Center Activity Schedule Tuesday, July 20, 2010
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To Schedule an Activity:

1. Access Center Activities > Setup

2. Select Schedule (2 —

3. Set the Start and End dates and
the Recurrence.

4. Select Add Timeslot(s)

5. Save the Activity Schedule
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+ | Example: 00 el
CS| Science for 41h and 5ih graders Is going to be
delivered beginning January 11 through May 21 on
Mondays and Wednesdays from 3:15 p.m. te 4:15p.m.,

Helpful Tip:
Only enter your defaull or basic schedule. Additional
timeslots can be added when you record aftendance.

Slide 4

Text Captions: Click the Schedule button

Example:

CSI Science for 4th and 5th graders is going to be delivered beginning

January 11 through May 21 on Mondays and Wednesdays from 3:15 p.m.

to 4:15 p.m..

Helpful Tip:
Only enter your default or basic schedule. Additional timeslots can be
added when you record attendance.
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Text Captions: The Activity Schedule page opens
Select the Activity start date
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Text Captions: Select the Recurrence - how often this activity will occur
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Text Captions: Notice that the options expand
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e Add Timeslot b
e Times this activity

= [ Scheduling Tips:
= An activity cannot be scheduled for more than 10 hours in
=SS one day
“'s A schedule cannot be changed once attendance has been

enterad in TX21st for that activity

+ Do not "over schedule.” Only add the regular timeslots
here and add impromptu tmeslots when entering
attendance,

Slide 22

Text Captions: Click the Add Timeslot button to add the Times this activity

is offered.
Scheduling Tips:

An activity cannot be scheduled for more than 10 hours in one day

A schedule cannot be changed once attendance has been entered in

TX21st for that activity

Do not "over schedule." Only add the regular timeslots here and add

impromptu timeslots when entering attendance.
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Text Captions: Click the Add Timeslot button
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Text Captions: Select the start time
The Activity Times options appear.
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Text Captions: Select the end time
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Text Captions: Click the Save button
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Mext Step: Be sure that you have added
™ participants (students and family members) inta
Sotrsny [ Sunsar YOUF program and then enrcll them into each of
usesy the activities that they are signed up for. Once
et Dntm this is done, you can begin 1o record attendance
in TX21st for each activity.

Slide 32

Text Captions: A notification appears if it was done correctly.

Next Step: Be sure that you have added participants (students and family
members) into your program and then enroll them into each of the activities

that they are signed up for. Once this is done, you can begin to record
attendance in TX21st for each activity.
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