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Managing Sections for Students

Summary:

Students can be assigned to sections in the Enrollment screen, as a way to categorize students
according to geographical preferences, educational needs, or team assignments. Sections can then be
used to filter or sort students in the Enrollment or Assignment screens, and can also be used during
manual or automated matching.

Background

When working with large cohorts of students, educational programs may wish to allocate students into
“sub cohorts” or sections within a cohort. For example:

e Students may be assigned to teams at the beginning of a course (e.g. for carpooling or projects),
and can stay in that team or be assigned to another team for the next course;

e Students may be asked for their preference of geographic area or zone for an upcoming
placement (e.g. “1** choice north shore”) and can then be assigned to a Section for all students
preferring that zone;

e Students may be categorized into Sections representing different levels of skill or experience, so
that group placement will have students with the same skills level or a mix of levels, as
appropriate for managing learning objectives or instructor workload.

Allocating Students to a Section

1. In Enrollment, click Edit All to update several students (if students are not yet copied to a
worksheet, you can edit an individual student by clicking their Edit icon ¢ ).

Enrollment Worksheet

Student [¥|Murs3356G (Group)
v Sec (27 shown) Pref Agency Site Service  Dest action | # Edit Al
o Alexander, Genevieve e

2. In edit mode, select a section number from the dropdown ¥ savem X cancel

for each student. e P
HSPnet offers section numbers based on the number of 3] PG, A TG
enrolled students (1 section for every 6 students); you may _ Anderson, Sally
need to use only a few of the available sections to i Angélisa, Maureen
categorize students by skill/experience level or geographic Anistan, Jennifer
zone. 3 Antoinette, Marie

; Arey, Jeremy

3. Click Save All when done.
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Managing Sections in Enroliment
udent
The normal view of Enrollment is to sort students alphabetically by last name. H
L Pash, Test
5. To sortby section number, use the Sec link: W Jones, Sophis
) ) ) ) ) = 1 Aniston, Jennifer i
a. Click the link once to sort in ascending order (lowest to highest). C11 Arevat Jerem
b. Click again to sort in descending order (highest to lowest). T 1 Bulldog Junior
NOTE: in ascending sort order, students with no section number will sort to the top.
6. To filterthe list, select a section number from the Current View filter or Current View
choose “No Section” to filter to students who are not yet allocated to a Department Program
section. i BStN |+
Section: ALL
ALL
& | TIP: Use the Section filter in combination with other filters such !
as the Action filter, which displays students by the type of _
worksheet to which they are copied (group or individual). 5
L Mo Section J

In addition to individual section allocations via step 2
above, two options exist for mass update of section
assignments in the Action dropdown:

Clear section assignments
Randomly assign students to sections

a. Clear section assignments — for selected students, Waive (this Course only) :
this changes their section assignment to blank; Remoyve from Cohort (all unassigned courses)

b. Randomly assign students to sections — displays a numeric field (default 2 sections) for dividing
the class into the number of sections selected.

Managing Sections in the Assignment Worksheet

Once students are allocated to sections in Enroliment, the sections can be used later to manage cohorts
and to streamline the process of assigning students to placements in the Assignment Worksheet.

7. Click the GoTo button for an Assignment Worksheet (& or [&-) .

8. Click the Sec link to sort the student list (see step 5) so students from the same section can be

assigned simultaneously.

Things to Remember

You can allocate students to a course once and leave it unchanged throughout the program, or you
can change a student’s allocated section number at any time. For example:

o If you allocate a student to Section 1 in their first course, he/she will be allocated to Section 1 for

all courses. The section allocation can be changed at any time.

o  For structured Cohorts, changing a student’s section in any course will update their section
assignment in all courses, including past courses -- however their past assignment to
placements will NOT be affected). For unstructured cohorts, section changes in a course don’t
affect the allocation in other courses.

Please contact support@hspcanada.net if you have any questions about managing student sections.
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