SIRS K-5 Student Class Enrollment


9/22/04: Version 1.0--Applies to Graves, Walker, Walsh, and Wharton
Class Setup & Schedule

Go to the Schedule menu and choose Class Setup & Schedule
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There are several items that will need to be changed, added, or verified for each class section.  All of the class sections that you need should exist, but the steps that are explained next are crucial to properly enrolling students in class sections later.
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On this screen, you will only need to fix the Track…

This works just like the Track item in Demographics; a class for 1st graders, for instance, would use the K-1 track; a class for 3rd graders would use the 2-4 track, and so on.
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The Track will need to be set for every class section in the system.   SIRS is picky about this, and will insist on a Track being set; it will remind you with a screen similar to this:
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After fixing the Track, click on the Schedule tab.

As you can see below, this class section has not actually been schedule for any point during the year.

To schedule the class, you need to put checks in the appropriate boxes.
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Most schedules will look like this:
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There are exceptions for the scheduling screen.  Art and Music, for instance, meet for half of the year.  A class meeting in the fall would have the boxes checked like this:
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A class meeting in the spring would have the boxes checked as below:
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The next item that needs to be verified is the teacher.  

The teacher is set using the Resources button.
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To change a teacher, click on Resources:
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Click OK when you are done making any changes to the staff assigned to the class.

That is all for the Class Setup and Schedule section.  Next we will look at Global Enrollment.

Global Enrollment
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The first thing to change in the Global Enrollment screen is the Group that you are dealing with.  Click on the Group button…
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… to select the appropriate Homeroom.  For this example, we’ll be using the 4A 4th Grade Homeroom.
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The screen would now look as below.  Next, click on the Students button.  This is just to verify the Student information.
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The Students screen looks like this; click OK to exit the screen.
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The Enrollment screen will now look like this; notice the number of students in the homeroom is now listed.
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Next, set the Low Grade and High Grade.  In this example, it would be 4, for 4th Grade.  This tells SIRS what range of class sections to show on the left side of the screen below.

The Date Effective, for this activity, is not too important; you should be able to leave it as today’s date.  The check boxes on the right stay checked.

In the list of classes below, notice that they are named with references to the Homeroom with which they belong.  The class sections that are needed will be clicked on once to highlight them, then moved over to the right side using the arrow.  (
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Once all of the proper classes are moved over, the screen will look something like this:

(Note: Do not move Band over.  Obviously, not all of the students in a homeroom will be in Band.  Those students who are will be enrolled individually later on.)

When the classes have been moved over to the right, verify that they are correct, and click on Proceed.
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The system will ask:
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(Click Yes, unless you are not sure.)

It will ask again:
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(Click Yes, unless you are really not sure.)

When the enrollment is completed, you will get this screen:
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Click OK.

Click Close to close out the enrollment screen, then return to page 6 of this document and enroll the next Homeroom’s worth of students.
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