Teacher Name Changes in Master Schedule

Start the master schedule editor on the scheduling dashboard.

Find the old teacher in the list.

Click on the old teacher's name to show the teacher pick list. You can select ANY master schedule record for the old teacher since you are going to replace all of the records for the old teacher with the new teacher.

Select the new teacher who will replace the old teacher from the teacher pick list.

You should receive a few 'update confirmation' screens:

1.  Overlay existing object function code?

· Answer YES to update the currently selected record's object function codes in the master schedule record for that teacher's courses.

· Answer NO to leave currently selected record's object function code as it is.


2 - Replace ALL classes taught by the old teacher with the new teacher name? 

· Answer YES to update all courses taught by the old teacher to the new teacher's name.

· Answer NO to update ONLY the current record. 

3 - Replace ALL object function codes for ALL records for the old teacher with the

     object function code for the new teacher?

· Answer YES to update all of the old teacher's records object function codes with the new one.

· Answer NO to update only the currently selected record's object function code.

· NOTE:  This question will only appear if you selected YES to #2.


4 - Reflect the change in student schedules and assignments?

· Answer YES to change the teacher's name in the student schedules to the new teacher name, and all assignments to the new teacher name.

· Answer NO to leave the old name in the student schedules and assignments.

· You almost ALWAYS want to answer YES to this question after the scheduling process is completed.

