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Training Goals:

This training guide will equip teachers to assign their students to the appropriate sections of special
classes like PE, Art, or Music.

This guide was developed using GradeSpeed.NET 4.0 in conjunction with CourseLinks. Please see the
GradeSpeed.NET 4.0 User Guide and http://support.gradespeed.net for further information.

For technical support issues, teachers should always contact their school’s technology support office.
Campusware works closely with specific school personnel to correct any problems or to rectify training
issues promptly, but cannot provide support directly to teachers.

This training guide copyright © Campusware, San Antonio, TX, 2006. All Rights Reserved.
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This document may be duplicated only by authorized personnel employed by schools using licensed copies
of GradeSpeed.NET 4.0. Any other duplication or usage rights must be obtained by contacting
Campusware directly.

Getting Started with CourselLinks Collaborative Scheduling

CourselLinks Collaborative Scheduling will be used at some elementary or primary campuses that only
load class rosters for the homeroom teachers. Any teachers with classes other than the homeroom classes
can create sections of the classes that they will teach. The homeroom teachers can then assign their
students to these sections that the other teachers have created.

To log in to GradeSpeed.NET 4.0 normally, open an internet browser and navigate to your school’s
GradeSpeed login page.

Teacher
Substitute

Administrator

Parent

Select "Teacher.” The following page will appear:

Sign In to GradeSpeed NET

School | Select School

Teacher

Password

€ 2005 Campusware LP. All rights reserved.

Select your campus and enter your teacher ID - leave the password field blank. Click “Sign In” to enter
the gradebook. You will be prompted to create a password for the system. Enter and confirm a password
that conforms to the requirements listed at the bottom of the dialog box.

Sign In to GradeSpeed NET Help
Please set a new password for your
GradeSpeed account.
Password &
Confirm @3
Password must be at least 6 characters.

€ 2005 Campusware LP, All rights reserved.
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If your school uses the collaborative scheduling tool, you will see the following page:
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Create New Sections
If you need to create sections that will be made available to homeroom teachers, begin by clicking
Courses. The following page will appear:

|  Add a New Section |

ROGroup|Course|Section|Period |Edit

Click Add a New Section.

RCGroup: -Select— v |  Course:| ||
Secton: |1 Section Mame: | Room: [5755
Perind: | 1 ||
Clox (o2 [(loz Clos Clos Cloe oz Cloe

Grade Level:

Cles Olwe Oar Olaz Clez Cles Cles Oes

| Addsection | | cancel |

This page allows you to create a new section of a course. First, select the report card group or RCGroup
that your new section will belong to - the report card group is basically the Department that the course
and section belong to.

RCGroup: | —-Select-- bl Course; [1]

Sechon: Er'{tCEL Section Mame: Rioom: l‘;ﬁ;
, |Lanouage Arts
o

e s (Jos [Jos [Joz [oe

. |[PAT-Creative Thinkng
GradeLevel | 1 Crioeal Thirkng g a.n m .-
PAT-Leadership
PATProblem Sohing
Phiysical Education
Reading
SOence

Add Sect)

Sooal Studes

Once the RCGroup has been selected, the Course drop-down list will be activated. Choose the
appropriate course from this list.
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RCGroup: | Art Vl Course: | ArtGr 1 »

Secton: |1 Section Mame: iﬁg-% Ripom: IF
" - Art Gr 3
|
1o EEES Art Gr 4
Art Gr 5
SN (o IZ_nz Clea [Coe ;lus [ o=V
[(los (Mo [(Haa [z Ces Ces Cles [les
| Add Section [ cancel |

Next, define a section number and a name for the new section. Creating a section name will help you keep
multiple sections of like courses straight in your gradebook. Enter the appropriate room number in the
Room field.

RCGroup: | Art il Course: | ArtGr 1 v|
Sechon: |1 Section Mame: |4rt Gr 1 - Fowler Room: |'§C;
Period; | 1 | v
o1 [Joz [(Joz [Clos Coes [es [Jaz [Joe

Grade Level:

Clee Clwe O Olaz Oes Clee Ces Cee

Add Section | | Cancel |

Use the drop-down list to choose the appropriate Period for the new section, and then use the check
boxes to indicate which grade levels can participate in this section.

Pa-iud:|1 v]

o [loz [los [los

EC LBV Ma T Taa T Taa T ez
Once the section is set up the way you want it, click Add Section to save the section and make it

available to homeroom teachers.

You can then create more new sections. Once you are finished, homeroom teachers can begin to assign
their students to your sections.
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Assign Your Students to a New Section
To assign your students to a section of a class that you do not teach, click the Students link on the left
side of the page.

~
Defaull Courss; Section: Boply to: - Load Default

[ update | Emable Cycles |

| Student ____] Course JSectionlll ____Student ___| Course [Section)
|?55593.Bmiwt,hu= Q_E+|_E |?5599mimw.ﬁm |nﬂai
756681 Boswell illam D w|#| v| | [754s08/0trienkenn  |p] [w]# | v

7s434s/Consuay Denns [ w|# | w| | [7sso0apniips e o) (w[# | [v]
|J'59236.|'JI='-'=.PH o v+ |E |?550WMW |E|_EI* [ ]
756488 EllottF O v|#| v | |7s59s3memington,James ol [v|#
756680 Farian, Jay D v|¢| v | ssysaitnomtia | [ve | [v]

|15&|:mﬁinehteh,md1ard g_i]i |_1] |?55599Malgnra,5tme | (3] |_|'E|
75T067ares Thomasinds O v |# | | | [7ssooawiissmes  |of [w|# | [v]
756590 e Euie O vl v| | |7ossotpmimmerphyis || [v]4 | [v]
TsesosMilken Genda D v|#| v]

Hameroom Students: 19

First, select the RCGroup (like a department) from the drop-down list at the top of the page.

PAT-Critical Thinking
PAT-Creative Thinking
PAT Prohlem Snhine

Once you have done this, the courses and sections will be activated next to each student.
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C | ool ~ I
Default Course: | —-Select— | Section: | W Apply to: | Al 'v| Load Default

| update | Enable Cycles |

| Student | Course | Section |
756523 /Barhart,James  |D —Seiect— v |# | ~Select—[w|| 755991 /Niemeyer Bleen | —Seect— v |# | ~Sekect— ]
756681 Boswel Wikam D -Seect- v |# | Seect- [v| 754508/Obrienfevin D -Seert- v |d# | - Seiect v
754345(Conaway,Dennis | Select— [v|# | ~Selct—[w|| 756004Phillps,Jane | —Select- v |4 | —Seect— [v]

750725 [Dileva, Pat D —Select— 1]1-| -Selecl— v || 755006Reader Rondd 0 —Select-- 1]-I-| —Gelect— v |
756488 Ellatt,F D ~Seect |w || -Seiect— [v|| 755993 Remington, James D ~Select-- v | # | -Select- v
756680 Fariow, Jay D -Select- |4 | -Select- [w]| 7S6491/Smith Cynthia D -Select- v | | -Select- ]

756000 Finkelkstein, Richard D --Select-- El,., | —Select— |E| 756599 'Walgora Steve D -Select-- El * | —Select-- IE|
757067 }Heines Thomas Linda |0 —Seect— v |# | ~Select—[v|| 756009/WilisJames D —Seect— v |# | ~Seiect— [v]
756690 Lee Elie D -Seect- '1]+| ~Select- || 756501/Wimmer Phlis D - Seect- '1]+| ~Select-- %
756693 Milken, Glenda D —Select- |w | | -Select ]

Homeroom Students: 19

If all these students should be assigned to the same course and/or section, you can choose a default
course and/or section using the drop-down lists at the top of the page.

Choose a Default Course and Section.

|Deﬁs_lt£uursez ArtGr 1 ﬂ Section:  Art 1- Fowler/1/Duncan{901) i”

Next, decide if this course/section should be assigned to all of your students, to all students who have
already been assigned a class for this RCGroup, or to all students who have not been assigned a class for
this RCGroup.

Apply to: | All W

Once you have decided which students should be assigned to the default course and section, click Load
Default. The course and section will then be selected for each student.

CourselLinks — Teacher Collaborative Scheduling 8
Updated 7/18/06



Please dick on the Update button to save these changes.

[ update [ Enable Cycles |

Section Section
758503 Barhart,James D ArtGr 1 w4 | Art 1/1Dunca(o01) [w|| 755081 fNiemeyer Eleen D ArtGr 1w |4 | Art 1/1/Dunca(g0l) v
|?55651,|Buanel,wlan DAt 1wl art 1jyDuncs(s0n) (]| 754508/0brenKevin D Artor 1 v |d) Art 11 Dunca(E01) v
|?54H54tunamv.oa-m I At 1 (v || art 1/1/Dunca(301) ||| 755004/Philips, Jsne D AtG 1 ||| At 1/1/Dunca(sol) [w]

(758228/Dikeva Pat DAtG 1 w|#| At 1/1Duwca(son) [w]| 756006ReaderRonadld D AtGr 1w || At 1/1/Dunca(E01) [
755488 /Elott,F D ArtGr 1 |4 | Art 1/1/Dunca(901) [w||  755993/Remington,James [ Art G- 1 | |4 | Art 1/1/Dunca(any) [w]
758680 Fariow, 2y D arter 1 w|d | art 1j1Dunca(son) [ || (756401Emth Cyntia D Arter 1 w4 | At 11 Dunca(eon) [

|?ssuuu,|ﬁ-|kalsm,ﬁidwu o arte 1 (v || art 11 Dunca(301) ||| 756539/ Walgora,Steve D At 1w |d | Art 1/1/Dunca(E01) |
(757067 jHsines Thomas,Linda D At G- 1 v | | Art 1/1Durca(301) [w]| 756009MWilisJames D AtG- 1 |w|#| Art 1/1/Duncais01) [w]
755690 Lee, Sube DAt 1 s | At 1/1Duncae0l) [w|| 7S6S01/immer Phylis D At 1 [ |# | Art 1/1Dunca(aoy) [w]
756609 Millen, Glenda D ArtGr 1 |w|® | Art 1/1/Dunca(eol) [w)

Hemeroom Students: 19

As is noted on the page, you should click Update to save the course and section assignments you have
just made. Once you click Update, a message will appear confirming that the students were successfully
scheduled to their new section.

Students schediuled successhully.

You can then proceed to schedule your students for any other sections needed in other RCGroups.
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