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The Walk-In Scheduler allows modification of a student's schedule, whether a student needs to drop and add a
course, or a new student enrolls in the school at any time during the year. Changes made to the student's
schedule occur in real time, which means when a student is added to a course section, the teacher of that
course section can see the student was added to the course roster, and can record attendance for that student
and begin tracking assignments for that students.

The Walk-In Scheduler is accessed from the Student's Schedule. Click the Walk-In Scheduler button in the
action bar at the bottom of the page. Walk-In Scheduler is not available on monitors smaller than 1024 x 768
or on devices due to the amount of information visible in the Walk-In Scheduler.
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The Walk-In Scheduler is accessible for students whose enroliment is marked as No Show. For this situation,
the Schedule Term View and the Walk-In Scheduler display identical course information, with text indicating
the end date of the section is not with the start and end dates. Dropped course requests display in the Request
Panel for reference, and can be printed using the Student Request report. See the No Show Enrollments
section on the Enrollment editor for more information.

The Walk-In Scheduler may be locked when the Trial associated with the selected calendar is being worked
on by another user in the Schedule Wizard. A message displays at the top of the screen indicating this. See
the Trials article for more information.

Tool Rights

Access to the Student Schedule needs to be assigned either through the Counseling toolset OR the Student
Information toolset. While the Schedule functions the same way from either location, tool rights to the
Counseling location operate interdependently of tool rights assigned to the Student Information location.

Tool rights assigned in Counseling do not equal the same rights assigned in Student
Information, and vice versa.
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Access to Student Schedule through the Counseling toolset:

Full access to the Schedule tool in Counseling requires R rights to the following items:

e Student Information > Counseling > General > Schedule

e Student Information > Counseling > General > Schedule > View Attendance

e Student Information > Counseling > General > Schedule > Grade Book

e Student Information > Counseling > General > Scheduling Messenger

e Student Information > Counseling > General > Schedule > Schedule Messenger > User Group Formats
e Student Information > Counseling > General > Schedule > Additional Enrollment Schedules

In addition, R and W rights are required for overriding strict student constraints:

e Student Information > Counseling > General > Schedule > Can Override Strict Student Constraints
e Student Information > Counseling > General > Schedule > Can Overload Sections

R and W rights are necessary for access to the Walk-In Scheduler. D rights allow users to remove (delete)
students from a Course Section and to remove Course Requests.

e Student Information > Counseling > General > Schedule

W rights to Student Attendance are necessary (in addition to D rights assigned to schedule) to delete the
course when the student has attendance records associated to the section.

e Student Information > General > Attendance

Access to Student Schedule tool through the Student Information
toolset:

Full access to the Schedule tool in Student Information requires R rights to the following items:

e Student Information > General > Schedule

e Student Information > General > Schedule > View Attendance

e Student Information > General > Schedule > Grade Book

e Student Information > General > Scheduling Messenger

e Student Information > General > Schedule > Schedule Messenger > User Group Formats
e Student Information > General > Schedule > Additional Enroliment Schedules

In addition, R and W rights are required for overriding strict student constraints:

e Student Information > General > Schedule > Can Override Strict Student Constraints
e Student Information >General > Schedule > Can Overload Sections

R and W rights are necessary for access to the Walk-In Scheduler. D rights allow users to remove (delete)
students from a Course Section.

e Student Information > General > Schedule

W rights to Student Attendance are necessary (in addition to D rights assigned to schedule) to delete the
course when the student has attendance records associated to the section.

e Student Information > General > Attendance

Note that Calendar Modify Rights take precedence over tool rights. If a user is assigned the recommended tool
rights, but not modify rights to the calendar, updates to the schedule are not made.
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Walk-In Scheduler Information in Ad hoc

Course requests are available in Ad hoc Query Wizard in the Student > Learner Planning > Course
Requests folder (first image) using the Student data type. Course requests and request summary
information is available in the Course Section data type in the Course > Course Information > Request

Detail and Request Summary folders (second image).
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Edit Function
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Navigation of Walk-In Scheduler

When first accessing the Walk-In Scheduler, verification is done to ensure scheduling is happening in the
active year. If the active year is NOT selected, a warning message displays (first image below). Change the
selected year in the Context Editor (second image below), and continue managing the student's schedule.

School years are marked as Active in the School Year Setup tool.

Gtudent Information > General > Schedule Context formation > General > ¢
Vear
2020-21 v
You are not schedulingn the active % e not scheduling in the a
school year. Sehool b year.
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No Seduled Course E, B NoTeam ~ No Scheduled Course: B NoTeam
Galendar
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+ A Requests . 202021 High School v AdaRequess
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5 § Main N
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e e B -
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Review the following information for a summary on features of the Walk-In Scheduler.
» Click here to expand...

Keyboard Shortcuts

The following shortcuts can be used when accessing the Walk-In Scheduler:

e Arrow through the time slots. Use all four directional arrow keys to highlight time slot cells and scroll
through the courses.

¢ Press enter to open courses. Highlight a course using the tab key and press the Enter key to open the
Course Side bar.

e Tab through the courses and non-timed activities. Use the Tab key to move through the courses
and click Enter to open the Course Side panel (shows the course name, teacher, period name and time).

¢ Arrow through the days. Use the arrow keys to navigate through the schedule.

¢ Escape to close side panels and modals. Click the ESC key to close open side panels.
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e Choose the noted letters to perform the following tasks:
o R to toggle the Request Panel.
o S to toggle the Search Panel.
o F to expand the view to Full Screen.
o ALT-C to Cancel Selection (when in Request Selection mode).

Certain browser settings (like spell check) may interfere with the use of keyboard shortcuts.

Where do |

This table compares where you would complete tasks in the original Walk-In Scheduler and the new Walk-In
Scheduler, whether accessed via the Counseling toolset (Student Information > Counseling > General >
Schedule > Walk-In Scheduler) or the Student Information toolset (Student Information > General > Schedule
> Walk-In Scheduler).

» Click here to expand...

Filter Options and Settings

The Filter and Settings allows users to choose what displays in the schedule grid and how it displays. At the
beginning of a school year, it might be useful to see all terms and period schedules, but as the year progresses
and Term 1 is over, this term can be removed, so only the current and future terms display. Or, a user doesn't
want to the see course numbers and section numbers in the schedule grid, just the name of the course. All of
these can be set per user and changed as often as needed.

Filter A R Settings

Dropped Courses  Exception/Special Days Q1 x Q2 x Q3 x 04 x 1x 2x

Term Period Schedule

Filter Options and Settings

Both the Filter options and the Settings panel remember selections made, meaning once a selection is made
(filter) and saved (settings), the options remain even when navigating away or logging out of Campus, and is
remembered the next the user logs in.

Filter Options

When first accessing the Filter, the schedule grid displays all terms and period schedules, both active and
dropped courses, and any special days marked on the Calendar Days tab, like Responsive Scheduling Days.

Some filter options may affect the searching and placing of courses on the grid. Messages display when these
options may need to be changed or to remind the user that not all items may be shown in the grid due to filter
selections.

If changes are made, a Reset button displays, Click this to return all filter options to the original display.
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» Click here to expand...

Settings

There are five different settings that can be turned on or off when working with course requests and searching
for courses. Each option also includes a short description of that setting that displays when clicking the info
icon. Note that some of the settings may increase the overall height of the grid, which could limit the amount
of data that displays. This image shows the default settings.

Settings

Display Course and Section Numbers in Active Grid @

000051 a

0000-51
N oFF

Advisory Advisory
Staff, Mark Staff, Mark
Display Full Sections @)

oo
~ @

Drop/Add Default: Keep @

oFF

Section List Default in Search: Open @

48421 & | 484211 & | 38491 OFF
Caleulus | Caleulus | Physics Il
Staff, Mike J Staff, Mike J Staff, Mike J
pLdl 5 AL Filter Requests By Team @

01
_—
Settings - Default Selections

Changes automatically save (i.e., there's no need to click a save icon).

» Click here to expand...

Manage Course Requests

Course requests are managed using the Requests Panel, which opens on the right hand side of the student's

18
Fiter v Requests ‘Scheduling Units: .-
5 5 - h Effective Date Team
Term 1 (7/1/2017 Term 2 (10/1/2017 Term 3 (1/1/2018-4/2/2018) Term 4 (4/3/2018. >
9/30/2017) 12/31/2017) 6/30/2018) B Ble N
ADVISORY
+ Add Requests
633111083 < | e3s11083
GLOBAL STUDIES GLOBAL STUDIES
STAFF, BRADLEY STAFF, BRADLEY ¢ | oovmeEme Con) e N
Start: 1/15/2018 start:1/15/2018
1 No Scheduled Course No Scheduled Course £ BB UNSCHEDULED
samosa §
GLOBAL STUDIES - scHeDmED
STAFF, BRADLEY ‘Sponish Immersion
Drop: 171412018 Soman nn B = .
‘Spanish Immersion 111
2 0541 2 R 2
261213086 & | 261213086 261213086 < | 261213086 AP Worid History I 2 R
ENGLISH Il ENGLISH I ENGLISH I ENGLISH I 27851 3
STAFF, ROBIN STAFF, ROBIN STAFF, ROBIN STAFF, ROBIN AP World History | o -
Drop: 1/14/2018 start:1/15/2018 start:1/15/2018 -2 4
3
261213086

Walk-In Scheduler Requests Panel

Here, users can see which requested courses have been scheduled, and how many total scheduling units
(periods times terms) the student has filled. Use the Add Requests button to add more course requests. Use
the Search panel to find and place additional courses for the student.

Requests Panel and Add Requests Panel Details
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» Click here to expand...

Add Requests

1. From the Requests panel, click the Add Requests button. An Add Requests panel displays with a list
of active courses in the selected calendar. Courses that are not marked active are not included.

2. Search for courses by typing in a course number or a course name.

3. When the desired course is found, click anywhere within the course area to add the course to the
schedule (or click the blue plus sign). A green message displays indicating it's been added to the list of
requested courses. The added course also displays in a list of Unscheduled courses, meaning the course
has not yet been added to the student's schedule.

4. Repeat steps 1-3 as needed.

5. When finished adding course requests, click the Done button in the Add Requests panel. The Add
Requests panel closes.

Course requests are first sorted by the Course Number, then by the type of request (1. Required, 2. Elected, 3.
Alternate). Alternate courses are listed in Request ID order (the first course marked as an alternate is listed
first in the list of all alternate courses).

Quick Add Requests

This option allows for entry of memorized course numbers to the Requests panel. This is a useful option when
a new student enrolls in the district, for example. A counselor can quickly add courses that the student must
take, then use the other request options for filling in the schedule.

Keyboard shortcuts are not available when using Quick Add.

1. From the Requests panel, click the down arrow next to the Add Requests button and select the Quick
Add option. A Quick Add panel displays within the Add Requests panel.

2. Enter a Course Number in the search field. Matching courses display with the name and the number of
units.

3. Hit the Enter key to add the course to the Unscheduled Course Requests list.

4. Repeat steps 1-3 as needed.

5. When finished quickly adding course requests, click the Done button in the Add Requests panel to close

the panel.
. N 6
Requests Scheduling Units: ~ —>- Add Requests
Effective Date Quick Add
B2 19
H Course
b course COURSE NAME UNITS  TYPE # COURSE NAME UNITS  ADD
i Course < _ UNSCHEDULED X E&s:ntial Transition Il 2 + ]
b @ -§ Skills Seminar A I (Academic) 2 R v X Transition 121 o +
g 0003 1 0610
H Co « Advisory Mastery Language Arts |
Hree 0000 4 R v X 2 1018 2+
H Course :Vlos:sgtery Language Arts I 9 +
H Course ELL Level 11
1020 4 +
i Course ELL Level 111
1021 4+
H Course
ELL Level 21
1022 4 +
f Course ELL Level 211 4+
1023
ELLLevel 31 .

Quick Add Requests

Add Planned Courses

This option only displays when the student has a Graduation Program assigned and courses added to their
Course Plan, and no other courses listed in the Requests panel. Courses planned for the 11th grade year are
added when the student is enrolled in 11th grade (e.g., current year planning).
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1. From the Requests panel, click the down arrow next to the Add Requests button and select the Add
Planned Courses option. All courses for that planned year are added to the Request panel.
2. Modify the requests by changing the course type as needed.

It may be helpful to generate the Course Plan Report prior to adding the courses.

o
Requests Scheduling Units: -
Effective Date
>
g Requests Scheduling Units:
g
& LI 5 EffectiveDate
< Quick Add on)| ﬁ =]
= S
2 | addplannedcourses | g + Add Requests M
]
< CCOURSE NAME UNITS  TYPE #
=
[ NO SECTIONS "
g
0
American Government 2 (A)
0 i 2 E VX,
= UNSCHEDULED. X
Modern Chemistry
Mod 2 E v X
Modern Chemistry Il
oo 2 E vX,
Var. Women's Choir/Phil Orch |
7713 2 E v X,
Spanish Immersion 11 1
8055 2 E voX
Spanish Immersion 111
8054 2 E v X 5
Draw & Painting Seminar
Teat 16 E v X 5
American Government 1 (A)
2945 2 B v X 7
Pre-Calculus Il
4015 2 = v X 8
Pre-Calculus |
4014 2 E MR 9

Add Planned Courses

Remove Non-Scheduled Course Requests

It is possible that some requested courses could not be placed on the student's schedule after requests were
loaded. This could be due to the requested courses being full, or the courses didn't fit into available periods for
the student. These requests become Unscheduled requests, and can be left alone. Or, to keep the Request
panel clean (perhaps after the next year's schedule process is complete), these requests can be removed.

Remove a Single Non-Scheduled Course Request

Click the red X next to the course request that is to be removed. A confirmation that the course request was
removed displays.
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ENG Il 0 R v %
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126170111P202

Remove a Single Unscheduled Course Request

Remove All Non-Scheduled Course Requests

Click the red X in the Unscheduled Course Types. A pop-up displays indicating this is the desired action - that
all courses from the list of Unscheduled Requests should be removed. Click OK to continue. A
confirmation that the course requests were removed displays.
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Effective Date Team

= v

+ Add Requests

COURSE NAME UNITS TYPE #
- UNSCHEDULED E
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ADV SP-DRAMA

11097504 2 R v X 2
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126460312P301 0 R v x 3
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Do you want to remove all requests from this group?

OK I Cancel

1 O All requests from this group have %
been removed from your request
list.

66571308 -5

ARTI
11011504 -2 2 R ~ [
ENG Il 4 E v

26091278 -1

Remove All Unscheduled Course Requests

Change Request Types

For each course request, it is assigned a Type of R (required), E (elective) or A (alternate). Requests marked as
R or E are given a higher priority in placement on a student's schedule, and tend to indicate the student would
like to take those courses more than course requests marked as alternate. Note that these request types do
not indicate a certain course is required for graduation. Those courses are set in Graduation Programs and are
given even higher priority in the scheduling process.

Any request type can be changed to another request type by choosing the arrow next to the type and
selecting a different option. A green checkmark indicates that is the currently selected type. The change is
automatically saved and the list of course requests is updated.
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!' + Add Requests
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COURSE NAME UNITS  TYPE #
<
5 - UNSCHEDULED
m
GLOBAL STUDIES
@ 63311108 21A T IX
- SCHEDULED R
DRAMA & STAGECRAFT 2
11094504 -1 | E 1
ACADEMIC TEAM 7
12344504 -2 A %
INTEGRATED SCIENCE 4
61491138-6 = 3
CHEMISTRY
61241308 -1 4 |E ¥ 4
INT MATH Il
41011208-1 AN E v 5
ENGLISH Il
26121308- 6 B E 7 5

Request Type Selection

The number associated with the course request may change. Since required and elective requests are given
priority when loading the schedule, a request marked as Required that is in position 1 may change to position
2 if the type is changed to Elective, and it might change to position 5 if the type is changed to Alternate.

Assign a Student to a Team

Teams need to be created in Scheduling Groups in order to assign a team and for this option to display.

Select the desired Team from the dropdown list. A green checkmark indicates that team is selected. The
update is automatically saved. As noted above, a student can only be assigned to one team at any given time,
and the student is only scheduled into course sections where that team is assigned.
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Requests Scheduling Units: —\

> Effective Date Team
g Bl TeamA v
E’ + AddRehu Mo Team
[-4
+ Team A

< COURSE NAME
-g = uusu-){ Team B
(2] Introduction to Agricul

013341 - Team C

Reading |
103121 - 1500 S E -

If a student is already scheduled into a course section for one team, and their team changes, those courses
need to be manually changed (dropped, rescheduled) to keep the student with the appropriate team.

Add Requested Courses Using Manual Mode

Course requests can be added to the student's schedule without loading the requests. This is called the
Manual Mode, and allows counselors or other staff to schedule an individual course.

When hovering over the placed section, information displays in the hover of the placed section that includes
the room where the section meets, how many students in that section have active IEPs, and the number of
students assigned to which Blended Learning Groups (there may be more than one Blended Learning Group in
any given section). See the Blended Learning Groups article for more information.

T orun T
Q2 (11/9/2020 - 1/22/2021) Q3 (1/25/2021 - 3/26/2021) . > R 1 X . 42
Scheduling Units:  ——
Wednesday A B Wednesday A B g EUNEStS g 9%
——————— | 2 FEffective Date Team
96425 Digital E’
Photography B8 NoTeam v
(32/32)
Staff, Adam <
OFull £ COURSE NAME UNITS  TYPE #
]
favisory English 111 World History | Advisory Study Hall B World History Il 8§ - UNSCHEDULED x
Core English |
—— 0011 2 R v X
9642-5 Digital Core Math1
Photography 0013 2 R oYX
(32/32) -
Digital Photography
e 2 |E v X
SCHEDULED
Y Foods Il International Foods 5
9750-2 1
_ : Algebra 211 2 R -
Photography | 9642-3Digital | 4011-2 2
(24/32) | Photggraphy | World History Il >R «
Staff, Adam (287" i 2705-11 3
: 1 World History |
1 ] ekt 2 R v .
favisory Study Hall A Modemn Advisory Modern English 1111 ot
Staff Refh Chemistry Chemistry Il © 3‘;‘:’,,"_’5 2 R v &

Add an Unscheduled Course

1. Select a course from the list of Unscheduled Courses Request by clicking on it. The course is placed
on the schedule in cells highlighted in green. This action also closes the Requests panel. Hovering over a
placed section turns it from green to blue, and the pop-up with room, IEP and blended group information
displays.

2. To place the unscheduled course into a period, click into one of the highlighted periods. A pop-up
message displays confirming the addition of the course.

3. Enter the Effective Date in mmddyyyy format, or click the calendar icon to choose a date, or click the
Today button to add the current date as the effective date. This is the date the student BEGINS attending
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the course and is actively scheduled (on the roster) into that course section. The date can also be added
to the Request Panel and applied to all added course requests. Entered dates must be within the term
dates of when the course meets.

4. Click the Save button on the pop-up message. The course is added into the chosen period and term, and
the course request moves to be within the list of Scheduled courses.

Schedule Update

You are adding:

9642-3

Digital Photography
Start: 11/11/2020

Active Overlapping Course

37019
Modern Chemistry
Drop: 11/10/2020

Effective Date *

Enter a start date for the course. Courses dropped above are ended one day prior to the
start date.

/1172020 B Today  Clear

m Gancel

When adding requested courses, the course grid removes extraneous course information in an effort to display
the entire schedule without needing to scroll. Depending on the calendar layout (amount of periods, terms,
etc.), this may not happen. Currently scheduled courses only list the course name. For periods where there is
no course currently scheduled, the words "No Course" display (instead of "No Scheduled Course"). After
canceling the selection, or after adding a requested course, the full details of the course return. This also
happens when placing a searched for course.

Messages in red text display when:

¢ Placing a section on the schedule grid when the student's enrollment dates are not within the section start
and end dates.

e Updating the section roster (modifying the student's placement in the section) and the entered start date
is past the section end date.

¢ Ending a student's placement in the section (dropping a course) and the entered dater is not within the
section start and end dates.

Search Panel

Use the Search Panel to find specific courses to add to a student's schedule by entering search criteria, or do a
full course search by not entering any search criteria (this option is not recommended).

Fiter v Search

G1(7/1/2018-9/30/2018) | G2 (10/1/2018 - 12/31/2018) 64

0133411200 & | 0133811200 o | 0133411200 & | 0133411200 -

<
g
2 + Add Option

+ DD course AND secTions @

s asaisn ez e .
| | reas Reaing! e Rewing! — et
Sy oGy Sutchity Sty T (720 St owieE asONAE

] 20 st veice oz

6 Core English Il
| + o012

English 91
+ o

i
+ 1701

[
[
[

iah 101
+ 58
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Search for courses by entering one or more of the following options:

e Course Name (or part of the course name)
e Course Number

e Teacher's last name

e Term in which the course meets

e Period in which the course meets

e Schedule

e Team Name

e Department

These options are NOT case sensitive; entering a value of 'bac' returns the same values as entering 'BAC'.

Selected search parameters are retained for the user. The selected options chosen when working with one
student's schedule remain when moving to another student.

If you have altered the Filter bar to hide some terms or periods you don't want to see, and attempt to search
for a course, a warning message displays asking if you want to continue with your settings or reset them. For
example, in the image below, Term 1 is not marked for display.

@ Filter A X Reset
Term Period Schedule
T2 X T3 X ADay X BDay X
m 2 (11/1/2018 - 2/28/2019) T3 (3/1/2019- 6/30/2019)
B Da ADay B Da
vT2 y Y y
1 ourse No Scheduled Course No Scheduled Course No Scheduled Course
2 ourse No Scheduled Course No Scheduled Course No Scheduled Course
13 (13 o
Calculus Calculus
Staff, Thomas Staff, Thomas No Scheduled Course No Scheduled Course
Drop: 2/28/2019 Drop: 2/28/2019

Filter Bar Options - Term One Does Not Display

When searching for a course and choosing an option, the cells where that course is scheduled highlight in the
background, along with a Hidden Section Warning, which states that not all sections for the selected course
display because of the modified filter. Click the Continue button to not make any changes to your schedule
display, or click Reset, which causes the hidden Term to display again.

Reset does a full reset on the filter bar, and terms and period schedules and types of courses must be selected
again.

Hidden Section Warning

Section data exists that is not visible using the current filters. This is most
likely due to courses that span multiple terms. Do you want to continue with
the current filter settings or reset the settings to view all section data?

Donit Show Agan o

Hidden Section Warning

Click Add Option to add additional search criteria. This adds an additional Search criteria field. In the example
below, the search criteria is currently looking for Course names that begin with "eng" and are scheduled into
Term 4. A third option could be added to narrow the results to courses that begin with "eng", scheduled into
Term 4, and meet during Period 2.
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Search
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12/9/2019 fd Today  Clear
E Course Name v eng
> + Add Option

-+ Apbp course anD sections @

— CoreEnglish |
0011

1(110/20) Staff, David E Q1/1/00/NA/16
2(2/20) Staff, David E Q1/1/02/NA/2
Core English Il

+ 0012
English 91

+ 1700

English 911
+ 1701

English 101
+ 1702

Add Search Criteria

Click the dropdown arrow next to the search field to change the search option, and select specific values
(Terms, Periods, Schedule Names, Department Names). Searching by Course Number, Course Name or
Teacher Name requires entry of a value.

Search
¢ [Effective Dare
i 12/9/2019 Bd  Today Clear
E CourseName ¥  eng x

Term r 04 * X

Period v | o2 v Ix

Search v
>

=+ ADD COURSE AND SECTID

__ CoreEnglish | | oz
o011

1 (110/20) Staff, David §
2 (2/20) Staff, David E " v

Core English Il
+ o012

Search Value Selection
Click the plus sign next to the Course name to view information about that course's available sections. The
following information is included (refer to the highlighted section in the image following the table for

reference):

Information Included Image
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Information Included

Section Number

Total number of students already scheduled into
that section (this displays in seats taken/max
students when the Max Student seat count is
populated on the course; when the max students
field is not populated, only the number of seats
taken displays)

Assigned Primary Teacher

The term in which that section first meets

The period schedule to which that section is
assigned

Ther period in which the section is assigned.

The Team (i.e., Scheduling Group) assigned to the
section

Total number of students who have IEPs scheduled
into that section

Image
1
Period v 02 v X
31/35
+ Add Option
=+ ADD cOURSE AND secTiONS @
Core English |
+ gon
Core English Il
+ 001z
__ English91
Staff, e
Ryan (57735 stafr, Ryan Q17102740 ]
2 (34/35) Staff, Ryan Q1/1/03/A/1
Q1 3 (26/35) Staff, Ryan Q1/1/05/A1
4(32/35) Staff, Beth Q1/1/04/8/1
1 5(34/35) Staff, Beth Q1/1/06/B/5
6 (33/35) Staff, Beth Q1/1/07/B/2
7 (35/35) Staff, Matthew T Q1/1/04/C/1
8 (34/35) Staff, Matthew T Q'1/1/05/C/0
1
A
0

Courses added to the student's schedule from the Search list are added as a Request and are visible on the

Requests panel.

Q3 (1/21/2020 Q4 /3/2020 A
< Search
‘00004 00004
Effective Date
27451 27451 &
= e o 0 12/9/2019 B3 Today  Clear
80552 80552 > CourseName v eng x
Spanish Immersion 11 11 ‘Spanish Immersion 1111 £
Staff, Joni Staft, Joni | — S v
1741-2 English 1111 (32/37) 1741-2 English 11 11 (32/37)
Staff, Abigail Staff, Abigail Period v 02 X
17417 English 1111 (28/37) 17417 English 11 11 (28/37)
‘Staff, Monica T Staff, Monica T + Add Option
37023 37023
- - ——
76016 76016
Ceramics | (Clay) Ceramics | (Clay) + A0o course ano secTions @
00705 00705 4 CoreEnglish Il
ooz
Study Hall B Study Hall B + Engisnsi
701
4 English 101l
48031 48031 7o
AP Calculus Il AP Calculus Il Pl
174110 174110
‘English 1111 English 11 11 7 (28/37) Staff, Monica T Q3/1/02/NA/0
No Course No Course o
Requests Scheduling Units:
No Course No Course
Q4 (3/30/2020 - 6/3/2020) "y EfectiveDate Team
Cancel Selection
00004 a =N v
Advisory
Staff, Kris P .
27451 o
AP World History I
ot ot < COURSE NAME UNTS  TYPE #
§  spansnummerson 111 o T R
17412 o g 80541 2z
Engiish 111 AP World History I e -
Staft, Abigail 2745-1 5
AP World History | N -
80552 27882 a
Spanish Immersion 11 1 e
Staff, Joni 3701-4 = L 5
p— ) Moder Chermisty I e - .
Modemn Chemistry Il
Staff, Melvin A Study Hall B 2 R v
0070-5 7
76016 - AP Calculus Il 2 R«
Ceramics | (Clay) 43081 g
Staff, Pat AP Caleulus | & I (Block) 4 R v
4801-1 9
0070-5 o ‘English 11 11
Study Hall 8 17a1-2 2R "
ERGIn T -
1741-10 2R 11
Advisory
. 0000-4. 4 R ¥ 12
o A Ceramics | (Clay) .
7601-6 £l £ 13
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When a course is searched for and added to student's schedule, a warning message displays when that course
already exists on the student's transcript. The message displays when the course number exists on the
transcript and the Repeatable checkbox is NOT marked on the course.

1 Year x I

Yeart Transfer School Name Grade* CourseNumb...  Course Name
v Year2018
3 1718 High School n 8270 Psychology A~ A d
® 1718 High School n 274 AP World History | B 2 5/1/2019 B3 Today  Clear
3 1718 High School n 1370 Moder Chemistry A~ % CourseNumber v 8270
&
+ Add Option
=g
g + Aop course Anp secTions @
i
Course + :z:"“h'"

Course Already in Student Transcript

Use Wildcard Searching in any of the Search fields.

Search for a Course

1. Enter the Effective Date of the student's enrollment in the course (when the student BEGINS attending
the course). Enter this in mmddyyyy format, choose the calendar icon to select a date, or click the Today
button to begin the course on the current date. Entered dates must be within the term dates of when the
course meets. The entered date remains after adding a course.

2. Select the Search Option from the dropdown list (Term, Course Name, Course Number, etc.) and enter
the desired search criteria into the field or select the desired criteria from the dropdown list. To remove a
Search Option, click the red X to the right of that option. To add more options, click Add Option .

3. Click the Search button for matching results to display.

Add a Searched Course to the Schedule

1. Select the desired course from the search results by clicking the name of it. Doing this highlights its
location on the student's schedule, and closes the Search Panel. Reopen the panel by clicking the Search
option. If this is done, notice that the selected course now has a checkmark next to it.

2. Or, click the plus sign to the right of the course name to display the course sections and select a specific
section.

3. If the course meets during a period where a course already exists, the row for that new course displays in
green. In the Schedule Update modal that displays:

o If the course should be "skinnied" with the currently scheduled course, move the Drop/Keep option
to Keep and enter an Effective Date to indicate when the student begins attending the course.
Entered dates must be within the term dates of when the course meets.

o If the course should not be skinnied with the currently scheduled course (current course is dropped),
move the Drop/Keep option to Drop and enter the Effective Date to indicate when the student
begins attending the course. Entered dates must be within the term dates of when the course meets.

4. If the course is being added to an empty period (that cell currently reads No Scheduled Course), select
the course and notice that the cell now has the course section highlighted in green.

o Click the cell where the course was added and modify the Effective Date (defaults to the current
date) to add the student to the section roster on the section modal.

5. Upon saving the effective date and any other information in the modal, the course is added to the
schedule.
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Schedule Update

You are adding:

33

Physics
Start: 5/8/2019

Effective Date
Enter a start date for the course. If no date is entered, the start date of the course is
‘assumed o be the start date of the section.

Er8r2019 B3 Today  Clear

Don't Show Again E Cancel

Depending on the options selected in the Schedule Update, the following may occur:

¢ If the course was skinnied with another course, the newly added course is added to that period with the
entered Effective Date displaying as the Start Date.

o If the course was not skinnied with another course, meaning the existing course enrollment ends, the new
course is added with the entered Effective Date as the Start Date and the existing course is dropped with
an End Date of the previous day.

e If the course is added into a future term, the Effective Date is blank. If the course is added to the current
term, the Effective Date defaults to the current date.

Add a Searched Course to the Schedule in an Empty Period

1. Select the desired course from the search results by clicking the name of it. Doing this highlights its
location on the student's schedule, and closes the Search Panel. Reopen the panel by clicking the Search
option. If this is done, notice that the selected course now has a checkmark next to it.

2. Click the Select button. In the Schedule Update modal, review that the correct course is being added to
the schedule, and enter an Effective Date. Entered dates must be within the term dates of when the
course meets and are entered in mmddyyyy format.

3. Click the Save button to schedule the course.

Add a Course to the Schedule in an Empty Period that is at
Capacity

When creating courses and course sections, a maximum number of students can be indicated. This value is
used in the Schedule Wizard to properly balance course sections and indicate when a new course section is
necessary. Counselors can overload those filled course sections on the Walk-In Scheduler. While this process
should be kept at a minimum, it may be necessary at times.

Overloading a course requires the tool right of Overload Sections.

1. Select the desired course from the search results by clicking the name of it. Doing this highlights its
location on the student's schedule in red (indicating it is a full course), and closes the Search Panel.
Reopen the panel by clicking the Search option and notice that the selected course now has a checkmark
next to it.

2. Select the course in the Schedule Grid. In the Schedule Update modal, review the message that indicates
the section is full. To continue with adding the course to the schedule, enter an Effective Date. Entered
dates must be within the term dates of when the course meets and are entered in mmddyyyy format.

3. Click the Overload button to schedule the course.

Copyright © 2021 Infinite Campus. All rights reserved.



Schedule Update

You are adding:
00113
Core English |

I This section has met or exceeded its allowed maximum number of students.

Effective Date
Enter a start date for the course. If no date is entered, the start date of the course is
‘assumed to be the start date of the section,

B3 Today

Overload Cancel

Add a Course to the Schedule in an Empty Period when the
Student has a Constraint

Scheduling Constraints can be added between students to limit interactions as needed. There are two kinds -
Strict Constraint, where the student DOES NOT get placed into the same course, and a more fluid Constraint,
where the student SHOULD NOT be placed in the same course. There is logic in the Schedule Wizard to build
course sections and pay attention to these constraints; in the Walk-In Scheduler, these constraints can be
overridden.

1. Select the desired course from the search results by clicking the name of it. Doing this highlights its
location on the student's schedule in red (indicating the student has a constraint), and closes the Search
Panel. Reopen the panel by clicking the Search option. If this is done, notice that the selected course now
has a checkmark next to it.

2. Select the course in the Schedule grid. In the Schedule Update modal, review the message that indicates
the section has a scheduling constraint. To continue with adding the course to the schedule, enter
an Effective Date. Entered dates must be within the term dates of when the course meets and are
entered in mmddyyyy format.

3. Click the Override button to schedule the course.

When a course is both full and has a scheduling constraint, the warning message and action are combined.

Schedule Update

You are adding:

00113
Core English |

This section has met or exceeded its allowed maximum and this student has a
strict constraint with one or more students in this section. Strict constraints
ibit those students i inthe i

Effective Date

Enter a start date for the course. If no date is entered, the start date of the course is
‘assumed to be the start date of the section.

[T/ day/year B Today

Overload and Override Cancel

After the course is added to the student's schedule, hovering over that section displays that there are
constraints between the selected students and other students, even when the selected student's start date in
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that section has a future date.

No Scheduled Course No Scheduled Course No Scheduled Course

No Scheduled Cq _ heduled C.
© Y Room: 0353, IEP: 0, Seat Counti: 4 Y ourse

No Scheduled Cd Strict student constraint(s) in thi ol heduled Course
2942-2
American History 2 (A)

Siaff b

0
Start: 10/21/2019

No Scheduled Course No Scheduled Course No Scheduled Course

No Scheduled Course No Scheduled Course

No Scheduled Course No Scheduled Course No Scheduled Course

Modify a Student Schedule

When the Enable Scheduling Validations System Preference is set to Yes, any action/change to the
student's schedule that results in a gap in the schedule displays a warning message.

Load Requests
This process loads courses included in the Requests panel.

1. Choose the Load button from the action bar. A Load Rosters modal displays.

2. Enter a Start Date for the courses. This can be left blank when the student is assumed to be started on
the first day of the term (when the course section begins).

3. Review the information in the confirmation message, specifically the indication that unlocked courses
(rosters) in the schedule are deleted from the selected terms, and with that, any recorded attendance,
grades and course section information is also deleted.

4. Click the Load button in the confirmation message to continue.

The student's requested courses are added to the schedule. Sections cannot be overoaded this way.

Load Rosters

q .
I 201920 school year.

B Today
Unlocked rosters in the schedule will be deleted from the selected terms during
the load process. This removes:

« Attendance information

* Grades
« Course section data

Coree!

Loading courses uses a complicated algorithm that follows these steps to assign a course placement for
students:
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1. If the student is assigned to an Academic Plan where a requested course is included on aCourse
Requirement that is marked as Priority, those courses load first.
2. Remaining courses are sorted by Schedule Load Priority set on the Course/Course Master editor and

loaded in order.
3. Courses in a given priority with only one available section (singletons) are loaded before other courses of

the same priority.

4. Remaining courses are loaded in a manner that attempts to balance section rosters equally on the same
criteria as the Schedule Wizard (see the Section Balancing Configuration information on the Loading Tools
article for this logic).

If a student is associated to a Scheduling Team, the student can only be loaded into sections that match their
assigned team or have a null team assignment. The Load functionality does not load a student into a section
that is assigned to a different team.

Unload Requests

1. Click the arrow next to Load button and select Unload. An Unload Rosters confirmation message
displays.

2. Review the information in the confirmation message, specifically the indication that unlocked courses
(rosters) in the schedule are deleted from the selected terms, and with that, any grades and course
section information is also deleted.

3. Click the Unload button in the confirmation message to continue.

When completed, the student's schedule displays No Scheduled Course for the terms where scheduled courses
were unloaded.

Courses in all selected terms (all terms in the calendar are automatically selected) are unloaded (deleted).
Remove the checkboxes from the confirmation message to unload courses for specific terms.

Filter v

Q1 (7/15/2019-10/15/2019)
00002 -
PO | Advisory

Staff, Oliver

Unload Rosters

p1 No Scheduled Course

Unlocked rosters will be deleted from the schedule during the checked terms
below, for the 2019-20 school year.

p2 No Scheduled Course
Terms *

o
Ha2
Mas
Y]

00034
P3| Skills Seminar A1 (Academic)
Staff, Polly

pa Mo Scheduled Course

00051
Skills Seminar B | (Behavior)
Staff, Amy

a

Rosters that are unlocked in the schedule will be deleted from the selected
terms during the unload process. This will remove:
+ Grades

00031
Essential Transition |
Staff, Mary

» Course section data

o

p7

ps
Cancel

Unload

Calendar Term  Walk-in Scheduler  Messenger

End Entire Schedule

This option is used to end the student's schedule as of the entered date when the student is choosing other
courses to attend, or needs to rework their schedule for a specific need. This process assumes the student has
attendance the current courses for at least one instance (a day, a course meeting, etc.).

1. Click the arrow next to the Load button and select End. An End Rosters confirmation message displays.
2. Enter the End Date for the day prior to when the student is no longer attending the course. This date
defaults to the current day. Click the Calendar icon to choose a different day or enter a different date in
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mmddyyyy format. For example, if the student is enrolling in new courses on January 15, the entered
effective date would be 1/15/2018; the student's enroliment in existing courses is through January 14.
This date (1/14/2018) is the Drop date.
Click the End button in the confirmation message to continue. Entered dates must be within the term
dates of when the course meets.

The student's schedule is ended the day prior to the entered date. New courses can be added for the current

term and future terms beginning with the entered date, in this example for January 15.

Term 3 (1/1/2018- 4/2/2018)

No Scheduled Course

Term 4 (4/3/2018 -
6/30/2018)

No Scheduled Course
led Course

3

Please enter an end date for active courses.

No Scheduled Course

NoScheduled Course

NoScheduled Course

Calendar

Filter v
Term 1 (77172017 - Term 2 (10/1/2017 -
9/30/2017) 12/31/2017)
ADVISORY No Scheduled Course: No Scheduled Course
1 No Scheduled Cour:
2 No Scheduled Cour EndRosters
261213086 "
3 ENGLISH il All active
STAFF, ROBIN
612413081 End Date *
4BLUE | CHEMISTRY
STAFF, STEVEN
4/25/2018
6149113811
4GOLD | INTEGRATED SCIENCE
STAFF, SARAH B
410112081
5 INTMATH I
STAFF, RACH]
1100450
6 DRAMA& STAGECRAFT DRAMA & STAGECRAFT
T4, L STAFF,LiSA
No Scheduled Course No Scheduled Course
No Scheduled Course: No Scheduled Course
Restore
m ekl | Gl

]

Today

Term 4 (3/3/2018-
6/30/2018)

No Scheduled Course

o | 633111083

GLOBAL STUDIES
STAFF, BRADLEY
Drop: 4/24/2018

¢ | 110115051
ARTI

STAFF, MOLLY
Drop: 4/24/2018

¢ | 261213086

ENGLISH Il
STAFF, ROBIN
Drop: 4/24/2018

¢ | 612413081

CHEMISTRY
STAFF, STEVEN
Drop: 4/24/2018

o | 120m38m
ence INTEGRATED SCIENCE
STAFF, SARAHB
No Scheduled Course Drop: 4/24/2018
= | a10112081
No Scheduled Course e
STAFF, RACHEL
No Scheduled Course Drop: 4/24/2018
Term  Walkiin Scheduler  Messenger

Restore Entire Schedule

Use this option if the action of ending a student's schedule was done incorrectly, or if a recently dropped

course needs to be restored.

dates of when the course meets and are entered in mmddyyyy format.

The student's schedule is restored as of the entered date. Courses for the term in which the date falls becomes

Click the Restore button in the confirmation message to continue.

the start date. Only the most recently ended course sections are restored.

Today

4101

Click the arrow next to the Load button and select Restore. A Restore Rosters modal displays.
Enter the Start Date for the day the schedule should be restored. Entered dates must be within the term

Term 4 (4/3/201]
6/30/2018)

uled Cours:

12081

INTMATHIl
STAFF, RACHEL

Drop: 4/24/2018

Fiter v
Term 1 (7/1/2017 - Term 2 (10/1/2017-
Term 3 (1/1/2018-4/2/2018
9/30/2017) 12/31/2017) (EEIERREE)
ADVISORY No Scheduled Co
1 No Scheduled Co
Restore Rosters
2 No Scheduled Co
The student’s schedule will be restored as of 4/25/2018.
i ity they will
261213086 i
3 ENGLISH Il
STAFF, ROBIN
Start Date *
Please enter an effective date for recently dropped courses.
612413081
aBLUE | CHEMISTRY 4/25/2018 &
INTEGRAT
400 | G
410112081 < | 10112081 -
A INTMATH I INT MATH 1l
STAFF, RACHEL STAFF, RACHEL. STAFF, RACHEL
0945041 & | 110945081 -
DRAMA & STAGECRAFT DRAMA & STAGECRAFT No Scheduled Course
ROBERTS, LISA ROBERTS, LISA
QlockAl v Documems  Print

No Scheduled Coursf

Calendar Term  Walkin Scheduler

Term 4 (4/3/2018-
Te 3 (112018 - 018)

'erm 3 (1/1/: 4/2/2018) 6/30/2018)
633111083 < | esz111083
‘GLOBAL STUDIES ‘GLOBAL STUDIES
STAFF, BRADLEY STAFF, BRADLEY

Start 4/25/2018
633111083
‘GLOBAL STUDIES
STAFF, BRADLEY
Drop: 4/24/2018
11015051 < | nonsos1
ARTI ARTI
STAFF, MOLLY STAFF, MOLLY
Start: 4/25/2018
110115051
ARTI
STAFF, MOLLY
Drop: 4/24/2018
261213086 & | 251213086
ENGLISH Il ENGLISH Il
STAFF, ROBIN STAFF, ROBIN
Start 4/25/2018
261213086
ENGLISH il
STAFF, ROBIN
Drap: 4/24/2018
612413081 & | GTZATIET
CHEMISTRY CHEMISTRY

Mes:
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Modify Section Rosters in a Schedule

Changes can be made to existing courses on the student's schedule that affect the Course Section Roster list,
and modify the list of students the teacher may see in their class roster. The Roster Update panel displays
when existing courses are selected.

Roster Update
-
B Today
e
1/14/2018 B Today Clear
-
s
s - = —
CHEMISTRY CCHEMISTRY 'CHEMISTRY CHEMISTRY Modified
STAFF, STEVEN STAFF, STEVEN STAFF, STEVEN Administrator, System on 4/3/2018 1:27 PM
R
-
m=
410112081 & | 410112081
e o=
5 e ,
e — [~ = -

Roster Update Panel

Roster Update Panel

This panel varies by state, as information in these fields may be used for state reporting purposes. See your
specific state reporting product content for information on those fields.

Item Description
Course Name Indicates the selected course. The course name displays in bold, followed by the
Course Number course number and then section number.

Section Number

Start Date Indicates the date the student began enrollment in the course. If blank, it is assumed
the student began enroliment in the course on the first day of the term.

Entered dates need to be within the selected term dates. Warnings display on the
Roster Update panel when dates fall outside of the term for the selected section,
outside of the student's enrollment or outside of the calendar dates.

End Date Indicates the date the student ended enrollment in the course. If blank, it is assumed
the student is (1) currently enrolled in the course section, and (2) was still enrolled in
the section at the end of the term.

Entered dates need to be within the selected term dates. Warnings display on the
Roster Update panel when dates fall outside of the term for the selected section,
outside of the student's enrollment or outside of the calendar dates.

Lock When marked, the course section remains on the schedule, even when the Unload
option is used to remove all scheduled sections.

This option does not display when the course section was dropped prior to the current
date.

This applies when unloading a course from the Walk-In Scheduler or from the
Schedule Wizard.
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Item Description
No Credit When marked, indicates the student received no course credit for the selected
course.

This is visible on the student's Transcript. When using the Transcript Post tool, the
Credits Earned and Credits Attempted values for this course post as zero (0). That
zero can be modified by editing the Transcript record manually.

Repeated Indicates the student has taken the course previously. This is a label that is noted on
the student's transcript.

Modified By Lists the last staff person who made changes to the selected course section, along
with the date and time.

When a section is deleted from a student's schedule or when an end date is added to
a course section on the student's schedule and attendance data is deleted, a record
of this action is recorded in the Audit Attendance table.

If you are changing the dates for a course that is scheduled in the fourth term, entered dates can only be
within the dates of that term.

Add a Start date to a Scheduled Course

When a student begins enrollment AFTER the start of the term, enter the date the student began attending the
course. The start date may be different because the student's enrollment started after the start of the term, or
the student switched course sections after the start of the term, or it's a temporary class that doesn't follow
the standard term dates.

1. Select the appropriate course from the student's schedule. The Roster Update panel opens.

2. Enter the Start Date in mmaddyy format, or use the calendar icon to select a date, or click the Today
button to enter the current date. To remove the date, click the Clear button.

3. Click the Save button when finished. The entered start date displays with the course.

Changing start dates may affect assignments that have been entered or historical attendance data.

Add an End Date to a Scheduled Course

When a student ends enrollment in a course (dropping a course, rather than ending enroliment in the school),
enter the date the student stopped attending the course.

1. Select the appropriate course from the student's schedule. The Roster Update panel opens.

2. Enter the End Date in mmddyy format, or use the calendar icon to select a date, or click the Today
button to enter the current date. To remove the date, click the Clear button.

3. Click the Save button when finished. The entered end date displays with the course as the Drop date.

When the student drops the course on the last day of the term, the Drop Date displays on the course section,
and that course that is scheduled in future terms is removed.

Delete a Student Completely from a Roster

Only delete a course completely if the student has NEVER attended any instance of the course.
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1. Select the appropriate course from the student's schedule. The Roster Update panel opens.
2. Click the Delete button when finished. A warning message displays indicating that ALL attendance and

grading information is removed.
3. Click the OK button to continue. The course is removed.

Lock a Student's Course Selection

1. Select the appropriate course from the student's schedule. The Roster Update panel opens.

2. Mark the Lock checkbox.
3. Click the Save icon. Notice on the Schedule that the course now displays a locked padlock icon.

If the student's schedule is unloaded, this locked course remains in the scheduled period.

To remove the lock, select the course from the schedule, and remove the selection from the Lock checkbox.

Roster Update

ARTI-11011505-1

NoScheduled Course: No Scheduled Course:

633111083
Es Start Date
‘GLOBAL STUDIES o
SEA T 4/13/2018 B Today | Cear
Drop: 111472018
110115051 a End Date
ARTI B Todey
NoScheduedComse [ STLL o)
Stert- 4/13/2018
« | 251213086 < | 261213086 -
ENGLISH I ENGLISH Il
— —
Filler v
TERM 177172017 TERM 2 (10/1/2017 - TERM 3 (1/1/2018 - TERM 4 (4/3/2018 -
9/30/2017) 12/31/2017) 6/30/2018)
ADVISORY
1
10115051 a
2 AT
STAFF, MOLLY
Start 4/13/2018
3
4BLUE
460LD
5
6
AcTIVITY
VIRTUAL
End
Restore
v | | [ | e [ I
—

Lock a Course Section

Documents

Upload previous student schedule reports from other schools, or other schedule-related information, for a
particular student. This uses the Digital Repository futures. There is no limit to the amount of documents
uploaded here, but be aware your district may have set a maximum file size value.

Only documents uploaded from the Schedule tool and Walk-In Scheduler tool display here. Other type of
uploaded documents do not display. To see other types of uploaded documents, view them on the Person

Documents tab.

Mark the Consent statement (files cannot be saved if this is not marked), and click the Select File button to
locate and upload documents. File names must be unique. Click the Save button when finished. A successful
upload displays a Done checkmark next to the Select Files button. Close the side panel by clicking the Cancel

button.
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Document Upload
il Max File Size: 1MB
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o [ 1 Select les..
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Py @ lome r3 | L] 2019 Student Schodule OHS pog
62 | Core Engish | Core English | NoScheduled Course Mo Scheduied Course
St Lzze St Lizze Oamerigi
0
by Cansent
o5 {1 consent 10 ba bound by th Tarms and Gonditions of the
Acoeptable User Palicies of both the District and Infinite
Campuz.

“
e —

Schedule Document Upload

Uploaded files can be sorted by Newest (most recently uploaded) or Oldest. To remove an uploaded document,
click the red X next to the file name.

Document List

Newest  Oldest

x 2019 Student Schedule OHS.png 06/19/2019

- 2018 Student Schedule OHS.png 06/19/2019

Delete Uploaded Documents

For more information on document upload, see the Managing Document Attachments article.
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