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Setting up Courses and Sections for Elementary Schools

1. Setup Years/Terms.
a. From Start page - Setup Menu - click on School

School: Roosevelt Elemertary School

PowerSchool
Term: 08-09 Year
Functions Search Students
Absentee Report @
Attendance Today " . .
Daily Bulletin Wiew Field List How to Search

Enrcliment Summary
Master Schaduls
Powsrlunch

Browse Students
Reports
Special Functions ABCDEFGHIJKLM
Teacher Schedules WOFQRSTUVWXYEZ

“9-8-7-6-5-4-3PKIPKE K12345 M Fal
Setup

Persenslice Other Options
Eopersggetiler Stored Saarches Stored Szlactions  Envall New Studant
Staff

System
Dashboard

PT Adrinistrator

b. From the School Menu - scroll to Scheduling menu and click on Years/Terms - Click on the
New Button

Years & Terms

‘_New‘

Year Abbrev. 15t Day Last Day Edit Terms

Mote: This list of schaol years applies to Reasevelt Elementary School anly,

c. Enter in the year name, abbreviation, start and end dates - click submit.

Create New School Year

Example Entry

Hame of School Year  2008-2009 2001-2002
Abbreviation 08-09 01-02
First Day of School /172008 (MM DY 8/23/2001
Last Day of School B{13/2009 (MK DOy &f5/2002

Mote: Once you have entered the first and last dates far the school vear,
they cannot be changed. Be absolutely sure that the dates are correct and in
MM/ DD T format before dicking the Submit buttan,

d. Once the years and terms are displayed click on the year name link to enter in the
days/periods.
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Years & Terms

'_Me\m'~

Year Abbrev. 1st Day Last Day Edit Terms

2002-2009 0g-09 /12008 &6/13/2009 Edit Terms=
/Note: Thiz list of schoal years applies to Roosevelt Elernentary School anly.

e. Enter the Days and periods for you school and click submit.

NOTE: You will need only 1 day in your schedule. You will need an AM and PM period and then a period for
each subject area your school may need.

Edit School Year

Option Value
Hame of School Year 2008-2009 (example: 2000-2001)
Abbreviation 08-09 (exarmple: 00-01)

First Day of School Sf1iz008
Last Day of School &8/15/2009%

Periods EIRS

Days 1 -

€ Submit Y

2. Setup Periods
a. From School Setup menu - click on Periods
b. Click on Period 1, name it AM Attendance with an abbreviation of AM, then click submit.

NOTE: You will need to rename each period for AM/PM Attendance and then each subject area

Periods
Period Humber Hame Abbreviation Sort
1 AM Attendance AM ks
H PM Attandance PM 2 -
3 Reading RDG 3w
4 zpelling SPL 4
5 Math MAT E -
[ Writing WRT E -
7 Srience acl 7o
] Social Studies  SOC g -
9 Art ART 3 -
10 Music Mus 0 -
11 Phy Ed PHY 1 -
1z Library/Media  LIE 12 -
13 Keyboarding  KEY 13 -
14 Harneraom HIMR 14 -
15 Work Habits  WH 15 -
b
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3. Create Courses
a. From Start Page > Setup Menu - School > Courses (under Scheduling Menu)
b. When the Course list displays = click on View Master Course List link

NOTE: If you have No courses created your screen will look like the picture below. If you have entered some
courses, you will see courses displayed in the frame on the left side.

PowerSchool

Schook: Roosevelt Elementary Schoal
Term: 05-09 Year

Sart by nurnber ar name Start Page = School Setup > Courses

Wiew Master Course List

Courses

Uss the navigation pane on the left to work with the courses listed.

® Click the Humber link o zort the list according to course number,
® Click the Hame link to sort the list alphabeticslly.

® Click a course name to view information about the course,

® To view all courses choose View Master Course List.

® Mew courses can be added from the Master Course List screan,

Hote: Only authorized users may edit information sbout the course,

c. After you click on View Master Course List - you will see the DISTRICT Master Course List

NOTE: Two schools can share the same course. At this point, you can either check the box next to courses you
would like to use at your school or click the New button to add new courses. Once you Add a new course, you
will get back to the DISTRICT Master and will have to check off the course to activate it at your school.

Master Course List
This zcreen lists all courses available to all schools using thiz PowerSchool server, Courses currently active for thiz school are so indicated by
svailable ta this schoal, click the checkbox and then click the Subrmit buttan,
Maote: A * after the course Mumber indicates that the course has a fee assigned to it
O New 0
Sort list by:  Course Mame Course Mumber Ackive Status
Check Course Check Course
D #pace A Lit 11 000119 D Horne MIZ 100
D #fce Arn Lit 11 000120 D Horne Ec HECR
D *Accounting 1T Q00065 D Home Repair L3 1000
|:| *Faccounting 11 000067 |:| HomelPaortage MISTI0
|:| *adu Biology CSI 000335 |:| Horneroorn AR
D #ade Biology CSI 000336 D Hormeroom 1 2000
D *Ade Concert Band 000254 D Homeroom 2 2000
] #ade Concert Band 000255 B Homeroom 3 3000
] *adu Concert Orch 000266 [} Horneroorn 4 000
D #adu Concerk Orch 000267 D Horneroorn 4 1001
D #*ade Spart Singers 000280 D Hormeroorm 5 5000
D *Ade Spart Singers 000251 D Homeroom & &000

d. To add a new Course - Click on the New button at the top of the list

e. You must enter a Course Name, Course Number and the appropriate Grade Scale, then you can click
submit at the bottom of the page. If the Grade Scales are not setup, it is OK, these can be modified
later.
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New Course

Label

Course Hame

Course Humber

Ahternate Course Humber
Credit Hours

CIP Code

Credit Type

Default Maximum Enroliment
Prerequisite Courses

Prerequisites apply only to the current scheduling term.
{comma-separated)

Grade Scale

GPA Added Value Points
Exclude from GPA?
Exclude from Class Rank?
Exclude from Honor Roll?
Use The Course For Lunch

Exclude On Report Cards/Transcripts

Value
1 Math
TMAT
[T vocational class
(no spaces)
(1234 -
i] [usually zere)
Include © Exdude
@ 1ndude O Exdude
@ rrcude O Exdude
]
O

£ Submit ¥

f. Once you have created your courses, you need to activate them on the DISTRICT Master Course

List.

g. To activate, you check the box next to each course you need to use and then click the submit

button at the bottom of the screen.

1zt Grade Social Studies FL103
D 20th Cent US Hist 000380

D 20th Cent US Hist 000351

D 2D Design ARFIO0

2nd Grade English £L202

. 2nd Grade Math FL202

2Znd Grade Scence FLI0F

2znd Grade Social Studies FLZ03

3rd Grade English FL307

3rd Grade Math £2302

2rd Grade Science ELIOF

3rd Grade Social Studies £L303

4th Grade English L4071

4th Grade Math £ig02

4th Grade Science FL04

4th Grade Social Studies FL403
Sth Grade English £L507

Sth Grade Math FL502

Sth Grade Science FL50F

Sth Grade Socdial studies £2503

I e e e e o i i

Homors German 5 440

Homors Germman & 442

Honors Physics 272
Horticulture AGRZES
Haorticulture AGRZE2
Harticulture AGRZ70
Hospitality-DL FAC 740
Hospitality-DL TC FACTI0
House/Design 000267
Housing & Interior Design 5020
HOUSING/INT 822

HS English - wx ZEMISO

HS English - wx ZEMIST

HS Math - xx Z4 120

HESED MIZ200

HSED MIS210

Hurnan Awareness-TR 080517
Hurman Behavior S05330
Hurnan Behavior-xx 55150

Hurnan Geogrphy 354
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4. Create Sections

Once you have created or activated all your courses, you will need to create sections of your courses for
each of your teachers. Your grade level teachers will need a section for AM, PM and each subject area.
Your ‘specials’ (Art, Music, PE, etc.) teachers will have as many sections as necessary per grade level for
their courses

From Start Page - Setup Menu - School - Sections

Click on the Course you want to create sections for

a
b. You will see your courses displayed in a list in the frame on the left.
C
d

Click on the New button

EL201 2nd Grade English
EL20Z 2nd Grade Math =

Start Page = School Setup = AM AM Attendance
ELz04 2nd Grade Science

EL202 2nd Grade Social
Studies

EL301 Zrd Grade English
EL202 2rd Grade Math
EL304 3rd Grade Science
EL202 2rd Grade Sodial
Studies

EL401 4th Grade English
EL40Z 4th Grade Math
EL404 4th Grade Science
EL403 4th Grade Sacial
Studies

ELS01 Sth Grade English
ELS02 Sth Grade Math
ELS04 Sth Grade Science
ELS03 Sth Grade Sodal
Studieg

AM AM Attendance

m

2910 Handwriting 2
4910  Handwriting 4
5910 Handwriting 5
1000 Hormeroorm 1
2000 Homeroom 2

 Mew Y

p Sec# Term Teacher Rm  Size

Make all students listed above the current selection

e. Once you click on the New button, you will have to enter the section info:

i. Term
ii. Period
iii. Teacher
iv. Room

v. Section number: the section number does not have to be a number

. Alot of elementary

schools will incorporate the teachers name or room number into the section. It MUST,
however, be unique for each course. And, it CANNOT start with the letter P

vi. Max Enrollment

Edit Section

Field

Course Hame
Course Humber

Term

Schedule

Value

Abd

/ 20052009 ~

Expression:
A

=

————| M

ojo|o|o|@|oz|Ioo|@
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District Where Taught
{Enter District ID if Taught At Different District. Otherwise, Leave Blank.)

School Where Taught
{Enter School ID if Taught At Different School. Otherwise, Leave Blank.)

Dependent Sections
{course.section, course.section, ete.)

Program

WO TTT
eHy | O]
Lie | [
kev | ]
Hmr | O]
weH | O]
Teacher Kane, Monica
Room 18
Section Humber* / Tkan
Grade Level 1
Current Enrollment o
Maximum Enroliment 16

f. Be sure to scroll to the bottom and click the SUBMIT button.

[ | ERCIOOE From Goendance

Exclude From Storing Final Grades
{Use for Sections that are not graded so blank records are not stored with final grades.)

Grade Scale

Exclude from GPA?

Exclude from Class Rank ?
Exclude from Honor Roll?
Section Type

House

Team

Close section at max
Maximum Load Status

SectionID: O

{Optional: Use only to this tion from iting towards ADM/ADA for students.) ]

o

Same as Course

@ same a3 course
@ same as course

@ same as course

MNon-Exempt -

# Saction numbers must be unique ameng sections of the same course for a given schoal yean

O 1nelude © Excude
© 1nelude © Exelude

D tnclude O Excude

i

g. Repeat for all sections necessary for ALL courses.
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5. Setting up Dependent Sections

Once you have all your sections created you can set the Dependent sections. These are used so that when you

Mass Enroll students into their homeroom section, they also are enrolled into the remaining sections needed

for grading.
a. From Start Page - under Functions menu - click on Teacher Schedules - click the Homeroom

Teacher name you would like to start with.

Click on the Section Number for the AM Attendance Section, it will open the section detail

screen.

b.

PowerSchool

School: Lincoln Elementary School

Term: 08-09 Guarter 3
indams, Alicis
Barrow, Betty
Burke, Michelle
callisan, Carrie
callizon, Cindy
Duffel, Denise
eldridge, Elizabath

Start Page > Teacher Schedule - Adams, Alida 110001

Teacher Schedule - Adams, Alicia 110001

Linceln Elementary Schosl
Hughes, Heather

Truine, Isalella
Jarvela, Joseph
Jones, Jedadish
Jones, Jerry
Kirk, Kitby
Knight, Kristin

 New

Expression Term Course # Course Sec # Room Size

Knoblack, Kathy AMAY 08-03 AM AM Attendance @ 101 17
krieg, Katherin

Lo, Larrs WR(A) 08-09 1910 Handwitingl 1 101 17
Letizia, Louis PH(A) 08-03 PM BM Attendance 1 101 17
Lewi, Lisa

Uoyd, Jeramizh RD(A) 08-09 1100  Reading 1 110 17
Mastersen, Martha

Masa, Melanie Ena) 08-09 1200 English1 1 1 17
Needham, Hancy sC(A) 08-05 1300 Scisnce/Heshh 1 1 101 17
Nord, Norma

Balacio, Perry 35(A) 08-0% 1400 Sodal Studies1 1 101 17
poke, Prescilia

Richer, Richard maga) 0809 1500 Math1 111 17
::"2::5'25“:;“:‘ SP(A) 08-08 1600  Spelling 1 1 o101 17

Snitzar, Sarah
Staddard, Susan
willisms, Winnie

Make all students listed above the current selactian

c. Scroll to the dependent sections box, enter in the remaining sections for this teacher. You must
separate each section with a comma.

d. Scroll to bottom and Click SUBMIT button.

1 1
Teacher Adarns, Alicia -
Room 101
Section Humber* 1
Grade Level 0
Current Enroliment 7
Maximum Enroliment 30
District Where Taught 0
{Enter District ID if Taught At Different District. Otherwise, Leave
School Where Taught 0
{Enter School ID if Taught At Different School. therwise, Leave Blank.) /__,_...-—-—-—-..._____\
1,1600.1, 1700, adsm, 1800, ads
DependentSections N e e R SRR B
{course.section, course.section, etc.) ‘ lT
Program -
{may be overriden by course setting)

e.

Repeat for all AM Attendance or Homeroom sections.



3renner Associates

6. Enrolling Students into Sections
The final step will be to enroll the students into the AM Section.

a. From Start Page - search students by clicking on a grade level = you will get a list of students

Search Students

| e

Wiew Field List How to Search

Browse Students

A B CDDEFSGHTIIERELM
Mo P QRESTUUY WKY Z
- -E-T 6 -3 -4 -ZPKIPK4AK1IZI4T M OFAl

Other Opti
Stored rches  Stared Selections  Enrall Hew Student

b. At the bottom of the student list = click the Functions drop down - select the option to Select
Students by Hand

select a student to view student screens or choose the popup
menu below to perform an action for the current seletion,
Matches: (59)
(2980871467) (10/03/29) (3) Balenger, Alyssa B
(298871472) (10/25/39) (3) Berg, Bradley
(29#671474) (03/28/00) (3) Berg, Ethan ‘z
(298571479) (11/08/99) (3) Blacketer, Emily
(298871494) (06/16/00) (3) Brooks, Bryce
(298871500) (12/01/39) (3) Byrmes, Collin
(29#671503) (08/05/38) (3) Callaway, Maya
(296671505 (12/12/99) (3) Carlson. Elizabethann
(298871514) (03/30/00 (3) Christianson, Ty
(298871519) (07/26/00) (3) Cole, Kyndal
(296715200 (03/09/00) (3) Corbin, Logan
(238571523) (05/05/00) (3) Cummings, lsaac
(298071526) (06/04/00) (3) D'Auria. Dominic
(298871531) (02/13/00) (3) Dallum, Lacey
(29#671537) (09/01/95) (3) Darker. Emily -
%ct a function for this group of students

b I=]

Salact s chudart fo nieaw studant sceaans or choose the
Fee Functions * e current seleti
|D/Password Assignment
LOAR Directary Synchronization

List Students Alyssa
Mass Enroll in Classes Hley
tass Print A Student Screen ]

MNext Schoal Indicator Ernily
Frint Report ryce
Frint Mailing Labels ollin
Quick Export (IS
Fie-Enrollin Schaoal Flizabethann
Reports Menu =|[on. Ty
Sawve Stored Selectio dal
Search By GPA gan
Search By GradesjAttendance k. lzaac
Search Far FerfegeAttendance arminic
Select Students By Hand FCEy
Student Field Value ily
Student Schedule Report | 4

Transfer Out Of School - pnts
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c. The list will refresh and you will then be able to choose students. Be sure to hold down the
Control (CTRL) key as you select the students.
d. Then click on the Functions button

Hold down the STRL key to make multiple selections

(2388716 44) (10/05/55) (3) Little, Carissa -

{238871656) (10/18/39) (3) McCoshen, Elizabeth (Liza

(208871650) (11/16/9%) (3) Moilanen, Zaey

(208871662) (01/26/00) (3) Moore, Cassicy

(298871 663) (01/24/00) (3) Woore, Micaiah
Ostenber, i

(288871 ?33) (04/10/00) (3) Sveron Brett
{286871745) (05/15/00) (3) Sommer, Nicholas
{208871748) (11/19/25) (3) Stevens Kira

m,

(238671783) (0B/A7/39) (3) Walli, Bruce
(298871 787) (07/05/00) (3) Wemer, Kiara

[293871790) (DE/23/00) (3) ‘ick, Brady B
(238671798) (054 3/00) (%) “Youna, Addie -

9 feep selecked students

) Rermove selected students

( Selections ) F Func!in’ns R ]

e. From the Functions menu - select the option to Mass Enroll.

Group Functions

Current student selection: 16

Function Description

Attendance Change Changes attendance records for one or many days for currently sel
Counselor's Screen Shows student pages for currently selected students,

Entallment Surnrmary Feports grade and ethnicity breakdown for currently selected stude
Export Using Template Uses a termnplate to exports data on currently selected students,
Fee Functions Performs fee functions,

ID/Password Assignment Azzigns logon, lunch IDs and passwords for currently selected stude

LDAP Directory Synchronization Synchronize PowerSchool Login IDs with an LDAP directory server,

List Students Prints a quick list of currently selected students,

Mass Create Family Links Establizh farnily relationzhips between existing students,

Maszs Enroll Entalls currently selected students in a sedkion,

Maszs Enroll Special Program Entalls currently selected students in a special prograrn,

Mass Print A Student Screen Uses Windows and Internet Explarer to print student screen for curr
Mext School Indicatar Sets the next school indicatar for currently selected students,

Print Reparts Prints reports for currently selected students.

Print Mailing Labels Prints rmailing labels for currently seleded students,

Quick Export Exports data on currently selected students,

f. Select the teacher and enter the AM Attendance section number.
g. Be sure the Enrollment date is the correct date
h. Click submit.
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Mass Enroll - Term: 0809 Quarter 3

Mass enroll the seledted students inta which clas=z?
Barrow, Betty - - AM2 [course.section)

Clicking the Submit button below will cause the selected
16 students to be enrolled in the class specified above,

Entallment date: 9;"1;"2008‘

( Submit ,

PowerSchool will now enroll the students in the AM Attendance section as well as ALL of the Dependent
sections associated with the AM Attendance section for this teacher.

i. Repeat for ALL Grade level/Homeroom Teachers.

You have now successfully created schedules for your Elementary School. Congratulations!
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