduction

The numbe r one objectiv e in buildin g a qualit y maste r schedul e to accommodat e the
needs of the students , that is, to give every studen t the course s they need. In this
sense it could be said that the design of the maste r schedul e is primaril y drive n by
studen t course requests.

In the real world , however , this objectiv e will have to be reconcile d with a variet y of
constraint s on school resources , such as teache r availability , teache r preferences |,
available classrooms , classroo m size and functionality , schedulin g rules, etc. Thus the
master schedul e inevitabl y become s a big puzzle of numbers . The goal is to devise a
master schedul e that accommodate s all studen t cours e request s with no schedul e
conflict s and perfec t sectio n balanc e (numbe r of student s distribute d evenly across all
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sections).

The Master Schedul e Builde r Assistan t applicatio n provide s a compute r-assiste d metho d
to achiev e thes e goals.

Launch the Assistant

Up to this point all of the prerequisit e procedures , analysis , and set up tasks were only
in preparatio n for buildin g the actua | maste r schedule . The purpos e of all those steps
is to brin g togethe r all the data that will be neede d for compute r assiste d building . The
core of the Master Schedul e Builde r Assistan t applicatio n is the Assistan t screen itself ,
whic h is a workspac e consistin g of six sub-screens. This is wher e the user actuall y

build s a master schedule . The sub-screens display the data that was prepare d and
serv e as interactive tools in the buildin g process.

1. Log on to the targe t school/track.

2. Open the Master Builde r applicatio n from the SIS2000 + Schedulin g> Mass Scheduling
Menu

& Possible error message:

Unable to launch Master Builder Ed

0 No Student Courss Requests are presant for the cutrent track.

The targe t track must have at least one cours e request entere d in the Course Request Editor in order for the
Maste r Builde r applicatio n to launch.

3. Befor e launchin g the Assistan t screen, click on the Refresh Statistic s link under the
Assistan t colum n on the main menu. In the screen that appears, click on the
Process butto n to refres h data (or Cancel to abort) . The Maste r Builde r work s with
an internal course request tally and conflic t matri x that is built by using the Refresh
Statistics function . This proces s must be run to assure change s to cour se request s are
represented in the Master Builde r screens.

Note : Only primar y cours e request s will be importe d into the Maste r
Builder. Alternat e cours e request s are ignored.

Refresh Statistics |

Touhave indicated that vou want to recalculate
the tally, conflict and balance information for the

working schedule, This should be done when
changes have been made to the student Cancel |
requests or grade |levels,

This process may take several minutes to
complete. To continue, click "Process’;
othermise, click "Cancel,

USOE Aspire Scheduling with Master Builder
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When the proces s is complet e a confirmatio n messag e will appear.

MstrBldr

Al information has been calculated,

Click OK to exit Refresh procedure

main menu . You may also select a defaul t course to work with in the Curren t

Cours e screen

5. Launch the Assistan t screen by clickin g on the Build Master Schedul e link in the

main menu.

Select a Maste r Schedul e definitio n in Workin g Schedul e field the toolbar on the

Note : The Build Master Schedule link will be enable d only when the setup

steps have been complete d properly . If the link is gray it cannot be executed . In
this case go back and check that you have complete d all require d setup task s
carrectly.

Screen Layout and Functionality

Mastes Balder Codt Magh Schosd - T 300 N2

Course Offemngs wad Lally Infstmation
e _la 1o 1o lgle 1V W IV & ¥ T ]

Charmoost W ook iowp 54 bt

Curk HS - First Test (1)

QTouter Xeyboardng 3
| Business Math 1
| Busarmss Math 2

+

i

B0@m080a ol
sceooaso

[ = e
Meot Time | Teacher

| koo
Yorm | > Meating: | =

Filter Critoria:
Teum

Current Course [Accomnting 1 (VOR1)

£ Only yebectad \erm

use, 1alect the deaved tarm -
deoys sod the, v

@ Only snlgcted doy codes

Lol TR O e

Sampl e Assistan t workspac e with no course s yet scheduled

The followin g are legend s for each of the six sub-screens:

Current Working Schedule sub-screen
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A read -only screen in the upper right that display s the nam e of the curren t
working schedule . It also provide s a link to go back to the main menu.

Current Working Schedule

| Ridgemont 2002 (1)

|L Return To Menu_ ||

Course Offerings and Tally Information sub-screen

This is a list of all course s that have course request s in the current track . It is
essentiall y a Course Request Tally with other relevan t data included . This
screen control s the buildin g of the maste r schedule . Courses to be placed are
selecte d by pointin g and clickin g on the course you desire in this sub-screen.

You will want to sort this screen to help you with your 6 Or rdod Placing Sect i ons 6
durin g the build process. Any colum n can be used as a primar y sortin g field for

the list by clickin g on the arrow graphi ¢ abov e the colum n header . The sortin g

directions are fixed to be eithe r ascendin g (up arrow ) or descendin g (dow n arrow )
depending on the field selected . The arrow graphi ¢ of the curren t primar y sortin g

field will be highlighte d in dark blue.

When enterin g the Assistan t screen, the progra m will select the next sequential
cours e from wher e you left off last tim e in the applicatio n unless you have
selected anothe r defaul t course

Current primary sort field: ascending
alphabetical by course Description.

.4-"""-,‘-
9
4460550 Algebra CD (F) i §:—=0} 0
44605 Algebra COP) 3| S0L 01 1051 0 100/ 0|
66401 American Gov A (P) | 541 0 381 0} [ e o e Y ) )
6640150 | American Gov A (P) (491 0| 3siio] ol st ol el o[ ins| o
D.| American Gov A (P) edr L) 3 ) N T ) ) e
664010 | American Gov A (P) e 0 U0l op 72 0P ol ojnval of
BE40IRSP American Gov A (P) 11931 of asiio] ol oftvol ol o
98020 {American Sign Lang AB 13301} @ 2010 40, 29! O 12 7l 30 0
SS701CRTy Anat & Phys AB (P) 3zL 0 3spuol o4l of o] ol 4l of
55701CRTI Anat & Phys AB (P) 1521 0| 0 0 3 0 0 | 0]
Anat & Phys AB (P) 0 0 0f 107, ol 0 0
404 | AP Amer Gov A (HP) 0 sl ol o op ol ol 2l o
66402 AP Amer Hist AB (HP). {_3siiol  of of ol s 88 0
85702 | AP Biology AB (HP) (3641 ) I s Y ) Y
@606 | AP Calculus AB (HP) 13361 1 o ol25i ofi 0| of-2s| of
S5703 AP Chemistry AB (HP) 13971 2 0| 0j733 o
22805 Ap Englsh Cmp AB (W) [as0n. 2| CuTent Course selected [ Foi [ Fp o)
BES03 AP Euro Mist AB (HP) assti 2000l 38000 olndsl oliugl 4slim2l ol
Legend:
Column Description
Course Cours e I D number : As it appear s in the Distric t Course s database.
Description Cours e Description : As it appear s in the Distric t Course s database.
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Prty

Priorit y Rating : A syste m-generate d numbe r to rate a priorit y for
schedulin g a course from the point of view of the Studen t Loader
application . Lowest numbe r is highes t priority . You will most likely not
use this priority.

Secs

Sections : Numbe r of section s assigne d to this course . These values
wer e manuall y entere d in the Track Course Selectio n application, based
on the numbe r of cours e request s for each cours e offere d vs. staffin g
allocations . It is essentia | for thes e number s to be correct for the
applicatio n to give you maximu m assistance . If a valu e is not correct
you must retur n to the Track Course Selectio n application

and correc't it.

Done

The numbe r of section s that have alread y been schedule d or 6 pl ac e
for the course.

1] 10

When the numbe r of section s placed equal s the number of
section s assigne d (Secs ) the Don e cell will turn dark gray .

1]

L)

If the numbe r of section s placed is less than the number of
section s assigned , the Don e cell will display as yellow .

4=

2 . .

B = If the numbe r of section s placed is mor e than the number of
section s assigne d the Don e cell will tur n pink. This field

control s the Balance Summary .

If ther e is a pink cell durin g the
buil d proces s we strongl y suggest correctin g the numbe r of
sections.

Cap

Capacity : The defaul t capacity of a cours e section , as entere d in the
Distric t Course s application . This value can be overridde n in each

sectio n place d durin g the constructio n of the maste r schedule . The valu e
displaye d here serve s only as a default.

Teachin g Assistants : The default numbe r of teachin g assistants
assigne d to a course section. This value can be overridde n in each
sectio n place d durin g the constructio n of the maste r schedule.

Avall

Available : The tota | numbe r of seats that have been placed in the
current master schedule . (This numbe r is the tally of the Cap values in
the Schedul e sub-screen for that course.)

Reqs

Cours e Requests : The tota | numbe r of primar y request s for this
course.

9-10-11-12

Cours e Request s by Grad e Level : The numbe r of request s for this
cour se broke n down by grad e level. Grade level s shown are customizabl e
in the setu p procedure.

Oth

Cours e Request s by Othe r Grad e Level : The combine d tota | of
request s for this course from grad e levels other than the grades
shown in the first four columns . Unless intentional , this column
should be blank.
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Schedule sub-screen

This screen itemize s the section s alread y placed for the selecte d course. It also
contain s comman d button s for updatin g cours e section s (Add, Delete , Edit) and
showin g attribute s of schedule d sections , plus two dril I-down utilitie s for displaying
the name s of student s who are requestin g the Current Course.

Schedule
Find Gombos I S i

Current Course: [Algebra CD (P) (44605)

Sec Trm Meeting Room Cap TA Team
0000123) BO1 35 i1

__[RONZAT 540000161) BHS |35 |

_|RITTER, Nicole (100000458)|E0S |35

=

Sampl e sectio n informatio n for Algebr a CD (P) (44605)

Attribute s of the schedule d cours e section s for the Current Course are displayed
in a grid as follows:

Sec = Sectio n number

Trm = Term code

Meetin g = Meetin g patter n code

Teache r = facult y membe r assigne d to teach section
Room = Room number

Cap = Sectio n capacity

TA = Numbe r of teachin g assistant s assigne d to section
Team = Teachin g team assigne d to this section

The Find Combo s comman d butto n opens a dialog screen with four lines. This is
a tool for analyzin g up to four-way potentia | schedulin g conflicts . Here the user
can retriev e a list of student s who have up to four course requests in common.
Enter the Course Code number s or select a Course Name for two or more courses .
Then click on the Sho w butto n to see an itemize d list of the students requestin g
the combinatio n of thos e courses . Click Reset to clear all field s and start over.
Click Retur n to close the dialog and go back to the Schedul e sub- screen.

Combo Requests [ X

Course Code Course Name Student List 7 Students

1: |44602 |algebra 148 (P) 2|
MOHLER, GILBERT (067543)
GARCIA, JENNY (S40003344) 11

2. |78202 |art 148 (Q) = ADAIR, EDWARD (079900) 10
ADAIR, EDWARD (079900) 10

3: | |< None Selected > *] |EDWARDS, WALID (079220) 10
YA&NG, TIMOTHY REY (510001353)
ZUNIGA, PAQUETTA (540003428

S| |< None Selected > =] (

Reset | Return I
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The Show Request s comman d butto n is anothe r handy schedulin g utility . This
comman d display s an itemize d list of all student s who have requeste d the Current
Course . Click on the plus or minu s signh beside each st u d & mamé to expand or
contrac t a sub list of the other course s that studen t has requested.

Course Requests - Algebra CD (P) (44605) E3

Student

B ADAMS, CHRISTOPHER (061013)

ALLEN, SHANNAN {104893) 12

B ASHLEY, SHADY {063645) 12 i
(R9081) Careers. hildren
(R9081) Careers With Children
(22513) English 11 AB (P)
(98812) Spanish 2A8 (P)
(98812) Spanish 2AB (P) _
(66408) U.S. History AB (P)
(66408) U.S. History AB (P)

ASKEW, MICHAEL (066522) 12

B AVILA, LEON (109827) 12

BARAJAS, JANA (105963) 12

[ BERA, ANTONIO {128440) 12

BOSWORTH, DANIEL (078057) 12

B BULCOCK, ERIC (066697) 12

B CALDWELL, AMBER (078217) 12

@ CARVER, JOHN (133606) 12

CHANNITA, STEVIE (134132) 12

B COLE, BAI (061786) 12

COLLINS, JONATHAN (066043) 12

@B COTTRELL, JAMIE (076276) 12

CRAWFORD ISAAC, JOSEPH 12

CRESPOQ, TRISHA (070642) 12

CRILLY, ERIN (081718) 12

B CROCKFORD, ANDREW (065850) 12

DIRLAM, CORTNEY (140612) 12

@ DOUANGPHOUXAY, NIDA (071164) |12 -

Return I

Sampl e Show Request s query

Conflict Summary sub-screen

This screen is used for analysi s whe n placin g singleto n and doubleto n courses. It shows
the numbe r of student s in commo n for the Current Course to be placed and all course s
previousl y placed in the maste r schedule . This table is used to 1) place singleto n and
doubleto n course s withou t conflict s and 2) isolat e dovetai | conditi ons

for less than full duratio n term and day courses . For detaile d instructions , see 6 Us itmeg
Conflict Summar y for Analysis 6later in this document.
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Conflict Summary l

Per Sgl Dbl Oth Total Wght 3
1 27 0 0 27 27
z 1 0] ] 1 1
3 0 0 g 3 n]
4 o ] 3 3 a
5 0 0 0 n] n]
o] o o 13 13 a
7 0 0 0 n] n]
= 17 4 a 21 149

Balance Summary sub-screen

A good maste r schedul e will have an even distributio n of schedule d student s per period .
The Balanc e Summar y screen helps you do this. It is used for analysi s when placin g

mult i- sectione d course s in the maste r schedule . It display s the numbe r of student s
alread y virtuall y placed in the maste r schedul e by grad e level for a given period , term(s) ,
and/o r day(s) . The Target row at the top shows the total numbe r of student s pre-
registere d per grad e level. For mor e details , see ¢ U sgi tme Balance Summar y for

Anal ysi sbd.

Balance Summary

Per Fctr® Total 9

Trg | 100.0) 2053 o] e30] e61] 7ez[ 0

1 L e

z 11l 33 o o of 33 o

3 P e

4 11l zz| o of 1] = o

5 .0 | L

£ g3 o6l o a3 eel 27 o

7 0 T I R

Resources sub-screen

This screen has two main functions:

1. It is used to place a section in the maste r schedul e and/o r assign resource s to
section s (faculty , room numbers , etc.).

2. It provide s parameter s for filterin g the data displaye d in the Conflct Summary and
Balanc e Summary.

There are four tabs in the Resource s sub-screen:

Meet Time tab

Resources

Meet Time IIeacher |goom ISgction | STV I Qoncel]

CO o Sl e —

Filter Criteria:

[~ Term
; The tarm and cycle day filters
USOR Aspire Schedul || & only selected term affect the information displayed
" Overlapping selected term {in the conflict and balance displays.
" Excluding selectad tarm 22

B ——rr—— - [To use, select the desired term
) and/or days and the option
| chaice for each, then click Apply.




Term code and meetin g tim e for the curren t cours e sectio n are assigne d here. Term
and cycle day Filter Criteri a for the Conflict Summar y and Balanc e Summary can be
applie d also.

Teacher tab

Meet Time  Teacher lgoom | Section | ove | | gancel l
LCEFEIEEIE ACON, Ted (100000460, Taam: [r. None > E]
0 D ptio 0 3 ROO
44602 1 Algebra 148 (P) HYL |1 Daily EO03
55710 {1 |Chemistry AB (P) HYL |6 |80z

The teache r and team for the curren t cours e section are assigne d here.
The grid shows the all the cours e section s that the selecte d teache r is assigne d to.

[C=" Note : When ther e is no teache r selecte d in the Teache r field, the grid will
display a list of ALL placed cours e section s that do not have teache r assignments.

Room tab

Mest Time IIeecher Room 'Sgctjoh | Fisad l__gancel |

Trm |[Meeting [Faculty
BACON, Ted (100

The room numbe r for the curren t cours e sectio n is assigne d here.
The grid shows all the cours e section s that have been schedule d to the selecte d room.

Section tab
Meet Time | Teacher | Room section | e | _gencel |
USOE Aspire Scheduli Number: |1! Capacity: |zs

TA's: |1

P e e e



The sectio n number , capacity , and T Asbare assigne d to the curren t cours e section.

Thi s sectio n is schedule d fro m studen t requests
This check box sets the fi $ scheduled 0 flag in the Master Schedule.

Schedule d conflict s involvin g thi s sectio n are allowed
This check box sets the fi Co ntf OKodlag in the Master Schedule.

Scheduling Sections

Order of Placing Sections

The order in which you place section s in the maste r schedul e has the biggest impact on
your success. The order of placin g section s varie s from school to school. The recommended
order for a traditiona | high school would be as follows:

© XN A bR

[
N B O

13.

14.

15.

Constraint s (course s which have no schedulin g flexibilit y per school policy)
All block singletons

All block doubletons

Senior singleton s (wit h the highes t percentag e of senior s first)

Junior singleton s (wit h the highes t percentag e of junior s first)

Sophomor e singleton s (wit h the highes t percentag e of sophomore s first)
Freshma n singleton s (wit h the highes t percentag e of freshma n first)
Senior doubleton s (etc. as above)

Junior doubletons

. Sophomor e doubletons
. Freshma n double tons
. Senior three -section courses > four -section course s > five - sectio n courses, etc. until

the senior schedul e is built and balanced.

Junior three -sectio n course s > four-section course s > five - sectio n courses, etc. until
the junio r schedul e is built and balanced.

Sophomor e three -sectio n course s > four-section course s > five - sectio n courses, etc.

unti | the sophomor e schedul e is built and balanced.

Freshma n three -section courses > four -sectio n course s > five - sectio n courses , etc.
unti | the freshma n schedul e is built and balanced.
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Placing Sections

1.

6.

Identif y your order of placin g section s and sort the Course Offering s and Tally
Informatio n in such a way that will allow you to move down the list of course s in
the most expedient manner.

Select the course you wish to place next.

If placin g a singleto n or doubleto n course use the Conflict Summar y screen
to determin e the best placemen t of the course/section(s).

If placin g a mult i- sectio n course, use the Balance Summar y to select the
best placemen t of the course/sect ion(s).

Place the section in the maste r schedule.

Click the Add Sectio n butto n in the Schedul e sub-screen. The cours e will

appear in the schedul e list.

In the Resource s sub-screen, enter the term and meetin g patter n in the 6 Me e t
Time 6tab and enter the capacity and TAs inthe 6 Se mtTiaob 6 .

The teache r and room numbe r can also be assigne d at this time or at a later time
(Ofte n departmen t chairperson s assign facult y afte r the maste r schedul e

has been completed.)

Save

Continu e to place section s as describe d abov e in the order of priorit y appropriat e
for you.

Using the Conflict Summary for analysis

As section s are placed, the Conflict Summar y screen display s the tota | numbe r of
students who will be in conflict per perio d if the Current Course sectio n is placed in that

slot.

Conflict Summary !

Per Sgl Dbl Oth Total Wqght S
1 27 0 0 27 27
2 1 0 0 1 1
3 0 0 g g 1]
4 0 0 3 3 1]
5 0 0 0 1] 1]
= 0 o 13 13 1]
7 0 0 0 1] 1]
g 17 4 0 21 19
Per Period
Sql Singleto n potentia | conflict s by period.
Dbl Doubleto n potentia | conflict s by period.
Other Mult i- sectio n course s potentia | conflict s per period.
Total Total potentia | conflict s per period.
Wght Weight value = numbe r of singleto n conflict s plus
half of the doubleto n conflict s per period.
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This data is used for analysi s whe n buildin g a schedule , as follows:

Place Singleton Sections:

Singleto n section s should be placed in the maste r schedul e with no head -to- head
conflict s with othe r singleton s or doubleton s (if possible) . The best placemen t for a
singleto n sectio n is wher e ther e are no singleto n or doubleto n conflict s for that period.
If this is not possible , place the sectio n wher e ther e are no singleto n conflicts , and very
few doubleto n conflicts.

If you are placin g a block class (meet s for more than one period) , you will be lookin g for
conflic t-fre e consecutiv e periods.

When placin g alternatin g day classes, you want to place them conflict free and take
advantag e of any dovetailin g opportunitie s that may exist. The followin g technique s will
help you accomplis h thes e objectives:

Use Filter Criteria for tracks with more than one cycle day

The resource s sub-screen allows the user to filte r the Conflict Summar y Screen and
the Balanc e Summar y Screen. For track s with mor e than one cycle day, check for
conflict s by settin g the Filter Criteri a for one cycle day at a time . Select the Only
selecte d day code s radio butto n and then enter the target cycle day code in the
Day s field (cycl e day codes are define d in the Track Editor) . This will identif y all
potentia | conflict s with placin g that section.

Resources

Meet Time iIeacher iﬂu:u:urn i Sed

Terrm: !HYL:Year Lang - High S__:] rMeet

-Filter Criteria:

mTerm b
v anly selected term Zﬁz
 overlapping selected term in tF
" Excluding selected term

i To L

and,
ﬁﬁ choi
f* only selected day codes Day
{ overlapping selected day codes of o
" Excluding selected day codes COrm

Sampl e cycle day filtering

Look for dovetailin g using the Day s criteri a field by settin g your day patter n to the
opposit e day(s) you inten d to place your section . For example , in a 2-cycle day
track , if you want to place the section on day two, enter the code for day one in the
Day s field and select the Only selecte d day code s radio button . This will show
conflict s (dovetail s in this case) with any section that meets only on day one. These
conflict s are potentia | dovetail s if you place your section on day two. If those
dovetailin g period s were conflict free when you checke d conflict s using Only

selecte d day code s option for the day(s) you want to place the section, you have
found a good slot for that section.
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Dovetailing Semesters

Alway s use the Filter Criteri a for Term to search for any dovetailin g opportunities
They are ofte n so few and far between . Select a target term in the Term field, then
use the radio button s to exclud e or includ e the term in the conflict data output.
When placin g semeste r classes, search the screen for conflict s one semester , but not
the other . If at all possible, you want to place the semeste r section s in the same
period , but the opposit e semeste r of the conflict . You must creat e thes e semester
flow situation s for your Master Schedul e to work well.

Place Doubleton Sections:

Doubleto n section s placemen t logic is identica | to singleto n placement , but you are
placin g two sections . Therefore , search for two period s with no singleto n or doubleton
conflicts . If this is not possible , locat e the two period s with no singleto n conflict s and
the fewest doubleto n conflicts.

If you are placin g a block class search for two consecutiv e period block s that have no
conflict s wit h singleton s or doubletons.

Again, please remembe r to set the Day Filter Criteri a in the Resource s screen to check
conflict s if you are placin g an alternatin g day class. And as wit h singletons , keep
searchin g for thos e dovetailin g section s with the day patter n function . These are periods
that show conflict s on the alternat e days only.

When placin g semeste r classes, you must search out the semeste r cours e dovetail
situations . These will be ident ified on the screen wher e ther e are conflict s one
semester , but not the other . If at all possible , you want to place the semeste r sections
the same period , but the opposit e semeste r from the semeste r conflicts . These become
semeste r dovetai | situations , not conflicts . Use the Term Filter Criteri a to analyz e these
placements.

Place Alternating-Day Multiple-Section Classes:

Overal | balanc e and dovetailin g in the Master Schedul e are largel y controlle d by the
placemen t of the multipl e-section courses. As with singleton s and doubletons , you must
creat e alternating -day class flow for the student s to schedul e properly . We do not
conflic t check alternating -day multipl e-sectio n classes to identif y conflicts . We conflic t-
check them to locat e the dovetailin g oppor tunities . When conflict s are locate d on one
day but not the other, we know we have commo n student s and must schedul e the

curren t class the opposit e day(s ) for the student s to schedule . Dovetai | periods/days can
be identifie d in the Builde r by displayin g conflict s for alternatin g days, and comparin g the
totals . Place the multipl e-section classes in the same period but the opposit e day(s) as
the conflicts . To select the day(s) you wish to conflict check, set the Day Filter Criteri a
in the Resource s screen.

Using the Weighted Summary

The Weighte d Summar y colum n (Wght ) display s the numbe r of conflict s per period
weighte d by the numbe r of section s offere d for each cours e for singleton s and
doubleton s only. This colum n simply divide s the numbe r of potentia | conflict s for
singleton s and doubleton s by the numbe r of section s and then total s the conflict s for
that period . The resultin g figur e will be displaye d in the Wght column.

Using the Conflicting Sections drill-down utility

When placin g a singleto n or doubl eton cours e section , if ther e are no conflic t-free
periods , you must mak e a decisio n whethe r the conflict will be accepted , or an attempt
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will be mad e to mov e the conflictin g section . In either case, you must identif y the
section s that are conflictin g to make that decision . The Schedule d Conflict s screen
display s the individua | section s that mak e up the total numbe r of conflict s for a target

perio d in the Conflict Summar y screen. The student s in conflict for a particula r section
can also be displaye d as a subset of that sectio n listing.

Scheduled Conticts - Perod 1

[ (44602) Algabra 148 (P) 117 HYL |1 Daity |BACON, Ted (100000460) |
B (225138D0) English 11 AB (P) |6 p | HYL |1 Daily |Unsssigned, (~)

HER, ROBERTO 12
VANG, MYPANG 12
VANG, YUMIKO 12
VUE, ANTONIO

XIONG, PENG

@ (22519) Journalism AB(P) 13 {1 IM¥L 11 Dady ACTIS, den (1

@ (11030.G) PE Core A (YEL) 13 13 1 Daily | ACTIS, Jvn (100000673) |

Meeting time code of

partner section displayed
for doubletons only.

Expanded subset of
students in conflict for
selected section.

Return

This Schedule d Section s screen is activate d by i d r igldbwin® in the Conflict Summary

screen. To open it, double click on the cell for the targe t perio d in a singleto n or
doubleto n column.

Cours e section s wit h reques ts in conflic t will be liste d from highest to lowest accordin g to
the numbe r of student s in conflict (Cnfl ). Essentia |l sectio n attribute s will be listed . In
cases of conflictin g doubleto n courses, wher e both section s have been placed, section in
conflic t will be displaye d as a primar y entry in the listin g and the meetin g tim e code of
the othe r placed section will be displaye d in the Partne r field for reference.

To see the student s in conflic t for a particula r section , expan d the display by clickin g on
the plus (+) butto n to the left of a section entry . Use the minus (-) butto n to close the
studen t subset. Click Retur n to close the Schedule d Section s screen when finished.

Using the Balance Summary for analysis

Singleto n and doubleto n class placemen t is primaril y based on conflic t avoidance . Overall
schedul e balanc e is of littl e concer n whe n placin g singleton s and doubletons . Multi- section
class placemen t should be largel y drive n by schedul e balance . The Balance Summar y sub-
screen comes into play here. Schedul e balanc e mean s that we have a balanc e of seats
(based on the pre-registratio n data) across the day for each grad e level. This balanc e is
best calculate d and monitore d by totalin g by grad e level the virtuall y schedule d student s in
a given period . The total by grad e level should be relativel y close across all period s of the
day. A low total would indicat e potentiall y too few section s wer e offere d for that grad e level

for that period . A high tota |l could indicat e too many section s are offere d for that grade
level for that period.
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Per Fctrto Total 9O

Trg | 100.0| 2053 0| 630| 661| 762 0

1 2.7 79 0] 16 g 55 0

2 1.1 33 0 1] 1] 33 0

3 2.3 41 0] 2 15 26 0

4 1.1 3z 0 1] 1 31 0

= fu| 0 0] 1] 1] ] 0

& 8.3 95 0 3 =1 27 0

7 0 alelianlelnlad =l

Trg Targe t row . The first row shows the total numbe r of

student s pre-registere d for all grad e level s and for each
grad e level. Use this as a guid e to interpre t the
balance value s in the lines below.

Per Period

Factr% This statisti ¢ is calculate d by using the grade - level

proportio n of the course to be placed in conjunctio n with
the student s (by grad e level) who have alread y been placed
(6vi ytswaleld y lineech period.

Total Total numbe r of student s virtuall y schedule d per period in
all grade levels.

9-10-11-12 Total numbe r of student s virtuall y schedule d in each grade
level per period

Oth Total numbe r of student s virtuall y schedule d in other grade
level s combine d per period.

To accomplis h the best overal | maste r Schedul e balance , sectio n placemen t for mult i- section
classes shoul d be prioritize d by the period that has the lowest total averag e sectio n size by
grad e level. These runnin g total s are displaye d with the Balance Summar y sub-screen. In
the process, every attempt should be made to adher e to the followin g balanc e rules:

Select Filter Criteria (in Resources sub-screen)

VERY IMPORTAN T NOTE: Alway s Select One Term and One Day in the Cycle with
i Over | g peectad 0 checked A Oafor both:

Tallyin g mor e than one term or day in the cycle could produc e inflate d numbers . As an
example , if you are a two day cycle and student s take one course on day one and
anothe r cours e on day two, the tally for this perio d will be doubled.

Therefore, always set the Day Filter Criteria to a selected term and day in the
cycle, with 6 0Over| ap®elnec ttermed on before analyzing the Balance
Summary . Unless ther e is an overridin g circumstance , it would probabl y be best to
alway s set the Day Filter Criteri a to the first day in the cycle,and the term to the first
term in the school year.

A tru e readin g of maste r schedul e balanc e woul d best be accomplishe d by checkin g the
Balanc e Summar y for each and every day in the cycle independently . However , if you

have done a good job of dovetaili ng the alternatin g day classes, the number s should be
relativel y close. The emphasi s is on dovetailin g and settin g the Day Filter Criteri a to the
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first day in the cycle, checkin g only that day for overal | balance.
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Make Every Attempt to Place the Section in the Period with the Lowest Number of Students
Displayed for the Grade Level Class being Placed:

Mult i- sectio n classe s are placed in the schedul e by grad e level to balanc e one grad e at a
time . If you are placin g a senior sectio n (predominan t grad e in cour se reques t count),
you can primaril y check the senior tally on the Balance Summar y screen. There may be
junior s and sophomore s in the class being placed, thoug h we concer n ourselves primaril y
wit h balancin g one grad e level at a time, you can use the weigh ted balance colum n to
give you a weighte d (by grad e level ratio ) balanc e indicator . Again you are lookin g for
the low number . Junior mult i-sectio n classes will be placed after senior classes, and will
furthe r correct junio r balanc e at that time, and so on with lower grade level classes.

Never Place Two Sections of a Course During the Same Time Slot:

It is not good practic e to schedul e two section s of a cours e meetin g at the same time
unles s ther e are overridin g circumstances . For example:

The classes in questio n will be team taught
There are mor e section s of the cours e than period s of the day

Every attemp t should be made to place the first sectio n of a mult i- sectio n cours e in the
period with the lowest total , the second in the second lowest, and so forth . Even though
the lowest perio d might be thre e of four section s wort h of student s lower than the
second lowest, don't doubl e up unless absolutel y necessary.

Skip a Period if Placement Doesn't Happen Easily:

If you are early in mult i- sectio n placemen t for a grad e level and the teacher or room is
alread y schedule d in the preferre d period , skip that period and go to the next lowest
period . It is best to never mov e a singleto n or doubleto n to place a mult i- sectio n course
for balanc e purposes . However , if you feel you must, go back and follo w the
singleton/doubleto n placemen t rules. |If ther e are no conflicts , they can be moved.

If you have only a few course s left to place for the current grad e level, and drastic
imbalanc e still appears, you may need to mov e other section s to mak e the current
sectio n fit.

Use the Factor Percentage

The Balanc e Summar y grid calculate s a statisti ¢ (called the 6 f acpger cenj} thafe 6
indicate s to the user wher e best to place a section of a mult i-section course that is a
crossove r. Each tim e you select a cours e for placement , the Fctr%  statisti ¢ changes.
This statisti ¢ is calculate d using the grade -level proportio n of student s who have already
been placed ( 6 vi rytswehleld Y lineehdh perio d and the grade -level proportio n of
students who have a request for the selecte d course. The Fctr% statisti ¢ calculates
proportion s by grad e level, thus weightin g the statisti ¢ that is displaye d in the grid. For
the maximu m positiv e balanc e impact on the maste r schedule , the sectio n shoul d be
placed in the perio d wher e the facto r percentag e is the lowest.

Exporting A Master Schedule

Master schedule s store d in the Master Builde r are only workin g version s of schedules .
When a suitabl e schedul e is designe d for the targe t futur e trac k you must export that
schedul e to the Master Schedul e application . It will then become the 6 a ¢ tdmast r
schedul e for that trac k so that student s can be scheduled , or 61 o a dietd @& using the
variou s other schedulin g applications.
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Discussion

There is no tie between the maste r schedul e you will be loadin g and the maste r schedule
you just create d using the Master Schedul e Builde r Assistan t (othe r than the fact that you
did expor t it from the Builder) . Once it is exported , ther e is no tie betwee n the two.
Therefo re, if you mak e a change in the maste r schedul e and you thin k you might want to
go back to the Builder , you must either:

1. Make the same chang e in the Builder , or
2. Re-impor t the maste r you previousl y exported.

In a high school setting , | would build the mast er schedul e via the Master Schedul e
Builder Assistan t withou t facult y or rooms . This would assure | built the schedul e based
on conflict resolutio n and balance . | would export the master , load and evaluat e the
results , make change s in the Builde r Assistan t, re-export , etc. | would stay in this cycle
unti| | felt | had the best possibl e maste r schedule . | would then have the departmen t
head s staf f the schedule . | would use the Builde r Assistant to enter teacher s and room
(muc h faste r than Maste r Schedul e Editor) , re-export , and reload as the final load.

Export Steps:

When you export a maste r schedul e from the Builde r Assistant into the Master
Schedule Editor , the old maste r schedul e and all associate d studen t schedule s will be
deleted. Therefore , mak e sure you are exportin g into the proper track. The Export
applicatio n will not delet e a schedul e wher e studen t attendanc e has been taken.

1. Log on to the school and trac k that is to receiv e the new schedule.

2. Launch the Master Builde r and click on the Export Mas ter _Schedul e link on
the main menu.

3. In the Master Builde r Export dialo g that appears , select the name of the
working schedul e to export.

Master Builder Export

School: |'» igermont High Sehot

Track: [ 419 0102 (a1a/200 _v_I

Working Schedule: |[PNEELEERES,

Export for Loadar I Cancal |

4. Execute the export by clickin g on the Export for Loader comman d butto n (or
Cancel to abort)

5. The exportin g will take a minut e or so followe d by a confirmatio n messag e when
it is finished.

6. Click OK on the confirmatio n messag e to conclud e the export process.

Important follow up procedures

1. Run Student Loader
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Run the Studen t Schedul e Loader applicatio n against the new maste r
schedule . If necessary , modif y the maste r schedule , re-export, and re-run the
Loader unti | a satisfactor y result is achieved.

2. Set section links (if applicable)
If you plan on using sectio n linkin g whe n schedulin g students , remembe r that the
Studen t Schedu le Loader expect s to see only the root course for linke d sections .
After the last Loader run in the previou s step, build the 6 ¢ hGcburs e section s by
manually creatin g the section s link s in the Sectio n Linkin g application . See
documentatio n on
0 S ¢ h eng/Bdctio n Linking 6for instruction s on editin g cours e links.

3. Pre-schedule students (if applicable) and re-run Loader for last time
Any student s who need to be pre-schedule d (such as Special Educatio n students ,

etc.) should be manually pre-schedule d at this tim e using the Studen t Schedul e
Editor application.

Re-run the Loader for the last time.

Edit course section attributes

After the final run of the Studen t Schedul e loader you may need to do some editin g of
cours e sectio n attributes . Be awar e that the exporte d maste r schedul e set (or di dn o
set) the followin g informatio n in ALL SECTIONS when it create d the maste r schedule ,

as follows:

Sectio n Attribute Default Status on
Export

Assig n Grades On

Post to History On

Variabl e Credit Off

Scan Gradebook On

Scan Repor t Card On

Scan Progress Reports On

Flag 1 Off

Flag 2 Off

Tak e Attendance On

Coun t Attendance On

Scan Attendance On

I s Homeroom Off

Mar k Definition Unset

Review the cours e section s in the finalize d maste r schedule . If any of these setting s are

incorrect , edit them for correctness . See the documentatio n on 6 Sc hedule MagtérT h
Schedul e Editor 6for instruction s on editin g cours e sectio n attributes.

Note : Each tim e a maste r schedul e is exporte d from the Master Builde r the course
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sectio n attribute s are reset to their defaults . Therefore , editin g of cours e section
attribute s should only be done after the final export of a maste r schedule.
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Glossary of terms

Constraint:
A constrain t is situatio n that force s you to place a section(s ) of a course at a specifi c time.
Most constraint s are facult y or facilit y based. A few example s are:

1. You have a part time band teacher that is given to your school only period 1.
Therefore , you must teach band period 1.

2. Advanc e Photo must be taught in a share d facility wher e you have access only from
200 1 3:.00 in the afternoon.

Allowin g request s (facult y or others ) to be treate d as constraint s can cause total chaos in a
maste r schedule . Limit the numbe r of request s that tur n into constraints . A teache r who
has a hard tim e gettin g up in the mornin g is not a constraint.

Singleton:
A singleto n cours e is a cours e that has only once section. A grade -level singleto n (senior
singleton , junio r singleton , etc.) is a singleto n with any cours e request s from that grade.

Do ubleton:
A doubleto n course is a cours e that has only two sections . A grade -level doubleto n (senior
singleton , junio r singleton , etc.) is a double ton with any cours e request s from that grade.

Mult i- Section:

For the sake of this manual , a mult i- section course is a course with 3 or mor e sections . A
grade - leve | mult i- sectio n (senio r mult i- section , junio r mult i- section , etc.) is a mult i- section
cours e with the majorit y of cours e request s from that grade.

Dovetailing:

There are two scenario s covere d by the use of this term when referrin g to maste r schedule
building . The first use refer s to course s that meet in opposit e term s (semesters , for
example ) and must contai n commo n students . The second use indicate s course s that meet
on alternatin g days durin g the same term.

Virtuall y Scheduled:

This term is used to refer to studen t request s for whic h space has been allocate d in the
maste r schedule . Each section of a course that is placed in the maste r schedul e claims a
portio n of the seats availabl e durin g the perio d in whic h it is placed. The Balance
Summary grid display s the curren t total s of virtuall y schedule d student s by grad e level, for
every period . As each section is placed, the number s in this grid are update d to reflec t
that s e c t § platgdmen t in the maste r sched ule.

Crossove r class:
Course s that have course request s from student s from mor e than one grad e level.
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Overview of Steps- Flowchart

Run New Year Initialization
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Set up Future Track
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approve, and clean up.

Define Team structure

Set number of sections to be
offered for each course.

Importlast year's master
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Build/modify new master
schedule

Repeat these steps
until a satisfactory
Loader result is
achieved.

Export
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Run Student Schedule Loader
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Set course links
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