A SYNERGY QUICK TIP y
HOW TO CREATE SEMESTER 2 SECTIONS «» Synergy
SFUSD

tudent Information System

Scenario: You have S1 sections in Health, College/Career, Democracy and Econ, and you need new
sections for S2. You may also want to enroll the students from the S1 course into the paired S2 course.

1) Locate an existing S1 section: | L@ ,\@ (@ | ?i‘ save || Undo || add | Delete |
Section

Section ID: 0132 Course Title: Health School Year: 2013-2014

| Current Students| Student Enrollment History = Meeting Days = Additional £

Section ID Course ID 4 Course Title Staff Name « Room N
0132 HLTH150| Health| [l s

Section Info

Begin Period End Period Term Cod

1 ¥ vi51 v

Exclude Attendance Exclude Grading Aftendance Type !
Include in Attendance | lInclude in Grading | Regular M

2 From the Menu button, select ‘Duplicate Section’: ——————
) ' P weni] | @ D B | &5
Edit Section Data |
Reports >
Synchronize Section Totals
Synchronize All Section Totals
|Synchraniza-sastiag Meeting Day Periods|
Duplicate Section )

story
Synchronize Gradebook Class

[View Audit Detail For Section

Save

3) A new window opens. Synergy will automatically _sse | oo |
Add Section

assign a new Section ID. Change the Term Code
from S1 to S2. Make any changes to the Begin/End | Current Studenss|

Section ID Course ID 4 Course Title Siaff Name « Room Name 4
Periods as needed. [ HLTH150] ——y
Section Info
Begin Period End Period Term Code’
i hallid 51 v )
Exclude Attendance Exclu Attendance Type Suppler
Include in Attendance ¥ | lInclug Fy-Year b 3

Instructional Minutes Override [[]u| S1-Semester 1 f Minutes

$2-Semester 2 @

Instructional Strategy ("] Distance Learning [“]Independent Study

~

) -
Save Close

4) To create a section for the paired S2

. Add Section
course, click the arrow next to the
‘Course ID’: _ Current Students |
Section ID Course |Ii{ « Course Title Staff Name 4«  Room Name 4
[ HLTH150| Health e :|
Section Info
Begin Period End Period Term Code
1 vl vis1 v
Exclude Attendance Exclude Grading Attendance Type Supplemental Fun
Include in Attendance v | Include in Grading v 4 >
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5) A new window opens. Enter the Course rnd ) cose (saeﬂ) R
A

Tile or Course ID of the S2 course and click Find: Course

‘Find’. Select the line # of the specific s G (

course and click ‘Select’: CTES [ CEIES TS )
College

Search Results |
Find Result

College/Career
College/Career
College/Career
College/Career

Al V-

Save Close
6) Backin the ‘Add Section’ window, change Add Section

the Staff Name and Room Name as

_ Current Students I

necessary by C“Cking similar arrows: Section ID Course ID 4 Course Title Staff Naﬂ:! Room Nam@
[Feeemees HLTH150] |Heatth) o sws
Section Info
Change Begin/End Period also, if needed. |[seanPerios  EncPerod  Term Code
1 vl v|ls1_v]
Exclude Attendance Exclude Grading Attendance Type Supplemental Fun
Include in Attendance v/ |include in Grading v | || v
Restrictions
. . ‘ P ) Grade Range Low Grade Range High Gender Restriction Credit
7) Below the Section Info, in the ‘Restrictions’ area, 5 v [z v | i 5 000
click the button to ‘Load Student Enrollments from |youse . Term Exclusion  [] No Term Override

Duplicated Section’: |

All the students will be added to the roster and listed below. You MUST change the Enter Date from
the current date to the first attendance day of the S2 section. If some students will not be enrolled in
the S2 section, click the check box in the first column to remove them from the roster.

II:

Load Student Enroliments from Duplicated Section |

Students

Lnelml—lml_ EnterDate [LeaveDate |

Male

- Female

Female

Female

Male

Female

- Male
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8) When all changes are complete click ‘Save’ at the top of the ‘Add

. . ' Close
Section’ window. J

Add Section

Current Students |

To Summarize:

1)  Locate the current S1 section with students who will go to an S2 section.

2)  Select ‘Duplicate Section’ from the Menu button.

3) Inthe resulting Add Section window, change the Term Code to S2. As needed, also change the
Course ID, Staff Name, Room Name and Begin/End Period.

4)  If desired, Load Students from Duplicated Section. For each student change the Enter Date to be
the first attendance date of S2.

5) Save & Close the Add Section window.

help@sfusd.edu 12-17-13



