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Schedule Top Tab>Side Tabs Overview 

a. Master Side Tab 

Sections Side Tab: A list of all classes and sections for the school. 

Filter by: 

 All Records 

 Course Grade Level =? 

 Teacher Last Name=? 

Add or Delete sections of courses: Options>Add or Select the course>Options>Delete 

Options>Initialize Sections: Initialize sections after adding sections of a course 

Options>Build Class Pages: Create a class page for all sections 

Options>Export Class Size for Ministry 

 

b. Details Leaf 

Click on the Course code hyper link to open the Details for that section. 

 Assign section number: Type in desired section number (DIV#LASTNAME) Up to 10 Characters. 

 Assign Primary Staff: Type or select from the pick list using the magnifying glass icon 

 Assign Room number: Type or select from the pick list using the magnifying glass icon 

 Edit Schedule for classes that take attendance 

 Assign enrollment maximum based on contract requirements 
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c. Teacher Leaf 

Adding a teacher to a section 

Select a section 

Options>Add 

 Type in the teachers last name or select from the pick list using the magnifying glass icon 

 Schedule Term>Code=FY 

 Select a role from the drop down menu 

 Assign Gradebook access if required 

 

  



 
 

4 
 

d. Roster Leaf 

View, Add, and Delete Students from the roster of a selected section. 

 

Options>Add 

Add students to this class roster by using a previously created snapshot or by selection. 

Click the check box next to the student names to Push them into section(s).  
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To delete a student from the class roster 

Select the student 

Options>Delete 

2. Schedules Side Tab 

A list of students and their courses. 

a. Student Schedule: Filter by Primary, Secondary, All Records 

 

b. Teacher Schedules 

A list of teachers and their assigned courses. 
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3. Courses Side Tab 

This is where the user will bring down courses from district catalogue to the school course catalogue. 

 Options>Add 

 Select the course 

 Click Ok 

Refresh course catalogue when bringing in new courses 

Options>Refresh Course Catalogue 

Filter to view: 

 Current Year 

 Build Year 

 All Records 

 Grade Level=? 

 Year=? 

 

 
 

a. Details Leaf 

General Sub Tab: Assign school comment bank. 
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Grading Sub Tab 

Assign or alter Transcript Definition for this course 

Assign Rubric Definition for use with MyEd Gradebook (future functionality) 

 
 

b. Sections Leaf 

A list of all sections of the course that include teacher names and room numbers.  

To edit details of a section, click on the blue hyper link 

 

 
 

  



 
 

8 
 

 

Edit section details 

 

4. Rooms Side Tab 

A list of all available rooms in the school with a maximum capacity value 

Add, Edit and Delete rooms 

Click on the blue room number hyper link to edit details 
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5. Scheduling Activities 

a. Set Default Transcript Definition 

This may already have been completed, but should be reviewed prior to beginning scheduling activities.  

School Top Tab>Setup Side Tab>Details Leaf 

 Set the default Transcript Definition as appropriate 

*Note: This is only a default that will be assigned to courses when you bring them into your school. This 

choice should represent the majority of the courses in your school. 

 

 

b. Set School Schedule Preferences 

This may have been completed, but should be reviewed prior to beginning scheduling activities. 

School Top Tab>Setup Side Tab>Preferences Leaf 

 In the categories drop down (Upper right), choose schedule 

 Ensure schedule mode field is set to Secondary 
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c. Create School Schedule and Set Active Schedule 

The school must define a schedule with the start and end dates of the school year. These dates are the 

“shell” for the school calendar. The school calendar dates should be equal to or less than these dates. 

School Top Tab>Schedules side tab 

If you see the schedule year already created, click the blue hyperlink and confirm the start and end 

dates are correct for your school. 

 
If you do not see a current year schedule, set the filter to All Records. If you still do not see a schedule 

for the current year: 

 

 Options>Add 

 Populate the Name, Start Date and End Date 

 Click Save 
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 Options>Set Active Schedule 

 Click OK 

 

d. Set/Adjust School Calendar 

School Top Tab>Calendars side tab 

Select the checkbox next to the calendar year you want 

Click the Dates leaf 

Review the in-session and non-session dates in your calendar 

Use Modify List or select individual days to reflect your school year 

Click Save 
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e. Preparing Trimester Grade Terms 

Grade terms must be entered for individually by all schools. 

 

Grades Top Tab>Grade Terms side tab 

 Options>Add 

 
 In the Term ID field begin typing Tri and select Tri 1, or use the magnifying glass tool to 

select Tri 1 from a pick list. 

 Define the start date and end date for the trimester 

 Click Save 

Repeat the above steps for Trimester 2 and 3. Click the grade terms side tab to view all newly 

created grade terms. 

 

f. Create a Schedule Structure 

Schedule terms are different from grade terms. Grade terms are dates that represent 

milestones during the year when you report academic progress. Schedule terms are the date 

ranges during which courses can begin and end. Elementary/MIddle schools would typically only 

have one full year schedule term as their courses run all year.  

To create your school’s Schedule Term:  

Schedule top tab>Structure side tab>Terms sub-side tab 

 Options>Add 

 In the Code field, select FY for a full year schedule term.  

 In the Name field, type Full Year. 
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 Enter 1 in the Base terms per year field and click the Set button. A Term map 

box will populate.  

 Check the Term map box. Two date fields will appear below Term Date Ranges  

 Enter the Start date and the End date for the full year term. (As this is a full year 

term, your Start and End date fields will be the first and last day of school).  

 Three check boxes should appear in the Grade term cover map area. All three 

boxes should be checked to tell the system that you will be preparing for three 

reporting terms.  

 Click Save.  

 
 

g. Set Up Structure to Have One Day 

For schools following the recommended approach to record attendance using the ATT-AM 

course, one day and one period will need to be created in the schedule structure.  

Schedule Top Tab>Structure side tab>Days Side sub tab 

 If there are no records, click Options>Add 

 When the pop up window appears, enter 1 into the Day count field, and tab out of that 

area. This will give you your section for filling in the information for this Day. 

 Put in the value of 1 for Identifier and Name fields 

 Click Save 

 This will create a single day for your school 
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h. Set Up One Period for Attendance 

Schedule top tab>Structure side tab>Periods sub-side tab 

 If there are no records, click Options>Add 

 When the pop up menu appears, enter 1 into the Period count field, and tab out of the 

area.  

 Put in the value of 1 for Identifier and Name fields 

 
 

i. Assign Day 1 to Every In Session Date for Your School 

School top tab>Calendars side tab>Dates leaf 

 Set filter to Days in Session 

 
 Options>Mass Update 

 Select Schedule Day number from the drop-down selection list for Field 

 In the Value field, enter 1 

 Click the Update button.  

 All in-session dates should now display a 1 in the DayNum field. 
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j. Assigning Homerooms to Staff 

In MyEducation BC, homeroom numbers are assigned to teachers through the School view>Staff 

top tab. Students can then be assigned to the homeroom number associated to their teacher.  

 Staff Top Tab 

 Options>Modify List 

 Click the pencil icon in the Homeroom field 

 Enter the homeroom value for each teacher in the list 

 Click the green check mark to save your entries 

 Click Options>Modify list to shut off the modify list function 

 

k. Assigning Student Homerooms 

A homeroom can be assigned to an individual student by selecting the student and entering the 

homeroom value from the Details side tab. Homerooms can also be assigned “en masses” by using 

either Modify List or Mass Update. 

Assigning Homerooms to Individual Students 

Student top tab>Select the student>Details side tab 

 In the Homeroom field on the Demographics sub-top tab use the magnifying glass icon to select 

the homeroom for the student, or begin typing the homeroom and the field will auto-populate. 

 Click Save 
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Mass Assigning Homerooms to Students 

Option 1: Modify List  

 Click the Student top tab. (You may wish to sort the grade column by clicking the Grade column 

header, or use the filter to select Grade level = ? to narrow the list of students).  

 Options>Modify list 

 Click the pencil icon in the Homeroom field.  

 Use the magnifying glass icon to select the homeroom for the student, or begin typing the 

homeroom name and let the field populate.  

 Click the green check mark to save the entries.  

 Options>Modify List to shut the function off. 

 

Option 2: Mass Update  

 Click the Student top tab. (You may wish to sort the grade column by clicking the Grade column 

header, or use the filter to select Grade level = ? to narrow the list of students).  

 Place a check in the box beside each name to be assigned to the same homeroom.  

 Options> Show Selected. The list of students selected appears for confirmation.  

 Options> Mass Update.  

 In the Mass Update pop-up window, set the Field value to Homeroom using the drop-down 

menu.  

 In the Value field, type the homeroom to be assigned to all of the students selected.  
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 Click Update. Accept the confirmations.  

 A Mass-Updated validation window will pop up. 

 Click OK.  

 Change the filter from Custom Selection back to All Active Students.  

 Repeat the process until all students are assigned to the appropriate homeroom 

 

l. Create School Course Catalogue 

Schedule top tab> Courses side tab.  

Options >Add.  

Ensure the Course Catalogue field is set to the current year.  

The following tools can be used to select courses:  

School Level may be used to filter courses to the ones appropriate to your school. K-5 courses are 

assigned a school level of Elementary. Grades 6 to 8 courses are assigned a school level of Middle. 

Select all grade level appropriate courses for your school, click OK to add them to the catalogue. 

Ctrl F helps to search for courses and the selections will be retained as you check the boxes beside 

the ones you want.  

Check the box beside all the courses required in the school. 

Click OK 
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m. Creating Course Sections 

Once the school course catalogue has been created and the attributes defined, you will need to 

determine how many “sections” of each course you will need. For example, if you have two full grade 

one classes, you will need two sections of each grade 1 course. Another example would be if you have 

two full grade 4 classes and a blended grade 4/5 class, you will need three sections of each grade 4 

course.  

Assign number of sections to courses  

MyEducation BC has a function for creating sections for you, once you have identified how many 

sections of each course you will need.  

To define the number of sections:  

 Schedule top tab>Schedule Attributes side tab (turns into Course Attributes sub-side tab). If no 

courses are visible, go to Options > Refresh to generate the current course list for attributes.  

 Set filter to All Records 

 Options >Modify List.  

 Click the pencil icon in the Sections column to activate the fields.  

 Enter the number of sections you require for each course.  

 Click the green check mark icon to save your entries 

 

*Important: You must initialize sections after creating them. 

Schedule top tab>Master side tab>Options>Initialize Sections 

This creates all sections indicated as required in Schedule Attributes. 
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n. Defining Section Details 

Section details need to be defined such as Teachers, Schedule Terms and Schedule Expressions. You will 

need to define section details once sections have been initialized. 

To update information on sections:  

Schedule top tab>Master side tab (turns into Sections sub-side tab).  

 In the field set menu, select the Primary Teacher field set.  

 Options>Modify List.  

 Click the pencil icon in the Primary Staff > Name column to activate the fields.  

 Use the magnifying glass icon to choose the teacher name, or begin typing the name in the field.  

 Click the green check mark icon to save your entries.  

 Repeat the process for the Max field – assigning an appropriate class maximum for each section.  

 

 Options>Mass Update.  

 In the Field drop-down, select Schedule Term.  

 In the Value field, use the magnifying glass icon to select the Full Year(FY) schedule term.  

 Click Update. This will set the FY schedule term for all courses and sections.  
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To modify information for an individual section:  

Schedule top tab>Master side tab (turns into Sections sub-side tab).  

 Click on the blue Course link to open each section.  

 Adjust the section details as required.  

 Click Save.  

 

o. Assign a Schedule Expression to Attendance Courses 

If the school is using the ATT--AM course for attendance, this courses will need a day and period 

assigned to it.  

Schedule top tab>Master side tab (turns into Sections sub-side tab).  

 Select all sections of the ATT—AM course.  

 Options >Show Selected.  

 Click on the blue hyperlink of the first section in the list. This will take you to the sections 

details.  

 Click the blue Edit Schedule hyperlink. A matrix will display. 

 Click the box beside 1. The box will change colour.  

 Click OK. The Schedule field on the course section will now display the 1 period and the day 

behind it in brackets 1(1).  

 Repeat this process for each section of the AM course, selecting the AM box in the matrix. Use 

the records navigation bar to advance to the next attendance section. 
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p. Creating Additional Sections 

Schedule top tab>Master side tab (turns into Sections sub-side tab).  

 Options>Add.  

 Use the magnifying glass icon to choose a Course Code.  

 Type in the Section number you need.  

 Use the magnifying glass icon to populate the Primary Staff > Name, Primary Room > Number, 

and Schedule Term > Code.  

 Click the blue Edit Schedule hyper link to set the schedule expression by clicking the box next to 

the 1. It will turn blue. 

 Populate the Enrollment maximum field with a value appropriate to how many students can be 

scheduled into the section.  

Check the Is section closed at max enrollment? checkbox if the system is to restrict the section from 

additional students when it has reached the maximum.  
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Group Scheduling 
Group scheduling allows you to take a group of students in a homeroom and mass load them into all 

sections of all courses assigned to a specific teacher. 

Create a snapshot to “push” students into their course. It is important to remember that the 

snapshot is not dynamic and will not automatically add students who have entered the school after 

the snapshot has been created. Also, for blended homerooms (more than one grade), a separate 

snapshot must be created for each grade in the homeroom to be used for scheduling purposes.  

 

Using Homeroom Snapshots for Mass Scheduling Students 

Student homerooms can be captured in a snapshot and then “pushed” out into the courses or 

sections of those courses that these students should be assigned. For split classes, users will have to 

capture each grade grouping within a homeroom for scheduling.  

 

Student top tab 

 Filter to Homeroom=? and enter a homeroom number value>Click Submit 

 Ensure that all of the students are in the same grade, if not select the records for a single 

grade 

 Options>Show selected 

 Options>Snapshots 

 Click New 

 Title the snapshot based on the homeroom number (Do not save as a filter) 

 Click Save 

 Repeat the process for all homerooms 

 For blended classes you will have a snapshot for each grade in the homeroom. 

Scheduling Students Using a Snapshot 

Once snapshots have been created for homerooms and course sections have been created to match 

homeroom groupings, the students can be assigned to these.  

Schedule top tab>Master side tab> Roster leaf.  

Options >Add. In the pop-up window, set the Schedule Mode to Push.  

In the Students block, select Snapshots. The snapshots pick list popup window will open for the user to 

choose from.  

Select the snapshot to use and click OK.  

The multi-add students window will now display the number of students identified from the snapshot.  

In the Add to the following sections: field, click the Select button. A list of course sections appears.  

Select the course sections to add the students from the snapshot into. Multiple sections can be selected 

and you can use the Ctrl + F function to search the list and select records.  
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When the selection is complete, click OK.  

 

The sections will appear in a string in the Add to the following sections: field.  

 

Click OK in the multi-add window to “push” the selected students into the course sections selected.  

Click the Sections sub-side tab. You will see the Total column is populated with the number  
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Individual Student Scheduling  
Adding courses for a newly registered student 

 

a. Student Top Tab>Select the student>Workspace Side Tab 

Under Student Schedule click Select… 

 
Locate and select the courses to add to the student schedule. 

 

 

Period, Track ID and Term Filters will not be effective filters for middle schools, however the 

user may choose to filter the available courses using the Order by drop down menu and 

selecting to order the list by Course or Teacher. 

The user may also choose to display Valid sections only, allow conflicting courses to be selected 

for clean up later, or to allow scheduling of a student in a course that has reached its maximum 

enrollment. 

 
One possible strategy would be to sort the list by teacher, then select the courses associated 

with the homeroom teacher including the AM Attendance section. 
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Or make use of the wildcard feature for Course selection. An asterisk (*) can be used as a 

wildcard here. In the example below, *06---01 is entered in the Course field as I want all grade 

one (06), section one (001) courses 

Click OK 
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A star appears next to the newly scheduled course until the post button is selected.  

Click the Post button to save this schedule for the student 

Click the Revert button to undo any changes 

Select individual courses and click Drop to remove a course. 

 

b. Using the course section roster method to schedule a student 

 

Schedule top tab>Master side tab>Roster leaf 

 Options>Add 

 In the Multi Add students pop-up window, set the schedule mode field to push 

         

 In the students block select Selection. From the Selection pop-up window, select the 

student for scheduling. 
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 In the Add to the following sections: field, click the Select button. Consider ordering by 

Section Number. Select the course sections for scheduling 

 

 Click OK 

 The selected courses will appear as a string in the Add to the following sections: 

window. 

 Click OK to add the selected students to the selected course sections. 
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View and Print an individual student schedule from the Student top tab>Schedule side tab 
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Changing a Student to Different Sections  

 

Student Top Tab>Select the student>Workspace Side Tab 

The user may delete the current sections first and then add the new sections or add the new 

sections first and delete the old sections. 

To delete all sections, select the check box next to Course or individually select the desired 

courses to delete. 

Click Drop 

 
Click Select… 

 

 
Sort list by teacher name 

Select all the desired sections 

Click OK 
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Click Post to save the schedule changes or Revert to return to the original schedule. 

 
To add the new courses first then delete the old courses click Select… 

Sort the list by teacher name 

Select the sections to be added 

Select the Allow Conflicts check box 

Click OK 
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Select the courses to delete 

Click Drop 

 
Click Post 
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Reports 
 

Master Side Tab>Reports Drop Down Menu 

BC Master Schedule 

A List of all sections with enrollment totals, teacher names, room numbers, SPED and ELL 

numbers. 
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Students>Class Lists 

 
 

Students>Student Schedules (Sheet)  
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Class Size Verification 

 
 

Class Lists for Paper Attendance 

Attendance top tab>Reports drop down menu>Attendance Classroom Input 

Choose the teacher or print all sections 

 


