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Focus University Training Document  

	 	 	 	 	 	 	 	 	 	 	 2016	
Training	Agenda:	Setting	up	Subjects	and	Courses;	Entering	Course	Requests;	Scheduling	Reports	
	

§ Subject	and	Courses	Setup	
o Subject	Setup	
o Course	Setup	

− Moving	Courses	
− Adding	and	Deleting	Courses	

	
§ Options	for	Entering	Student	Requests		

o Data	Tech/School	Counselor	Enter	Requests	
o Entering	Mass	Requests	
o Saving	Mass	Requests	
o Automatic	Course	Requests	

	
§ Deleting	Student	Requests	

o Individual	student	requests	
o Mass	added	requests	
o Automatic	Course	Requests	

	
§ Request	Reports	
§ Teacher	Schedules	Report	(if	master	schedule	was	rolled)	

	
	
Objectives	

Ø To	view	and/or	set	up	subjects	and	courses	for	scheduling	purposes	
Ø To	add	and	delete	individual	student	requests	
Ø To	mass	add	and	delete	requests	for	groups	of	students	
Ø To	save	mass	requests	for	future	use	
Ø To	add	and	delete	Automatic	Course	Requests	
Ø To	approve	requests	as	a	teacher	
Ø To	review	and	use	the	Requests	Reports	to	make	scheduling	decisions	

	
	
	
	

Training	URL:	
train.focus.collierschools.com	
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Prior	to	entering	course	requests	the	school	needs	to	confirm	all	courses	to	be	offered	are	set	up	for	the	school.		The	
next	section	will	introduce	users	to	setting	up	subjects	and	courses	and	explain	how	to	add	course	offerings.		
	
Subjects		

	
The	subjects	can	be	created	for	a	school’s	specific	needs.	It	is	simply	a	way	to	organize	the	courses	for	quick	navigation,	
particularly	when	building	student	schedules.	This	set	up	is	the	basis	for	building	the	sections	for	each	offered	course.	 	
	

Elementary	and	Middle	Schools	 Secondary	Schools	
Elementary	and	
Middle	Schools	
may	want	to	
organize	the	
subjects	
according	to	
grade	levels.	
	
	 	

Secondary	Schools	
may	want	to	
organize	the	
subjects	according	
to	the	general	
subject	areas	such	
as	Math,	Science,	
English,	Electives,	
etc.	 	

	
To	access	Subjects,	Courses,	and	Sections,	click	the	Scheduling	Menu,	scroll	down	and	select	Courses	&	Sections.	

	

		
HINT:	This	is	the	“Filing	Cabinet”		

Getting	Started	–	Verify	Setup	Parameters	
Prior	 to	 creating	 or	 editing	 Subjects,	 Courses,	 and	 Sections	 for	 scheduling	 purposes,	 ensure	 that	 the	 following	
parameters	are	met:	
ü Work	in	the	upcoming	school	year	(not	the	current	school	year).	
ü If	Focus	has	been	setup	previously,	Rollover	the	Master	Schedule,	Students,	etc.		
ü Marking	Periods,	Periods/Bell	Schedules,	and	Calendar(s)	are	setup	for	the	new	school	year.	
ü Course	 Catalog	 has	 been	 enabled	 in	 system	 preferences,	 and	 includes	 any	 newly	 added	 courses	 and	 all	 old	

courses	have	been	deleted.	Courses	also	need	to	be	tied	to	graduation	subjects.	
Note:	while	the	district	handles	most	of	these	parameters,	it	is	always	good	form	to	ensure	the	setup	properly	suits	

specific	school	needs.	
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q Subject	Setup	
Subjects	are	used	to	organize	courses	and	are	created	to	accommodate	specific	school	needs.	Users	must	have	the	
profile	permission	to	edit	subjects	and	courses.	Some	districts	may	pre-set	the	Subjects	and	Courses	for	the	schools.	
Initially,	districts	may	have	all	courses	in	the	All	Courses	subject	folder.	

	
To	add	a	new	subject,	click	the	+	(plus	sign)	at	the	bottom	of	the	list.	
	

	 					
							HINT:	Subjects	are	the	“drawers”	in	the	filing	cabinet		

	
o Enter	a	Title	 and	Short	Name	 for	 the	newly	created	Subject.	K-12	schools	 should	 leave	 the	 remaining	

three	boxes	blank	as	these	pertain	to	CTE/PostSecondary	schools	only.	

	
o When	complete,	click	the	Save	button.	

	
	

Subjects	 that	 are	 no	 longer	 used	 can	 be	 deleted	 as	 long	 as	 there	 are	 no	 courses	 in	 the	 Subject	 folder.	 If	 there	 are	
courses,	move	those	(see	next	section)	to	another	Subject	folder	or	create	one	if	necessary	before	deleting	the	subject.	
	

o To	delete	an	empty	Subject,	click	on	the	Subject	name	and	select	DELETE	in	the	upper	right	corner.	

	
	

o Confirm	the	deletion	in	the	pop	up	on	the	next	screen.	
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q Course	Setup	
Courses	 align	 with	 the	 Course	 Catalog	 (when	 used)	 and	 are	 typically	 associated	 with	 state-approved	 course	
numbers.	Districts	using	an	8th	or	9th	digit	as	a	unique	identifier	typically	creates	a	new	course	in	the	Course	Catalog	
with	the	unique	identifier.	Within	 the	courses,	 sections	are	assigned	where	 the	 teacher,	period,	minutes,	etc	are	
defined.	 Sections	 are	 typically	 not	 built	 (unless	 the	 district	 has	 rolled	 the	 Master	 Schedule)	 until	 after	 student	
requests	have	been	entered	and	administrators	have	viewed	the	Requests	Reports.	

	

		
HINT:	Courses	are	the	“folders”	in	the	drawers.	

	
	

Moving	Courses	
If	the	district	has	filed	all	courses	in	the	All	Courses	Subject	folder,	Courses	should	be	moved	to	their	respective	
Subjects.	Courses	can	be	placed	in	any	Subject	desired.	
	

o Click	on	the	Subject	then	click	the	Course	that	is	to	be	moved	into	a	different	Subject	folder.	
	

	
	

o On	the	next	screen,	use	the	Subject	pull-down	in	the	upper	right	to	select	the	appropriate	subject	folder.		
	

o Once	changed	click	the	Save	button	to	finalize	the	change.	
	

	
	

Note:	in	the	above	screenshots	the	course	HOMEROOM	50220002	was	moved	from	the	ALL	COURSES	subject	into	the	
SECOND	GRADE	subject	folder.	From	year	to	year,	the	setup	for	Subjects	&	Courses	will	be	rolled	over	and	all	that	may	

be	necessary	is	adding	any	new	or	deleting	old	courses.	
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q Adding	Courses	
If	the	Course	Catalog	is	being	used,	be	sure	that	any	new	courses	being	offered	have	been	added.	What	the	district	
sets	at	the	Course	Catalog	level	is	locked	for	users	at	the	Courses	&	Sections	level.	

	
o From	Scheduling	>	Courses	&	Sections,	select	the	Subject	to	which	the	new	course	will	be	added.		
o In	the	Courses	column,	click	the	+	at	the	bottom	of	the	column.		
o Use	the	Course	Number	text	field	in	the	upper	left	to	enter	a	specific	course	number.	As	numbers	are	

typed,	 a	 list	 of	 corresponding	 courses	 in	 the	 Course	 Catalog	 will	 be	 shown.	 Simply	 click	 the	 desired	
course	or	enter	the	full	course	number.		Invalid	course	numbers	will	cause	the	box	to	turn	pink	and	the	
title	will	display	as	an	Invalid	Course.		

	
The	Course	Title,	Graduation	Requirements	Subject	and	Credits	per	Course	History	Term	will	pull	from	the	Course	
Catalog	once	a	valid	course	is	selected.	
	

o Click	the	Save	button	upon	completion.			
	

NOTES:	“Schedule	this	course	first”	alerts	the	system	to	prioritize	the	course	when	the	scheduler	is	run.	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

ACTIVITY:	
Team	up	with	members	from	your	school	to	review	the	Subjects	and	Courses	being	offered	
for	the	upcoming	school	year.	

1.	Create	new	Subject	folders	if	applicable.	
2.	Move	courses	to	new	Subject	folders	if	applicable.		
3.	Delete	any	Subjects	not	being	offered	(subject	folder	must	be	empty).	
2.	Add	any	new	courses	being	offered.	
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ADDING	STUDENT	REQUESTS		
	

Focus	has	several	options	for	entering	student	course	requests.	The	scheduling	staff	and	administrators	can	enter	course	
requests	for	students	individually	or	by	mass	adding	requests	to	groups	of	students.	Beginning	with	version	7.3,	there	is	
an	Automatic	Course	Requests	feature	that	allows	districts	and/or	individual	schools	to	automatically	push	out	requests	
for	a	specific	subset	of	students.		
	

¢ Users	entering	requests	for	students	must	have	the	upcoming	school	year,	not	the	current	school	year,	
selected	in	the	school	year	drop-down.		

	
	
q Scheduling	staff	enters	requests	for	students	individually		
Enables	the	user	to	enter	student	requests	based	on	the	student’s	graduation	requirements	and/or	progression	plan.			

	
To	access	the	Student	Requests	screen,	navigate	to:		Scheduling	Menu	à 	Student	Requests	

o Use	the	search	screen	to	find	the	individual	student.	
o Click	on	the	student’s	name	in	the	search	results.	
o There	are	two	options	at	this	point:	use	the	free	text	box	at	the	top	of	the	screen	or	use	the	Quick	

List.	
	 	
Add	requests	using	the	free	text	box	at	the	top	of	the	Student	Requests	screen:	

o Begin	typing	in	the	name	or	number	of	the	desired	course	in	the	Course	text	field	and	corresponding	
courses	will	display	in	the	dropdown.	

	
o Click	on	the	name	of	the	desired	course	then	tab	over	to	enter	the	elective	priority	and/or	term	

override	(If	applicable)	
o Hit	the	ENTER	key	to	save	the	course	to	the	requests	and	create	another	free	text	box	to	enter	the	

next	request		
o A	red	minus	sign	and	check	box	will	appear	if	the	selection	saved.	These	can	be	used	to	delete	

selected	requests.	When	the	check	box	is	used,	a	DELETE	SELECTED	REQUESTS	button	will	appear	at	
the	top	of	the	screen.	
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Add	requests	from	Add	Request:	Quick	List	
The	Quick	List	has	courses	listed	according	to	their	Graduation	Subject.	If	grade	levels	are	set	on	courses,	then	only	
courses	with	the	grade	level	of	the	student	will	appear	in	the	dropdowns	unless	the	user	selects	“Courses	for	All	Grade	
Levels”	at	the	top	right	of	the	screen.	

	
	

o Select	a	course	or	multiple	courses	(non-elective)	from	the	Course/Elective	Priority	pull-down	menu	
by	checking	the	box(es)	for	the	desired	course(S).	Users	can	search	for	courses	by	typing	the	course	
number	or	course	name	in	the	free	text	box.		

	
	
o For	Electives,	three	selection	boxes	appear	by	default	and	only	1	course	can	be	selected	per	box.	
o The	green	button	with	the	+	sign	allows	users	to	create	additional	selection	boxes.	
o Electives	should	have	the	priority	of	1	if	the	course(s)	is	required	for	the	student	to	have	a	full	

schedule.	Electives	with	a	priority	of	2,	3,	etc.	will	be	used	as	alternates	for	courses	showing	a	
priority	of	1	that	could	not	be	scheduled.	

	
Note:	if	the	system	preference	“Overschedule	electives	if	room	on	the	schedule”	has	been	enabled,	the	system	
will	schedule	electives	regardless	of	priority	to	fill	any	holes	on	the	student’s	schedule.	

	
Any	subject	area	displaying	a	green	check	mark	indicates	a	selection	has	already	been	requested	for	that	subject.	

	
	

o Once	request	selections	have	been	made,	click	the	SAVE	button	located	in	the	upper	right	of	the	screen.	
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If	the	user	accidentally	requests	a	course	the	student	has	already	taken	or	requested,	a	warning	box	appears	stating	that	
there	is	a	conflict	with	the	courses	chosen.	Click	“Cancel”	unless	the	student	has	to	repeat	the	course	requested	or	it	is	a	
course	the	student	can	take	for	multiple	periods/credits,	i.e.	OJT	or	Study	Hall.	If	that	is	the	case,	click	“Continue”.	

	
	
The	selected	and	saved	requests	will	populate	at	the	top	of	the	Requests	screen	and	will	show	the	name	of	the	user	in	
the	“Last	Modified	By”	column.	

	
o Requests	can	be	deleted	from	this	screen	by	clicking	the	red	“	-	“	or	using	the	checkboxes.	
o Electives	can	be	ranked	in	this	section	as	well.	
o The	TERM	 can	be	 selected	 if	 the	 student	only	 needs	 the	1st	 or	 2nd	 semester	 of	 a	 Full	 Year	 course	or	 if	 a	 one	

semester	course	is	to	be	taken	during	a	specific	term.	
	
	
	
Teacher	and	Period	Restrictions	(only	applicable	if	sections	have	already	been	built)	
	
If	the	student	has	a	particular	request	for	a	specific	teacher	or	time	of	day	to	take	the	course,	that	can	be	set	on	the	
Requests	screen	once	the	sections	for	the	courses	have	been	built.	It	is	advised	to	place	as	few	restrictions	on	requests	
as	possible.		

	
NOTE:	these	options	will	not	appear	until	sections	have	been	built	

	

	
	
	
	
	

ACTIVITY:	
	 Select	a	student	and	add	several	course	requests	to	the	student’s	record	

(You	will	delete	this	request	later	in	another	activity)	
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q Group:	Mass	Adding	Requests	
Mass	Requests	enables	searching	for	and	selecting	groups	of	students	by	grade	level,	previous	or	current	courses,	
grades,	test	scores,	special	programs,	or	any	other	data	collected	on	a	student	–	and	add	a	course	or	multiple	course	
requests	to	those	students.	Counselors	can,	for	example,	schedule	mass	requests	for	students	in	Gifted,	ESE,	or	ESOL	
programs	by	specifying	the	search	criteria	and	then	adding	the	course	request.		

	
1. Ensure	the	School	Year	in	the	pull	down	is	set	to	the	upcoming,	not	current,	school	year:			

	
2. Navigate	to	the	Scheduling	>	Mass	Request	menu:	

	
3. Click	on	More	Search	Options	to	search	for	a	specific	group	of	students	(by	grade	level,	course	history,	

etc.).	

	
	
4. Click	SEARCH	once	the	group	has	been	selected.	The	students	meeting	the	search	criteria	will	display	

under	the	Mass	Requests	screen	when	it	opens.	
5. Click	Request(s)	to	Add	Choose	Course	to	select	the	course	or	courses	to	be	mass	added.	If	the	course	

needs	to	have	an	Inclusion	section	linked	to	it,	check	the	Inclusion	box.	

	
	
A	box	will	display	with	a	list	of	all	subjects:	

6. Click	on	the	appropriate	Subject	and	then	select	the	Course.	
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7. The	selected	course	name	will	now	display.	If	additional	courses	need	to	be	added,	click	the	Choose	
More	Courses	link	and	select	the	subject	and	course	from	the	display	as	before.		

	
	

8. Check	the	box	in	front	of	“Students/Photo”	to	select	all	the	students	in	the	list	to	apply	the	request	to	or	
check	the	box	next	to	individual	student	names.	

																						 	
	

	
9. Click	on	“Add	Request(s)	to	Selected	Students”	at	the	top	right	of	the	screen.	

	
	

A	confirmation	will	appear	indicating	the	selected	requests	were	successfully	added.	
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q Group:	Mass	Adding	Requests	based	on	Current	Year	Courses		
Example:	Intensive	Reading	students	in	current	year	to	be	mass	assigned	to	Intensive	Reading	next	year.		
	

1. Set	School	Year	to	the	upcoming	school	year.	For	example,	if	you	are	scheduling	requests	for	the	
2016/2017	school	years,	be	sure	that	the	year	displayed	in	the	pull-down	is	2016/2017.			

	
2. Navigate	to	Scheduling	Menu	à	Mass	Requests	

	
3. Use	the	More	Search	Options	to	search	for	current	students	in	the	desired	course	(Intensive	Reading)	

under	the	Scheduling	tab	by	clicking	on	Scheduled	into	Course	Choose			

																																				 	
	
4. A	box	will	display	with	a	list	of	subjects.	At	the	top	of	the	window,	the	radio	button	for	Current	Year	is	

selected	by	default.	Click	the	radio	button	for	Last	Year	to	search	for	students	who	took	the	course	the	
previous	school	year	and	to	display	the	subjects	and	courses	from	the	previous	school	year.	

	
																			NOTE:	Since	the	upcoming	school	year	is	displayed	in	the	year	dropdown,	it	is	technically		

	 	 	 Last	Year	that	is	being	searched		
	
	

5. Choose	the	Subject	(English)	and	then	choose	the	Course	(Intensive	Reading)	from	the	course	list.	
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6. The	desired	course	(Intensive	Reading)	will	now	show	under	the	Choose	link.	Click	the	Search	button	to	
display	the	students.		

	
	

7. Click	Request(s)	to	Add	Choose	Course	to	select	the	course	to	be	mass	requested.	

	
	

8. As	before,	a	box	displays	with	a	list	of	all	subjects.		Choose	the	Subject	(English)	and	Course	(Intensive	
Reading)	

	
The	selected	course	(Intensive	Reading)	will	display	after	Request(s)	to	Add:					

	
NOTE:	If	an	additional	course	is	desired,	click	the	+	sign	to	repeat	the	process.		If	the	requested	course(s)	has	an	

Inclusion	section	that	should	be	added	to	the	selected	students,	check	the	Inclusion	button		
	

9. Check	the	box	in	front	of	“Students/Photos”	to	select	all	the	students	in	the	list	to	apply	the	request	to	
or	check	the	boxes	next	to	individual	student	names.	

	
10.		Click	on	“Add	Request(s)	to	Selected	Students”	at	the	top	right	of	the	screen.	

	
	
A	confirmation	will	appear	indicating	the	selected	requests	were	successfully	added.	
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q Saving	Mass	Request	Search	
Saving	mass	requests	allows	users	to	title	the	request	and	run	it	at	a	later	time.	This	is	helpful,	for	example,	if	certain	
groups	of	students	always	receive	a	specific	course	or	group	of	courses	from	year	to	year.	Saved	Mass	Requests	roll	
over	from	year	to	year	and	do	not	have	to	be	set	up	again	unless	the	student	criteria	or	course	requests	change.	

1. Navigate	to	Scheduling	>	Mass	Requests.	
	

2. Use	More	Search	Options	to	select	the	desired	group	of	students	(example:	students	who	currently	
have	Intensive	Reading	or	scored	a	Level	1	or	2	on	the	Reading	FSA)	

	
3. Click	Request(s)	to	Add	Choose	Course	to	select	the	course	to	be	mass	added	(example,	Intensive	

Reading)	and	then		
	

4. Click	Save	Mass	Request	Search.	

	
	

5. In	the	box	that	pops	up,	type	in	a	Title	for	the	request	
6. Choose	the	School	or	All	Schools		
7. Click	Save	Mass	Request.	

	
	
	
A	list	of	Saved	Requests	will	appear	and	the	newly	titled	request	will	display	at	the	bottom	of	the	list.		

o Click	on	any	request	in	the	list	to	edit	or	run	the	request.		
o To	delete	a	Saved	Mass	Request	Search	click	on	the	“–“	sign	in	front	of	the	Request	title.	
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q Access	Saved	Requests	
	

o Navigate	to	Scheduling	>	Mass	Requests;	
o Click	“search”	(do	not	enter	anything	in	the	search	box)		
o Click	on	the	Saved	Mass	Requests	link	at	the	right	of	the	screen.	This	will	return	the	list	as	seen	above.	

	

	
	

	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
q Automatic	Course	Requests	(ACR)	
Courses	can	also	be	mass	added	to	a	specific	group	of	students	via	the	ACR	feature.	The	district	can	set	the	rules	for	and	
run	these	requests	district-wide	or	for	individual	schools.	Based	on	district	preferences,	specific	users	at	each	school	may	
be	assigned	the	profile	permission	to	access	the	ACR	for	their	school.		Automatic	Course	Requests	can	be	rolled	from	
one	school	year	to	the	next	for	all	schools	or	for	individual	schools.		
	
Navigate	to	Scheduling	>Automatic	Course	Requests	
	
	
	
	

ACTIVITY:	
	 1.	Use	More	Search	Options	to	select	criteria	for	a	group	of	students	
	 2.	Mass	add	two	courses	to	that	group	of	students	

(You	will	delete	these	requests	in	a	later	activity)	
	 3.	Recreate	the	search	criteria	and	Save	the	Mass	Request	Search	
	 4.	Access	the	newly	saved	Mass	Request		
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Users	will	see	several	options	on	the	Automatic	Course	Requests	screen	based	on	whether	the	District	Requests	tab	is	
selected	(if	the	district	has	opted	not	to	set	up	district-wide	requests,	nothing	will	display	on	this	tab)	

	
	
or	whether	the	School	Requests	tab	is	selected:		

	
	
Set	up	Requests	(District	or	School	tab):	

o Title:	enter	the	name	of	the	Course	Request	and	hit	ENTER;	a	search	screen	will	pop	up	to	enter		
o Search	Terms:	use	More	Search	Options	to	define	the	group	of	students	to	whom	the	requests	will	be	

pushed	out	to		
o Set	Search	Terms:	click	after	selecting	search	criteria	(similar	to	the	previous	instructions	on	Mass	Requests)	

	
	
	
Users	will	be	returned	to	the	selected	Requests	tab	where	the	Course(s)	to	be	requested	can	be	selected	and	Priority	can	
be	set.		
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Hit	the	ENTER	key	after	all	fields	have	been	completed	in	order	to	save	the	Automatic	Request.	

	
	
	
An	additional	option	if	the	request	is	a	School	Request,	is	to	set	a	nightly	run	job	for	students	without	requests.	If	this	
option	is	selected,	the	box	for	“Only	run	for	students	without	requests”	must	be	checked.	

	
	
	
At	a	time	determined	by	the	district	or	school-based	users,	the	requests	can	be	pushed	out	to	the	selected	students	for	
the	school	showing	in	the	school	dropdown	(or	for	all	schools	if	it	is	a	district-defined	request).	Additionally,	with	either	
option,	users	can	check	the	box	“Only	run	for	students	without	requests”	if	this	is	the	only	group	for	whom	the	requests	
should	populate.	
	
DISTRICT	REQUESTS		 	 	 																								SCHOOL	REQUESTS	
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Deleting	Course	Requests:	Individual	
Focus	allows	users	to	delete	course	requests	once	they	have	been	added.	The	deletion	process	can	be	carried	out	for	an	
individual	student	or	for	a	group	of	students.		

	
Examples	of	when	this	feature	might	be	used:	

Ø A	student’s	State	Assessment	scores	came	in	after	the	request	was	placed	and	now	the	student	needs	to	
be	placed	in	a	remedial	course	or	removed	from	the	remedial	course	

	
Ø A	course	is	no	longer	going	to	be	offered	and	a	group	of	students	need	to	have	their	requests	changed	

	
To	access	the	Student	Requests	screen,	navigate	to	Scheduling	Menu	à	Student	Requests	

o Use	the	search	screen	to	find	the	individual	student.	
o Click	on	the	student’s	name	in	the	search	results.	

	
In	the	student’s	request	record	a	list	of	courses	that	have	been	requested	will	display.	The	“Last	Modified	By”	column	
will	indicate	if	the	student	or	school	personnel	entered	the	request;	if	the	request	was	pushed	out	by	the	ACR,	it	will	be	
listed	in	that	column.	

	
o To	delete	the	request,	click	on	the	red	“	–	“	on	the	left	side	of	the	list	next	to	the	Course.		
o To	delete	multiple	courses	at	once,	use	the	check	box	in	the	column	header	to	the	left	of	“Course”	or	in	

front	of	each	request	and	select	the	“Delete	Selected	Requests”	button	at	the	top	of	the	screen.	This	
button	will	not	appear	until	a	check	box	has	been	selected.	

															

	
	
	
A	warning	box	will	display	asking	the	user	to	confirm	the	delete	request.	

o Click	OK	to	delete	the	request	
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Deleting	Course	Requests:	Group	Mass	Delete	
To	delete	a	select	group	of	students’	requests,	follow	the	same	directions	provided	for	Mass	Adding	a	request.		
	

1. Navigate	to	Scheduling	>	Mass	Requests.	
2. Use	More	Search	Options	to	select	the	desired	group	of	students.	
3. Click	Request(s)	to	Add	Choose	Course	to	select	the	course	to	be	mass	dropped.	

	
4. Click	on	the	appropriate	Subject	and	Course.	

	
	

5. Check	the	box	in	front	of	“Students”	to	select	all	the	students	in	the	list	or	check	the	box	next	to	individual	
student	names	to	mass	drop	the	request.		

	
	

6. Click	the	Drop	Request(s)	to	Selected	Students.	

	
	
A	confirmation	will	appear	that	the	course(s)	has	been	dropped:	

	
	

	
	

	
	
	 	

ACTIVITY:	
	
1.		Find	the	student	you	entered	a	request	for	and	delete	the	request.	
2.		Search	for	the	group	of	students	you	entered	a	mass	request	for	and	mass		
						delete	the	requested	course.	
3.		Access	the	Saved	Mass	Request	search	you	created	and	delete	it.	
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Request	Reports	
	

Request	Reports	offers	tools	useful	for	planning	sections	of	courses	and	monitoring	student	requests.	There	are	five	
reports	provided.	If	schools	have	not	created	sections,	the	values	for	“Number	of	requests”	and	“Requested	Credits”	
are	based	on	the	course	lengths	set	on	the	course	level	in	Courses	&	Sections.	

	
Districts	can	also	turn	on	the	system	preferences	to	limit	the	maximum	number	of	requests	and/or	maximum	number	of	
Credits	in	Requests.		
		
To	access	the	Request	Reports	navigate	to	Scheduling	Menu	à 	Request	Reports	
	
q Requests	by	Course	 	

Allows	the	user	to	see	the	subject,	course	title,	course	number,	total	seats	based	on	last	years’	max	seat	
numbers	for	each	section,	number	of	total	requests,	number	of	alternate	requests,	breakdown	of	requests	by	
grade	level,	additional	filled	seats,	and	extra	seats	for	each	course	offered.	This	report	can	be	filtered	by	any	of	
the	columns	displayed.		

										 	
NOTE:	if	no	max	seat	count	was	set	when	the	sections	were	rolled	over,	the	number	displayed	is	the	number	of	
students	in	the	section	the	previous	year.	
	

o Click	on	the	#	of	Requests	links	to	see	the	list	of	student	requests	and	modify	those	requests	if	needed.	
The	number	of	students	displayed	may	be	higher	than	what	shows	on	the	Requests	Report	due	to	the	
inclusion	of	alternates.	
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q Print	Requests	
Enables	the	user	to	print	student	request	sheets	either	individually	or	by	groups.	Options	include	choosing	a	
letterhead,	printing	multiple	copies,	and	sorting	the	requests	sheets	by	Prior	School.	Schools	may	use	this	
feature	to	send	Request	Sheets	home	for	parent	signatures.		

	
	
The	report	downloads	as	a	pdf	and	also	shows	course	request	alternates	and	elective	priority.	

	
	
	
	

q Duplicate	Requests	
Displays	students	that	have	more	than	one	request	for	the	same	course.	Click	on	the	student’s	name	to	view	
and	edit	their	requests	or	click	“Delete	all	the	Duplicate	Requests”	in	the	upper	right	corner.	
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q Students	with	Too	Many	Requests	
Displays	a	list	of	students	with	more	requests	than	allowed	based	on	the	number	of	semesters	and	periods	
scheduled	in	a	school	day	and/or	the	system	preferences	for	limiting	requests.	Requests	with	priority	2	or	higher	
are	not	included	in	the	totals	here	since	they	are	alternative	requests.		

• Semester-long	courses	are	counted	as	half	a	request	if	sections	are	set	up;	otherwise	the	value	is	based	
on	the	course	length.		

• If	sections	are	built	with	terms	assigned,	then	term	length	is	used	instead	of	course	length	

	
	

o Click	on	the	student’s	name	to	delete	or	modify	the	requests.	The	report	can	be	sorted	by	Number	of	
Requests	or	by	grade	levels	and	assigned	to	scheduling	teams	to	rectify.			

	
	

q Students	with	Too	Few	Requests	
Displays	a	list	of	students	with	fewer	requests	than	there	are	periods	in	the	scheduled	school	day.	Alternates	for	
other	requests	are	not	included	and	semester	courses	are	counted	as	half	a	request	if	sections	have	been	
created.	Otherwise	this	value	is	based	on	course	length.		The	last	column	displays	the	total	number	of	credits	
requested;	again	if	sections	have	not	been	created,	this	value	is	based	on	course	length.		

	
	

o Click	on	the	student’s	name	to	add	requests.	The	report	can	be	sorted	by	number	of	requests	or	by	
grade	levels	and	assigned	to	scheduling	teams	to	rectify.		
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Teacher	Schedules	Report		
The	Teacher	Schedules	Report	will	display	a	list	of	scheduled	teachers	and	sections	(assuming	courses	and	sections	were	
rolled	over	from	the	current	year	to	the	new	year).		This	report	can	be	used	to	make	changes	to	teachers’	schedules	by	
literally	moving	(dragging	and	dropping)	sections	around,	much	like	a	“whiteboard	schedule.”	The	drop	and	drag	feature	
works	best	with	sections	that	are	built	as	single	periods	instead	of	spanned	periods.	For	spanned	periods,	the	
recommendation	is	to	open	the	section	and	change	the	periods	at	the	section	level.	
	
To	access	this	report,	click	the	Scheduling	Menu	and	select	Teacher	Schedules	Report.		

	
The	report	can	be	filtered	to	display	by	subjects	or	teachers	and	by	grade	levels	(for	elementary	and	middle	schools	if	
that	is	how	the	Courses	&	Sections	has	been	organized).			

• Additional	fields	can	be	selected	for	display	such	as	Room	Numbers,	Course/Section	Numbers,	Terms,	Rotation	
days	if	applicable,	and	Total	students.		

• Student	totals	will	only	display	after	the	Scheduler	has	been	run;	otherwise	all	(		)	will	display	a	zero.		
• The	report	also	identifies	possible	section	conflicts	by	displaying	those	sections	in	red.	It	indicates	more	than	one	

section	has	been	scheduled	into	a	single	period.		
	
This	report	should	be	used	only	after	the	decision	has	been	made	about	the	number	of	sections	needed,	which	is	based	
on	student	requests,	and	those	sections	have	been	built	in	Courses	&	Sections	if	not	rolled	from	the	previous	year.	

	
	

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	or	teacher).	In	the	example	below,	Mikayla	Acevedo	Period	3	Eng	1	class	will	
be	moved	to	her	Period	2,	which	is	currently	open.		

	

	
	

	
Note:	sections	should	be	moved	PRIOR	to	building	packages	and	scheduling	students,	NEVER	afterwards.	The	user	
should	never	use	drag	drop	of	sections	if	students	are	scheduled	into	the	section.	If	a	section	is	moved	to	a	different	
period	or	teacher	and	the	school	is	using	the	Run	Scheduler,	it	will	be	necessary	to	re-run	the	scheduler	in	order	to	re-

distribute	the	students,	as	dragging	and	dropping	DOES	NOT	MOVE	STUDENTS.		
	

	
	


