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	Assigning Home Rooms through Home Room/Group Maintenance – Schools with Daymet Schedule


The assigning of homerooms through Home Room/Group Maintenance is a process that should be run at least once a month to insure that all students are assigned to their correct homeroom.  In order for this option to work, the room where the teacher is, during the selected homeroom period, MUST be assigned to the teacher in the Teacher File.
Complete the following steps to assign students to homerooms in schools with a daymet schedule:

	1. At the STIOffice main screen, select Courses – Scheduling – Home Room/Group Maintenance.

2. Click the Period button located at the bottom of the dialog box.  (See diagram at right.)
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	3. At the Build Home Rooms by Period dialog box (shown at right), enter the following:
Starting/Ending Grade
Accept the defaults for Starting/Ending Grades unless assigning homerooms to a specific grade level.

Period:

Period designated as your homeroom period.

Term:

Current term (not the term you are printing grades for)

4. Click Apply.
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	Assigning Home Rooms through Home Room/Group Maintenance – Schools with Daycode Schedule


The assigning of homerooms through Home Room/Group Maintenance is a process that should be run at least once a month to insure that all students are assigned to their correct homeroom.  In order for this option to work, the room where the teacher is, during the selected homeroom period, MUST be assigned to the teacher in the Teacher File.

Complete the following steps to assign students to homerooms in schools with a daycode schedule (alternating school days):

	1. At the STIOffice main screen, select Courses – Scheduling – Home Room/Group Maintenance.


2. Click the Period button located at the bottom of the dialog box.  (See diagram at right.)
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	3. At the Build Home Rooms by Period dialog box (shown at right), enter the following:


Starting/Ending Grade
Accept the defaults for Starting/Ending Grades unless assigning homerooms to a specific grade level.

Period:

Period designated as your homeroom period.

Term:

Current term (not the term you are printing grades for)

Daycode:
Choose appropriate code
4. Click Apply.
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