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The campus master schedule includes all courses that can be offered at the campus. A student can
only be scheduled into courses that exist in the master schedule at the campus she is enrolled in.

Grade Reporting > Maintenance > Master Schedule > Campus Schedule > Course
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O Search for the course by course number, title, abbreviated name, or service ID:
* Select the field by which you want to search for courses.
* Type all or part of the search phrase.

* The search retrieves courses that begin with the characters or numbers you typed. For
example, if you select Title, type ‘eng’ to retrieve all courses with a title that start with Eng.

e For Course Number, you must include leading zeros.

¢ Leave blank to retrieve all courses.
* Click Retrieve.

A list of courses that meet the specified criteria is displayed. Confirm that the course is listed in
the campus master schedule.

* You can re-sort the grid by clicking on an underlined column heading. It will sort in ascending
order. Click it again to sort in descending order.

e |f more courses are retrieved than can be displayed on one page, you can page through the list.
Pagination is only available if more courses are retrieved than can be displayed on one page.
See online Help for assistance.

If the course is not in the campus master schedule, it must be added using the Course Selection tab
as described next.
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Grade Reporting > Maintenance > Master Schedule > Campus Schedule > Course

Selection
Save l
COURSE SELECTION COURSE SECTION INSTRUCTOR COPY COURSE SECTION
Credit level Retrieve

District Courses to Add:

0012 ENGLISH 1

0782 PRIN INFQO TECH
0783 PRIN AG

0784 PRIN OF BUSINES
0785 SPANISH 1

0786 PRIN AJAVITIC
0787 ROBOTICS 1
08318 ALGEBRA |
0884 INVEST CAREERS
0885 SPAMISH 2

0886 PRIN HUMAN SRV

0888 VIDEO GAME DES
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Campus Courses to Delete:

1000 ADVISORY

1101 H ENGLISH 1
1200 ENGLISH 2

1201 H ENGLISH 2
1300 ENGLISH 3

1301 OR ENGLISH 3
1302 TCCOMP 1 & 2
1303 UTPBCOMP 1 & 2
1400 BUS ENGLISH
1401 AP ENGLISH 4
1402 TC BRITAM LIT
1403 UTPB BRITAM LIT
2100 ALGEBRA 1
2101 H ALGEBRA 1
2102 GEOMETRY
2103 H GEOMETRY
2104 ALGEBRA 2
2105 H ALGEBRA 2
2106 FINANCIAL MATH
2107 OR PRECAL
2108 OR STATS

0 (0 &=

O Select the Credit Level and click Retrieve.

All courses in the district master schedule are listed under District Courses to Add (left grid),
except for courses that have already been selected for the campus master schedule.

O Select the course(s) in the left grid that need to be added to the campus master schedule.

O Click -> to add the selected course(s) to the campus master schedule. The course(s) move to the
right grid.

O Click Save. You should now be able to retrieve those courses on the Course tab as described next.

Grade Reporting > Maintenance > Master Schedule > Campus Schedule > Course
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[ Retrieve the course by course number, title, or service ID as described previously.

O Click on the spyglass to select the course. The fields below the grid are populated with data copied

from the district master schedule.

O Some fields can be modified at the campus level. Modify these fields if necessary. See online Help

for assistance with these fields.

O Click Save.
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