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General Information 
 At the secondary level, the Counselors schedule students into their classes.  

 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.    
 

Walk-In Scheduler 
This is to be used to schedule individual students if they come in AFTER school starts. 
 

1) Select the current Year, School, and Calendar 

 
 

2) Select the Search tab 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.  

 
 
 

3) Select the Schedule Tab. 
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4) Notice that the schedule is empty.  Click on Walk-In Scheduler.  

 
 

5) Each period should be showing a blue “Empty” hyperlink.   

 
 

6) Click on the “EMPTY” link for first period that needs to be scheduled. This will bring up the Section 
Search box.  Make sure the Start Date is the first day the student will be in class.  Notice, based on the 
period and term selected, it will populate  in the Section Search area and will only display 
course/sections that fall in that time frame.  
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7) The  Course/Section list can be narrowed down by several other things: 
a. Course Number 
b. Course Name 
c. Department 
d. Team 

 
 

8) Click on the course/section the student will be rostered into.  
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9) This will schedule the student into the class selected. 

 

10) Repeat steps 6 and 7 for every empty period and every term until the schedule is filled.  Notice there is 
not a start date listed for Terms 2, 3, and 4 because the student is not starting that class in the middle of 
the term.   
*NOTE: A Start Date MUST be listed if a student is starting a class after the first day of the term.  
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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”. 
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Summary Report 

1) Grade: All Students 
2) Enrollment Effective Date: First day of school 
3) Select Summary 
4) Select Schedule and all Periods.  Then uncheck LS (Late Start) and ER (Early Release).   
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 and all Periods.  Then uncheck LS (Late Start) and ER (Early Release).   
5) Select Generate Report. 

 

 


