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Focus University Training Document  

Training	Agenda	
	 	
	 Rolling	and	Tweaking		

• Distinguish	between	Tweaking	and	Building	
• Pre-building/tweaking	preparation	

	 Builder	Reports	
• Courses	with	too	many	Requests	
• Courses	with	too	few	Requests	
• Overlapping	Requests	
• Overlapping	Singletons	
• Sections	with	Zero	Seats	
• Period	Counts	
• Overscheduled	Teachers	

Section	Setup	based	on	Builder	Reports	
• Editing,	Copying,	Adding,	Deleting	and	Linking	Sections	

	 Current	Schedule	Reports	
• Tweaking	via	the	Teacher	Schedules	Report	
• Tweaking	via	the	Master	Schedule	Report	

	 Run	the	Scheduler	
Loading	Reports	

• Courses	with	Unfilled	Requests	
• Overfilled	Sections	
• Under-filled	Sections	
• Unfilled	Requests	
• Percentage	of	Students	Scheduled	
• Students	with	Incomplete	Schedules	
• Students	with	Conflicting	Schedules	

	 Schedule	Report	
	
Objectives:	

§ Use	Builder	Reports	to	make	decisions	about	sections	in	the	master	schedule	
§ Understand	how	to	build,	copy	and	delete	sections	
§ Understand	how	to	create	Inclusion	sections	
§ Understand	how	to	link	sections	together	
§ Understand	how	to	run	the	scheduler	
§ Use	the	Loader	Reports	to	make	decisions	about	student	schedules	and	sections	in	the	master	schedule	

	

Training	URL	

Train.focus.collierschools.com
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Purpose:		During	new-year	scheduling,	schools	entering	student	requests	will	use	one	of	two	different	methods	for	
building	the	master	schedule.		A	school	may	begin	from	scratch	building	all	sections	for	the	new	master	schedule	or	a	
school	can	“roll	and	tweak”	their	existing	master	schedule.		This	lesson	will	review	the	“roll	and	tweak”	method	as	well	
as	look	at	building	sections.	
	
	
Pre-Building/Tweaking	Preparation	

ü Rollover:	Ensure	the	Rollover	has	been	completed	for	all	Non-student	and	Student	Data	for	the	next	school	
year.	

	 	
Once	the	Rollover	is	completed,	change	the	school	year	in	the	top	right	of	the	screen	to	the	next	school	year	to	
continue	preparations.	
	
ü Verify	Non-Student	Data	

o From	the	School	Setup	Menu,	verify	that	Calendars,	Periods	and	Marking	Periods	dates	and	
information	are	accurate.		

	
o From	the	Scheduling	Menu,	verify	that	the	organization	and	settings	of	the	Subjects	and	Courses	

are	all	updated	and	accurate.	Any	new	courses	should	have	been	added	to	the	Course	Catalog	and	
then	to	Courses	&	Sections.	

	
ü Student	Requests	

o Finalize	all	Student	Requests	
o Run	and	review	the	Request	Reports	(Scheduling	>	Reports	>	Requests	Reports)	and	correct	any	

missing	or	duplicate	requests.	It	is	very	important	to	have	all	student	requests	in	and	accurate	in	
order	to	maximize	the	outcome	when	setting	up	the	Master	Schedule	Builder	or	Tweaking	Courses	
&	Sections	and	Running	the	Scheduler	

	
Tweaking	

Tweaking	Courses	&	Sections	is	an	alternative	to	using	the	Master	Schedule	Builder.	If	there	are	not	a	lot	of	
changes	to	the	Master	Schedule	from	one	year	to	the	next,	tweaking	may	be	easier.	By	rolling	the	courses	and	
sections	from	the	previous	school	year,	schools	essentially	have	all	the	sections	created,	to	include	the	periods,	
teachers,	and	Florida	Fields.	Use	the	Builder	Reports	for	guidance	and	to	make	minor	adjustments	to	sections	
and/or	the	Teacher	Schedules	Report.		

	
	
q Tweaking	using	the	Builder	Reports		
Use	the	Builder	Reports	to	determine	changes	that	will	need	to	be	made	based	on	student	requests.	The	two	most	
commonly	used	reports	from	the	Builder	Reports	are	Courses	with	Too	Many	Requests	and	Courses	with	too	few	
Requests.	These	reports	are	particularly	valuable	in	assessing	the	match	between	demand	for	particular	courses	and	
sections	against	actual	availability.		The	Scheduler	(loads	student	requests	into	the	existing	sections)	should	not	be	run	
until	the	Builder	Report	issues	have	been	resolved.	Remember	to	work	in	the	upcoming	school	year.	If	using	the	side	
menu	bar,	the	header	will	be	red;	if	using	the	top	menu	bar,	the	header	will	be	blue.	

	
Navigate	to	Scheduling	>	Reports	>	Builder	Reports	
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§ Courses	with	too	many	Requests:	The	demand	for	seats	exceeds	the	number	of	seats	available.	If	possible,	increase	
the	number	of	seats	within	the	sections	or	add	new	sections	(explained	later	in	this	document).	

If	the	Available	Seats	column	is	blank	then	no	seats	were	assigned	to	the	rolled	course	sections.	

	
	

o To	adjust	seats	at	the	section	level,	click	on	the	Course	name	link	to	go	to	the	course	
o Click	on	the	applicable	section	or	sections	to	edit	the	number	of	seats	
o Click	the	Save	button	after	making	any	changes	

	
NOTE:	if	additional	sections	need	to	be	built	instead	of	adjusting	seats,	please	go	to	page	7	of	this	document.	
	
	

§ Courses	with	too	few	Requests:	Courses	with	too	few	requests	are	courses	with	less	than	80%	of	available	seats	
requested.			Extra	sections	may	be	deleted	from	the	course	or	the	course	may	be	dissolved.		If	deleting	sections	for	
a	course,	please	delete	the	student	requests	for	that	course	first.			

	
	

o To	delete	sections,	clicking	on	the	Course	title	link	will	take	the	user	to	Courses	&	Sections	
o Click	on	the	section	to	be	deleted	then	click	DELETE	
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o A	pop	up	will	ask	the	user	to	Confirm	the	deletion	of	the	section	

	
	
	

§ Overlapping	Requests:	Overlapping	requests	occur	when	a	course	conflicts	with	another	course	scheduled	at	that	
time	based	on	requests.	There	are	10	columns	in	the	report;	use	the	scroll	bar	to	view	the	columns.	

	
	

o Selecting	the	Only	Singletons	check	box	will	only	show	overlapping	requests	for	courses	that	are	only	
offered	once	in	the	school	day	(singletons).	It	is	important	to	review	overlapping	singletons,	as	these	
students	will	not	be	scheduled	into	the	requested	course	until	one	section	is	moved	to	a	different	
period.	

If	the	number	of	overlapping	requests	is	small,	the	user	will	need	to	make	a	choice	for	the	student.	If	the	number	of	
overlapping	requests	is	large,	one	of	the	sections	should	be	moved	to	a	different	period	or	additional	sections	should	
be	added.	
	
There	are	two	options	for	changing	sections	to	different	periods:	

o Click	on	the	course	name	to	go	to	Courses	&	Sections	to	change	the	period	on	the	section	
o Use	the	Teacher	Schedules	Report	to	move	sections	to	different	periods	

	
	

§ Overlapping	Singletons:	Overlapping	Singletons	are	courses	that	only	have	one	single	section	and	meet	the	same	
period	as	other	singleton	sections.	If	students	have	requests	for	both	sections,	they	will	only	be	scheduled	into	one	
of	them.		
	

o If	possible	change	the	period	the	section	is	scheduled	or	add	another	section	(see	page	7).	
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§ Sections	with	Zero	Seats:	These	sections	do	not	have	any	available	seats.	Students	will	not	be	scheduled	into	them.	
If	the	Available	Seats	column	is	blank	then	no	seats	were	assigned	to	the	course	sections.	

	
	
	

§ Period	Counts:	This	report	lists	the	number	of	seats,	courses,	and	sections	in	each	period.	These	numbers	should	be	
fairly	balanced	among	the	periods.		

	
	

o If	sections	need	to	be	added,	it	is	recommended	to	add	the	sections	to	periods	with	fewer	sections.		
	
§ Overscheduled	Teachers:	This	report	can	be	modified	to	view	teachers	scheduled	into	a	specific	number	of	periods	

per	day.	This	report	may	be	helpful	for	finding	those	teachers	that	may	be	missing	required	planning	periods	or	have	
multiple	sections	scheduled	during	the	same	period.	The	report	has	three	tabs:	

	
o Sections	Per	Day	(set	the	desired	number	and	click	the	Run	button)	

	
	

o Sections	Per	Period	(set	the	desired	number	and	click	the	Run	button)	
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o Consecutive	Periods	(set	the	desired	number	and	click	the	Run	button)	

	
On	any	of	the	tabs,	clicking	on	the	teacher’s	name	defaults	to	the	teacher’s	User	Info	page	where	the	teacher’s	schedule	
can	be	viewed.	
	
	
	
	
	
	
	
EDITING,	COPYING,	ADDING,	DELETING	and	LINKING	SECTIONS	

	
Sections	 identify	 the	 Teacher,	 Room,	 Period,	 Bell	 Schedule,	 Rotation	 Days,	 Marking	 Period,	 Meeting	 Days,	 Seats	
(capacity),	 Short	 Name	 (unique	 identifier),	 Course	 History	 Term,	 Calendar,	 Grading	 Scales	 as	 well	 as,	 checkboxes	 for	
Taking	Attendance,	Graded,	Affects	GPA,	 and	a	 link	 to	 create	parent/child	 sections.	 	Additionally,	Co-teacher,	Florida	
Fields	and	Inclusion	information	can	be	defined	at	the	section	level.	

	
q Viewing/Editing	Sections	

Sections	may	be	rolled	over	from	year	to	year.	During	this	process,	all	section	fields	are	rolled,	including	the	teacher	
and	period.		
	
Go	to	Scheduling	>	Set	up	>	Courses	&	Sections	and	select	the	Subject,	Course,	and	Section	to	be	updated.	

	
o Section	information	will	be	displayed	at	the	top	of	the	screen.		
o Make	any	necessary	changes	to	these	fields.		
o The	Save	button	will	turn	red	upon	making	any	changes;	click	to	finalize	if	no	other	changes	are	needed.	

	

	
NOTE:	if	the	course	is	a	full	year	course	being	scheduled	as	a	semester	course,	or	semester	course	being	scheduled	as	a	

quarter	course,	check	the	box	for	Double-Blocked	
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o Use	 the	Florida	 tab	 to	edit	any	of	 the	 state-specific	 fields,	 such	as	 the	Weekly	 Class	Minutes,	 Scheduling	
Method,	if	the	class	is	a	Pull-Out,	Reading	Intervention	Component,	ELL	Instructional	Model,	etc.	

	
Note:	Do	Not	fill	in	School	of	Instruction	unless	it	is	different	from	the	student’s	enrolled	school.	If	using	an	ESE	FEFP	
number,	only	students	who	are	ESE	should	be	assigned	to	this	section.	If	using	the	ELL	FEFP	130	number,	only	LY	

students	should	be	assigned	to	this	section.	
	
	
	
q Copying	Sections	

The	Copy	feature	is	used	when	additional	sections	are	needed	within	the	same	course;	this	process	may	be	faster	
than	adding	a	new	section,	and	is	generally	recommended	over	creating	a	new	section.	

	
o Within	a	specific	section,	click	the	Copy	button	in	the	upper	right	of	the	Section	information.	

	
	

o Focus	will	ask	for	confirmation;	click	OK	to	accept.	

	
	

o Change	the	Teacher,	Room,	Short	Name,	and	any	other	applicable	fields;	click	Save	when	done.	

	
	

Note:	The	Short	Name	must	be	3-5	digits	that	are	unique	for	each	section.	Be	sure	to	remove	“Copy”	from	the	short	
name.	If	section	name	duplicates	exist	for	the	same	course,	period	and	school,	then	the	State	combines	all	students	

together	for	class	size	
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q Adding	Sections	
If	no	Sections	exist	within	a	Course,	a	new	section	can	be	created.	All	Section	fields	must	be	completed	and	saved	for	
the	section	to	be	added.	

	
o From	Courses	&	Sections,	select	the	Subject	and	Course	to	which	the	new	section	will	be	added.	
o In	the	Section	list,	click	the	+.	

	
o Select	a	Teacher,	Room,	Period,	Bell	schedule,	Meeting	Day(s),	Marking	Period,	Seats,	Short	Name,	Course	

History	Term	and	whether	it	affects	GPA.	Takes	Attendance,	Graded,	and	Primary	Instructor	(on	the	Florida	
tab)	 are	 populated	 by	 default.	 Complete	 any	 other	 fields	 applicable	 to	 the	 section,	 including	whether	 to	
assign	a	co-teacher	or	Inclusion	section.	Click	SAVE	when	all	fields	have	been	completed.	

	
	
	

q Deleting	Sections	
If	more	sections	exist	than	are	needed,	some	may	be	deleted.		

	
o Navigate	to	the	Section	in	the	Courses	&	Sections	list	and	click	the	section	that	will	be	deleted.		

	
	

o Click	the	Delete	button	in	the	upper	right	of	the	Section	information.		
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o Focus	will	show	a	Confirm	Delete	box;	click	Delete	to	verify	the	choice.	

.		
Note:	 Sections	 cannot	 be	 deleted	 if	 there	 are	 students	 scheduled	 into	 the	 section	 –	 or	 at	 anytime	where	
attendance	or	grades	were	tied	to	the	section	(such	as	when	a	section	has	to	be	collapsed	after	the	school	
year	has	begun).	
	

	
	
Tweaking	via	the	Teacher	Schedules	Report	

	
The	Teacher	Schedules	Report	displays	a	list	of	teachers	and	created	sections	(if	the	Courses	&	Sections	was	rolled	over	
from	the	previous	year).	All	sections	from	the	previous	year	along	with	sections	modified	or	added	this	year	will	display.	
This	 report	 can	 be	 used	 to	make	 changes	 to	 a	master	 schedule	 by	 literally	moving	 (dragging	 and	 dropping)	 sections	
around,	much	like	a	“whiteboard	schedule”.	The	drag	and	drop	feature	works	best	with	sections	that	are	built	as	single	
periods	instead	of	spanned	periods.	If	the	section	is	a	spanned	period,	it	will	need	to	be	moved	by	the	beginning	period.	
		
To	access	this	report,	click	the	Scheduling	Menu	and	select	Teacher	Schedules	Report.		
	

o The	Totals	in	(	)	will	be	zero	until	the	scheduler	is	run.	
o Possible	conflicts	will	display	in	red.	 	 	 	 	 	

	
	

o To	move	a	section,	click	and	hold	the	blue	plus	sign	(+),	located	to	the	right	of	the	section	title,	and	drag		
							the	section	to	the	new	location	(period	and	teacher).		

	
In	the	example	below,	Melissa	Bright’s	extra	1st	period	English	1	class	will	be	moved	Lavinia	Brown	1st	period.	The	
remaining	two	sections	will	stay	assigned	to	Period	1	and	will	not	be	considered	a	scheduling	conflict.	
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Note:	sections	should	be	moved	PRIOR	to	building	packages	and	scheduling	students.	If	a	section	is	moved	to	a	
different	period	or	teacher	after	running	the	scheduler,	it	will	need	to	be	re-run	in	order	to	re-distribute	the	students.	

	
o To	access	a	section’s	information,	simply	click	the	underlined	class	section	title.		

	 	 	 	 	 	
	
A	new	browser	popup	will	show	the	Courses	&	Sections	screen	for	the	selected	class.	From	here,	tweaking	the	section	
information	can	be	performed,	as	well	as	adjusting	any	applicable	Florida	state	reporting	fields.	 	 	 	 	

	
	
	
Linking	or	Parenting	Courses	(Creating	Packages)	

	
This	option	is	ideal	for	Elementary	Scheduling	but	can	also	be	used	for	secondary	linking.	For	courses	that	should	be	
paired,	such	as	Economics	and	Government,	Intensive	Reading	and	English,	support	classes	and	regular	education	
classes,	the	Focus	Create	Packages	feature	can	be	used	to	link	the	courses	together.		Once	linked,	the	student	needs	
only	to	be	requested	into	the	Parent	section,	and	the	child	section	will	schedule	automatically	when	the	Scheduler	is	
run.		Make	sure	to	have	the	upcoming	school	year	showing	in	the	school	year	drop	down.	
	
q Create	Packages:	select	Scheduling	>	Set	Up	>	Create	Packages	
	

o Scroll	to	or	type	in	the	teacher	name,	course	name,	course	number	or	teacher	number	to	select	the	Parent	
Section	

o Click	on	the	course	when	it	appears	in	the	drop	down	
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o Scroll	to	or	type	in	the	teacher	name,	course	name,	course	number	or	teacher	number	to	select	the	Children	
Section(s)	

o Click	on	the	course	or	use	the	checkboxes	to	select	one	or	multiple	courses	(typically	multiple	courses	are	
only	selected	in	elementary	scheduling)	

	
	

o Click	SAVE	after	making	selections.	
	
	
Tweaking	via	the	Master	Schedule	Report		

	
Typically,	only	one	person	at	the	school	would	have	edit	permissions	for	the	Master	Schedule	Report.	It	is	school-based	
decisions	 whether	 those	 individuals	 who	 edit	 courses	 &	 sections	 would	 also	 have	 edit	 permissions	 for	 the	 Master	
Schedule.	This	report	serves	as	an	overview	of	Sections,	Courses,	Co-Teacher	Sections	and	Linked	Sections.	The	report	
also	includes	fields	such	as	the	Teacher,	Room,	Period,	Meeting	Days,	Total	Seats,	Filled	Seats,	Available	Seats,	Marking	
Period,	 Grading	 Scale,	 Bell	 Schedule,	 Rotation	 Days	 (if	 applicable),	 whether	 the	 class	 Takes	 Attendance,	 is	 Graded,	
Affects	GPA	and	all	state	reporting	fields	(if	Show	Florida	Fields	is	selected).	
	
Adjustments	can	be	made	directly	from	within	the	Master	Schedule	Report—such	as	teacher	and	period	changes.		
To	access	the	report,	go	to	Scheduling	>	Current	Schedule	Reports	>	Master	Schedule	Report.		
	

o There	are	4	tabs	to	view	scheduling	information	by:	Sections,	Courses,	Co-Teacher	and	Linked	Sections	

	 	 	 	 	 	
	
Customize	the	columns	that	display	by	clicking	Toggle	Columns;	this	will	give	the	user	the	ability	to	hide	columns	
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o Uncheck	any	columns	to	be	hidden	from	view	when	the	report	is	displayed:	

	
	
Turn	Filters	on	to	find	a	specific	course,	section,	teacher,	etc.	

	
	
Mass	Update	feature	can	be	used	to	update	any	one	of	the	fields	and	all	the	courses	and	sections	associated	with	that	
field	will	have	the	updated	information.		This	feature	may	be	helpful	for	changing	the	teacher	name	on	multiple	sections	
of	a	course,	e.g.	when	teachers	change	grade	levels,	retire	or	teachers	are	re-assigned	subjects.	In	this	instance,	search	
for	the	teacher	to	be	replaced	and	mass	update	that	field	with	the	new	teacher	name.	

	
	

o Use	the	drop	down	to	select	the	field	to	be	mass	updated;	enter	any	new	value	and	click	UPDATE	
o The	updated	fields	will	turn	yellow	and	the	save	button	will	turn	red;	click	to	save	changes	

	
NOTE:	changes	to	state	reporting	fields	will	filter	to	the	section	level	and	student	schedules	
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Run	Scheduler			
	

Once	satisfied	with	the	sections	created	and	assigned	to	the	teaching	staff,	all	requests	have	been	entered,	all	reports	
have	been	reviewed,	and	tweaking	is	completed,	users	are	set	to	Run	the	Scheduler.	

	
Run	Scheduler	uses	the	master	schedule	that	was	created	and	combines	it	with	the	student	requests	to	generate	the	
highest	percentage	of	filled	requests	resulting	in	complete	schedules.	
	

	
q Select	the	Run	Scheduler	from	the	Scheduling	Menu.	
	
A	box	will	appear	with	multiple	options	to	choose	from.	Only	select	the	options	that	are	applicable	to	the	school’s	
scheduling	needs.	(Note:	the	displayed	options	are	determined	by	system	preferences).	

	
	

OPTIONS:	(the	‘Override’	options	will	only	be	displayed	if	“Enable	the	options	for	splitting	sections	in	the	scheduler”	is	
turned	on	in	system	preferences)	
	

o Delete	Current	Schedules	
This	option	will	override	existing	student	schedules	and	will	allow	users	to	utilize	the	scheduling	reports	to	view	
results.		

o Grade	Level	
This	drop	down	menu	allows	the	user	to	filter	on	a	specific	grade	level	when	running	the	scheduler	and	setting	the	
other	parameters.		
	

o Override	Period	Links	between	Semesters	
This	option	will	allow	students	to	be	scheduled	in	different	periods	but	still	have	the	same	teacher	from	semester	
one	to	semester	two.	
	

o Override	Period	and	Teacher	Links	Between	Semesters	
This	option	will	allow	students	to	be	scheduled	into	different	periods	and	teachers	from	semester	one	to	semester	
two.	
	

o Override	Team	
If	the	school	uses	teaming	for	scheduling,	this	option	will	override,	allowing	students	to	be	scheduled	into	courses	
outside	the	team.	
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o Override	Seat	Counts	
This	option	will	disregard	seat	counts	on	sections,	allowing	users	to	see	which	periods	might	need	additional	
sections,	where	sections	should	be	dissolved	or	moved	to	a	different	period	(NOT	RECOMMENDED	FOR	THE	FINAL	
RUN	OF	THE	SCHEDULER).	

	
o Schedule	into	sections	meeting	within	these	semesters	

									Choose	one	or	both	semesters	of	courses	to	be	scheduled,	including	summer	sessions	if	already	built.	
	
Each	time	the	Run	Scheduler	is	used,	a	progress	bar,	percentage	of	total	requests	filled,	percentage	of	students	
completely	scheduled,	and	elapsed	time	for	the	run	will	display.	A	list	of	courses	with	unfilled	requests	will	also	be	
displayed.	
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Loading	Reports	
	

The	Focus	Loading	Reports	provide	the	scheduling	team	with	reports	to	evaluate	the	student	requests	compared	to	
students	scheduled.		These	reports	are	used	during	the	building	process	to	adjust	the	location	of	sections	to	
accommodate	unfilled	requests	and	then	used	during	the	clean	up	process	to	ensure	all	students	are	completely	
scheduled	without	conflict.	
	
q Courses	with	Unfilled	Requests	

Displays	a	list	of	courses,	number	of	unfilled	requests,	number	of	sections,	available	seats,	and	requested	seats.	This	
report	helps	to	determine	the	number	of	sections	needed	based	on	requests.		

o To	adjust	the	number	of	sections,	click	on	the	course	from	the	list.		
o To	view	a	list	of	students	who	have	unfilled	request	in	a	certain	course,	click	on	the	underlined	number	

in	the	Number	of	Unfilled	Requests	column.	
	
	
	
	
	
	
	
	

	
NOTE:	If	the	number	of	requested	and	available	seats	are	comparable	but	the	requests	remain	unfilled,	then	there	

is	an	issue	within	the	master	schedule	that	needs	to	be	determined.	
	
	

q Overfilled	Sections	
Displays	a	list	of	sections,	course	information,	the	number	of	filled	seats,	the	number	of	available	seats,	and	the	
number	of	overfilled	seats.	This	report	helps	determine	if	more	sections	are	needed	or	seat	counts	need	to	be	
adjusted	within	sections.		

o To	adjust	the	section	seat	count,	click	on	the	Section	title	from	the	list.		
o To	view	other	sections	offered	in	the	same	course,	click	on	the	course	title	form	the	list.	

	
	
	
	
	
	
	

NOTE:	when	running	the	scheduler,	Focus	will	not	overfill	sections	unless	the	option	
	to	override	seat	counts	is	selected.	

	
	

q Under-filled	Sections	
Displays	sections	that	have	fewer	than	50%	of	available	seats	filled.	This	report	helps	determine	if	the	section	may	
need	to	be	moved	to	a	different	period	in	the	day	or	combined	with	another	section	in	the	same	course.		This	
report	may	coincide	with	the	Unfilled	Requests	report	or	there	may	be	too	few	requests	and	the	extra	sections	were	
not	removed	while	reviewing	the	Builder	Reports.	
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o To	adjust	the	section,	click	on	the	Section	title	from	the	list.	
	
	
	
	
	
	
	

The	reports	noted	above	should	be	resolved	as	much	as	possible	and	the	scheduler	re-run		
before	looking	at	the	next	report.	

	
q Unfilled	Requests	

Displays	a	list	of	students	with	requests	that	have	not	been	filled.	The	report	can	display	a	simple	list	of	all	students	
or	users	can	search	for	a	specific	student	or	group	of	students.	Included	in	report	are	the	Requests,	available	seats	in	
the	course,	number	of	sections,	elective	priority,	and	if	any	restrictions	have	been	set.	Users	can	also	choose	to	
Exclude	the	Elective	Alternative	Requests	from	the	list.	

o On	the	Search	screen,	choose	the	student	or	students	to	display.	
o To	adjust	a	student’s	request,	click	on	the	student’s	name	from	the	list.		
o To	adjust	the	course	availability,	click	on	the	course	title	from	the	Request	column	in	the	list.	

	
	
	

q Percentage	of	Students	Scheduled	
Displays	the	percentage	of	students	fully	scheduled	by	school.	Users	can	view	this	report	by	grade	levels	using	the	
Grade	Levels	pull	down.	This	report	helps	districts	determine	how	close	a	school	is	to	100%	scheduled	students.	

	
NOTE:	if	the	bell	schedule	(Period	Setup)	does	not	have	minutes	in	the	periods	and	the	column	“used	for	scheduling”	is	

not	checked,	this	report	will	not	display	correctly.	
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q Students	with	Incomplete	Schedules	
Displays	students	who	have	one	or	more	periods	in	which	no	courses	are	scheduled.	Users	can	choose	the	student	
or	students	to	display	from	the	Search	screen	as	well	as	modify	the	report	by	selecting	an	Effective	Date	and	the	
appropriate	periods	to	display.		

o To	make	changes	to	a	student’s	schedule,	click	on	the	student’s	name	from	the	list.	

	
	

q Students	with	Conflicting	Schedules	
Displays	students	who	have	more	than	one	course	scheduled	into	a	single	period	during	any	period	of	the	day.	Users	
can	choose	the	student	or	students	to	display	from	the	Search	screen.	Users	can	also	modify	the	report	by	selecting	
an	Effective	Date	and	the	appropriate	periods	to	display.		

o To	make	adjustments	to	a	student’s	schedule,	select	the	student	from	the	list	by	clicking	on	the	name.		This	
will	open	the	student’s	schedule	and	allow	the	user	to	correct	the	schedule.	
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Schedule	Report	
	

While	the	Master	Schedule	Report	shows	the	total	seats,	available	and	filled	seats	in	already-scheduled	courses,	
the	Schedule	Report	in	the	Scheduling	menu	displays	availability	of	seats	pertaining	to	individual	courses.	Viewing	or	
utilizing	this	report	is	optional.	
	
	
Click	on	a	Subject	to	reveal	the	total	number	of	seats	requested	and	available	in	each	course.		

	

Click	on	a	Course	to	reveal	the	total	number	of	seats	and	the	number	of	seats	available	in	each	section.	

	
	
Users	can	view/edit	course	information	by	selecting	a	course	and	clicking	"View/Edit	this	Course."	The	"List	Students	in	
this	Course"	and	"List	Unfilled	Requests	in	this	Course"	options	can	also	be	selected	to	view	a	list	of	students	currently	
scheduled	in	the	selected	course	and	the	students	who	have	unfilled	requests	for	the	course.		

	
	

Similar	options	are	available	when	users	click	on	a	section:	

	


