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General Information 
 If the student is part time, their schedule needs to reflect the class they are attending throughout the 

week.  See the “Enrolling a Part-Time Student” Document to see how to enter the student’s enrollment. 
The instructions below walk through how to create a full schedule.    

o Ex:  If a student just comes for Art, Music, and PE, they will need to be rostered to an Art, Music, 
and PE section. 

o Ex:  If a student just comes for PE, they will need to be rostered to a PE section.   

Creating and Assigning Sections 
Courses and sections and teacher assignments will roll from year to year.  However, there may be sections that 

need to be added or teachers that need to be re-assigned or added each year.  The steps below will show you 

how to add a new section and assign/reassign teachers into sections.   

Creating a section 
1) Select the current Year, School, and Calendar. 

 
 

2) Select the Search tab and choose Course/Section as the search type.  Click “GO”. This will pull up a list of 
all courses in the school for the year selected in step one.  

 
 

3) Click on the course name that needs a section added.  
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4) Click on the Section Tab. 

 
 

5) Click on Add a Section. 

 
 

6) In the Section Editor, enter the following information: 

Section Number: Next sequenced number 

Position Code: 60: Teachers 

Semester Code: 0: Full Year 
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7) Mark the section Schedule Placements depending on the type of section that is being added.  

*NOTE:  Any time a section is added in a core class, an Art, Music, and PE section will need to be created 

with a corresponding section number.  

Attendance Course: Periods 1-6 in all columns 

Reading, Writing, Language, Math, Science, Social Studies, Habits & Parent Comments Courses: Period 

Courses in all columns 

Art, Art Skills & Habits, Music, Music Skills & Habits, PE & Health, PE & Health Skills & Habits Courses: 

Period Specials in all columns 

Title 1 Reading, ELL, Concert Orchestra, Resource, and Speech and Language Courses: Period NI in all 

columns 

Plan Time Course: Period Plan Time in all columns 

 
 

8) Click Create Section. 
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Assigning a teacher to a section 
Once a section is created a teacher needs to be assigned to the section.   

1) Select the current Year, School, and Calendar. 

 
 

2) Select the Search tab and choose Course/Section as the search type.  Click “GO”. This will pull up a list of 
all courses in the school for the year selected in step one.  

 
 

3) Click on the arrow next to the the grade level course to see all of the sections built for a course. 

 
 

4) Select the section.  This will bring up the Section tab. 
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5) Select the Staff History tab.  

 
 

6) Select the New Primary Teacher button. 

 
 

 

7) Select the Name drop down and select the teacher’s name from the list.  If the teacher’s name is not in 

the list, contact the Office of Student Information, Planning and Assessment.  

 
 

8) If the teacher is starting at the beginning of the year, start dates and end dates do not need to be 

entered.  If a teacher is starting after the first day of school place a start date in the record.  
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9) Select the District Assignment drop down and select Classroom Teacher from the list.  

 
 

10) Click Save. 

 
 

11) If a section has been added to an Grade Level Attendance Course, repeat steps 3-10 for the following 

courses for the appropriate grade level: 

a. Reading 

b. Language 

c. Writing 

d. Math 

e. Science 

f. Social Studies 

g. Habits & Parent Comments 

h. Plan Time 

If a section has been added to an Art, Music, or PE and Health Course, repeat steps 3-10 for the 

following courses for the appropriate grade level: 

a. Art –  Skills & Habits 

OR 

b. Music – Skills & Habits 

OR 

c. PE and Health – Skills & Habits 
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Changing teacher assigned to a section (beginning of year only) 
As long as you are making staff changes for the upcoming school year you can follow the steps below to change 

a teacher linked to a section.  

1) Select the current Year, School, and Calendar. 

 
 

2) Select the Search tab and choose Course/Section as the search type.  Click “GO”. This will pull up a list of 
all courses in the school for the year selected in step one.  

 
 

3) Click on the arrow next to the the grade level course to see all of the sections built for a course. 

 
4) Select the section.  This will bring up the Section tab. 
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5) Select the Staff History tab.  

 
 

6) Select the Primary Teachers Name 

 
 

7) Select the Delete Button 

 
 

8) A message will pop up asking if you are sure you want to delete, select OK 
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9) Select the New Primary Teacher button. 

 
 

10) Select the Name drop down and select the teacher’s name from the list.  If the teacher’s name is not in 

the list, contact the Office of Student Information, Planning and Assessment.  

 
 

11) Select the District Assignment drop down and select Classroom Teacher from the list.  

 
 

12) Click Save. 
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13) If a section has been added to an Grade Level Attendance Course, repeat steps 3-12 for the following 

courses for the appropriate grade level: 

a. Reading 

b. Language 

c. Writing 

d. Math 

e. Science 

f. Social Studies 

g. Habits & Parent Comments 

h. Plan Time 

If a section has been added to an Art, Music, or PE and Health Course, repeat steps 3-12 for the 

following courses for the appropriate grade level: 

d. Art –  Skills & Habits 

OR 

e. Music – Skills & Habits 

OR 

f. PE and Health – Skills & Habits 

Assigning a long term sub to a section 
If a teacher is out for greater than 20 days a long term sub will be assigned to their classroom.  The long term 

sub will need to be listed as a teacher for each section the primary teacher is scheduled to.   

1) Select the current Year, School, and Calendar. 

 
 

2) Select the Search tab and choose Course/Section as the search type.  Click “GO”. This will pull up a list of 
all courses in the school for the year selected in step one.  

 
 

3) Click on the arrow next to the the grade level course to see all of the sections built for a course. 
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4) Select the section.  This will bring up the Section tab. 

 
 

5) Select the Staff History tab.  

 
 

6) Select the New Teacher button. 

 
 

7) Select the Name drop down and select the teacher’s name from the list.  If the teacher’s name is not in 

the list, contact the Office of Student Information, Planning and Assessment.  
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8) If the teacher is starting at the beginning of the year, start dates and end dates do not need to be 

entered.  If a teacher is starting after the first day of school place a start date in the record.  

 
9) Select the District Assignment drop down and select Classroom Teacher from the list.  

 
10) Click Save. 

 
 

14) If a section has been added to an Grade Level Attendance Course, repeat steps 3-10 for the following 

courses for the appropriate grade level: 

a. Reading 

b. Language 

c. Writing 

d. Math 

e. Science 

f. Social Studies 

g. Habits & Parent Comments 

If a section has been added to an Art, Music, or PE and Health Course, repeat steps 3-10 for the 

following courses for the appropriate grade level: 

a. Art –  Skills & Habits 

OR 

b. Music – Skills & Habits 

OR 

c. PE and Health – Skills & Habits 
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Scheduling BEFORE School Starts 

Step 1: Roster Setup 
Search>Course/Section:  This tool allows you to set up the class list for a course. 

*NOTE:  This is ONLY to be used when scheduling classes BEFORE school starts. This is NOT to be used when 

scheduling individual students throughout the year.  

1) Select the current Year, School, and Calendar. 

 
 

2) Select the Search tab and choose Course/Section as the search type.  Click “GO”. This will pull up a list of 
all courses in the school for the year selected in step one.  

 
 

3) Roster all students to a grade level attendance course (001.0 Kindergarten Attendanc, 100.1 Grade 1 
Attendance, 2002.2 Grade 2 Attendance, etc.) first. Click on the arrow next to the the grade level course 
to see all of the sections built for a course. 
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4) Select the teacher in the first Section (Sappington, Genette).  This will bring up the Section tab. 

 
 

5) Click on the Roster Setup tab.  

 
 

6) The listing on the right hand side gives a list of ALL students who are in the building in alphabetical 
order.  This can be narrowed down to GRADE by clicking on the drop down box and selecting the 
needed grade. 

 
 

7) Select the appropriate grade from the drop down to narrow the list of students to select from. 

 
 
 



Page 16 of 28 Office of Student Information, Planning and Assessment Modified 2/28/18 

8) Begin selecting the students who will be rostered in this classroom by clicking on the student’s name. 
They  will be appear in the Current Roster section of the page. 

 
 

9) After all students have been rostered to the section, click on Save Student List and/or Copy Section. 
After saved, the Current Roster should show the number of students who have been rostered.  

 
 

10) To remove a student from the roster BEFORE school starts, click on the student’s name in the Current 
Roster section and it will remove the name from the list.  Click Save Student List and/or Copy Section.  A 
warring will pop up.  If doing this BEFORE school starts, click OK.  If this is during the school year, click 
Cancel. 

 
 

11) For Art, Music, and PE and Health all grade level students will be rostered into 3 section for each 
specials course (*NOTE: Pioneer Trail could potentially have 4 sections depending on student nubmers 
in the grade level).  Select the section listed under Art, Music, or PE and Health.  This will bring up the 
Section tab. 
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12) Click on the Roster Setup tab. 

 
 

13) Select the appropriate grade from the drop down to narrow the list of students to select from. 

 
 

14) Roster the students into the approriate group for each Art, Music, PE and Health Section.  Selecting  the 
students listed in the grade level by clicking on the student’s name. They  will be appear in the Current 
Roster section of the page.   

 
 

15) After all students have been rostered to the section, click on Save Student List and/or Copy Section. 
After saved, the Current Roster should show the number of students who have been rostered.  
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Step 2: Roster Copy 
Scheduling > Roster Copy: After students have been scheduled into the grade level attendance courses and the 
Art, Music, and PE and Health courses, the students need to be rostered into the following courses: Reading, 
Writing, Math, Science Social Studies, Spelling, Social Studies, Habits & Parent Comments, Art – Skills & 
Habits, Music – Skills & Habits, PE and Health – Skills &  Habits.  The Roster Copy tool will allow you to easily 
copy the rosters into each of these courses.  

*NOTE: This is ONLY to be used when scheduling classes BEFORE school starts. This is NOT to be used when 

scheduling individual students throughout the year.  

Use the Course Copy Chart (Appendix A) to help determine the source course and destination course in the next 

steps.   

1) Select the current Year, School, and Calendar 

 
 

2) Select Scheduling > Course/Section as the search type.   

 
 

3) Select the Source Calendar.  This is the calendar you are selecting to copy the roster from.  
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4) Select the Schedule Structure of Main.  

 
 

5) Select the Source Course.  This is the course you are copying the roster from.  

 
 

6) Select the Source Section.  This is the section you are copying the roster from.  

 
 

7) The Destination Calendar will always be the calendar selected at the top of the page. Select the 
Destination Schedule Structure of Main. 
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8) Select the Destination Course.  This is the course you are selecting to copy the roster to. Use the chart 
on page 12 and 13 to determine which courses need roster’s copied to.  

 
 

9) Select the Destination Section.  This is the section you are copying the roster to.  

 
 

10) Click Run. 

 
 

11) A message will appear with how many students were copied into the roster.  Click Ok.  

 
 

12) Repeat the steps above for all Grade Level Attendance Courses and Art, Music & PE rosters. 
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Scheduling AFTER School Starts 

Walk-In Scheduler 
Student Information General >Schedule: This is to be used to schedule individual students into classes if they 
come in AFTER school starts. This tool allows you to put in a start date for the student in a class. 
 

1) Select the current Year, School, and Calendar 

 
 

2) Select Student Information > General 

 
 

3) The Search tab will appear and choose Student as the search type. Enter the student’s name (last name 
first) in the search box below and click “GO”.  The student must be enrolled in the calendar selected in 
step 1 in order for them to appear.  

 
 

4) Select the students name 
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5) Select the Schedule Tab. 

 
 

6) Notice that the schedule is empty.  Click on Walk-In Scheduler.  

 
 

7) Each period should be showing a blue “Empty” hyperlink.  Click on the first period.  
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8) This will bring up the Section Search box.  Make sure the Start Date is the first day the student will be in 
class and that this date mataches the enrollment start date. 
*NOTE:  If a student is enrolled to start on a sepcific day but does not come in, the enrollment start date 
AND schedule start date will need to be adjusted.  If attendance has been entered on these days the 
attendce records will need to be cleared out.  

 
 

9) Click on the grade level attendance course/section the student will be rostered into.  

 

10) This will schedule the first three hours of the day.  The student will also need to be rostered into the 
other core subject courses (Reading, Language, Writing, Math, Science, Social Studies, Social Skills, Work 
Habits, and Upcoming School Year).  Select the Search button to pull up the Section Search box again.  
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11) Enter a The teachers last name into the Teacher box and enter Courses into the Period box, then select 

Search 

 
 

12) Select the sections under each course (Reading, Language, Writing, Math, Science, Social Studies, Habit 
& Parent Comments) to place each record into the Courses period. 

 
 

13) To schedule Art select the Empty hyperlink in the Specials period. 
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14) The Section Search box should still have the Start Date that was entered before.   Select the correct 
sections under the Art, Music, PE & Health, Art-Skills & Habits, Music-Skills & Habits, and PE & Health 
–Skills & Habits Courses.   

 
 
 

15) The student should now have a full schedule.   

Periods 1-6: 1 Grade Level Attendance Course 

Perod Courses: 6 Subject Level Courses 

Period Specials: 6 Speicals Courses 

*NOTE: A Start Date MUST be listed if a student is starting a class after the first of School.  
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Scheduling Report 

Student Gap Scheduler Report 
After scheduling students into a class, it is a good practice to run the Student Gap Scheduler report.  This report 
will show any students who have not been scheduled into a class.  Run the report before the first day of school 
to ensure all students have been scheduled to a class. 
 
Students may be on this list for several reasons:  

 A student was missed and needs to be scheduled into a class 

 A student moved and their enrollment has not been “End Dated”.   

 A student moved and was “End Dated” but the “No Show” check box in their Enrollment has not been 
marked. 

 
1) Select the current Year, School, and Calendar 

 
 

2) Click on Scheduling > Student Gap Scheduler 

 

There are two ways to run this report. Summary will only list students with gaps in their schedules.  If a student 
has not been scheduled, the report will show gaps for ALL periods. Detail will show a breakdown by period of a 
student’s schedule.  If a student isn’t scheduled into a period, the period will display in grey.  If they are 
scheduled into a period, the period will display an “X”. 

Summary Report 

1) Grade: All Students 
2) Enrollment Effective Date: First day of school 
3) Select Summary 
4) Select Schedule, then uncheck NI & Plan Time periods   
5) Select Generate Report. 
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Detail Report 

1) Grade: All Students 
2) Enrollment Effective Date: First day of school 
3) Select Detail 
4) Select Schedule, then uncheck NI & Plan Time periods   
5) Select Generate Report. 

 

 

APPENDIX A: Course Copy Chart  
Use the following chart to help determine which source course you choose with which destination course. 

Source Course Destination Course 

001.0 Kindergarten Attendance 010.0 Reading K 
011.0 Language K 

012.0 Writing K 

013.0 Math K 

014.0 Science K 

015.0 Social Studies K 

016.0 Habits & Parent Comments K 

 
002.0 Art 026.0 Art – Skills & Habits K 

003.0 Music 036.0 Music – Skills & Habits K 

004.0 PE and Health 046.0 PE and Health – Skills & Habits K 

100.1 Grade 1 Attendance 110.1 Reading  1 

111.1 Language 1 

112.1 Writing 1 

113.1 Math 1 

114.1 Science 1 

115.1 Social Studies 1 

116.1 Habits & Parent Comments 1 

101.1 Art 126.1 Art – Skills & Habits 1 

102.1 Music 136.1 Music – Skills & Habits 1 

103.1 PE and Health 146.1 PE and Health – Skills & Habits 1 
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200.2 Grade 2 Attendance 210.2 Reading  2 

211.2 Language 2 

212.2 Writing 2 

213.2 Math 2 

214.2 Science 2 

215.2 Social Studies 2 

216.2 Habits & Parent Comments 2 

201.2 Art 226.2 Art – Skills & Habits 2 

202.2 Music 236.2 Music – Skills & Habits 2 

203.2 PE and Health 246.2 PE and Health – Skills & Habits 2 

300.3 Grade 3 Attendance 310.3 Reading 3 

311.3 Language 3 

312.3 Writing 3 

313.3 Math 3 

314.3 Science 3 

315.3 Social Studies 3 

316.3 Habits & Parent Comments 3 

301.3 Art 326.3 Art – Skills & Habits 3 

302.3 Music 336.3 Music – Skills & Habits 3 

303.3 PE and Health 346.3 PE and Health – Skills & Habits 3 

400.4 Grade 4 Attendance 410.4 Reading 4 

411.4 Language 4 

412.4 Writing 4 

413.4 Math 4 

414.4 Science 4 

415.4 Social Studies 4 

416.4 Habits & Parent Comments 4 

401.4 Art 426.4 Art – Skills & Habits 4 

402.4 Music 436.4 Music – Skills & Habits 4 

403.4 PE and Health 446.4 PE and Health – Skills & Habits 4 

500.5 Grade 5 Attendance 510.5 Reading 5 

511.5 Language 5 

512.5 Writing 5 

513.5 Math 5 

514.5 Science 5 

515.5 Social Studies 5 

516.5 Habits & Parent Comments 5 

501.5 Art 526.5 Art – Skills & Habits 5 

502.5 Music 536.5 Music – Skills & Habits 5 

503.5 PE and Health 546.5 PE and Health – Skills & Habits 5 

 


