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IMPORTANT INFORMATION |

This Illustrated Reference Guide is designed to provide authorities and/or schools with
assistance in completing and maintaining their information via the School Information
application. This information is used to update the School and Authorities Database System
from which other Alberta Education applications access data.

This application previously consisted of the Verification of School Information, Verification of
Authority Officials and Operating Year Schedule systems that were made available at separate
times through the year but have now been rolled into one streamlined application accessible
year-round.

note  Please complete the Operating Schedules section of the application no later than
—— May31.

We recommend completing the Operating Schedules section of the application no later than
May 31 because PASI relies on the timely submission of this information to process your
student enrolment files. Note that applications will remain open after initial completion and
updates and corrections can be made without going through Alberta Education. Contact
information (under the Workplaces tab) and role changes (under the Staff tab) can be also be
submitted year-round.

Questions about Extranet access, browsers, technical issues and questions:
e Help Desk — AE.HelpDesk@gov.ab.ca or 780-427-5318 (select option 1)

Questions not answered by this guide:
e EDC Student Records Business Support - SRBusinessSupport@gov.ab.ca

School Level — Checklist

Check that the following items have been completed:

O Phone, fax, email, website and mailing address are correct.

O The map applet points to the correct location and delivery instructions are included if
the courier address is different from the mailing address or location.

O There is someone in the role of principal and that person and email are correct and
current. Note that any staff with a placeholder email address of
XXXXXX@unique.email.required, have been deleted and then re-added with a valid
email. Add, remove or edit all other staff requiring Extranet access.

O Create an operating schedule for the upcoming school year. Add or edit programs and
grades, then add or edit schedule start and end dates.
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Authority Level — Checklist

Check that the following items have been completed:

O Phone, fax, email, website and mailing address are correct.

O The map applet points to the correct location and delivery instructions are included if
the courier address is different from the mailing address or location.

O There is someone in the role of Data Coordinator, and that person and email are correct
and current. Note that any staff with a placeholder email address of
XXXXXX@unique.email.required have been deleted and then re-added with a valid
email. Add, remove or edit all other staff requiring extranet access.

O Complete the school level checklist for each of your schools or delegate that
responsibility to each school and then ensure it is completed.

[0 Review the Operating Schedules for your entire authority and update where necessary.

The School Authority Information is completed on the Extranet. Access this site by navigating to
the Alberta Education website and using your login information.

£y Home > @ > Howwswork > Ministies > Educstion

Part of Ministries

Education

Alberta Education supports students, parents, teachers and administrators
from Early Childhood Services (ECS) through Grade 12.

Click the Login
button to access
Featured services Extranet

Extranet Login (for administrators) - 4

Once signed in click the My Applications icon (E).

Click the My Applications icon
to display a list of accessible
My Applications applications

These are the available applications for your account.

Please ensure you have read the Terms of Use below. By using this page and accessing your applications, you are
accepting these Terms of Use,

For new users, please set up your account with the Staff Request. For questions regarding application access,

please contact HelpDesk.
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Click the Manage School Authority Information application link.

i= PASI

2 PASIprep Training & Testing

Click the Manage School

Uncategorized / Authority Information

application link

Alternatively, click a school or authority listed under your profile
(upper right, the drop down next to your name) to be taken
directly to a school or authority’s information.

0 Evangeline ~

! M-‘ Account '

Alberta School District No. 1[A.0122]

Sign Out

@HELP
Each authority is responsible for maintaining all information collected by the School
Information application for their schools.
v A Authorized approvers can delegate completion of the school information to the
. individual schools by granting school level users permission 34, Manage School
Authority Information, using the Application Access Report. For additional
information contact the Help Desk: AE.HelpDesk@gov.ab.ca.
Government of Alberta = 5]
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SYSTEM OVERVIEW

Search for any school, authority, or Extranet user (including those outside your organization) by
clicking the Provincial Education Directory link (just below the Alberta Education logo).

A’[b@l’bﬂ\_ll Education

Provincial Education Directory  S~* nol Authorities | Public | Alberta School District No. 1 [A.0122]
Alberta School District No. 1[A.0122] Click the Provincial Education
— Directory link to search for

authorities, schools or users

WORKPLACE SCHOOLS STAFF OPERATING SCHEDULES

Search for an organization by name or code by typing into the Search bar. Check one or more of
the filter check boxes to filter your search results (under the search bar).

A’[h@rf)ﬁ.n Education

Provincial Education Directory

SEARCH FOR ORGANIZATIONS BROWSE ORGANIZATIONS SEARCHFOR PEOPLE 3]

Q,  Edmonton X

Authorities Schools [[]  Post-Secondary Providers [[] Municipalities [] Other

Show s0 v entries @) Active/Operating Only

Enter a name or code

Organization Type T/ Name Last Operating | nto th e Sea rCh ba r
School Alberta Classical Academy Edmonton Campus [S.2478] 2023/2024 \ O t . I h k
lonal: check one or
School Children's Autism Services of Edmonton [5.1343] 2023/2024 p

more filter check box

School Edmonton Academy [$.7953] 2023/2024

All results tables can be sorted alphanumerically by clicking the sort icon () at the top of each
column.
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Browse all organizations based on their classification by clicking the Browse Organizations tab.

_A{h&f‘tﬂﬂ Education

Provincial Education Directory

SEARCH FOR ORGANIZATIONS I BROWSE ORGANIZATIONS I
| |

CH FOR PEOPLE 3]

Click the Browse
Organizations tab to
search by classification.

Authorities

Adult Education
Charter
First Nations

Francophone

To search for Extranet users, click the Search for People tab.

Provincial Education Directory

SEARCH FOR ORGANIZATIONS BROWSE ORGANIZATIONS I SEARCH FORPEOPLE 3] I
| |
L Click the Search for
Authorities
Adult Education N People tab to search
for Extranet users.
Charter

First Nations

Francophone

And the Directory Search page is displayed.

A’(b&?bﬂ\.ﬂ Education Applications  Directory 0

DIRECTORY SEARCH GOA DIRECTORY SEARCH VIEW REPORTS @) ~ ORGANIZATION SEARCH 5

Directory Search

I Q Search by name, title, contact information, or organization name X I

Name, Title Contact Information Organization

No matching records found
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Icons

Search/Search button

Danger/Warning alert

Q,
Clear / Close 4 Submitted
b4 )
® Toggle option on/off v Completed
Checkbox n View Workplaces
T Sort EXPORT~ Export menu with export icons

Ascending/Descending

v
<

Expand/Collapse

+ ADD NEW STAFF

Add button

Help message

Remove button

F| e

Phone Edit button

— Fax View button

S 8

Email E Calendar button
Website File Upload button

Mailing Address

¥ SAVEASPDF

Save as PDF button

P F|O

On-site Visit or Delivery
Instructions

= CARRY FORWARD PROGRAMS AND GRADES

Carry Forward

—] Fax

Menu (mobile view only)

5] Navigate to another
Extranet application

S EdxAE

Application Permissions

Student, Financial, Assessment,
Curriculum, Teaching, Other

] Open in a new browser
window or tab
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July 2024 PED for Public Schools — lllustrated Reference Guide

WORKPLACES

Edit facility information at both the school and authority level by selecting the Workplace tab
and clicking the Edit Workplace button.

WORKPLACE SCHOOLS STAFF OPERATING SCHEDULES

# EDIT WORKPLACE

. (403)123-4567 ELEOW PARK
B (403) 987-6543 e
. s T -
info@reachforthestars.ab. T a4 ' eBaveS
g . ] 1
ca £ % T
Ebo,,%r 2
@ http://reachforthestars.ab. a
w
A ¥
ca/ B8 Go gle Map data 62016 Googee
608 Sifton Blvd SW, C ,AB, Canad
ﬁ Mailing Address men Tean naae

Open in Google Maps [
PO Box 123
Calgary, AB T2T 2K7

The contact information for the school/authority is intended to be generic and available to the

. x
Edit Workplace
Phone Number: # Fax Number: Email: %
(403) 123-4567 (403) 987-6543 info@reachforthestars.ab.ca
Website: Alberta Infrastructure Facility ID:
http://reachforthestars.ab.ca/ @
Mailing Address Physical Location [] sameas Mailing Address
Street:s
POBox 123 o
= ELBUW FAKK =
Map  Satellie
City: o oy
e SW 2 @
Calgary 2 g
9 Ave SW asn
5_\\\,3“Ew Elbgy, R
Province:* Postal
Code:* @
Alberta i £ W
Ri = -
szl G@. gle Map data 82018 Goagle  Terms of Use  Report a map error
608 Sifton Blvd SW, Calgary, AB, Canada
Country:*
On-site Visit or Delivery Instructions
Canada b4 v
SAVE CANCEL
#
MNote

Please refrain from using personal information.
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note  The Alberta Infrastructure Facility ID applies to schools and authorities located in
public buildings only. If you are unsure what your Alberta Infrastructure Facility ID
is, contact your authority or leave it blank. This field is not mandatory.

Mailing address - where regular mail is delivered by Canada Post. This can be a P.O. Box or
satellite office (for example a colony school might prefer to receive mail at the board office
instead of the school location). Add multiple lines to the street address by using the enter key.

Physical location - the main site where students are receiving instruction or where the board
has its office and most of its staff. If your physical location address, as recognized by Google
Maps, differs from your delivery address for courier, please specify that in the delivery
instructions.

For many schools and authorities, all three addresses will be the same, however Google Maps
might not recognize the address, due to formatting differences. If this is the case, try adding or
removing punctuation to get the map to update correctly. Alternatively click the correct
location on the map and Google Maps will autofill an address based on where was clicked.

Please do not change the mailing address to try to get the location address to
work. The mailing address should remain formatted for Canada Post.

Government of Alberta = 10 |
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July 2024 PED for Public Schools — lllustrated Reference Guide

SCHOOLS

When at the authority level, view a list of all authority schools by clicking the Schools tab.

A’(_bevbﬁ_u Education

Provincial Education Directory | School Authorities | Public | The Edmonton School Division [A.3020]

The Edmonton School Division [A.3020]

Public

WORKPLACE STAFF ACCOUNTS OPERATING SCHEDULES
\ Click the School tab to
° display the authority schools

Show 25 v entries @i} Active/Operating Only

School Name T LastOperating Year Status Email Telephone
A.Blair McPherson School [S.1458] 202372024 Active
Abbott School [$.7100] 2023/2024 Active
Afton School [5.7192] 2023/2024 Inactive

The schools can be sorted by clicking the sort icon (), at the top of each column, which
reorders them.

Government of Alberta = 11 |
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Search for a specific school by name or school code using the Search bar.

A’(Wﬁ Education

Provincial Education Directory | School Authorities | Public | The Edmonton School Division [A.3020]

The Edmonton School Division [A.3020] Use the search bar to

Public

find specific schools
WORKPLACE SCHOOLS STAFF ACCOUNTS OPERATING SCHEDULES /
IE al

Show| 25 w entries . Active / Operating Only

School Name 1 Last Operating Year Status Email Telephone
A Blair McPherson Schoal [5.1458] 202372024 Active
Abbott Schoal [5.7100] 202372024 Active

Afton School [5.7192] 2023/2024 Inactive

Clicking a school name in the results list will take you to that school’s information.

A’(b?m Education

Provincial Education Directory | School Authorities | Public | The Edmonton School Division [A.3020]

The Edmonton School Division [A.3020]

Public

WORKPLACE SCHOOLS STAFF ACCOUNTS OPERATING SCHEDULES

Click on the school name to go

Q /
to that school’s information

Show 25 w entries . Active / Operating Only

Telephone

School Name 1 Last Operating Year Status Email
A Blair McPherson School [5.1458] 2023/2024 Active

Abbott School [5.7100] 2023/2024 Active

Afton School [5.7192] 2023/2024 Inactive

Note  Contact your Alberta Education Field Services Manager to add, close or rename a
school.

Inactive schools are hidden by default but can be viewed by toggling the Active / Operating

Only toggle (l . Active / Operating Only |) to lOff'_

Government of Alberta = 12 |
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STAFF

Current staff, elected and appointed officials, are listed alphabetically by name under the Staff
Accounts tab.

Alberta School District No. 1[A.0122]

sLAcE scHools | STAFFACCOUNTS I OPERATINGSCHEDULES  SIGN INSETTINGS
WORKF @ Hewe

——
+ ADD NEW STAFF

‘ a * ‘
Show| 25 w |entries
EXPORT ~
Name 1 Title Role Email Teleph: ication Access
Gabriel Bongani  Chief Superintendent  Superintendent or Head of Gabriel® rtaschoolboard.ca  (780) 123-9876 ¢ Ow B u
School
. .
Lioyd Khan Data Administrator lloyd khan@albertaschoolboard.ca 780)123-9876xt987 @[ Mg WM u
Rosalind Peters TWINS Human Resources Administrator  rosalind.peters@albertaschoolboard.ca (780) 123-9876 ext 543 u
Administrator
Suzy Shewchuck  Data Coordinator Data Coordinator suzy.shewchuck@albertaschoolboard.ca  (780) 123-4567 3 m i [ ] u

Note  Only the staff information at the organization level being viewed is displayed, i.e.
at an authority level, only authority level staff are displayed.

Note  Trystees, Chairs, Administrators, and those who fulfil an Alberta Education
defined role are entered as staff. They must have a unique email, even if they do
not intend to access extranet.

To display school level staff, first navigate to the school by clicking the Schools tab and then
selecting the required school.

Alberta School District No. 1[A.0122]

'WORKPLACH SCHOOLS STAFF ACCOUNTS OPERATING SCHEDULES SIGN INSETTINGS

+ ADD NEW STAFF

| a

Show 25 ~ |entries

Government of Alberta = 13 |
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Search for staff using the Search bar. Search based on name, email, title,
search results are automatically updated as information is typed into the

role or telephone. The
Search bar.

Alberta School District No. 1 [A.0122]

Alberta Public

WORKPLACE

+ ADD NEW STAFF

SCHOOLS STAFF ACCOUNTS OPERATING SCHEDULES SIGN INSETTINGS

IE

< |

Show| 25 w~ | entries

Staff information is listed alphabetically by default. Clicking the sort icon (), at the top of each

column, will reorder them. Edit staff information by clicking the Edit icon
information by clicking the Delete icon (u ).

() or delete staff

Alberta School District No. 1 [A.0122] Active
WORKPLACE SCHOOLS  STAFFACCOUNTS  OPERATINGSCHEDULES  SIGN INSETTINGS @ HeLe
+ ADD NEW STAFF
‘ Q *
Show 25 v |entries
EXPORT~
Name T Title Role Email Telephone Application Access P—
| — |
Gabriel Bongani  Chief Superintendent  Superintendent or Head of Gabriel.B rtaschoolboardca (780} 123-9876 e Mu W O
School
: 5
Lloyd Khan Data Administrator lloyd khan@albertaschoolboard.ca (780)123-9876ext987 @1 - Mg - MW u
Rosalind Peters ~ TWINS Human Resources Administrator  rosalind.peters@albertaschoolboard.ca  (780) 123-9876 ext 543 n
Administrator
) ) .
Suzy Shewchuck  Data Coordinator Data Coordinator suzy.shewchuck@albertaschoolboard.ca  (780) 123-4567 e Ow B O

Permissions can be viewed at a glance in the Application Access column.

Similar permissions

are grouped into categories and the specific permissions the staff member has been granted

can be viewed by clicking the icon.

Student ®  Financial & Assessment [ Curriculum &1 Teaching B3 Other I
ff‘e Staff with the Other Workplaces icon (E) displayed have Extranet accounts under more

than one organization.

Government of Alberta =
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Add New Staff

Click the Add New Staff button - upper left side of the application - to add a new staff member
to the system.

Alberta School District No. 1[A.0122]
puse

WORKPLACE SCHOOLS STAFF ACCOUNTS ‘OPERATING SCHEDULES SIGN INSETTINGS

I + ADD NEW STAFF I

[a

Show| 25 v |entries

Enter the staff member’s email address in the displayed popup window.

Add New Staff

@ Only Staff who require permission to use an Alberta Education application (e.g., PASIprep, SLA, etc.) or who have an

Alberta Education required role (e.g.. Data Coordinator, Principal, etc.) need to be added.

Email: *

\ Q

First, enter the new staff member's work email address, then press Tab.

CANCEL

email address entered matches the email address the staff member intends to
use to access Extranet. Their email address must be unique to them, and
multiple people cannot share the same email address.

j An Extranet account will automatically be created, so please ensure that the

Note  There is no need to enter every staff member for your organization. Only those
filling an Alberta Education role or requiring Extranet application access need to
be entered.

If an email address is already associated with a staff member for this organization, the following
message is displayed:
This email is already associated with a staff member for this organization.

If this message is displayed, cancel the Add New Staff popup window and search for the staff
member instead. When the staff member’s record has been located, edit their profile (instead
of adding a new record).

Government of Alberta = 15 |
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note  Staff who have both authority and school level accounts need to be added under
. both the authority staff and the school staff sections of the application.

If an Extranet profile already exists for the email address but they are not associated with the
current organization, their contact information autofills, based on their pre-existing profile.
Roles and permissions specific to the current organization can then be added.

Business Contact information

Enter the Name, Title, Teacher Certification Number and Phone Number of the staff member.
The phone number does not have to be unique and the default number for the workplace can
be used. The teacher certification number is optional.

I BUSINESS CONTACT INFORMATION I ROLES PERMISSIONS

Salutation:* First Name: = Last Name: &

Title:k Teacher Cert. #:

Use Workplace Phone Number

Phone: s Extension:

(403) 123-4567

Roles

Entering Roles information is optional and should only be added if the staff member meets the
criteria for that role. A staff member does not have to be associated with every role.

BUSINESS CONTACT INFORMATION ROLES PERMISSIONS

Roles for The Edmonton School Division [A.3020] (optional)

(show definitions | hide definitions)

[ Auditor > [] Director of Inclusive Education [ Privacy Coordinator >
[J Chair > or Alternate > [] Superintendent >
[J Communications Contact > Fducatian Technology L eader [ Treasurer >
>
Corporate Secretar Trustee
D P v Home Education Coordinator D ?
[J Curriculum Coordinator > N [ Vice-Chair >

Data Coordinator > Human Resources

Administrator »

O 000

Information Technology Leader
>

If you are unsure what a role entails, click the Display icon ( ?) to see a definition. Use the Hide

icon (™) to collapse a description.

Note  The list of available roles will vary based on your organization type.

Government of Alberta = 16 |
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Note  The role of Superintendent requires additional verifications before being
- updated. The information entered here is considered the business contact
information for the individual only. Please follow pre-existing procedures for

updating these roles.

Contact Teaching & Leadership Excellence Sector (780-427-2045) if your

Superintendent has changed.

Permissions

Permissions can be granted to staff member that requires access to Extranet applications, from

the Permissions tab.

BUSINESS CONTACT INFORMATION ROLES PERMISSIONS

Permissions for The Edmonton School Division [A.3020Q] (optional)

how definitions | hide definitions)
D PASIprep Production Manage Documents Eligible for Disposal (1189) >
B PASIprep Production Manage Organization Email Notification Override (1172) >
D PASIprep Production View Documents Eligible for Disposal (1188) >
PASIPrep Production View PAT Results (1158) »
PASIprep Production View Student Information (1029) >
PASIprep Production Manage Student & School Enrolments (1028) >
PASIprep Production View High School Courses & Marks (1030) >
PASIprep Production Manage High School Courses & Marks (1027) >
PASIprep Production Manage Diploma Exam Sittings (1087) >
PASIprep Production Approve High School Courses & Marks (1026) >
PASIprep Production View Student Documents (1102) »
|:| PASIprep Production Contribute Student Documents (1103) >
\:l PASIprep Production Manage Student Documents (1104) >
D PASIprep Production Bulk Load Student Documents (1105) >
PASIprep Production Manage myPass Access (1086) >

SLA Teacher (1001) >

If you are unsure what a role entails, click the Display icon ( ) to see a definition. Use the Hide

icon () to collapse a description.

Click the show definitions or hide definitions (optional) links under the organization name to

display all definitions, or hide all definitions.

Note  Staff members can be added to your organization without being given any

permissions.

Government of Alberta =
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Edit Current Staff

Locate the staff member to be edited by entering a name into the Search for Staff bar, under

the Staff Accounts tab.

Alberta School District No. 1[A.0122]

WORKPLACE SCHOOLS STAFF OPERATI@G SCHEDULES
+ ADD NEW STAFF

L

x|

Show| 25 w  entries

Once the staff member information is displayed, click the Edit icon () - far right of the grid.

STAFF OPERATING SCHEDULES

(@) HELP

Click the Edit icon to display
and edit a staff member’s
contact details, etc.

Role

tendent  Superir
School

EXPORT~

Telephone

(780) 123-9876

A popup window that allows for the editing of Contact Information, Roles and Permissions is

displayed.

Note

4 Staff email addresses cannot be edited by the organization, only added or deleted. If

L a staff member changes email the address they use to access extranet, they can
update it under their My Account option.

A

The new system requires that all staff have valid, unique email addresses. Staff
that did not previously have an email address listed will see the following

displayed: XXXXXX@unique.email.required. Please delete and then re-add
anyone with this placeholder email address listed. Also, please avoid using
generic identifiers such as: treasurer@unique.email.

Reminder: Accounts are not to be passed on to the next person or shared.

Government of Alberta =
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Remove Staff

Locate the staff member to be removed from the system be entering a name into the Search

for Staff bar, under the Staff Accounts tab.

Alberta School District No. 1[A.0122]

WORKPLARLACT L1a ] LS STAFF ACCORUMTS PTRATING SCHIDULES
+ ADD NEW STAFF

| =

Show| 25 » |entries

< |

Once the staff member information is being displayed, click the Delete icon (n ) - far right of

the grid.

STAFF OPERATING SCHEDULES

(@ HELP

Click the Delete icon to
delete a staff member.

Role

htendent  Superir
School

EXPORT =

Application Access '

Telephone
(780) 123-9876 e Mdw B ﬂ

Next confirm that this staff member is to be deleted from the system by clicking OK in the

popup window.

directory.education.alberta.ca says

Are you sure you want to remove this staff account?

° Cance‘

Note The staff member is only be removed for the organization which you are under. If their

profile is linked to multiple organizations, those Extranet profiles will remain.

Government of Alberta =
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OPERATING SCHEDULES

When logged in at the authority level, view all operating information for your schools from the
Operating Schedules tab.

The Edmonton School Division [A.3020]

Public

WORKPLACE SCHOOLS STAFF ACCOUNTS OPERATING SCHEDULES

[
2023/2024 School Year

CHANGE SCHOOL YEAR =

School Authority Default Operating Schedules

# EDITSCHOOL AUTHORITY DEFAULTS

Start Date End Dat
Authority level (Regular) (nene) fnone)
Authority level (Summer School) thone) tnone)

View current, past or upcoming school years by selecting from the Change School Year drop
down list.

The Edmonton School Division [A.3020]

Public

WORKPLACE SCHOOLS STAFF ACCOUNTS OPERATING SCHEDULES

Click to display and select

2023/2024 School Year /
|_|mm alternate school years

School Authority Default Operating Schedules
Start Date EndDate
Authority level (Regular) fnone) (none}
Authority level (Summer School) fnone) (nonel
Government of Alberta = 20 |
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Search for specific schools, schools with specific programs or schools with specific start or end

dates by using the School-level Operating Schedules search bar, under the Operating
Schedules tab.

WORKPLACE ~ SCHOOLS ~ STAFFACCOUNTS  OPERATING SCHEDULES @ HEP

2023/2024 School Year

CHANGE SCHOOL YEAR »

School Authority Default Operating Schedules

# EDIT SCHOOL AUTHORITY DEFAULTS
Start Date End Date

Authority level (Regular) (none) fnone

Authority level (Summer School) (nonel fnone)

School-level Operating Schedules

Show| 50 v entries Yy  Only show Operating Schedules defined at the Schoal level .

Clicking on the school name or code will take you to the school level information where you can

add or edit a school’s operating schedule directly.

School Authority Default Operating Schedules

Start Date End Date
Authority level (Regular) (none) (none)
Authority level (Summer School) (none) (none)

School-level Operating Schedules

= .

Show 50 ¥ entries B Onlyshow Operating Schedules defined at the School |

Click the school name or code to
=== display school level information

Start Date

A. Blair McPherson School [5.1458] , (none)

AbbottSchool [5.7100] (none) (none) (none) (none)
Afton School [$.7192] (none) (none) (none) (none)
Alberta School for the Deaf [5.7730] (none) (none) (none) (none)

(none) (none) (none) (none)

Government of Alberta =
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Authority Level Operating Schedules - Including Defaults

Add operating schedule information in bulk for all the schools in an authority by clicking on the
Edit School Authority Defaults button.

School Authority Default Operating Schedules

(e |
M Click the Edit School

Authority level (Regular) (nome) (none) Authority Defaults button

Authority level (Summer School) (none/ (none) |

Next enter the Start and End dates that most of schools will be using in the Add Default
Schedule popup window.

Add Default Schedule

(D One of the Regular or Summer School schedule needs to be provided for the Add / Save functionality to be
activated.

Regular

Start Date: End Date:

Summer School

Start Date: End Date:

s
Note  There is no longer a concept of schedule type. The regular schedule encompasses all
schedules semestered, non-semestered, Copernican and year-round.

Summer school dates are assigned to all schools that have summer school listed in programs.

For schools that do not follow the default dates or that have additional schedules, you can
override the defaults by adding dates at the school level.

For schedules to be complete, programs and grades must also be entered. Define these
individually at the school level or use the Carry Forward Programs and Grades button
(BT ) to copy last year’s information for all schools.

If some of the schools are offering different programs or grades than last year, make those edits
at the individual school level by clicking on the school name or code. Once you carry forward
programs and grades, the button disappears and edits can only be made at the school level.
School Authority Default Operating Schedules can always be added or edited, but edits will
only affect schools without opening and closing dates previously defined at the school level.

Changing an Operating Schedule at the school level will override schedules defined at the

authority level. To display the schools that are not using authority defined default information
| . Only show Operating Schedules defined at the School Ievelloption to ‘on’.

toggle the

Government of Alberta = 22 |
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The process is complete once all of the schools have the correct programs, grades and
schedules. There is no longer a process to submit the information after entering it and
remember, information is uploaded to Alberta Education in real time as it is entered.

You can make revisions to this information year-round, and you will not be locked out after the
initial completion.

A report listing of the operating schedules for all your schools can be accessed by clicking the
Export button - top right of the grid.

School-level Operating Schedules

efined at the School level EXPORT ~ I

ms Grades Type Start Date End Date
[Education Program of Studies Knowledge and Employability K-9 Authority level (Regular) Sep 01, 2022 Jun 27,2023
nd Technology Studies Special Education Authority level (Summer Schoal) Jul 04, 2023 Jul 29, 2023

s a Second Language Summer School

Note Only the current page is included in the report, so change the number of rows displayed
by clicking the Show Entries drop down at the bottom of the screen.

Edit or Delete a Schedule

Edit programs and grades by clicking the Edit Programs and Grades button. Edit schedules by
clicking the Edit icon ( ), next to the Start and End dates. Delete a schedule by clicking the
Delete icon (u ).

The School Act requires the submission of programs, grades, start and end dates no
& later than May 31. However, you will not be locked out of this application after that
date. Corrections and additions to Operating Schedules can now be made year-round.

Note Programs and grades can be carried forward from previous years and default schedules
can be defined at the authority level. Editing the information at the school level will
override anything defined at the authority level.
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School Level Operating Schedules

To add schedules individually at the school level, make sure you are in that school’s information
and under the Operating Schedules tab and then click the Edit Programs and Grades button.

A. Blair McPherson School [S.1458]

School Authority: The Edmonton School Division [A.3020]
Regular

WORKPLACE STAFF ACCOUNTS OPERATING SCHEDULES

2023/2024 School Year

CHANGE SCHOOL YEAR ~

@ No Program, Grades or Schedules exist for this school. Enter Program and Grades

Click the Edit Programs
I I 4/ and Grades button

Programs

(nhone)

{

Grades [l Schedules

(none) (none)

Display current, past or upcoming school years by selecting from the Change School Year drop
down list.

A\ Blair McPherson School [S.1458]

School Authority: The Edmonton School Division [A.3020]
Regular

Click the display & select
alternate school years

WORKPLACE STAFF ACCOUNTS OPERATINGSCHEDULES ~ ORGANIZATION HISTORY

2023/2024 School Year,

Programs

Grades Schedules

Alberta Education P

Start Date End Date

noe  Add schedules for the upcoming school year starting on January 1 of the present year
' and make edits or corrections until December 31 of the following school year.

Government of Alberta = 24 |
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Add a Schedule for Upcoming Year

To add a schedule for an upcoming year click the Edit Programs and Grades button.

A. Blair McPherson School [S.1458]

Scheol Authority: The Edmonton School Division [A-3020]
Regdar

WORKPLACE STAFF ACCOUNTS OPERATING SCHEDULES ORGANIZATION HISTORY

2023/2024 School Year

CHANGE KROOLYeAR

Click the Edit Programs
and Grades button

E=mm |

Programs Grades Schedules
(rone) oo (nane)
Government of Alberta = 25 |
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The Edit Programs and Grades popup window is displayed. The programs and grades that were
offered in the previous year are indicated.

Edit Programs and Grades

Grades: Select All Grades

Elementary (Select All) Junior High (Deselect All) High School (Select All)
Grade 7 1 or
Grade 8 [ or
Gra [ o

de 9

[< Q<] <]

fEQfEERER MO
000 FQT
g
:

Programs: Select All Programs

Adult Continuing Education First Nations Language and d Apprenticeship

Culture
Advanced Placement Culture

[ < AN

Francophane
Alberta Education Program of

Studies French as a Second Language

Evening Cl
Alternative (International
Lang)

Heritage Language

Alternative French

(<) < NN < RINE
< mEmpmyy < o

Bilingual Languages

8O0 O

Career and Technology
Studies

o

Community-based ECS

<]

Dual Credif

Diploma Examinations

Englisha

O

f < FEA
oooan

First Nation
Learning

[

Update this list so that it reflects the programs and grades being offered in the upcoming school
year and then click the Add button.

Next add the start/end dates by clicking the Add Schedule button.

OPERATING SCHEDULES
2023/2024 School Year
CHANGE SCHOOL YEAR ~
_ Click the Add Schedule
I_I/ button to add the
start/end dates
Grades Schedules
Home Education Shared K-9 (none)
Responsibility
Special Education
Government of Alberta = 26 |
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Enter the schedule dates:

Add Schedule

Stact Date:e End Date:e

September 04, ?O‘_?J

June 20, 2024

OPERATING SCHEDULES

TODAY

DONE

r
jol Year

2 ‘:.'

|

Gr_medmes

Note There is no longer a concept of schedule type. The regular schedule encompasses all

L .
schedules semestered, non-semestered, Copernican and year-round.
Programs Grades Schedules
Adult Continuing Education Home Education PK-12 Start Date 1 End Date
Advanced Placement International Baccalaureate
School level July 2, 2023 August 14, 2024 u
Alberta Education Program of Registered Apprenticeship
Studies Surmmer Sehool School level September 4,2023 June 20,2024 O

First Nations Language and
Culture

Showing 1to 2 of 2 entries

Summer school are assigned to all schools that have summer school listed in programs.

An authority level user, can return to the authority information and continue entering data for
other schools. School level users can inform the authority that all updates have been

completed.
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