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Tool Search: Course Plan

The Course Plan tool displays the student's assigned Graduation Program and Academic Programs
(if any are assigned), and the courses the student has planned to take in each school year

(represented by grade level). Courses are added by the student through the Academic Plan tool or
by the Counselor on this tool.
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Course Plan

While only one Graduation Program can be assigned to a student, multiple Academic Programs can
be assigned to a student, and are visible in the Course Plan header.

It's possible a student could be assigned to ten academic programs. The Course Plan header is

collapsible to hide the header that lists the programs, and reduces the Alerts area at the top of the
Course Plan. This gives more working space to the Course Plan tab.

Middle school grade levels only display if the student has earned high school credit in middle
school courses.

Add Courses to a Plan

If the assigned program does not have any credit requirements, courses cannot be added to the
plan (a message displays if this is the case). The counselor needs to update the Credit
Requirements for the selected plan.

Course Planner is locked and cannot be edited for the student’s current grade level when at
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least one course is scheduled for the student.

The course list displayed shows calendars for future primary enrollments not flagged as No Show.

The student must have an active academic program in order to use the Course Plan.

1. Click in the text box below the number of credits for a certain grade level. Courses meeting
that credit type display for selection.

2. Choose the desired course(s). When they are added, they display and the number of credits is
updated. The credits assigned to a course appear after the course name.

3. Add enough credits for future years as needed. When the student has met the number of
requirements, the alert that displays for each credit type stating not enough credits are
selected disappears.

4. Repeat these steps for each credit type. At the end of the process, the student should have a
clear idea of what courses he will be taking in each grade level.

5. Click the Save icon when finished.
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E Save E Course Plan Report

Program: Gateway Curriculum
|| Approved by parent/legal guardian

ALERT. Course reguirement not met: US History

ALERT: Course reguirement not met: Algebra

ALERT: Course reguirement not met: Health

ALERT: Grade 09 does not have enough credits planned.
ALERT: Grade 10 does not have enough credits planned.
ALERT. Grade 11 does not have enough credits planned.
ALERT: Grade 12 does not have enough credits planned.

Grade: 09 0.50/6.00

AMERICAN GOVERNMENT (1.00/ 1.00)
0.00/0.00 0.00/0.00

Grade: 10 0.00/6.00

Type to search or select courses Type to search or select courses

ART/HUMANITIES or CTE (0.50/ 1.00)
0.50/0.00 0.00/0.00

% 10313 CULINARY ART |- 0.50

10301 BAKING |- 0.50

10302 BAKING |- 0.50 I:l

ALERT: Mot enough credits selected in ART/HUMANITIES or CTE to meet the mif 10303 BAKING IL - 0.50
10304 BAKING IL - 0.50
COMPUTER LITERACY (0.00/ 0.50) 10314 CULINARY ART |- 0.50
10315 CULINARY ARTIL - 0.50

0.00/0.50 10318 CULINARY ARTIL - 0.50
10317 CULINARY ART II- 0.50
[ 2 hAD 20 ¥ [

spe to search or select courses

Add Alternate Courses to a Plan

In order to plan alternate courses, the Graduation Program must be marked to allow the planning of
alternate courses. See the Create Graduation Programs article for more information on setting up
graduation programs.

Planning rules assigned at the course level are followed when planning alternates.

Step 1. Mark Programs to allow planning of
alternate courses

Mark the Allow Planning of Alternates checkbox, and enter a value (greater than zero) for the
Minimum number of alternate credits next year the student can plan. This turns on the
Alternate panel at the bottom of the Course Plan. If the checkbox is not marked, the Alternates
panel is not visible.
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Step 2: Enter Alternate Courses

Adding alternate courses is done the same way as entering other courses. Students and counselors

can enter alternative courses to take in the event the student cannot be scheduled into desired
courses.

Use the arrows to move the courses into the desired order. In the example below, if an alternate
course is going to be placed, the administrator attempts to place the course first in the list
(ACA60075 A Bite of China) before placing the second course in the list (MUS60130 Pep Band).

The Scheduling Board never schedules students into Alternate courses. Alternate course requests
(courses displayed with A in the Walk-In Scheduler) still require an administrator (counselor, etc.) to
hand schedule those courses. However, these alternate courses do appear in the Walk-In Scheduler

in the order they are saved on the Course Plan, so the counselor knows which order they were
entered.
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World Language (0.00 / 2.00)

0.00/0.00 0.00/1.00 0.00/1.00

Type to search or select courses Type to search or select courses

0.0 credit from grade 07 course FOROT4425 Spanish 1A

ALERT. Mot encugh credits selected in World Language to meet the minimum plan reguirements.

Type to search or select courses Type to search or select courses

Alternates @

0.00/3.00 0.00/0.00

| % ACABO075 A Bite of China ¥ | Type to search or select courses

|% MUS60130 PepBand AW |

[% AcaB0052 Anime av|

ALERT: Not enough credits selected in Atternates for grade 10 to meet the minimum plan requirements.

Note the following:

¢ Alternate courses can only be planned for future years. A current year freshman student can
only plan alternates for the sophomore, junior and senior years.

e If a course is already planned as a desired course, it cannot be planned as an alternate in the
same year it is planned. But it can be added as an alternate in a different year. A student
could plan to take a World Affairs course in the junior year, but could add it as an alternate in
the sophomore year.

e Courses planned as alternates do not satisfy planning rules. If an alternate course is planned
and it violates a planning rule, the course is included in the list of alerts.

e Counselors cannot lock or unlock alternate courses.

e Courses that are part of a compound requirement display in bold in the selection area when
a Grade Level is specified or is marked as Recommended in Course Requirements.

Plan Courses for the Current Year

For students new to the school after the start of the school year, current year course planning can
be done. Courses can be planned for the current year if the student meets the following
requirements:

e The student must have no scheduled course sections in the current year (no roster records).
e The student must have no transcript records in the current year.

Course plan alerts are applicable for the current year, as are grade level planning alerts.

If a student has courses planned for the current year and meets the requirements (no course
sections, no transcript records), and a course is added to the transcript, courses can no longer be
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planned. And any planned courses no longer display on the Course Plan tab.

In the example below, the 11th grade student has an empty schedule (no roster records) and does
not have any transcript entries for the current year. Current Year Planning is available (courses can
be chosen in Grade 11).

Summary Profile Enroliments Schedule Attendance Flags Ci
Display Active and Dropped Courses E e s e e
Term @1 Term Q2 Term Q3
(09101M7-10/3117) (1M1/0117-1213117) (01/01/18-03/31/18) (04101/18-06101/18)
4 Year X
Year School Name. Grade® Course Number* Course Name
¥ Year 2016
C) EMPTY JEWPTY, EMPTY JEMPTY, - X X
Grade 11 DOB: 081012001 Gender F_Counsslor. =3 Al oGz 0 ESRE B
jy Programs Frogrmes Conrse Plom Edit 1516 High School 9 ENG11025 English | S
== [] cousepianreport [ Documents
| | = Program: Counselor: I
Approved by guardian

Grade:9 35/20
ENGLISH (1.0/ 2.0)
1.0/00 0.o0/00

Grade: 10 00/2.0

Grade: 11 00/20 ©

ENG1102F Englsh |F- 0.5

ENG1102S English 15 - 0.5

922452 AICE Eng Lang AS 52
ALERT. Hot enough credis selected in ENGLISH to meet the minimum pisn requirements,
ALERT  Compound Requirement not met Onily testing multiple course requirement rows

FOREIGN LANGUAGE (0.0/1.0)

In this example, the 11th grade student has a schedule for the current year, but does not have any
transcript entries for current year. While the student meets the requirements for the transcript, the
student's schedule prohibits the planning of current year course for the 11th grade.

Summary Profile Enroliments Schedule Attendance Flags Grades Transcript Credit Summary Assessment Ei
Table - Group by Course (All Terms) - Display Active 2nd Droppe=2iere Team Members Documents Contact Log Homeless Transcript
Term Q1 Term Q2
(09/01M7-10/3117) (111011171213
$STE35081-3 US Government $1 $STE35081-3 US Governmy 1 Year X
F) Teacher, Ryan Teacher, Ryan
= =
- - Year* School Name Grade* Course Number* Course Name
E2952551-1 English Il Found $1 (Day A) E2952551-1 English Il Fou
Teacher, Kathy Teacher, Kathy .
Rm: 233 Rm: 233 e
Edit 1617 High School 10 PER3211ALST Physical Education Il AL S1
M2L952551-1 Mathematics Il SB 51 (Day 4) M2L952551-1 Mathematic|
Teacher, Maggie Teacher, Maggie B
2 R 114 Rm: 194, Edit 1617 High School 5CI691181 TC Science Il S1
Edit 1617 High School SST591281 TC Social Studies 11 S1
16
= = T

Sa{ Powems  Pogess | CowrsePlan
Teac) [Jsee [EJ courserianropon [ Documents

-

45 Approved by parent/iegal guardian
HLT:
Tea

A Grade:9 8.0/5.0 Grade: 10 1.0/5.0 Grade: 11 5.0/6.0 Grade:12 60/70 @

ELECTIVE FOCUS (3.0 / 4.0)
25010

00710 00710

ENGH416F Criical Thinking F- 0.5

ENG14165 Criical Thinking 5 - 0.5
FRYQSCERE Freshman Semmnar
FI0-05

VOCBES10F Career Exploration FE
-05

\VDCEE1058 Career Exploration

And in this example, the 11th grade student has a schedule for the current year, and has transcript
records for the current year, which means Current Year Planning is not available (courses for 11th
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grade not available for selection).

Summary Profile Enroliments Schedule Attendance Flags Grades Transcript Credit Summary Assessment =
Display Active and Dropped Courses E Print OR Walk-in Scheduler n E

Term @1 Summary Team Members Documents ContactLog Homeless Transcript
(09/01/17-10/31117)

5§5T535051-3 US Government 51 55753509
| Teacher, Ryan Teacher, A}
4 Year X
E2952551-1 English Il Found S1 (Day A) E2952551.
Teacher, Kathy Teacher, Year* School Name Grade * Course Number* Course Name 5q
Rm: 233 Rm: 233
~ Year: 2018

M21952551-1 ics I 5B 51 (Day A) M2L9525.

2 Teacher, Maggie Teacher, I Edit 17118 Whites Creek High School n AGRB12151 Animal/Plant Biotech $1 A
Rm: 114 Rm: 114
S$5T535052-1 US Government 52 (Day A) | S5T535052-1 US Government 52 (Day A)
Teacher, Ryan Teacher, Ryan
Rm: 242 Rm: 242
[ [

Programs Progress Course Plan

Teac) [Jowe [EJ couserianropon [ nocumens

Rd EMFY Approved by parent/iegal guardian

Grade: 10 10/50 Grade:12 60/70 @

Grade: 11 50/60

00/10

Grade:9 80/50
ELECTIVE FOCUS (3.0 /4.0)
25/10

00/1.0

ENG1418F Criical Thinking F - 0.5

ENG14165 Criical Thinking 5 - 0.5

FRIIS0FS0 Freshman Seminar
Fa0-05

VIOCES10FS Career Exploration F2
08

VIOCES1058 Career Exploration

View and Plan Previously Planned
Courses

For students who transfer to another school within the district and have already added courses to
their Course Plan for future years, and course numbers do not exist in the new school, but were on
the Course Plan, administrators and students can view the previously planned courses to help
better modify their course plan in the new school. This applies to any inactive courses as well.

If the course numbers match, but the course names do not match, the student still retains that
planned record; however, note that this may not be the correct course that needs to be planned.

An Invalid course is defined as a course that existed in a student's plan at the previous school but
does not exist in the student's new school. Courses match at the Course Number level. If a course
with a number of 1234 in the previous school is Math and in the new school is English, the course is
technically not considered invalid because there is a match.

As soon as the Course Plan tab is accessed, an Invalid Courses Found pop-up message displays,
indicating which courses need to be corrected (either by ignoring this message as they are deleted
when the course plan is saved, or by copying the course to the clipboard and later modifying the
course plan).
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Invalid Courses Found

The following course numbers could not be found within the
students newest school of enrollment:

Warning: These records are deleted the first time this Course Plan is
saved!

AGRE14051 Alt Energy Prod/Dev 51
AGRB140S2 Alt Energy Prod/Dev 52
AGRE15051 Intro Sust Energy/Ag S1
AGRE150S2 Intro Sust Energy/Ag 52

Copy to Clipboard Continue

Course Plan Invalid Course Display

To correct these invalid courses, click the Copy to Clipboard option, and open a tool to track the
courses (like a Word document or Notepad). In that chosen tool, paste the copied information and
note which student needs to correct the course numbers. This only copies the course number
and course name; there is no identifying information. Then, click the Continue button to
clear the pop-up and modify the Course Plan.

The invalid course number displays in red text with other Invalid Courses. Click the Exclamation
Point to view the pop-up warning again to see the invalid courses.

Student, Randi L
Grade: 10 + DOB:07/29/2004 Gender: X

Programs Progress Course Plan

n Save Course Plan Report E Documents

=1 Program: CHS Requi (Eff. 2018) (G
Academic Program: Natural Sciences (CTE)
Approved by p
ALERT: Insufficient Academic Program participation: Students must complete 2 of the core Academic Programs to graduate
Grade: 09 65.0/60.0 Grade:10 70.0/70.0 Grade:11_200/500 @
© Invalid Courses

ALERT: Planned courses listed here do not match course numbers in current school These planned courses are deleted upon save.

1007 3-D Desig

2020 Advanced Floral
Design Il

Invalid Courses on Course Plan

Make the necessary changes to the Course Plan and save when finished. If the invalid course is not
removed, it will be removed when saved.

Lock Courses on a Plan

Counselors have the ability to lock courses on the plan, if they desire. Any course that is required
for graduation should be locked. When students create their course plan on the Portal, the
counselor can review the plan, make any necessary changes, and lock the necessary courses.
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Any courses that are unlocked can be changed by either the counselor or the student.

e To lock a course, click the opened padlock icon by the course. This changes the image to a
locked padlock and indicates the course cannot be removed from the plan.

e To unlock a course, click the locked padlock icon by the course. This changes the image to an
unlocked padlock and indicates the course can be removed from the plan.

Grade: 12 1.50/4.50

1.50/1.00

| X 4161 AMER GOVT 1 - 0.sp i

J2dld OLA AMER GOVT 2 - (K]

453 OLA ANME
soml Unlocked
Course

Locked
Course

Parent/Guardian Approval

When students build their course plan in the Portal, parents/guardians should be reviewing it. This
ensures the student is taking the correct courses in the correct time frame with the adequate
amount of credits in a certain term, with a desired amount of rigor and challenge.

= Program: CHS Requirements (Eff. 2018) (Graduation)

Academic Program: Natural Sciences (CTE)

Approved by parent/legal guardian
ALERT: Insufficient Academic Program participation: Students must complete

Counselors can see that the parent/guardian has approved the plan from the Course Plan tab. If the
student or counselor makes changes to the plan after the parent/guardian has marked the
checkbox, that checkbox does not reset. This is a read-only field for the counselor and can only be
removed when using the Course Plan Admin tool.

Note the following:

e An independent student (emancipated minor) cannot sign for themselves.
e A parent can mark the approved checkbox without the plan being completed.
e A parent can mark the approved checkbox but cannot save if the plan has errors.
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Course Plan Report

The Course Plan Report provides a view of the Course Plan tab, including any alternate courses that
have been added. It does not display any alerts, warnings or errors. Click the Course Plan Report
icon, then select the desired Report Format (DOCX or PDF), and click the Generate Report
button.

When a course is assigned the parent of/child of course planning rule, the Course Plan report lists
all of the courses associated with that rule (parent and child courses). It also lists the correct credit
value, total credit value per credit type and per grade level for all of the courses.

The report includes in-progress courses and planned non-credit courses, and current year planned
courses. Be aware that any grading task credits not associated with the student's program are not
displayed. This means courses that provide multiple types of credit do not show on the report.

A warning displays when generating this report before changes have been saved to the Course
Plan.

This report can also be generated for multiple students using the Course Plan Batch Report.

Academic Planning Course Plan

Student > General » Academic Planning Course Plan

E Save i icnurse Plan Report I

= Program: CHS Requirements (Eff. 2018) I
Approved by parent/legal gus|
Grade: 08 72.0/60.0 Course Plan Report
Geography (10.0 / 10.0) i 19-20 VStudent, Luke W
007100 High School (0531509) Program: CHS Reauiremenls (EN 2018)
‘ gﬂ.;JﬁHuman e Generated on 10/03/2019 02:53:39 PM Page 1 of 2 caounsdon Staff, Adam_ o
‘ T Bl — -
Grade: 09 72.0/60.0 Grade: 10 67.0/70.0 Grade: 11 70.0/50.0 Grade: 12 20.0/60.0

. Geography (10.0 /10.0)
World History (10.0/10. 1001100 00/00 00100 00/00
go/00 7005 Human Geography - 5.0

7005 Human Gecgraphy - 5.0

World History (10.0 /10.0)
00/00 10.0/100 00/00 00/00
7015 World History - 5.0
7015 World History - 5.0

US History (10.0/10.0)
00/00 00/00 1004100 00/00
7025 US History - 5.0
7025 US History - 5.0

Government (5.0 /5.0)
00100 00/00 00/00 50/50
7035 Am Government - 5.0

Economics (5.0/5.0)
00700 00/00 00700 50/50
7045 Economics - 5.0

English (40.0 / 40.0)

1007100 1007100 1007100 1007100

3005 English | - 5.0 3015 English Il - 5.0 3025 English Il - 5.0 3035 CSU Expository
3005 English 1 - 5.0 3015 English Il - 5.0 3025 English Il - 5.0 Reading&Writing - 10.0
10,0/ 100 50/00 100400 00/00

4020 Algebra l - 5.0 4020 Algebra | - 0.0 4020 Algebra | - 5.0

4020 Algebra | - 5.0 4020 Algebra | - 5.0 4020 Algebra | - 5.0

Geometry (0.0/10.0)

00700 00/100 00/00 00/00
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Course Plan Management

The following section provides details and information on the overall management of student
course plans.

Course Plan Warnings, Alerts and Errors

» Click here to expand...

Course Display and Selection

» Click here to expand...

Credit Display

» Click here to expand...

Course Planning Rules

» Click here to expand...

Documents

To view documents, click the Documents button on the action bar. See the Student Person
Documents article for more information.

Course Plan 1r
Student Information > Academic Planning > Course Plan

n Save ﬂ Course Plan Report E Documents
— -

P Erad Bl

=
ite 72
Campus

Upload Document

~ Document List

Date Uploaded * HName File Description File Size

® y 0473002021 1:13 PM Course Plan WS 20-21 Student Information =
) Acadamic Planning = Course
Flan
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