STIOffice — Models

Models

A model is either a collection of courses (a Request Model) drawn from the Valid Course File which may be
assigned to one or more students for scheduling; or a collection of class sections (a Home Room and Schedule
Model) drawn from the Master Schedule which may be used to assign a schedule to one or more students.

Scheduling models may be used with the Manual Scheduling (Block) feature or when individually
scheduling students via the Add/Edit Student Information | Schedule or Requests buttons. Home Room
models may be used when entering a student into a home room for which a model has been built.

Creating and Applying Home Room Models
1. Goto Courses | New Year Scheduling | Models or Courses | Scheduling | Models.
2. Click the Insert button at the top of the window to the right of the Models browse box.

3. Enter a Code and Description; the Code should match the Home Room Identifier; for example: 0901.
Check the Home Room box. Home Room models will include course and specific section numbers.

s# Record will be Changed g

Coge: m_

Desc: |9th Grade Homeroom

» Home Room

Lancel

4. Highlight the appropriate model in the Models browse window and then click Insert under the
Courses in Models browse box.
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5. Highlight a section to add to the model and click the Select button. Repeat until all desired sections
have been added to the model.

6. When all models have been entered, generate a Models List by clicking on the % icon.

Applying a Home Room Model to a Student in New
Year Scheduling

1. Goto Courses | New Year Scheduling | Add/Edit Student Information. Highlight a student
and click the Schedule button.

2. Click the & (Pick a Model) icon in the lower right corner of the menu.

«& (NY)Apply a Model [X]

Select a Model

3. Select the model to use for the student and click Apply. The student’s schedule should now appear.

Applying a Home Room Model to a Group in New
Year Scheduling

Note: Students should be placed into groups based on their home rooms for the New Year
before this procedure is performed, or you should use the home rooms that are valid for the
current year.

1. GotoCourses | New Year Scheduling | Manual Scheduling (Block).
2. Working On: Select the terms that are to be scheduled (All Terms recommended).

3. Assign To: Select Group from the left drop-down list. Then use the drop-down list on the right to
select the group.
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4. Click the = (Pick a Model) icon in the lower right corner of the menu
5. Select the model to use and click Apply.

6. Process: Select Overwrite to overwrite the old schedules; select Skip to skip students who already
have schedules; or select Add To to add this schedule to students who have partial schedules.

7. Insert: This button is used to manually add individual courses to the entire student group. Insert is
generally not necessary when using models.

8. Delete: To remove a course from a group’s schedule, highlight the course and click the Delete button.
Repeat as needed.

9. Apply: Click this button to assign this list of classes to the students.

10. Cancel: Click this button to cancel the procedure.

Applying a Home Room Model to a Student in
Current Year

1. Select Courses | Scheduling | Manual Scheduling (Block).
2. Working On: Select the terms that are to be scheduled (All Terms recommended)

3. Assign To: Select Group or Homeroom from the left drop-down list. Then use the drop-down list on
the right to select the group or home room.
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4. Click the = (Pick a Model) icon in the lower right corner of the menu
Select the model you wish to use and click Apply.

6. Process: Select Overwrite to overwrite the old schedules; select Skip to skip students who already
have schedules; or select Add To to add this schedule to students who have partial schedules.

7. Insert: This button is used to manually add individual courses to the entire student group. Insert is
generally not necessary when using models.

8. Delete: To remove a course from a group’s schedule, highlight the course and click the Delete button.
Repeat as needed.

9. Apply: Click this button to assign this list of classes to the students.

10. Cancel: Click this button to cancel the procedure.

Applying a Home Room Model when Enrolling a New
Student

1. When enrolling a new student in either STIOffice or STIEnrollment, a prompt will appear asking if
you wish to Apply a new Scheduling Model?

2. Click Yes to automatically create a schedule for the student from that homeroom model.
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Creating and Applying Request Models
1. GotoCourses | New Year Scheduling | Models or Courses | Scheduling | Models.

2. Click the Insert button at the top of the window to the right of the Models browse box.
3. Enter a Code and Description and check the Requests box. Request models contain course requests

only.
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4. Highlight the appropriate model in the Models browse window. Click Insert under the Courses in
Models browse box.
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5. Use the Ellipsis button to the right of the Course Number field to select each course that you wish to
add to the request model and click the Select button. Then enter any preference information in the
data fields provided. Click OK to save. Repeat until all desired courses are in the model.

6. When finished, click Cancel.

7. When all models have been entered, you may generate a Models List by clicking on the % icon.
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Apply a Requests Model to a Group of Students in
New Year Scheduling

1. Select Courses | New Year Scheduling | Post Request from Models/Plans.
2. Select the Filter.

¥ Post Requests (NY)

Select Eitter

[Grade 10 = .|
Biequests From: [Models |
Model: |[3th Grade Reguests -]

 Rgmove Existing Requests

Cancal I

Select Models in Requests From list.
Select model from Model list.

If deleting existing requests, check Remove Existing Requests.

I

Click Apply to process.

Applying a Requests Model to a Student in New Year
Scheduling

1. Select Courses | New Year Scheduling | Add/Edit Student Information. Highlight a student
and click the Requests button.

é, Schedule (Austin, Krista K.) (New Year) !

£= (NY)Apply a Model B

Term |Perlod | Simple |

Select a Model
T|Pd Course # | Course Name Teacher Name Cnt | Fioom| Da l—_l
T[1 2304.11 | English I Shive, Lanettad, |20 |202 | MTwHE iy Gl e |~
12 6769.12 | Drafting Dennis, Gary G 11 108 MTwHF
1(3 2306.13 | Media & Communig Ballard. Joyce 24 | 213 MATWHF Cancel |
1(4 263214 | Physics White, Donald 3. |22 [106  |MTwWHF |
1|5 2752.15 | Math Anabysis Harnmons, Karen T) 25 | 210 MTWHF
1|6 2271.16 | Political Science | Smit. Janice 21 202 |MTwHF — Shaow Eouke |
Al -
History
™ FitOnly —I
Delete
Other Sections

F | Terms Course # | Cou

ki KT 2
L«c?l»n»ll LI_I _’I

Last Changed
| - [Elels[z||

T 2 2704.02 Action: Added By: Superdsor
2. Click the & (Pick a Model) icon in the lower right corner of the menu

3. Select the model to use for the student and click Apply.
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Creating Scheduling Models

1. Select Courses | New Year Scheduling | Models or Courses | Scheduling | Models.
2. Click the upper Insert button, to the right of the Models browse box.
3. Enter a Code and Description. DO NOT check Home Room or Requests.
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4. Highlight the appropriate model in the Models browse window. Click Insert under the Courses in
Model browse box.

M chi b
Coca | Diic a Ireisin
LA Rk Ginde Homeroom 4
=0k Gede Ral M
imde Faqueis

1 Tandimde Deakan
4 2nd T _I

ird Cirnddw
N T T |
Caemes n Wocel
Crarse Finme Coue | Teacke: [ Tems
Foltical Zoenne CETTOT | Boeinn, ks 4] 1|12
Engihi | 301 00 | Chst Janice 31|
ke hdath Caroapts M0 | Serit, S i 1| 1|12
Pysicnl Edvensicn 510 |Phipe, Daang B 11
Hanith S |Phlips Daenye | 1|

5. Highlight a section that you wish to add to the model and then click the Select button. Repeat until all
sections have been added to the model.

6. When all models have been entered, you may generate a Models List by clicking on the % icon.
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Applying a Scheduling Model to a Group in New Year
Scheduling

Note: Students should be placed into groups based on their home rooms for the New Year
before this procedure is performed, or you should use the home rooms that are in the current
year.

1. GotoCourses | New Year Scheduling | Manual Scheduling (Block).
2. Working On: Select the terms that are to be scheduled (All Terms is recommended).
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3. Assign To: Select Group from the left drop-down list. Then use the drop-down list on the right to
select the group.

4. Click the 7 (Pick a Model) icon in the lower right corner of the menu

5. Select the model to use and click Apply.

6. Process: Select Overwrite to overwrite the old schedules; select Skip to skip students who already
have schedules; or select Add To to add this schedule to students who have partial schedules.

7. Insert: This button is used to manually add individual courses to the entire student group. Insert is
generally not necessary when using models.

8. Delete: To remove a course from a group’s schedule, highlight the course and click the Delete button.
Repeat as needed.

9. Apply: Click this button to assign this list of classes to the students.
10. Cancel: Click this button to cancel the procedure.

Quick Reference Guides  STI_0810061845 STIOffice — Models o 8



Applying Schedule Models in Block Scheduling
(Current Year)

1. Select Courses | Scheduling | Manual Scheduling (Block).
2. Working On: Select the terms that are to be scheduled (All Terms recommended).
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3. Assign To: Select Group or Home Room from the left drop-down list. Then use the drop-down list on
the right to select the group or home room.

4. Click the 7 (Pick a Model) icon in the lower right corner of the menu.

5. Select the model to use and click Apply.

6. Process: Select Overwrite to overwrite the old schedules; select Skip to skip students who already
have schedules; or select Add To to add this schedule to students who have partial schedules.

7. Insert: This button is used to manually add individual courses to the entire student group. Insert is
generally not necessary when using models.

8. Delete: To remove a course from a group’s schedule, highlight the course and click the Delete button.
Repeat as needed.

9. Apply: Click this button to assign this list of classes to the students.
10. Cancel: Click this button to cancel the procedure.
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