Creating the Calendar in SIS Module

Go to the SIS module. Click to run DOE Command Center. Enter password.

Use this program to create a calendar set or to edit a calendar set. A calendar set, which has a unique calendar
code (between 001 to 999), may consist of up to a total of six different calendar record types. The different
record types include — 10 (Basic calendar), 20 (Teacher only), 30 (Holiday), 40 (Early dismissal), 50 (Emergency
Day) and 60 (Makeup Day). The calendar code is important not only because it uniquely identifies the calendar
set but also because it links individual students to a specific calendar which is then used by many different
modules in JPAMS.

Click on Calendar and then Add/Change CALENDAR.
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2. Pick the number of Semesters.
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time).

5. Enter the End Time (use military
time).

6. Enter a Calendar Code (a unique
number between 001 and 999).

7. Start Date — day instruction begins (usually first day students attend).

8. End Date — last day of instruction (usually last day students attend).

9. Minutes — number of instructional minutes per day (does not include minutes used for homeroom,
recess, lunch, time between classes). The SIS coordinator should have a worksheet to assist in finding the
correct number of minutes.

10. Description — description name. Ex: Basic Calendar, Basic Calendar grades K-3, etc.

11. Graduation Day — actual date graduation is held. If elementary school calendar, use last date of
school.



12. Grades — indicate grades using this calendar.

13. Type 10 - used to save the type 10 record information at the top of the screen (green area) including
item #1 - #12 above.

Once the Type 10 — Basic Calendar information is entered and you save (clicking on Type 10 button), the
following screen will appear.
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Event Code

Start Date End Date Minutes

P2 Mon, Aug 29, 2011 06:07 44 AM

Description

You may want to create all the necessary calendars before going to the next step. Since Type 10 information
will be different for each school, create the calendar first, then add dates in the bottom part of the screen. The
calendars can be copied from one school year to the next which is discussed later in the document.

Now you are ready to enter the event days in the lower part of the screen. Event type 20, 30, 40, 50, and 60.

To add a date(s) to the calendar as an event click “Add-A-Date” under Utilities: Reports About
Even though the Basic Calendar (Type 10) must start and end on the first and last day  add-A-Date s
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The abeve event will be copied te Calendar Code(s) selected below.

["]001 ~ Demo 001 6-12
["]003 ~ Demo 003 K-8
[_] 006 ~ Demo 006 7-12
["] 008 ~ Demo 008 3-8
[]011 ~ Demo 011 K6
[]013 ~Demo 013 K5
[]015~ Demo 015 6-8

m—!
Event Code Start Date End Date Event Description o Minutes
=== | | |

["] 002 ~ Demo 002 K05
["] 004 ~ Demo 004 K12
[_] 008 ~ Demo 008 K-2

1010 ~ Demo 010 K12
[]012 ~ Demo 012712
[]014 ~ Demo 014 8-12
[_]102 ~ Demo 002 K05

of instruction, any teacher  Copy This Calendar Set
days at the beginning Delete This Entire Calendar
(prior to the start date) Rollover Calendar

and at the end of the year (after the end date)
must be included in the reporting dates.

To add two days prior at the beginning: Click Add-
A-Date. The following screen appears:

1. Select the Event Code Type.

[]103 ~ Demo 003 K-8 []104 ~ Demo 004 K12 20 Teacher Only
(1108 ~ Demo 008 K-2 [1110 ~ Demo 010 K12 .
1111 ~Demo 011 K-6 []113 ~Demo 013 K-5 30 HOIlday

(1204 ~ Demo 004 K12 4=

[_]1 700 ~ EDgear Central Office

[] 702 ~ Administrative Services — Special Education

40 Early Dismissal
50 Emergency Whole Days

‘ Select All | | Mdlocnlendnr“ | canceladd-A-Date

60 Make-up days
2. Enter the Start Date of the event.




3. Enter the End Date of the event.

4. Enter an Event Description.

5. Enter the Minutes of instructional only if it is less than the minutes on the Basic Calendar. Leave blank if
Minutes of instruction is equal to the minutes reported in the Basic Calendar.

6. Select the Calendar Code(s) for the Event Code.

To include this Event Code on more than one calendar, either select all or only the ones needed.

Click the Add to Calendar button at the bottom.

Continue to add dates to each calendar using this Add-A-Date method.

Copy This Calendar Set

Alternate method to place date(s) on a calendar that already exists. Open the calendar you wish to copy all or
part of it to another calendar. The copy “to” calendar needs to be created before you can copy items to it.

r
Semesters ﬂ Periods Start Time | 07.57 End Time | 15:00 Pa rt I
Start Date | 08112011 | End Date ‘ 0512512012 | Minutes 367 Description EHS Grad Date 0511712012

-
The above calendar information will be copied to the school(s) selected below if Type 10{header record) selected below.
Sel_School Name CalCode
|_||000 \Administrative Services — Special Education 702 -
[foo1 Demo 001 6-12 001 L
002 Demo 002 K05 002 | 1
[ ][00z Dema 002 K0S 102 Part |l
j003 Dema 003 K-8 003 = art
003 Demo 003 K-8 103
[ I{oo4 Demo 004 K-12 004 |
[ 1004 Demo 004 K-12 104 =
Select All || unselectan |
o
Click here for instructions on following events. =
(HEADER) Calendar Type: 10 08112011 05/25/2012 | EHS | O ]
Calendar Type: 20 01/M18/2012 011812012 | PLC MEETING | ]
Calendar Type: 20 05/26/2012 05/26/2012 | TEACHER WORK DAY | O
Calendar Type: 20 08/09/2011 08/09/2011 | STATE PROFESSIONAL DAY | ] 1 o Pa rt I I I
Calendar Type: 20 08M10/2011 081042011 | TEACHER IN-SERVICE | O
Calendar Type: 20 1011172011 101112011 | STATE PROFESSIONAL DEV | O
Calendar Type: 20 11/29/2011 11/29/2011 | FPLC MEETING | ]
Calendar Type: 30 072012 0117i2012 | ML KING DAY | O =
|
‘ Select All Events | | Unselect All Events | ‘ Copy | | Cancel |

Part | — copies the Basic Calendar information which contains Type 10 record.
Part lll — copies individual dates that are already created.
Part Il — Choose the school(s) to “Copy To” information from either Part | or Part Ill.

Delete This Entire Calendar
Choose/Open the calendar you wish to delete. Click on Utilities and then Delete This Entire Calendar.
Confirm the delete.

Deltefrom Colendar? &= Click Yes to delete the entire calendar or No to continue without deleting.

E Deleting Calendar for Calendar Code 001. Are you sure?




Copy This Calendar Set
This utility allows you to copy all calendars from one year to the next then make necessary changes to the

calendar.
Copy Current Year to New Year '§1

New Year |1213 H

o e |

Delete an Individual Event

<+ Delete Event

To delete an individual Event Item from a single

You are removing an event from this calendar. | calendar or all calendars, open the calendar from
Do you wish to remove from only this calendar or all calendar codes? . . .. .
1 2 3 which you want to delete an individual item.
Double click on the red box under the “D” —
_W
112012011 |11/20/2011 PLC MEETING Delete — column.
1212002011 1272472011 CHRISTHAS m . .
30 Holiday 12272011 12312011 CHRISTIAS Make a choice: (1) Only this Calendar, (2) All
30 Holid 01M7R2012 |01ATR012 M L KING DAY
EUT:aIc::rumy 01182012 |01/18/2012 PLC MEETING L Calendar COdeS, (3) Ca ncel Delete.
pri 2 = TS ==

Brint this Calendar Code Allows you to print the chosen Calendar Code or print all Calendar Codes.

Print all Calendar Codes

Transmit the Calendar to the state — SPC001 creation

. .
AddiChange CALENDAR From the DOE Command Center, click on Calendar then Transmit CALENDAR

Transmit CALENDAR data to DOE data tO DOE
Distribute CALENDAR to Schools :

- Sponsor/Site-Calendar (SPC) - Create Batch subission e 558 | \ake sure the School Year and District are correct.

SchoolYear: 1314 |~ | Distrct: 0| ~ | You will then click on Process and then be asked where to save the file.
[JUsa 5i5 School [ ]Uso SIS Enroll chool for Coda If your district uses SIS School, then check off the appropriate box for
Select School Year and District. Tnen choose Process losave fle: || | Jga SIS School” or “Use SIS Enroll School for Code”.
" % Choose Directary to Save to Q =
save In =[5 =/@le] | Choose the directory to Save to:
= att comnect P (1) Choose the “Save In” folder.
[ Suctooth Exchange Folder 2) The “Save In” folder name will appear. Process creates file name.
<] sz D
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File Name: [C:Users\2011RICHARD Documents | | (3) Click the Save button.
Files of Type: |AH Files ‘v‘
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Congratulations [

You will then be given a confirmation message that the calendar
has been created, where to find it, and its name.

@ C:\Users\2011RICHARD\Documents\spc027-0905-1151.txt Created Successfully

Then you are ready to upload the calendar to LEADS.
LEADS

Login to LEADS Portal/LEADS Insight Portal. Select SPC — School Calendar System.
Select the Calendar Upload Option.

20 [ Report | [ Export | [ Updste Cslendar | [ Update Grades | [ Add | [ Delete | Uplosd |

The following screen appears:

Beginning School Session Year: 20132 o 0

Processing Period: |Feh. i ﬂ o
Validate only? = )
Y ®ipg L Yes o
File to upload: Browsa... o

| Upload My File Now | | View Upload Status | q \iew Errors | °| Wiew Input Data

All Errors Must Be Corrected Before Calendar File Will Load to LDE Database

History

1/22/2014 6:45:14 AM 201373 [ 154 23408 a 1 154 Complete 1722/2014 5:45:16 AM
1222014 6:44:18 AM 201372 g 178 27056 (24 1 (Complete 12272014 5:44:19 AM
10§21/2043 4:14:37 PM 201372 [ 173 12445 a 1 1758 Complete 1021/2043 4:14:41 PM
SM92012 4:33:12 PM 201371 b 178 27056 a 1 178 (Complete BM1E2012 4:23:14 PM
BM8/2012 4:31:43 PM 201301 [ 172 27056 = 1 Completa B122013 4:31:44 PM
412013 2:12:59 PM 20129 i 157 23564 i 1 157 Complete 4172013 2-12:02 PM
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1. Choose the Beginning of the School Session Year.

2. Choose the Processing Period. This is usually the period or periods that are currently opened.

3. Choose the Validate Only? The usual is No since you want to upload your file. Choosing Yes will validate
your records without uploading your file.

4. Browse to find your calendar file.

5. Once the file name is in the File to Upload field, click Upload My File Now. Once your file is uploaded, you
will see a message below the row of buttons that your file has been received.

Your data has been received and is being processed. Click the "Wiew Upload Status' button to monitor progress. Click the "View
rrors’ button to view your error report.



6. To track your file status, click on the date and time that user:

. . . Beginning Schl Sess Yr: 2013
represents your file below the column heading — Load Begin  po.n; peros . t
- then click View Upload Status. A progression of the file Sponsor:

. . . . . Begin Date/Time 1/22/2014 6:46 AM
running will appear. Status will go through Validating, o ot i 1 /23/2014 040 AM
Loading, and then Complete. File Size (Bytes): 22408

Total Records: 154
Records Copied To Holding: 154
You may also choose to click the Refresh button to see the Records Validsted: 154
status of the file upload. econd In o °
Total Errors Found: o
Total Warnings Found: 1
Event Records Loaded to DB: 154

Event Records Deleted from DB:
Status: Complete.

When you see Complete and there are errors listed under

the column heading — Records in Error — click on the date and time that represents your file and click the View
Errors button. On the window that appears, click on Generate Error Report to obtain a report to review and/or
print.

Sponsor: Refresh Close
Load Bagin:  1/22/2014 6:44:18 AM
All Errors Must Be Corrected Before Calendar File Will Load to LDE Database
141 700 10 Grades 010203040508070200401112 202425 w 020 (Grade {15} Missing from LEA {004} Calendars
155 200 10 Site Code E s Site Code {00420} Invalid; School Has Been Closed
167 201 10 Site Code E 4o Site Code (004201} Invalid; School Has Been Closed
1
| Generate Error Report | Export Errors: |

Fix any or all errors in JPAMS Calendar. Begin the process again and upload your file. Once you reach Records
in Error = 0, then you can continue and upload SIS files. The calendar must be free of errors to upload SIS.

If you have to send up another SPC file, remember to send your SIS file again.

For more details in the upload process, go to the main menu on LEADS and select the user guide for Calendar
and click on View.

User Guides [PV

ADDITIONAL LINES
» LEADS News

Select the link to obtain the pdf version of the user guide. Save an electronic copy on your computer.

The calendar is uploaded during each processing period when SIS is uploaded.
PP1 — October 1* MFP — Planned calendar

PP2 — October 1* LEADS — Planned calendar

PP3 — February 1** — Planned calendar

PP9 — End-of-Year (EQY) — Actual Calendar

Reports — Calendar Reports are available on SPC system. Be sure to check the Number of Instructional Days
provided.



