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HOW TO BUILD A SCHEDULE

The schedule builder allows you to bulk schedule your
students and tutors.

“m Dashboard ,

I Upcoming Sessions Instant Session  Schedule Session

There are no sessions scheduled for today. Check your calendar for the next scheduled
session,

. X 1 users ™ calendar
The schedule builder can be found in

‘Locations’

i
@ Onboard < MNovember 26 - December 22023 >

... Groups
£8 Locations

B Revenue No events to display

i storefront

Practice
n Classroom

* Configuration

Select the school for which you would
like to create a schedule.

Locations Q seren SN S

Add Location ° [ ] P
Comontcsy
ADDRESS LINE 1 ADDRESS LINE 2 ary DISTRICT REGION STATE POSTALC.. ASSIGNED STUD...  ASSIGNED INST... ACTIONS .
15 16 a
Guilford 24 12 /] .
. 13 ?
15 0 o
District 15 Region ABC 2 2 .
. 1 8
] ] a
Coconut Creek FL 17 27 -] .
. 0 0 ]
Gadand Park Broward County  Broward County..  FL 33334 34 25 ]
] [ B o
. 24 17 -]
test test. test test o ] /] . . .
Woadiand o ]
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HOW TO BUILD A SCHEDULE

Step 1: Make sure all your students and tutors are rostered to
the school location.

s Northeast High School - School Q s OU JEPI

4y Locations Overview

STUDENTS

Download CSV ¢ 1

EMAIL/USERNAME ~ ROLES RENRSNSH GROUPS STATUS LAST USED
11/26/2023 10:31 0.,

ACTIONS

Takoe Action
11/29/2023 10:04 3. Take Action
11/21/2023 0255 pm  Take Action
11/14/202303:01 p...  Take Action

§5g¢

i

]

7
figig

11/13/202301:04 p...  Take Action

View who is currently If students or instructors are missing
rostered to the selected from your school’s roster, you can add
school location. them by clicking on the corresponding

“assign” button.

° °
Assign Students ( ]
° e Check the box of @
a ¥ Aetive. .
° . . the people y(?u wish P
5 tagan et . to add and click
[m] Aethve il .
° e . “Assign” to add ¢
e R e K them to the school o
. a Active 0A/21/2003 1003 am (Locasl..  DB/21/2023 11:09 am Mlocatl_. . .
o P roster. e
o
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HOW TO BUILD A SCHEDULE

Step 2: Name your schedule and select the start and end
dates.

s Northeast High School - School Q s 2 R e

4y Locations

Semester

School Overview

Rester

Select Select the o
. Create a new schedule by clicking
Schedule appropriate _
: on the green plus sign. Use the
Builder. semester ,
drop down if you need to select
from the .
an existing schedule.
drop down.

Name each schedule as follows:
1.“Schedule” “Letter” starting with A and
continuing for each following schedule

build. “Date Created.” “Initials” of
individual who created it.
2.Example: Schedule A12.1.23 DB

Schedule A11.29.23 LG @ Enter the schedule’s o

start and end date.

SCHEDULE SUMMARY L
Start Date Jan 23, 2023
o

End Date May 30, 2023

Set a valid Start Date of the current semester to begin.

iti.tutorwithpearl.com




HOW TO BUILD A SCHEDULE

Step 3: Enter the details for the schedule.

WEEKLY SCHEDULE

Week Day Sessions

NI+ R+ R+ R

Enter the schedule requirements: Add Session on Monday
Title: Subject, Days, Time (e.g.
Reading TWR 11-12pm)
Grade
Group Size
Start Time Select group size
Duration
Select Days (same as in the
title), m
Type: In-Person
Turn off billable (i.e. grey-ed Pt Onine Classroom s
outb),
Location: type in the specific
school
Program: semester and grade
(ex: 6-8 math, 3-5 elementary,
etc),

Select subject “  Select grade

2022 Summer Grades 35 Elementary -

@ Select duration,

Description: Leave this blank




HOW TO BUILD A SCHEDULE

Step 4: Enter any days tutoring off days for your school site.

ScheduleA @

SCHEDULE SUMMARY

Start Date  lan 12024 B Timezone (UTC-05:00) New York 1] EERRDEE m
End Date May 31, 2024 -] st Draft Subject Type Peasl Advanced Onine Classroom
Grade Lecation
WEEKLY SCHEDULE ods Group 2 & Billable Yes
WeekDoy  Sessions Day Tuesday, Thursday Program Literacy
StartTime 1100 AM Title TR Math 11-12 pm
] MMath1-2pm 100PM-200PM B B Length 1hour Color
Monday [+]
0 MW Reading 3-3:30 pm 300PM-330PM B B
SESSIONS
_— [ TR Reading 10-10:30 am 10:00AM - 10:30AM G § o Click Add hastructors/Add Students 1o begin adding Instructors and Students, or Find Matehes based on lnstructors and
§ TR Math 1112 pm 1100AM - 1200PM B 8 Students availablity.
Wednesday [ MW Reading 3-3:30 pm 300pM-330em BB @
1 TR Reading 10-10:30 am 10:00AM - 1030AM B B
Tharsday [+]
§ TR Math 1142 pm 11:00AM - 1200 PM B B
rido °
Saturday e
e ©
TUTORING OFF DAYS

Add tutoring off days by clicking ‘Add Tutoring O Date!,

Enter any dates you know you
know there will not be regular
tutoring (e.g. holiday, assembly,
school closed)

Add Tutoring Off Dates

Enter a name and dates for this tutoring off day.

. Mama
°® [ ] Name the event and select
Stat Datn whether it is one day or multiple
e e = days. Click finish when done.
° D Multiple days
.
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HOW TO BUILD A SCHEDULE

Step 5: Match your students and instructors for the period
you’ve created.

PERIOD DETAILS

Subject

Grade

Group 2 students

Day Tuesday, Thursday
Start Time 11:00 AM

Length 1 hour

SESSIONS

Instructor Status [ Uninvited 14
Instructors - 14
Keith Allen ]

& [ Uninvited

Laurel Greene [ ]
& | Uninvited

Mojo Jojo ]
& [ Uninvited

Loretta McCanless B §
& | Uninvited

Kate Lawson ]
& ( Uninvited

Add instructors to Peried 1

Check the people you wish to

add.

Math Pre-K - Coliege, Math (Algebral &th - College  Charie Jack, Ly Lorton, Fiona Carison, Alex K

th - 8th, Pre-K - 3rd, Tth - Colege: + 3mare

Manual Matching

Edit Period

Type Pearl Advanced Online Classroom
Location

Billable Yes

Program Literacy

Title TR Math 11-12 pm

Color [ ]

Remove All Sessions | Find Matches

Add Instructors | AdY Students

Manually create pairs between
students and instructors. You

Students - 28

& VioletGove @

riamn B ° can choose to pick instructors
& TetTust B first and then add students to
REACH+student+district] District 1 & e .
each instructor or create
& MaryLambo @
et ® student groups and add
& Labbaknan 8 ® instructors to those groups.
Peter Govertsen &
& MichaelG @ o

Jackie Ohio @

Add Students

E1ael k] Remove All Sessions | Find Matches | Add Instructors
Instructor Status ( Uninvited 7

Students - 0

7 swienss | Findstusent atches 1O

Instructors - 7

Loy Locton, ikl G Fona Carson, Vike 6. Marilla Cutherbert [}

# (Uninvited )

Ripley Carlson, Gilbert Béythe, Michael &, Fiona.

Mathew Cuthbert -

Fiona Carlson, Mex Kewuiros, Carfton Krutson, Ja_ -
& (Uninvited )

m Find Student Matches

Charie Jack, Fiona Carison, Alex Koutros, Violet

Lawson Kyle, Michael G, Rachel Lynde. Cabvin K7

Then choose to add students or

have Pearl automatically find
matches.

iti.tutorwithpearl.com




HOW TO BUILD A SCHEDULE

Step 6: Match your students and instructors for the period
you’ve created.

PERIOD DETAILS

Subject Type Pearl Advanced Online Classroom
Grade Location

Group 2 students Billable Yes

Day Tuesday, Thursday Program Literacy

Start Time 11:00 AM Title TR Math 14:12 pm

Length 1 hour Color [ ]

SESSIONS Remove All Sessions | Find Matches

Instructor Status | Uninvited 14

Instructors - 14

Keith Allen ]

Automatic Matching

Use Pearl’s built-in algorithm
matching system to automatically

Students - 28

& Violet Gove &

. <]

& [ Uninvited Larry Lorton @ .
find matches between students and

Laurel Greene ] & TestTest @ .
& (Uninvited REACH#student+district1 District 1 B ® INnstructors.
Mojo Jojo E & & MaryLambo & o
& [ Uninvited Student name Student last @
Loretta McCanless @ B & LabibaKhan & o

& [ Uninvited

Peter Govertsen

& Michael G @
Jackie Ohio @

Edit automatic choices to set up
your matches exactly the way you
want them.

iti.tutorwithpearl.com




HOW TO BUILD A SCHEDULE

Step 7: Get your scheduled approved and submit.

Process to submit your schedule

1.Notify central office that your schedule is ready.

2.Central Office reviews and approves.
3.Invite instructors to the schedule.
4.Submit the schedule once all instructors have

approved to finalize.

Invite your tutors to the schedule.

Semester  Speing 2023 ~ Sehedule  Sthedule A v @ Mewt Stee: [ Inwite instructors - ) 8 Delete Schedule
Schedule A 8 Irnvite Instrugtors ‘Submit Schedule
SCHEDULE SUMMARY
StartDate  Jan1,2024 B Timemne  ([UTC-O500) Hew York p | PERODDETARS C’
End Date My 31, 2024 a Status Draft Subject Tepee I Pesson
Gade  Locatin Schoal
WEEKLY SCHEDULE Find Matehes for All Periods Grovp et Billable Yes
ol Beba Bay Tuesday, Thursday Program Uteracy
Start Time 10:00 AM Title TR Reading 10-10:30 am
Length 30 mintes Color B

B M Math 12 pmw
Monday

MW Reading 3:3:30 pm o

*Do not click submit schedule until you have had your
schedule approved by Central Office.

Click here to watch a tutorial video on how to use the
schedule builder.

iti.tutorwithpearl.com



https://watch.screencastify.com/v/HvYccYXaxDsrpVOMKQEp
https://watch.screencastify.com/v/HvYccYXaxDsrpVOMKQEp

HOW TO EDIT A PUBLISHED SCHEDULE

All edits to your schedules created in the schedule builder
must be made from the calendar or sessions grid.

Q, search 5 Statuses Selected |l [ [ Eaa

B SAVED FILTERS
Tyler's Schedule

4 January 1 - 31 2024 > month week day list today

Locate the period you wish

to edit.
TR Reading 10-10:30 am - 9:00am Tue 9th X
INSTRUCTOR STUDENTS START LENGTH ATTENDANCE STATUS ACTIONS
Laurel G R4 Peter G R 9:00 am 0:30 Incomplete Scheduled . .
Click the pencil icon to
. Hannah € By KyleL B4 9:00 am 0:30 Incomplete Scheduled
. MarillaC % Student name 5 By #:00 am 0:30 Incomplete Scheduled SeleCt the SpeCIfIC SeSSIOn
Dl MGER e 030 el S in the period that you would
. Loretta B Jackie O By %:00 am 0:30 Incomplete Scheduled Ilke tO edlt
Zubeida Z By Michael G By 9:00am 0:30 Incomplete Scheduled =
o
Diana B = Ripley C B 9:00 am 0:30 Incomplete Scheduled B
[ ] Eric C M Loretta By 9:00 am 0:30 Incomplete Scheduled

iti.tutorwithpearl.com




HOW TO EDIT A PUBLISHED SCHEDULE

All edits to schedules created in the schedule builder must be
made from the calendar or sessions grid.

Edit Session

Session Type
O Online (Pearl) O Online (Pearl Advanced) O Online (URL Link) @ In-person

Location Status.

Make your edits to the
session. Click save changes
when you are done.

School Scheduled

Change Attendance for more Status options

Start Date Ameriea/Chicage Duration
January 02, 2024 9:00 AM = 30 minutes ~

This session is #1 of a 44 session series currently repeating on Tuesday & Thursday.

Baanenn - =—1
Instructs or Studentis) Group
— -
Cancel a session or the rest
of the sessions in the series

from here.

Whether you are
editing or
canceling a
session it will ask
you if you wish to
do this for this

Edit Recurring Session

Make Changes to:
@® This session

() This and following sessions

All gaod!

¢ session or for the
® rest in the series.
°
Important things to note about editing published schedules:
. You cannot delete one session from the series. Pearl will indicate that
°

it will delete all sessions from the series.
. If you need to add a new session series for a tutor/student match, go
to the schedule builder and build a new schedule for them from there.
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