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Switching from Active to Planning Calendar

Chancery has a Planning and an Active Calendar. The Active Calendar is the current
year and the planning calendar is for the next year. Asthe word “Planning’ pertains, use
the Planning Calendar for next year preparation.

To switch from Active to Planning calendar:

STEP1: Go to Actions

STEP 2: Select “ Switch Calendar”
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STEP 3: Select the radio button for “Planning” calendar under the Work with column

STEP 4: Click OK
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Entering Course Requests for Students

To assign course requests to students:

STEP 1: Open the student’s schedule
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STEP 2: 0On the Student’ s Schedul e page, click the Course Request tab
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STEP 3: Add course request by “searching by course name” or “by course number”

Add request by course name

a. Click on the down-arrow panel
(o PR T ae S Rl ™ Cush Sowrch ¢ Shader Sesrch Basgl = Stedent Schedule

Blanning Calendar
ihirs

ALCeaa JOMATHAN
Wimw! &l Tame -

1L e o

Iemm Fesbod
Falie

Them ans no recors in s st

Lourie HEfuEsls

Sihiailiila
ClassHame

Clags Search

Course Geamch
Course Soarch Fasdts

Coursa REQUEETS

Tt

10DeSE0  Gr-0 Mala lan 3% 1205
Filpd Schediudng Losd: D00

) 2how Racarvation Labalc Bl & Tots:0
Hopm — Detals  Ledk

¥

€ 4

b. Enter Criteriafor Course Search (i.e. course name)

c. Click on Search
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d. Select the course you would like to Add

e. Click on Add Request.
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Add request by course number

a. Typethe Course Number on the Course Request field.
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NOTE: More than one course number can be added by separating each course number by
acomma.
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STEP 4: Click Save.
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Entering Alternate Course Requests for Students
To assign alternate course requests to students:

STEP 1: Open the student’ s schedule
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STEP 3: Add alternate course request by “searching for course name” or “by course
number”

Add alternate request by course name

a. Click on the down-arrow panel
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b. Enter Criteriafor Course Search (i.e. course name)

c. Click on Search
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d. Select the alternate course you would like to Add
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Add alternate request by course number

a. Typethe Course Number on the Alternate Course Request field.
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b. Click on Add Alternate Course Number.
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NOTE: More than one course number can be added by separating each course number by
acomma.

STEP 4: Click Save.
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Entering Course Request Overrides

If a student wants to take a year long course for only a semester, you can enter an
override in the course request.
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Then overrides that are currently used in Chancery are the following:

a. S1[O] —for Semester 1 override of Year courses
b. S2[O] —for Semester 2 override of Y ear courses.

NOTE: S1[P] and S2 [P] are semester 1 and semester 2 PREFERRED. Currently this

feature is available but not used in our district. Overrides are not needed for semester
only courses. Itisused only for repeat courses.

Deleting Course and Alternate Requests for Students

1. Open a Students Schedule.
2. Click Course Requeststab.
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Different techniques in Entering Course Requests

In Chancery, there are multiple ways/tools available for the user to use in entering course
requests. Besides the basic adding a course request by course name or by course number,
the following are available techniques in entering student course requests.

Using Notepad to More Efficiently Enter Student Courses
Entering Course Requests for Multiple Students

Copying Course Reguests from One Student to Another
Creating Course Saved List

Using Course Saved List to Assign Course Request

Using Notepad to Enter Student Courses

Certain groups of students generally request the same courses; you can use Notepad to
enter student course requests.

To use aNotepad file to enter student course request:

STEP 1: Open aMicrosoft Notepad file. (Click on Start - All Programs - Accessories
- Notepad),
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STEP 2: In Notepad, enter acomma-delimited list of courses. (Save thefileto your
desktop or other easy access location)
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B prace weved Hut - Maiepad
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STEP 3: With the Notepad file open on your desktop, Open Chancery SMS.
STEP 4: Open a student schedule.
STEP 5: On the Student Schedule page, click on Course Request tab.

STEP 6: Press Alt+Tab to switch to the Notepad program. (Y ou can also click on the
notepad window in the Windows taskbar)

STEP 7: Select the course list applicable to the student. Press Ctrl-C to copy the course
list
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Fll26, B EET, RELIL. G2, SILD

grase 11

AT, BTy, RILOE, WLITR . WAAT
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STEP 8: Press Alt+Tab to switch to Chancery SMS.

STEP 9: Click the Course # field. Press Ctrl-V to paste the course list into the field.
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STEP 10: Click Add.

STEP 11: Click Save.

Entering Course and Alternate Request for Multiple Students

If you need to assign the same course and alternate requests to multiple students, you can
assign course requests from any Student Search Results page.

To enter course request for multiple students:
STEP 1: Search for the students.
STEP 2: On the Student Search Results page, select the students you want to assign the

course requests. (Select the students by assigning a check mark on the check box beside
the student’ s name)
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STEP 4: On the Assign Requests page, search for the courses you want to assign as
requests to the selected students.

NOTE: If you created a saved list of courses, you can open the saved list by selecting

Course Saved Listsin the first dropdown and the name of the saved list in the third
dropdown.
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STEP 5: From the course search results, select the course and do one of the following:

Click Add request —to add a course request to the students' schedules
Click Remove request — to remove a course request from the students
schedules

Click Add Alternate — to add an alternate course request to the students
schedules

Click Remove Alternate — to remove an aternate course request from the
students' schedules
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STEP 6: To assign other course requests and alternates, repeat steps 4 and 5.

STEP 7: Click Apply. (The selected course requests and aternates are applied to all the
selected students.

Copying Course Requests from One Student to Another

If astudent is already assigned the course requests you want to assign to a new student,
you can copy course requests from the existing student’ s Student Schedule page. When
you copy course requests from one student to another, the following course request
settings are also copied:

e Required/elective status

e Priority

e Term and when whether the requested term is a preference or required
NOTE: You cannot copy alternate requests.
To copy course regquests from one student to another:

STEP 1: Open the student schedule for the existing student.

STEP 2: Click on the Course Request tab.

| T_ﬁﬂﬂl.'_l_lﬂr s Cusih Dedwnd o Jhpdadl Daacch Wil « Sl e il 90 bes ik

Flaarmm Calengar Kitinim = Edil = Peparts = flpip = Fiaiws | L CHY

ALCALA, EOFJATHAR [ L Mgl faeo 19, 1998
-
TSN | 1 Fiflsd Scowecudin L]
Sgkaugd "] |- ————y P
Imm =TT H ] i=lngn e Taachar Bzom Detuir Lo
Esitain
Thera srs no recoeds n S bt
[-. T=irus Faqusns - ] Clama Saarch
Cowrwe Saach =
Coarae Baanch Rpofis "

STEP 3: On the Course Request panel, select the course requests you want to copy to the
new student.
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STEP 4: On the Copy Student Course Request page, under Fields to Copy, select
“Course, Required/elective, Priority, Term, Preference/ override. Scheduling config”
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STEP 5: Under “ School student to copy to”, search and select the students you want to
copy the course requests to and move them to the selected Students list.

Prepared by Application Support 09/28/2009

21



STEP 6: Click OK.

Create a Saved List of Courses

STEP 1: In the control bar, click Scheduling. On the Scheduling page, under Step 1,
click Course Setup

OR

In the control bar, click School Setup. On the School Setup page, under School, click
courses

STEP 2: On the Course List page, search and select the courses you want to add to the
saved lists.

STEP 3: From the Actions menu, click Saved to List.

STEP 4: To save the courses to anew list, select Create New List and enter a name and
description for the list.

OR

To add the courses to an existing list, select Add to Existing List and select the list name.
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STEP 5: Click OK.

Using Saved Lists to Assignh Course Requests

If you want to assign the same course requests to multiple students, you can also create
saved lists of courses and then assign course requests for those courses to selected
students. If desired, you can even assign the course requests to a saved list of students.

Assign Course Requests for a Saved List of Courses

Once you create a saved list of courses, you can retrieve the Course Saved List from any
Course Search page and then assign those courses as you would any course. When you
retrieve a Course Saved List, you can work with the individual coursesin the list; for
example, you do not need to assign all the coursesin thelist to all students.

The following procedure illustrates how you might use a course saved list along with a
student saved list to assign course request to specific students.

To Assign Courses from a Saved List as Requests to Studentsin a Saved List
STEP 1: Search for the students you want to assign the course request to.
STEP 2: To open a student saved list, in the control bar, click Student Search. In thefirst

“Search by” dropdown, select School Student Saved List, and in the third “ Search by”
dropdown, select the name of the saved list. Click Search.
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STEP 3: From the Student Search Results, select the students you want to assign the
course request to.

STEP 4: From the Actions menu, click Assign = Course Request.
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STEP 5: On the Assign Requests page, from the first Search by field, select Course Saved
List. Inthethird “Search By” field, select the name of the course saved list. Click
Search.
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STEP 6: From the course search results, select courses and do one of the following:

e Add acourse request to the student’ s schedules by clicking “ Add Request

e Remove acourse request from the students' schedules by clicking “ Remove
Request”

e Add an dternate request to the students schedules by clicking “Add Alternate’

e Remove an alternate course request from the students schedules by clicking *
Remove Alternate Request”
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STEP 7: Click Apply.

The selected course requests and alternates are applied to all the selected students.
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