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 Calendar Page 

Use this page to add, view, copy, and update calendar information. When saving, the system creates or 
updates calendar day records based on entries in the fields on this page. Calendars affect both 
attendance and the range of valid entry/withdrawal dates. After creating a calendar, update specific days 
as needed from the Calendar Month View page. 
 
Notes:  

 Always add the calendar in the appropriate school year which should be the school year of the 
calendar being created.  The school year is selected from the Set Environment screen.  

 If changes made to a calendar affect the beginning/ending dates of attendance quarters and/or 
marking periods, adjustments need to be made to the Marking Period weeks and Attendance 
Intervals. Examples of this might be bad weather days.  See the area of this guide for further 
information on Marking Period and Interval updates.  

 
Menu Access: Registration Center > Setup > Calendars  

Calendar List 

 
 
Use this page to add and maintain information about the district's calendars. Calendar information is used 
for attendance and for validating student's entry and withdrawal dates. This page lists calendar records 
that match the criteria used in the last search.  
 

 Open a calendar record by clicking the calendar link. 
 

 Switch to a month-by-month view of the calendar by clicking the icon in the Month View column. 
Single day's information can be viewed/ updated or multiple days' information can be updated 
from the Calendar Month View page. 

 
 Delete a calendar by clicking the Delete checkbox, then clicking Delete.  Create a report of 

calendar information, based on the search list, by clicking Report. 
 

 Run a Calendar List Report by selecting the Report option.  

https://trn24.eschoolplus.k12.ar.us/eschoolplus24/Help/Content/Admin/Reg/CalendarMonthView.htm
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Fields Descriptions:  (*Asterisk notes a required field) 
 
Building*- The building associated with the calendar.  

 

Track*- For year-round schools, the scheduling track. Otherwise, N/A. 

 

Calendar*- The code identifying the calendar. Displays on screen and in reports. 
 
Calendar Description*- The calendar's title or brief description. Displays on screen and in reports. 
 
First Day of School*- The calendar's start date. Make sure the day of the week in the Cycle of First Day 
field matches this date.  

Last Day of School*- The calendar's end date. This should include one week of extra non-membership 
days at the end of the calendar.  

Days Calendar Meets*- Each checked box indicates that school typically meets on that day 
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Default Membership Value*- The default value to assign to all membership days for attendance credit 
when setting up a calendar. This value can be changed later for individual days with the Calendar Day 
Detail or Mass Update option.  When adding days to a calendar, the default value only applies to the 
newly added day.  

Days in Cycle* - The number of days in the normal school cycle.  
Example: For schools with an AB cycle, enter 2. For schools with a 5-day cycle, enter 5. 

 
Cycle of First Day* - The cycle code of the first day in the school calendar. If starting school mid-week, 
this may not be the first day of a normal school cycle. 

State Equivalency Code- The state-reporting code associated with this calendar, if any. Not used in 
Arkansas 

Number of Calendar Days - System-calculated. The total days that school meets from the First Day to 
Last Day of School. 

Number of Membership Days - System-calculated. The total days in the calendar that count for 
membership. 

Set as Default Calendar – Checked to set as Default Calendar for the building. 

 

Adding a Calendar 

Use the Calendar page to add calendars. After saving, the Calendar Mass Update option can be used to 
set all holidays to be non-membership days and then adjust specific days as needed. 
 

Menu Access:  Registration Center > Setup > Calendars > New 

1. Complete the necessary fields on the Calendar page. Important things to keep in mind: 

 Days Calendar Meets: Checked boxes refer to Membership days for the normal school 
cycle, not exceptions such as occasional Saturdays.  

 Default Membership Value: Usually 1.0 for regular calendars. This value defaults to all 
days but can be adjusted for specific days after the calendar is saved. 

 Last Day of School: Include extra days at the end of the calendar. Arkansas requires 
students to be withdrawn after the last attendance day. 

 Cycle of First Day: The cycle day that corresponds to the First Day of School date. If 
school starts mid-week, this would be the first day of a normal school cycle.  

2. Click Save to save the calendar. The Month View button appears after the calendar is 
saved.  

3. Click Month View to update calendar days, such as holidays. Calendar days can be mass 
updated by multiple calendar days or single days individually. 
 

javascript:void(0);
https://trn24.eschoolplus.k12.ar.us/eschoolplus24/Help/Content/Admin/Reg/CalendarMassUpdate.htm
javascript:void(0);
javascript:void(0);
javascript:void(0);
javascript:void(0);
javascript:void(0);


eSchoolPlus System Administrator Guide 

Page 8 of 20 
12/13/2013 

Calendar Day Detail 

Use this page to view and change information for a specific day. 

Menu Access:  Registration Center > Setup > Calendars 

Updating day detail information: 

1. From the Calendar List screen click month view icon . 

 

2. The Calendar Month screen opens.   
Options: 

List – This option takes users to the list of Calendars. 

Report – This option creates a Calendar Detail Report. Details on running the report follow. 

Detail – This option takes the user to the Calendar page, which provides information on how the 

Calendar is set up. 

3. Click on the Day Number Link and the Day Detail screen opens.  

 
 

4. Update the Day Detail information as needed. Field descriptions follow. 

5. Select Save to keep changes.  
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Sample Day Detail of a Membership Day 

 
 
Fields Descriptions:  (*Asterisk notes a required field) 
 
Date* - The date selected. Display-only. 

Cycle Flag* - Each calendar date is associated with a cycle day to determine the courses meeting on that 
date.  Use this flag to vary the normal pattern of the scheduling cycle days in the calendar. Select: 
 

I (Include Day in Cycle) - Includes the day in the cycle code pattern. This is the usual setting. If the 
day was previously excluded, the system assigns the next day's cycle code to the current day, 
moving the cycle back one day for all the following days.  

E (Exclude Day in Cycle) - Excludes the day from the cycle code pattern.  If the day was 
previously included, the system assigns this day's cycle code to the next day, shifting the cycle one 
day ahead for all the following days. If using Exclude, the cycle code for the day can also be 
changed.  

S (Skip Day in Cycle) - Skips the day in the cycle, but does not shift the cycle codes for the 
following days. Future rebuilds of calendars will not change cycle day for this calendar day. If using 
Skip, the cycle code for the day can also be changed. 

Use of the Exclude option: To cause the cycle of A/B or Odd/Even days to maintain the same cycle 
value on consecutive days, adjust the day PRIOR to the day that is to remain the same. Example:  If 
October 31 and November 1 were both to have the same cycle day, then code October 31 with Exclude 
and this would cause November 1 to remain the same cycle day as October 31 making for instance, two 
A days in a row.  
 
Caution: Changes to this field could affect the cycle days assigned to all subsequent days in the 
calendar.   

Cycle Code*- If this code is set and the Cycle Flag is set to Skip, future changes to the calendar will not 

affect this date.  Display-only if Cycle Flag is set to Include in Cycle.  

javascript:void(0);
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Day Type - The day type for example, Holiday.  Day types do not affect processing, but indicate why 

changes to the calendar were made. 

Alternate Cycle- The alternate cycle day code, if any. Alternate cycles are typically used for days that are 

shorter than normal, for example, early dismissal days or weather delay days.  

Day Information:  

Membership Day - Checked if day counts as a membership day. If Membership Day is 
unchecked, the Value is set to zero, and Attendance Day and Included in Totals are set to 
unchecked and are not accessible. 

Value* - The day's membership value; for example, 0 for a non-membership day or 1.0 
for a regular membership day.)  This affects Attendance totals.  

Attendance Day - Checked if attendance is taken on this day.  

Include in Totals - Checked if the day is included in attendance totals.  

Day Number - System-calculated. The total days to date, starting with the calendar's first day.  

Membership Day Number - System-calculated. The total membership days to date, starting with the 
calendar's first membership day. 

Day of Week - System-calculated. The day of the week associated with this calendar day. 

Instructional Time - Amount of instructional time for the day. For most sites, this field is used only for 
informational purposes.  

Sample Day Detail of a Non-Membership Day 
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Calendar Day Mass Update 
 
Use this option to change the membership or attendance information for multiple days in a selected 
calendar. 
 
Note: It is rare for a building to have more than one calendar, but if this occurs, Teacher Access Center 
requires all calendars in a building to be on the same cycle day on a date. This rule also applies to 
alternate cycle days. If needing to change a day to a different cycle day or to an alternate cycle day, must 
change the day in all calendars in the building. 

 
Menu Access:  Registration Center > Setup > Calendar > Month View 

  

Procedures to Mass Update Calendar: 

1. For each day to change, check the box to the left of the date on the Calendar Month View page. 
Once more than one date is selected, the Mass Update option is made available. 

2. Click Mass Update to open the Calendar Day Mass Update page. 
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3. Check the box to the left of the field name for each value to update. Enter the new value to the 
right. If an item does not need to updated, do not check the checkbox. Note: The Membership 
Day flag must be selected Yes or No. 

Fields Descriptions:  (*Asterisk notes a required field) 
 

Day Type: If applicable, check box and assign a description to the day, for example, Holiday. 

Alternate Cycle: If applicable, check box and indicate if the day should follow an alternate 
cycle day schedule. Alternate cycle days are either a different length than the normal cycle, 
such as an early dismissal day, or contain different periods than a normal cycle day, such as an 
exam day. 

Include in Cycle:  If applicable, check box and indicate if the selected days should be 
included, excluded, or skipped from a cycle. 

Cycle: If selecting to Exclude or Skip the day, select the checkbox and select the appropriate 
cycle day from the Cycles Search window. 

Membership Day*: This box must be selected and marked as Yes or No. Indicate if the 
selected days count as membership days. Set to No for non-membership days, such as snow 
days or holiday, then the Membership Value is set to zero and Attendance Day and Include in 
Totals are set to No automatically. Set to Yes for membership days and set the following fields 
for the values for ALL dates selected.  

Membership Value:  Assign the attendance value for the membership days. 

Attendance Day:  Indicate if attendance is taken on the days being updated. 

Include in Totals:  Indicate if the selected days should be included in attendance totals. 

Week Number:  Indicate the week number for the selected days. Leave blank and the system 
will assign.  

4. Click Save to update the days and return to the Calendar Month View page. 
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Copy Calendar  

Information can be copied from an existing calendar to one or more new calendars, including all day 
detail information, such as membership values and holidays. The buildings must have the same cycle 
days as those in the calendar being copied.  

Menu Access: Registration Center > Setup > Calendars > Copy 

 

1. On the Copy Calendars page, enter the calendar to copy from.  

2. Enter the information for each new calendar.  Note: Calendar may be copied to several buildings 
at the same time.  

3. Click Copy to create the new calendars. 

Note: The system checks to make sure copying is appropriate for each building selected. If a building 
has different cycle days, an error message as below displays and returns to the Copy Calendar page. 
Click the Remove checkbox next to each building/calendar that should not or cannot be copied. 

 
 
Fields Descriptions:  (*Asterisk notes a required field) 
 

Building*- The building associated with the new calendar. 
 
Track- For year-round schools, the scheduling track for students assigned to this calendar. Otherwise the 
field is not accessible.  
 
Calendar*- The calendar's code. Normally an ‘R’.  
 
Calendar Description*- The calendar's title or brief description which will display in reports and screens. 
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Calendar Detail Report 

Menu Access: Registration Center > Calendars 

1. Search for the desired calendar.  

2. Select the Month View icon. 

3. Click the Report option.  

4. The focus returns to the My Home page, where upon completion the Calendar Detail Report can 
be retrieved. 

 

Screen Shot below displays Calendar Detail Report: 
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Marking Period Weeks 

If changes made to a calendar affect the beginning/ending dates of attendance quarters and/or marking 
periods, adjustments need to be made to the Marking Period weeks. Examples of this might be bad 
weather days.   

Menu Access: Registration Center > Setup > Marking Periods 

Marking Period Dates example: 

 

Procedure: 

1. Search for the correct building.  

2. Type in correct dates for each Marking Period.  

3. Select Save.  

4. Repeat for any additional buildings.  
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Attendance Intervals 

If changes made to a calendar affect the beginning/ending dates of attendance quarters and/or marking 
periods, adjustments need to be made to the Quarter rows of the Intervals table. Examples of this might 
be bad weather days.   

Menu Access: Attendance Center > Setup > Intervals 

Interval example: 

 

Procedure:  

1. Search for and select the appropriate building.  

2. Update the Begin Span and End Span date fields as needed.  The dates used here MUST be 

coded as membership dates in the calendar.  

3. Select Save. 

4. Repeat for any additional buildings.  

Note: After changing Intervals, there may be a need to run Day Totals and Interval Calculations. See the 

Attendance Training Guide or the on-line help for information on running these processes.   
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Change Student ID 
 
Use this page to change a student's ID.   
 

Prerequisite:  Verify the new Student ID is not in use.  If the district uses the Auto Assign ID option, 
perform the following:  1.) Menu Access:  Administration > System Setup > District > District (Click on the 
Database link).  2.) Check the Highest Used Student ID field and update to the next available number 
which is to be assigned to the student.  If the district does not use the Auto Assign ID option, then the 
user must check Demographics for the highest number used.   

Menu Access: Utilities > Change Student ID. 
 
1. Enter search criteria for the student and then click the Search button. 

 

 
 

2. Select student by clicking on the student name link. 
 

 
 

3. On the Change Student ID page, review the Old Student ID number to make sure the              
appropriate student has been selected. 
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4. In the New Student ID field, enter the new ID for the student. 
 

5. Tab out of the New Student ID field and check the message next to the New Student ID that has 
been assigned. 

 

 If the new ID is not assigned to another student, the message New Student ID displays. 
 

 
 

 
 If the ID is already in use, the student name associated with the ID displays.  The below 

Warning Message will display, if the ID is already in use. 
 

 

 
 
 

6. In the Handle Duplicate Records field, select the Keep Old Student ID Information as this is an 
existing Student ID being assigned to a new Student ID. Warning: There does exist an option 
to combine Student ID information, but is not recommended.  If this is being considered, 
please contact an APSCN representative.   

 
7. Click Change Student ID to complete the change and the screen will refresh back to My Home 

page.  
 

8. Open the Change Student ID report by clicking on the hyperlink under My Recent Reports and 
verify the report information. 

 
9. Search and verify student record that was assigned a new ID. 
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Delete Student 
 
Use this page to delete a student's records from all applications. 
  
Caution: This process removes everything about the selected student. It should only be used 
when a student has been added erroneously.  
 

Menu Access: Utilities > Delete Student 
 

1. Select to Search for the student. Below is example by Student ID. 

 

2. Check the checkbox in the Delete column on the on the Student row of the record being 
deleted. 

 

3. Click Delete.  

4. A confirmation message display. Note: Once a record is deleted it cannot be undone. 

 

5. If all is correct, click Yes and the screen will refresh back to My Home page.  

6. Open the Delete Student ID report by clicking on the hyperlink under My Recent Reports and 
verify the report information.  

 
Note: Once the selected ID is deleted, all records associated with the student ID are deleted from the 
Database and that Deleted ID can then be used for a New Student Entry or to Change a Student ID. 
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Mass Update Overview 
 

Definition of Mass Update - A large update of particular information to the eSchoolPLUS database. 
 
Use the mass update pages to update information for multiple records at the same time, such as multiple 
students or courses.  Mass updates allow users to search for the records to update and to specify how 
records should be changed or new values assigned.  

The eSchoolPLUS System includes many mass updates.  Below are generic instructions for most mass 
updates although some may vary.  

Procedures: 

1. Select the following menu access: Utilities > Mass Update. 

2. Select the area to be updated, such as Registration or Master Schedule.  

3. If the Search window does not open, select Search and enter a filter for the desired records.  
Always perform the Search prior to setting Update Values.  

4. After entering the search filter, click the Search option.  

5. Records to update will display at the bottom of the screen.   

 For records that should NOT be mass updated, the Remove checkbox can be checked, 
and the Remove option clicked to remove those rows.  

 Always verify the records to update are correct.  

6. In the Update Values area of the screen, the Area, Field and New Value of the data to be updated 
are entered. This varies depending on the package being updated. 

 One or multiple rows can be entered.  To enter additional rows, select the New Values 
option.   

 To remove a Values row, check the Remove checkbox at the right end of the row and 
select Remove Values.  

7. Verify closely the Update Values and the Records to be Updated.  

8. Select Update.  

9. The focus returns to the My Home page where the log should be verified.  

 

 

 


