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The Student Scheduling Cycle form displays various programs and reports utilized in scheduling 
students. The form is color coded to visually display which steps are procedural steps (yellow), printed 
reports (white), scanner sheets (green), or forms for displaying and updating data (blue.)   
 

  
 

As each step is performed a red check mark displays on the button and will display until Student 
Scheduling Setup is generated. The above example displays a red message on the bottom indicating 
students are being scheduled using next year’s grade level.   
 
The Preview Reports before printing defaults and selected reports will display on the form. To 
automatically print reports, de-select the option and all reports will be generated.  A query condition can be 
added to select certain criteria and has query conditions that can be utilized with Access or Aeries query. 
A code displays in the left corner of the box indicating which query can be utilized.  No query is available if 
a code does not display. 
  

Q1 - indicates that only Access query can be utilized.   
Q2 - indicates that only Aeries query can be utilized.   
Q3 - indicates that either one of these queries can be utilized.   

 
To add a query condition, click the mouse on Add Access Query Condition and enter a query 
condition into the text box.  For example, to print a class list for teacher number 1, enter TN = 1. 
The query statement will display in red at the bottom of the form. 

 
NOTE:    In Access all alphanumeric (non-numeric) fields must be surrounded by quotes.  
               Numeric fields do not require quotes.  Pay close attention to criteria selected. 
               For instance, if a report does not contain teacher info you cannot select it to  
               print for a particular teacher.  
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The Student Scheduling Cycle form tracks all programs accessed throughout the current month. After 
the program is accessed at the bottom of the right hand corner a red check mark will display.  To clear the 
check marks, click the mouse on the Clear Checkmarks button in the top right hand corner of the form.   

STUDENT SCHEDULING SETUP 
 
From the Student Scheduling Setup click the mouse on either the capability to Schedule Students into 
Classes for the Current School Year or Schedule Students for the Next School Year in this School 
Year’s Database.   If you are scheduling students for the Next School Year you must remember to have 
your feeder students loaded into this schools database. 
 
Scheduling for next year in this year’s database will schedule active students and students status tagged 
with an ‘*’ using the Next Grade field.  A Red message, “Scheduling Using Next Years Grades” will 
display on the left side of this form.  Select the type of course request scanner sheets to be utilized or the 
option that scanner sheets will not be used.   
 

 
 
Click the mouse on button 1 to create an empty Student Scheduling (SSS) table. Click the mouse on 
button 4 to create an empty Scheduling Master Schedule (SMS) table.  
   

 
NOTE:  If scheduling has previously been performed these tables will contain data.  Selecting 

either of these options will create an empty table and will delete any existing data. 
 

Select which classes will be used for scheduling. For example, if re-scheduling is being performed for a 
typical two-semester high school for the spring semester, click on Year, Spring, 3rd and 4th quarter.  These 
choices apply to both the student classes copied and the master schedule sections copied. 
 
The remainder of the form is used if student's classes are prescheduled prior to the spring semester.  The 
students’ classes can be copied from the current class schedule or SEC table. 
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Click the mouse on button 2 to copy the current class schedule and create prescheduled sections. The 
student will keep the same sections they were in during the previous session.  
 
Click the mouse on button 3 to copy the current schedule and create course requests.    
 

 
 
Click the mouse on button 5 to copy the current master schedule or MST table to the new scheduling 
master schedule or SMS table.   
 
Click the mouse on button 6 to copy last years regular master schedule to use as the basis for this years 
scheduling master schedule for a new year’s scheduling session.    
 
When all options have been selected click the mouse on the Exit button.    
 

 
NOTE:    Care must be taken when copying last years MST table.  Section numbers previously 
                assigned this year in the SSS table will be a larger number compared to section numbers  
                in last years MST table.  
 
 

PRINT COURSE REQUEST SCANNER SHEETS 
 
The Print Course Request Scanner Sheets will create scanner sheets used by students to select 
courses for the upcoming semester. There are two basic types of scanner sheets used to gather course 
requests.  The first has sixteen areas for students to manually bubble in four digit course numbers. These 
course numbers can only be numeric and range from 0001 to 9999.  The second will create scanner 
sheets printing up to 156 course titles on each scanner sheet with a bubble next to each course that 
students can mark to select a course.  
 
16-REQUEST SCANNER SHEET 
The sixteen-request scanner sheet is available for 27 and 48 channel scanners. The student number can 
be pre-printed on the 16-request sheet but can also be hand bubbled. These sheets only allow four digit 
course numbers and four digit student numbers.  If student numbers are over 9999 a special sequence 
number will be printed and saved in each student's record. In this case, the number cannot be bubbled in.  
When the scanner sheets are read the sequence number will be used to find the correct student.  When 
scanner sheets are selected to print, the version compatible with your scanner will be selected.  Prior to 
printing verify that the scanner defined in the Scanner Test Program is correct.  
 
Start the printing process and a preview of the printout will display. A test can be generated to print one 
sheet on the printer until the printer lines up correctly. If using continuous forms the controls can be 
adjusted to align the forms on the printer.   
 
The laser cut version can be adjusted by using the printer lineup option that displays after the print course 
request is selected.  Printing the scanner sheets can be adjusted by changing the margins for the left side, 
and the top of the sheet. Make very small adjustments and then print one sheet. Continue with 
adjustments until bubbles appear in the correct place on the scanner sheet.  
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The following example is a 48-channel laser cut version scanner form with 16-course requests marked by 
a student. 
 

 
 

156-PRINTED TITLE REQUEST SCANNER SHEET 
When creating 156 course titles the Update Course Request Sheet Table is utilized. This will create 
scanner sheets that allow up to 156 course titles to be printed on each sheet. Next to each course is a 
bubble that students mark to indicate the request.  Each grade level can have its own set of courses but 
may require more than one page per student to list courses available. 
 
Prior to printing verify the scanner defined in the Scanner Test Program is correct.  When they are 
selected to print, the version compatible with your scanner will be selected.  If using a laser printer with cut 
sheets, a laser printer version of the printing program will be used. 
 
Start the printing process and a scanner preview will display. A test can be generated to print one sheet on 
the printer until the printer lines up correctly. If using continuous forms the controls can be adjusted to 
align the forms on the printer.   
 
The laser cut version can be adjusted by using the printer lineup option that displays after the print course 
request is selected. The printing of scanner sheets can be adjusted by changing the margins for the left 
side, and the top of the sheet.  Make very small adjustments and try printing one sheet. Continue to make 
adjustments until the dark bubbles for the student number appear in the correct place on the scanner 
sheet. 
 
UPDATE COURSE REQUEST SHEET TABLE 
The Update Course Request Sheet Table is utilized to select courses to be printed on the scanner 
sheets for each grade level. This form displays if the option is selected in the Scheduling Setup to use 
printed course requests.  Scanner sheets only allow four digit student numbers.  If a student number is 
over 9,999 a message will display indicating a sequence number will be assigned to each student. All 
sheets will be printed with a sequence number instead of the actual student number.   
 

When the form displays all courses in the course table will be listed.  If a course has a grade level 
restriction, it will only display on the form for the grades that offer this course.  Scanner sheets can print up 
to 156 course titles on each sheet.   
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If more than 156 courses are selected additional sheets will print for each student.  The column on the left 
indicates whether the course will print for the grade selected. A "Y" displays for every course when the 
table is first created but can be de-selected. 
 

 
 
Courses display in order of subject area code in the course table and then by course title for the grade 
selected.  The sequence can be changed when the sheet table is created. Different grade levels can be 
displayed by clicking the mouse on the up and down arrows. 

CREATE A NEW SHEET TABLE 
 
Click the mouse on the Create a New Sheet Table button. A message will display to create a new sheet 
table. To proceed click the mouse on the Yes button.  Select which order the course requests will be 
sorted and click the mouse on the OK button. 
 

 
 
NOTE:  A warning message will display if scanner sheets have already been printed.  If so, 

it is suggested that you DO NOT use this option. 

TAG NONE 
Will change the Print on Sheet? column to “N” for No for all courses. 

ADD A COURSE TO SHEETS 
If a course has been added after the sheet table was created it can be added to the grade 
displayed.  Click the mouse on the Add A course to Sheets button.  Enter the course number  
in the text box and click the mouse on the OK button and the course will be added. 
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GET TOTALS FROM LAST YEAR OR GET TOTALS FROM THIS YEAR 
Totals can be calculated to determine how many students were enrolled in each course. This can help 
determine whether or not a course should be offered.  If you are scheduling for Next Year and a copy is 
available of last years database click the mouse on the Get Totals From Last Year button.  If you are 
scheduling for this year the button will display Get Totals From This Year. 
 
If the database is located a message will display.  Click the mouse on the Yes button.  A total number of 
students who took the courses listed will be calculated and will display under Actual Total Last Year. 

UNTAG AND TAG BASED ON TOTALS 
After the Get Totals From Last Year or This Year has been calculated the Actual Total Last Year or 
This Year field will display a zero for a course that did not have any classes.  
 
When Untag and Tag Based on Totals is selected the Print on Sheet? column will change to ‘N’ for any 
course displaying zero. This course will not print on the course request scanner sheets. The courses with 
totals will change to “Y”. 
 
RESTORE TAGS FROM LAST PRINTING 
 
Will restore the print tags from the last time the scan sheets were printed. 

SELECT COURSES TO PRINT 
To select a course to print and to change the "N" under Print on Sheet to "Y", click the mouse on the 
course selected and a “Y” will now display.  The course will now print on the course request scanner 
sheets.  If a “Y” displays this course will be printed. To change the "Y" under Print on Sheet to "N" click 
the mouse on the course selected and an “N” will now display.  The course will not print on the course 
request scanner sheets. 

PRINT SCANNER SHEETS 
When the Course Request Sheet table is complete, click the mouse on the Print scanner sheets 
button.  The Course Request Options will display to Check the Printer Lineup, Print by Student Name 
or Print by Period, Name.  Select which grade level of scanner sheets to print and click the mouse on the 
OK button. 

 
 

There are scanner sheets available for both 27 and 48 channel scanners.  The default scanner sheets to 
be printed will be the one selected in the Scheduling Setup.   
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The following example is a 48 Channel Course Selection scanner sheet.  The bottom row on this sheet 
is not used, to maintain compatibility with the 27 channel sheets. 
 

 

READ COURSE REQUEST SCANNER SHEET 
 
The Read Course Request Scanner Sheet form will read scanner sheets containing student's course 
requests. Click the mouse on Read Course Request Scanner Sheet. A message will display, OK To 
Erase Existing Course Requests?.  Click the mouse on Yes.  
 
REMEMBER:  ALL existing course requests will be deleted for students scanned. 
 
The sheet will be scanned and the student name will display. Courses marked on the scanner form will 
display. All valid courses will be placed into the students scheduling record. Any invalid course will display 
INVALID COURSE ID.  
 

 
 
Scan ONE Form or Scan Continuously can be selected to scan course requests. When scanning is 
complete press the Exit Scan Program. All course requests MUST be scanned prior to mass assigning 
course requests using the Mass Change form.  
  
If requests have already been loaded, for example for another grade DO NOT select this option.  
Otherwise, ALL student's requests will be deleted before ones on the scanner sheet are loaded. 

MASS CHANGE COURSE REQUEST 
 
The Mass Change Course Request form is used to change student’s course requests during scheduling. 
Multiple courses can be added to all students or select students. Multiple courses requests can also be 
dropped or to change multiple courses requests to new requests.  A text box also displays at the bottom 
where a QUERY IF condition can be entered to further limit the changes to students selected. 

CHANGE COURSE REQUEST 
To change a course number requested to another course number, enter the course number requested on 
the left side of the form.  Enter the new number on the right side of the form.  Click the mouse on the 
Preview Only button. A list of students will display.  Verify the list of students. If correct click the mouse on 
the Update SSS button. 
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ADD A COURSE REQUEST 
To add course numbers to a student’s course request enter the course numbers to be added on the right 
side of the form and leave the left side of the form blank.  Click the mouse on the Preview Only button. A 
list of students will display.  Verify the list of students. If correct click the mouse on the Update SSS 
button. 
 

 
 

The View CRS and CrsReqPack buttons will let you view and add courses to the form from the Course 
table or from Course Request Packets.  Click the mouse on the View CRS button and the Course table 
will be displayed. Courses can be sorted or filtered by the course fields. Doubleclick on a Course ID to 
add to the Mass Change Course Request form. 
   

 
 
Click the mouse on the CrsReqPack button to display packets.  Courses can be added to the form by 
selecting a packet. 
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DROP A COURSE REQUEST 
 
To drop courses requested from a student’s course request enter the course numbers to be dropped on 
the left side of the form and leave the right side of the form blank.  Click the mouse on the Preview Only 
button. A list of students will display.  Verify the list of students. If correct click the mouse on the Update 
SSS button. 
 
PERMANENT-LOCK COURSES 
 
Student’s individual courses can be locked by adding a code to the Permanent Lock field on the Class 
Scheduling form.  Courses with a Permanent Lock code cannot be dropped by using the Mass Change 
Course Request form.  The following message will display if attempting to drop a course for a student 
with a Permanent Lock. 
 

 

 
NOTE:     More information on Permanent Locks is on page 17. 
 

DISPLAY AVAILABLE COURSES 
To display courses available for selection click the mouse on the drop down arrow for Crs ID for display in 
Course ID order or Course Title and the courses available will display in order by course ID or title. 

SELECT CERTAIN STUDENTS TO UPDATE 
Prior to clicking the mouse on Update SSS certain criteria can also be selected. At the bottom of the form 
certain grade levels can be selected, as well as, whether the changes are to be made to only one sex.  
Inactive students can also be selected.   A text box also displays at the bottom where a QUERY IF 
condition can be entered to further limit the changes to students selected. 
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PREVIEW SSS 
The button labeled Preview Only will simulate making the change and display how many students would 
be updated if it were performed. Students with Permanent Locks will display on the bottom right of the 
form and will not be updated. 
 

 

UPDATE SSS 
To perform the mass change that has been setup, select Update SSS.  The mass change will be 
completed. 
 
PRINT LIST 
 

A report can be generated before and/or after students have been updated.  Click the mouse on the Print 
List button to generate a report listing the Course IDs that will be dropped or added at the top. The 
students will be listed as well as students with Permanent Locked courses. 
 

 
 
 
IMPORT REQUESTS 
The Import Requests button will open the Import Course Requests from Academic Plan form. Can then 
Update SSS from existing Individualized Academic Plans. 
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INDIVIDUALIZED ACADEMIC PLANS 
 
The Individualized Academic Plan Course Requests is a form accessible from View All Forms that will 
allow Districts to map out an academic plan for each student. Course requests can be hand entered 
individually or the Course Request Packets program can be used to select a specific packet to add a 
large number of courses. 
 
This form will only allow you to Add or Delete courses for the student displayed.  Any course added or 
deleted will be logged in the APL table. These records can be viewed from the Individualized Academic 
Plan Log by clicking the mouse on the Log button in the lower right corner of the form. 
 

 
 
When adding course requests to the student displayed you MUST first enter an Inclusion Reason and if 
desired, a Comment at the bottom of the form which will be added to the log for all records entered.   
 
The codes for the Inclusion Reasons must be set up in the Update Code Table accessible through 
Miscellaneous functions. The Table is APL-Academic Plan Log and the Field is ICD-Inclusion 
Reason. The following are examples for the Inclusion Reasons. 
 

 
 
Click the mouse on the Add button to add all courses.  Remember – once a course request has been 
added the record cannot be changed and can only be deleted.    
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The CrsReqPack button can also be used to add multiple course requests.  Remember you MUST first 
enter an Inclusion Reason and any Comment which will be added to the log for all records entered.   
Click the mouse on the CrsReqPack button and the selection box will display.  Click the mouse on the 
drop down and select a Packet Code. 
 

 
 
Enter the Grd, Term and Location which will be added to all course records added.  Click the mouse on 
the OK button.  A verification message will display.  Click the mouse on the OK button. 
 

 
 
All courses in the packet will be added to the student displayed. 

 

 
 
All course requests hand entered or added using the Course Request Packet program will also be added 
to the Log.  If a course is deleted from the Individualized Academic Plan Course Request form an 
entry box will display. The left side will display Inclusion information when the course was added. The 
right side will display Drop information that will be added to this course in the Log.   
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After the OK button is selected the course will no longer display on the Individualized Academic Plan 
Course Requests form but will still display on the Individualized Academic Plan Log with the Drop 
information that was added to the entry box.  
 

 
 
The course requests displayed on the Individualized Academic Plan Course Requests form and 
Individualized Academic Plan Log can be sorted by various columns.  Click the mouse on the column 
heading and the records will display in ascending order.   
 
For example, clicking the mouse on the Course ID column will sort by Course number.  Click the mouse 
on the column heading again and the records will display in descending order. 
 

 

SCHEDULING MASTER SCHEDULE 
 

The Scheduling Master Schedule displays each section setup and can update the SMS table. When 
setting up sections the section number can be assigned by period, such as, section 100-199 for first 
period, etc.  Course ID is selected from available courses in the CRS table and the teacher assigned is 
from the TCH table.   
 
The days of the week this class meets will display on the form and can be changed to create a Split 
Term. For example, if a class meets only Mon and Fri click the mouse on the days this class will NOT be 
in session. The black check will no longer display. Any combination of days can be setup for a Split 
Term. The Split Term field can still be used to select certain days a class will meet and will change the 
Days fields to display the split term selected. 
 
The Scheduling Group is used to setup sections so students can be assigned to a scheduling group, 
which will restrict the classes scheduled into. The codes may be any letter (A-Z) or number (0-9).  If the 
Scheduling Group field is used, students can then be assigned to a scheduling group using the 
Students form, the Class Scheduling form, or Query.   
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For example, when students are scheduled, students with a scheduling group of “A” will be scheduled into 
sections that have a matching scheduling group of “A” or sections that have a blank scheduling group.  
Students with a blank Scheduling Group field will be restricted from sections that have a Scheduling 
Group. 
 

 
 
The Team Class Group and Team Number fields may be any letter (A-Z) and the Team Number field 
may be any number 0-9999.  To use the Team Class Group and Team Number fields, assign the SAME 
Team Class Group letter (A-Z) to ALL sections of ALL courses that are to be divided into teams or 
groups.   
 

 
 
Then use the Team Number field to indicate the sections that are to be assigned to each group.  You may 
use 1 for the first group of sections (Team A), 2 for the second group of sections (Team B), etc.  You do 
not have to use 1 for the first group of sections, but the first group of sections must have the SAME Team 
Number. 
 
There is a count of total students scheduled into the SSS table and the total number of males and females 
scheduled.  This form can also be used to move ALL students or individual students into a new class. The 
New Section field has a drop down arrow and displays available section numbers to select.   

ADD SECTIONS TO SCHEDULING MASTER SCHEDULE 
To add sections click the mouse on the Add button. The cursor will display in the Period field.  Type a 
period number and press Tab. The next available section number will be assigned but can be changed.  
 
Enter information for the block, semester, course number, teacher number, room, credit, group fields, tag, 
track, program and maximum students.  When complete press Enter. The class will be added to the SMS 
table. 
 

 
 



Student Scheduling   Page 15  

CHANGE SECTIONS TO SCHEDULING MASTER SCHEDULE 
To update any information about the class currently displayed, click the mouse on the Change button. The 
cursor will display under Period. Press Tab to the data to be changed and make any necessary changes. 
Press Enter to update. Press the ESC key to cancel the change before Enter is pressed and the original 
data will redisplay. 

DELETE SECTIONS TO SCHEDULING MASTER SCHEDULE 
The Delete button is used to delete unused sections from the scheduling master schedule and should not 
have any students assigned to the class.  Select the correct section to be deleted and click the mouse on 
the Delete button.   
 
A message will display verifying the deletion of this section.  Click the mouse on the Yes button to delete 
the class. 
 

 

TAGGING STUDENTS 

To tag a student click the mouse on the student’s last name and the entire record will be highlighted in 
blue.  Students can be mass tagged by using the Tag dropdown to the top right of the student list.  Click 
the mouse on the Tag dropdown and click on any of the options to tag a group of students.  To untag, 
click the mouse on the Untag All option. 
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COPY SECTIONS TO SCHEDULING MASTER SCHEDULE 
The Copy button on the bottom of the form is used to create a new section by copying a section already 
setup in the scheduling master schedule.  Select the section to be copied.  Click the mouse on the Copy 
button.  A message will display verifying this section will be copied into a new section. Click the mouse on 
the Yes button and the following message will display.  Select the appropriate option and click the mouse 
on the OK button to continue or the Cancel button to cancel the Copy process. 
 

 
 

All information will be copied except for the section number and period number.  Enter the period number 
and press Tab and the section number will be assigned.  Change any other information and press Enter.  
A NEW section will now be added to the Scheduling Master Schedule. 

MOVE OR COPY STUDENTS 
The Move or Copy Students button allows students to be moved or copied from the section displayed on 
the form to another section or to drop them from this section. Click the mouse on the drop down listing 
from the New Section field to select a section or type a section number into the New Section field.  To 
drop all students from the section displayed, enter section number 0 in the New Section field and the 
following message will display. 
 

 
 
Select the appropriate option and click on the OK button. Click on the Cancel button to cancel. 
 
To move or copy students to a new section Click the mouse on the drop down listing from the New 
Section field to select a section or type a section number into the New Section field.   Click the mouse on 
the Move or Copy Students. the following message box will display.   
 

 
 

Select the appropriate option and click on the OK button and the students will now be assigned to the new 
section number. Click on the Cancel button to cancel. 
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UPDATE OR SCHEDULE STUDENT CLASSES 
  
The Update or Schedule One Student into Classes is used to schedule individual students into 
classes for the upcoming semester or school year after student’s requested courses are entered. The 
Class Scheduling form can then be utilized to schedule individual students into their new classes.  The 
Crs ID field can be accessed to have data entered. Any field that is underlined can be clicked on with the 
mouse to turn the tab stop off or on and either gives access to the field or restricts access.    
 

 

ADD STUDENT COURSE REQUESTS 
To add course requests for the student displayed click the mouse on the Add button. The cursor will 
display under CRS ID at the end of all course requests. Type a valid course number in the field and press 
Tab. A section number can also be entered by hi-liting the SEC# field and typing a valid section number.  
Press Enter and the course request will be added. 

CHANGE STUDENT COURSE REQUESTS 
To make changes to the course requests for the student displayed click the mouse on the Change button.  
The cursor will be positioned under the first CRS ID displayed. Press Tab to the CRS ID selected and type 
any changes.  When complete press Enter to update. 
 
DELETE STUDENT COURSE REQUESTS 
 

To delete a course request for the student displayed click the mouse to the left of the course request and 
a black arrow will display. Verify that the correct course request has been selected.  Click the mouse on 
the Delete button and a message will display to verify the deletion of the course request.  Click the mouse 
on the Yes button to continue or NO to abort the deletion. 
 
PERMANENT-LOCK COURSES 
 

Student’s individual courses with sections scheduled can be locked by adding a code the PrmLk field.  
Codes can be added to the COD table for the SSS Table and PL Field.  Some examples of Permanent-
Locked Codes are Parent Request, Administration, LEP or Special Ed. 
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If a user attempts to delete or change a course that is Permanent Locked, the following message will 
display. 
 

 
 

A course with a Permanent Lock can be changed or deleted after being warned but all changes will be 
logged in the LOG table. 
 
VIEW SMS 
 

To display the Scheduling Master Schedule click the mouse on View SMS in the upper right corner. A 
window will display with basic data.  This data can be adjusted to display certain sections, periods, 
courses, teachers or rooms and can be sorted by any of these fields. 
 
Sections can also be selected for scheduling the student displayed by double clicking on the section 
number. A message will display to verify the section and student to be updated. To exit this window, click 
the mouse on the X in the upper right hand corner. 

VIEW COURSE DATA 
To display the Course Data form, double-click the mouse on the Course ID number selected.  The 
Course Data form will display with the information for the course selected.   

 

 

VIEW TEACHER DATA 
 

To display the Teacher Data form double-click the mouse on the Teacher name.  The Teacher Data 
form will display with the information for the teacher selected. 

VIEW SCHEDULING MASTER SCHEDULE 
 

To display the Scheduling Master Schedule form click the mouse on Section number selected.  The 
Scheduling Master Schedule form will display with the information for the section number selected. 
 

LAST REJECT COURSE REQUEST 
 

The Last function will display the preceding student in the file alphabetically who has a rejected course 
request. Click the mouse on the Last button.  Any student preceding the student currently displayed with a 
reject will display. If there are no other rejects a message will display. 
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NEXT REJECT COURSE REQUEST 
The Next function will display the next student in the file alphabetically who has a rejected course request.  
Click on the Next button.  Any student following the student currently displayed with a reject will display. If 
there are no other rejects a message will display. 

REASONS FOR REJECTS 
C = CONFLICT = courses scheduled for the student displayed will not work together, can also mean there are 
too many requests to fit in the period range available 
F = ALL FULL = All the sections for this course are full. 
G = GRADE RNG - All sections of course restricted to other grades. 
I = INVALID - The course number is invalid and not offered. 
O = STU GROUP –section Scheduling group code does NOT match Students Scheduling group code. 
S = SEX RESTR - All sections of course restricted to opposite sex. 
T = TRACK - All sections of course are restricted to other tracks. 
X = ALTERNATE - Alternate course put in place of course  

SHOW ALTERNATE COURSE REQUEST 
The Show Alternates option allows alternate course requests to be entered and displayed.  This field 
normally displays the days of the week a class meets but when selected the area displays alternate 
course requests. If an alternate course request has been entered and a student is scheduled into an 
alternate, the preferred and alternate course requests are switched in the student scheduling record, and 
a tag set in the record.  
 
The word “ALTERNATE” will display under the REJECT heading.  If the student is scheduled again for 
any reason, the courses are switched back again, and the tag removed.  This gives the preferred course a 
chance to be scheduled first.  If it cannot, the alternate is used. 

SCHEDULE ALTERNATE COURSE REQUEST 
The Schedule Alternates option must be set before alternate course requests will be scheduled.  
Otherwise, the regular course requests are scheduled. 

RESCHEDULE ALTERNATE COURSE REQUEST 
To reschedule the classes for the student displayed click the mouse on the Reschedule button.  The 
scheduling module will attempt to reschedule this student's classes.  If there is a rejected course request, 
it will display the top of the list of courses, with the reason for the reject in red letters.   

VIEW ALTERNATE DISPLAY 
The view a color chart of the Class Scheduling form click the mouse on the Alt Display button and the 
following form will display. 
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PRINT COURSE REQUEST VERIFICATION LISTING 
 
The Print Course Request Verification Listing displays the course requests for each student and is 
printed in order by grade level and student name.  It can be used to verify student’s requests and to see 
which students have none, invalid, or too few requests. The following is an example of the Course 
Request Listing by Student. 
 

 

PRINT SIMPLE TALLY OF COURSE REQUESTS 
 
The Print Simple Tally of Course Requests displays total requests for each course, with subtotals for 
each grade level and can be printed by course number, course title or department code. 
   

 
 

PRINT COURSE CONFLICT MATRIX 
 
The Print Course Conflict Matrix prints a requested course and any course requested by a student that 
conflicts. This report has an option to print the titles of the other courses requested or the course 
numbers. An option is also available to print all courses or one or more select courses on the report. The 
following is an example of the Course Conflict Matrix. 
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PRINT REVERSE VERIFICATION LISTING 
 

The Print Reverse Verification Listing will print all students who requested each course. Certain 
courses can be selected to print or all courses will print.  The option is also available to include or exclude 
inactive students to print on this report. The following is an example of the Reverse Verification Listing. 
 

 

PRINT PRE-SCHEDULING EDIT LISTING 
 
The Print Pre-Scheduling Edit Listing will generate students not scheduled into courses requested due 
to various problems and should be run before students are scheduled into classes.  The Scheduling 
Master Schedule must be created prior to running this report.  The following is an example of the Pre-
Scheduling Edit Listing. 
  

 
 
The following are possible problems that will display: 
  

• No course requests - the student has not requested any courses. 
• Invalid course request - course is not offered in the schedule master schedule. 
• Too many requests for period range - student’s available periods are not enough for all the 

courses requested based on their duration in the schedule master schedule. 
• Grade, sex or track restriction - this course is not offered to this student’s grade, sex, or track.   

PRINT VARIOUS ANALYSIS REPORTS 
 

The Print Various Analysis contains various reports, which includes Scheduling Class Load Analysis, 
Course Request Analysis and Reject Analysis Listing.  For example, the Course Request Analysis 
report displays the total requests for each course, total seats available, seats short, total sections offered, 
average class size, requests per section and the actual number of students who requested the course 
who have been rejected.  
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The reason for the reject may or may not have anything to do with the seats available, but for example, if 
there are 10 seats short most likely there will be at least 10 rejects. 
 

 
 
The Print Reject Analysis Listing displays all students who had rejected course requests.  This listing 
includes the classes selected and gives the reason for any classes rejected.  
 

 

SCHEDULING MASTER SCHEDULE REPORT 
 
The Scheduling Master Schedule report prints all the pertinent data about each section defined in the 
scheduling master schedule table. There are various print options available.  
 

 
 
The following is an example of the options set to print the report in sequence by period and section 
number, to include TA’s in the class average and in total seats/students. 
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SCHEDULE ALL STUDENTS INTO CLASSES 
 
The Schedule All Students into Classes will attempt to schedule all students into requested classes. 
The message Using Students Grade Next Year in red indicates students are being scheduled for next 
year in the current year’s database.   Verify the following options prior to running the scheduler.  
 

 

SCHEDULING SEQUENCE 
The default for scheduling students is alphabetically, without regard to grade level. To schedule by grade 
level, select Schedule low to high or Schedule high to low.  Select Schedule reverse alpha to 
schedule backwards alphabetically. To schedule without regard to name click the mouse on Schedule 
randomly.   

SCHEDULING OPTIONS 
Maximum time per student – maximum time the program spends trying to schedule a student. The 
default time is set at 10 seconds but can be changed. 
 
Schedule alternates – if an alternate class was entered into a student’s course request and a student has 
a rejected class the program will attempt to schedule the alternate class. 
 
Ignore class maximums – all students requesting a class will be scheduled regardless of the maximum 
number of student’s setup to be enrolled.   
 
Include inactive students – inactive students will be included when scheduling classes.  If scheduling 
students for next year students tagged “*” (asterisk) will automatically be included. 
 
Prevent gaps in schedule - will attempt to schedule every student into the tightest period range possible 
and takes a lot longer to run. Should not be used until the final scheduling run. 
 
Display scheduling progress – every course the scheduler attempts to schedule will display for every 
student. This option slows down the scheduler and is suggested that it is not selected.  
 
Ignore group codes K-Z – if certain classes are grouped with the same teacher they are flagged with a 
matching letter from K – Z.  Selecting this option will ignore the group flags.   
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Balance Academic Weight – uses the CRS.AC (Academic Weight) field to ensure academic classes 
are balanced across all 4x4 terms. Using this option may result in a higher number of rejects. 
 
After selecting the options click the mouse on the Schedule all students button.  The scheduler will scan 
the current scheduling master schedule, saving data about each class and will then scan the student’s 
current scheduling records counting any prescheduled sections.  Then it will start the actual scheduling 
process. 
 
The scheduling statistics display on the form while the scheduler runs. The grade and name of the current 
student being scheduled will display.  At the bottom of the form the elapsed time in seconds, total students 
scheduled, total rejects and the percentage scheduled without rejects will display. 
 
If Display scheduling progress was selected each section of each course it tries to schedule the student 
into will display. The progress of the scheduler displays as tries to find a perfect match of classes available 
to courses requested. The hardest courses to get into are listed first.  
 
Abort - While the scheduler is running, the Exit button will display Abort. Clicking the mouse on the Abort 
button will cancel the scheduling process. When the scheduler is finished, the Abort button will change 
back to Exit.  
 
Reject - If the schedule process is taking too long for a student click the mouse on the Reject button to 
cancel scheduling that particular student.     
 
Lock All Student Schedules  - Click the mouse on Lock All Student Schedules to lock students into 
their currently scheduled classes. This can be used before other mass changes are performed, for 
example, scheduling was complete except for assigning homerooms. Then add homeroom course 
requests and students could be scheduled into their homerooms alphabetically.  
 
Unlock All Student Schedules  - Click the mouse on Unlock All Student Schedules to remove the 
locks on student’s course requests.  Unlocking the schedule will allow them to be scheduled again into 
any section. 
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