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Scheduling Module Overview

The Scheduling module within SchoolTool is where school schedulers go to work with
and build student, building, and teacher schedules. All school-level schedules may be
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built here manually from the ground up, or by rolling over components of a previous
year's schedule, or by utilizing SchoolTool's built-in constraints and automated
scheduling tools. Before you begin the process, refer to Appendix C for an overview of
the scheduling process.

Scheduling Sub-modules

Master Schedule - The Master Schedule sub-module controls a building’s entire Master
Schedule using information from the course catalog and from student course requests
to build and track sections of courses, teachers and rooms.

Course Catalog — The Course Catalog contains all of the information about a building
level's courses, such as course name and number, the department they fall under, and a
variety of other details. The Yearly Details of a course also include grading scale
options, GPA inclusion flags, and information about assessments tied to this course.

The Course Catalog sub-module also allows users to safely rollover course catalog
information from any year to any other year.

Calendar Report, Course Reports, Room Usage Report — All three of these sub-modules
allow us to create valuable reports used for maintenance and tracking of our courses,
calendar, and room assignments.

Course Selection — The Course Selections sub-module is used for making an individual
student’s course requests for upcoming years. These requests can be entered in a
number of ways, and are utilized by the schedule and student builder tools for
automated course scheduling.

Faculty Duties - This sub-module allows districts to define various teacher assignments
that may be viewed on a faculty schedule as well as on the Master Schedule Whiteboard
and Teachers’ My Home screens. Once a duty has been created, it can then be assigned
to one or more teachers from within the Master Schedule Whiteboard.

Period Maintenance — The Period Maintenance sub-module is responsible for tracking
the period structure for a given building and year. This information can be imported from
a previous year.

Scheduling Module User Guide Page 5 of 246
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



Selection Maintenance — In Selection Maintenance, users can enter course selections
for larger groups of students, allowing them to mass-request specific courses for many
students at the same time. This area also allows users to manage course
recommendations submitted by teachers and convert those recommendations into
official course selections.

Teaming Maintenance — Teaming Maintenance is most utilized by middle and
elementary schools to group students together in teams, allowing for block scheduling
(middle schools) and tracking (elementary schools).

Scheduling > Student Record Basics

When you Select » a student from a list, you will see that student's Personal Information
Record, also known simply as the Student Record.

Most SchoolTool users deal with student records most often, but every individual in
SchoolTool has his/her own Person Record where all information related to that person
is stored. This document will focus on working with a Student Information Record, as
these typically contain the most detail.

The Student Record contains all information about a student. There are 2 main parts to
the Student Record: the Personal Information section and the Student Information
section. When using certain modules, additional sections may appear at the bottom of
the record with module-specific information. This information is available based on user
permissions and the module you are using; therefore not all users will have access to
every tab in the Student Information section(s).

Use the Show/Hide buttons ¥ 4 to collapse sections of the student's record that you do
not wish to see. This will result in less scrolling needed to view the student's record.

If you are viewing the results of a student search, you can use the following options:

1. Click the Next and Previous buttons = €= to move forward and backward
between students in your search results.

2. Click the Cancel Search © button to cancel the current search and remain on
the current student.

3. Click the €= Back button to return to the previous screen.
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Personal Information Section

The Personal Information section at the top of the student record contains a summary
of the student’s information. This information includes the student’s name, gender, age,
primary language, and contact information. It also shows the student’s grade,
homeroom, homeroom teacher (with an email link), locker number (with an icon & that
shows the locker combination in a mouse-over), counselor (with an email link),
enrollment type, building/school level, and home district (if applicable). The student
locator text in the bottom left corner of this section shows the current location of that
student, based on the student’s schedule and attendance data. If the student has any
alerts, those icons will display for users with the appropriate permissions.

Note: The specific information available here is based on Maintenance settings; not all
users will see all fields/data.
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There are several types of alerts that may be visible on a teacher's class roster and also
on individual students' Personal Information Records. In addition, the alert icons may
provide more information on the specific alert, which displays in a text box that appears
when the user holds the mouse over an alert icon.

Available alerts include the following icons and corresponding mouse-over text:

-
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The visibility of these alerts is controlled by district permission settings. Users may be
able to see the alert icon only, the mouse-over text description only, both, or none of
these, depending on their user permissions. Separate permissions also control whether
users may see these icons on a teacher's Roster.

The Send Notification button appears for students who have opted to receive direct
notifications in the SchoolTool mobile app (this also requires that the district has
configured that building school level to allow direct notifications). Click the Send
Notification button and enter a title and message to send to the student, then click
Send. The message will be delivered as a notification on the student’s mobile device.

Users with permission to view students' SchoolTool Premier dashboards may see a
SchoolTool Dashboard Viewer §§ficon for students who have a Student ID and have ever
had an in-district enrollment. If this icon appears, users can click on the Viewer icon to
view that student's dashboard in a new window.

If shared data is available from another SchoolTool district, a View District Data & icon
may appear on in the alerts area. This will allow the user to view data from another
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district that has been configured for district-to-district data sharing (most likely between
a BOCES and home district). To view shared data (or shared report cards and/or
transcripts), hover over the District Data & icon and Select > the desired option (View
District Data, View District Report Card, or View District Transcript) from the dropdown.

Users with the Mouseover Information permission can hover over the RTI & icon to see
a list of the student's active RTI records.

If the user has View or Edit rights, corresponding buttons will be available for each
record (either an Edit [ icon, for users with Edit permissions, or a Select » icon, for
users with View permissions).

Scheduling Module User Guide Page 10 of 246
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



or

Viewing RTI Records

Users with View rights only will see Select » icons for each record in the list.

Select a record to view details in read-only mode. Click the Back €= button to return to
the student record. Click the RTI Detail Report &= icon to print the RTI record and its
associated intervention details.

Editing RTI Records

Users with Edit rights can click the Edit [#" button for any of the RTI records listed.

Click the Edit [# icon for any record to open it in edit mode. Make changes as needed
and click Save @ to return to the student record. Please note that any number of
interventions may be edited or added, but the top section of the RTI record cannot be
changed from this screen. Click the RTI Detail Report @icon to print the RTI record and
its associated intervention details.
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Attendance Tab

The Attendance tab shows a summary of the student's total absences for the current
year (if any). Users may change between Daily or Course attendance views by selecting
the appropriate radio button. Use the year drop-down to review historical data for a
previous year. If the student has courses in more than one building school level,
additional drop-downs may be available to filter based on location.

The Daily Attendance option shows users all daily absences. This may also include early
dismissals, late arrivals, and in/out records.

The Course Attendance options (All, Missed Courses, and Attendance Letter) allow
users to see a summary of course attendance for that year.

» All: shows users all course absences, including those that are tied to daily
absences. Users with the appropriate permissions can choose to show or hide
period tardies using the Show Tardy checkbox.
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» Missed Classes: shows users all period misses where the student was marked
absent by a teacher (this view only includes period misses for times when the stu-
dent was expected to be in class, and does not include period absences that are

tied to daily absences).

» Attendance Letter: shows users a list of period attendance that may contribute to
attendance policy letters (the specific types of attendance entries shown is
dependent on how course attendance policy is configured).

Each view is controlled by its own permission; if you do not have permission to view a
specific option, the radio button for that option will not appear. In addition, depending on
your school's settings, newly submitted absences may not be visible immediately.

To view tallies, click on the Show Attendance Tallies #ff button in the upper right corner
of the Course Attendance view.
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A list of attendance tallies will display in a pop-up. Use the drop-down to tally by reason,
type, course, period, teacher, or date. Click the Print & icon to send a printer-friendly
version of the tallies to your printer.

Contacts Tab

The Contacts tab gives users immediate access to this student's parents/guardians.
Each contact associated with this student will appear on this tab.

To view the Contact Call Order for a student, click the View Call Order ¢J button at the
top of the Contacts tab.
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Additional buttons appear to the right of each contact, giving you more information
about this contact and their rights/responsibilities. To see more information about the
contact, hold the mouse over each button and tool tips will appear giving more details:

« The Primary #con lets you know this contact is the primary guardian.

« The Receives Mail & icon lets you know this contact will receive report cards, dis-
cipline letters, and other mailings about this student.

« The Pickup @ icon lets you know this contact is legally allowed to pick the stu-
dent up at school.

» The email & icon lets you know this guardian may be contacted by email. Users
may be able to click the icon to send an email to that person.

+ The Custody Alert Wicon lets you know that there is a custodial situation regard-
ing the student.

 The Parent Portal & icon lets you know that this contact is allowed to see that stu-
dent in their Home > My Home > Students tab (Parent Portal). Users with the appro-
priate permissions may be able to view that contact's login history (the maximum
number of logins shown here is based on district settings).

» The Restricted View @& icon indicates that the person has restricted access to con-
tact information for that student. The adult is unable to see contact information
for anyone who does not live in his/her household.

The information on this tab is view-only. If changes need to be made, this information
should be shared with anyone who maintains student and contact information.

If there is a custody alert associated with that student, the Contacts tab will show a red
circle.

GHNTACTS SCHEDULE ATTENDANCE DISCIPLINE GRADES ASSESSMENTS ASSIGNMENTS LETTERS NOTES

Scheduling Module User Guide Page 15 of 246
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



Letters Tab

On the Letters tab of a Student Record, users will see the student's Attendance Letter
history. The list is read-only unless the user has permission to delete letters or mark
them as ignored, and may be sorted by any column. Users may view other years'
Attendance Letters by using the drop-down menu.

Users with the appropriate permission may delete any letter from the Letters tab. If this
permission is enabled, a Delete X button will appear next to each letter in the list.

CONTACTS SCHEDULE ATTENDANCE DISCIPLINE GRADES ASSESSMENTS ASSIGNMENTS LETTERS NOTES

Student
2021-2022 v Help @
Type Threshold Name Threshold As Of Created On Detail lgnore

x Daily Mindex Daily Policy 1 4 2/10/2022 2/10/2022 3.5PM O

The Attendance Letters history shows the following information:

» Type: Displays the policy type that was used for that letter (this is determined
based on the Attendance Policy settings in Maintenance). The values shown here
may be Daily, Course, or Tardy, depending on the type of policy.

» Threshold Name: The name of the Attendance Policy stage that was used to gen-
erate this letter.

» Threshold: Shows the number of misses used for that particular Attendance Policy
threshold.

» As Of: Reflects the date entered by the user when running the Attendance Letters
search

» Created On: Displays the date on which the user actually generated that letter

o Detail: Provides details about the course for which the letter was run. The details,
which are separated by commas, are Course ID, Course Name, and Section Num-
ber (SN), respectively.

 Ignore: When checked, a letter will be marked as “ignored” and SchoolTool will
behave as though the letter was never sent. When a letter is ignored, the comment
entered by the user as the reason for ignoring the letter will be displayed in a
second row.

Details will only display when the policy Type is Course; if the Type is Daily or Tardy, the
Details field will be blank.

Users with the appropriate permissions may mark a student's attendance letter as
“ignored.” When a letter is marked as “ignored,” SchoolTool will keep the historical
record to indicate that the letter was sent. However, when determining which students
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need attendance letters, SchoolTool will behave as though that particular letter was
never sent.

To ignore an attendance letter, click the Ignore checkbox on the right side of the screen
for the letter you wish to ignore.

In the pop-up window that appears, enter a brief comment to indicate a reason for
ignoring the letter and click OK to continue.

When a letter is marked as “ignored,” the letter will display on the student's Letters tab in
gray text. To remove the “ignore” status, simply uncheck the Ignore checkbox (this will
also remove the comment).

CONTACTS SCHEDULE ATTENDANCE DISCIPLINE GRADES ASSESSMENTS ASSIGNMENTS LETTERS NOTES

Student
20212022 w Help @

Type Threshold Name Threshold As Of Created On Detail lanore

x

User Defined Tab

The User Defined tab is available on the Person Record for students, residents, or
faculty. This tab displays any active user defined screens created in Maintenance.
These screens are created and configured by the district and may contain any number
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of custom fields and field types. Select a user defined screen from the drop-down menu
to view a list of all active records for that screen.

If the individual has data entered for any user defined screen, this information will
appear in read-only mode on this tab. Click Show History to show all records for that
screen, including inactive records. Users can also click the Print @button to generate a
report of that person's user defined screens.

Users with Edit permission may add, modify, or remove records. To modify an existing
record, click the Edit [#" button and modify as needed. Click the Delete X button to
permanently remove a record.

To add a new record, select the screen from the drop-down menu and click the Add <
button. A new record will open in edit mode. All required fields are highlighted in pink.

Enter information in each field as appropriate and Save & the record when finished.
Field types are indicated for all fields except drop-downs, and may include any of the
following field types:
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e Drop-down List

o Text

 Real (real numbers; can include decimal points)
« Integer (whole numbers only)

e Date

» Checkbox (Yes/No)

Active fields, field types, drop-down content, and maximum field lengths are specified in
Maintenance for each user defined screen. Refer to the Maintenance Module
documentation for detailed information on configuring a user defined screen.

All records must have a Start Date, which is used to indicate the date the record became
active. If an End Date is entered, that indicates the date that record expires. Once the
End Date has passed, the record will become inactive and will be visible when a user
clicks “Show History.”

Notes Tab

Each person record contains a Notes tab where you can add other information about
this person. For a student, you might add notes about club participation or record
meetings with parents. This is also where Orders of Protection are added. Be careful
about the confidentiality of the information you add, as some notes can be seen by all
users.

Printing Student Notes
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Users may print a report of all Student Notes listed on the Notes tab by clicking the Print
& icon in the upper left corner of the Notes area. The report will include all notes that
are visible to that user, and will display the note type, the dates the note was created
and/or modified, the note text, and will indicate whether or not the note has any
attachments.

If the user has permission to view Orders of Protection, the report will also include these
notes. The report will include all Effective dates and Expiration dates indicated on the
Order of Protection note.

General Notes

1. Click once on the green Add Note = button.
2. Select a Note type. There are four (4) types of General Notes:

A. Global — which, when saved, are available to all SchoolTool users.

B. Building Only, Not Passed with Promotion — which become a part of
the student's record only until he/she advances to the next building.
Notes are only visible for the student's most recent official enrollment
location.

C. Building Only, Passed with Promotion — which, when saved, become a
part of the student's record and remain as he/she advances to the
next building.

D. Personal — which are only available to the user that entered the note.

3. Enter the note content in the free-text area. This field will accept up to 1,000
characters.

4. Add any supporting documents by clicking once on the Browse button and loc-
ating a file on the hard drive. Files may be any format (Word documents,
spreadsheets, HTML, emails, etc), and there is no limit to the number of
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attachments which may be included. Once a file is located, it must be uploaded
to SchoolTool in order for it to be saved with this note.
5. Once the Note is saved, the tab will refresh showing the notes in read-only

mode.

6. The Notes tab title will display a green circle to indicate that “new” notes exist
on that student's record. Notes are considered new for a specified number of
days after they have been created or modified, as defined by the district.

The Notes tab title will display a red circle when an active Order of Protection
note exists, regardless of whether or not new notes exist.

7. Use the Delete X and Edit [# buttons to remove or make changes to existing

notes.

Orders of Protection

1. Select Order of Protection from the drop-down list at the right of the tab.
2. Click once on the green Add Note = button. An Order of Protection record will

appear.

3. Complete the Order of Protection:

A.

B.

Scheduling Module User Guide
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Type a free-text description (required) of the order in the box under
the word Type.

Enter an Effective Date (required). Type the date manually in the
mm/dd/yyyy format, or use the pop-up calendar.

Enter an Expiration Date (if any). Type the date manually in the mm/d-
d/yyyy format, or use the pop-up calendar.

Attach any digital supporting documents by using the Browse and
Upload Attachment buttons.
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4. Click once on the green Save B button to the left of the description comments
box.

Once the Order of Protection has been saved, the Notes tab will display a red circle,
alerting users that there is an Order of Protection for this student.

Orders of Protection can be Edited [# and Deleted X as necessary.

The Created By and Modified By audit tracking will update as users add and update this
information.

Printing Student Notes

Users may print a report of all Student Notes listed on the Notes tab by clicking the Print
& icon in the upper left corner of the Notes area. The report will include all notes that
are visible to that user, and will display the note type, the dates the note was created
and/or modified, the note text, and will indicate whether or not the note has any
attachments.

If the user has permission to view Orders of Protection, the report will also include these
notes. The report will include all Effective dates and Expiration dates indicated on the
Order of Protection note.

Schedule Tab

The Schedule tab shows the student’s schedule for each marking period or semester in
read-only mode. This tab is typically empty for elementary students, because general
education classes and “specials” (art, music) are typically set up as supplemental
courses (courses not tied to specific periods).
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Note: Depending on user permissions and settings in Maintenance, student schedules
may not be available until after a specified date. When this is the case, a message will
appear in place of the schedule to indicate that schedules are not currently available.

Click the Print & icon to print the student’s schedule. If multiple report formats are
available, you will be provided with a drop-down menu where you may select the
appropriate report format to be generated.

When viewing the Schedule tab, users typically have two (2) view options: Standard View
and Grid View. These are presented as radio buttons; select the appropriate option to
toggle the view between Standard and Grid views.

Standard View

Standard View displays the student's schedule as a read-only list of courses, ordered by
period number, along with section number, course name, days the class meets, the
room number, and the teacher are listed for each course. Supplemental courses are
listed at the top of each list.

When viewing the schedule in Standard View, any unscheduled periods are omitted.
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Grid View

Grid View displays the student's schedule in a read-only grid format. This provides a
visual representation of the student's schedule for each period across each cycle day.
Supplemental courses are shown at the bottom of each grid.

When viewing the schedule in Grid View, any unscheduled periods are omitted.

Course Selections

The Course Selections area is located at the bottom of the student record. This area is
used to review and enter course selections (requests) for an individual student’s
upcoming year’s schedule.
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The School Level drop-down will include any schools for which the student has an
official enrollment, an alternate enrollment, or any existing course selections for that

school year.

Course selections can be associated with either the Regular School Year or Summer
School by using the Selection Type drop-down. This is primarily used when running
scheduling tools, such as the Student Schedule Builder. It can also be used for purely
informational purposes. In general, it is recommended to leave this set to Regular

School Year unless you have been directed otherwise.

Selections for courses in schools other than the one currently selected in the drop-down

will be indicated in parentheses.

Selected Courses

Course Priority

X 00055 ENGLISH 8

X 00116 SOC STUDIES 8

Credit

007120 CONSUMER MATH
(High School)

X 00220 LIVING ENVIRONMENT ACC

Please refer to the detailed instructions provided in the Scheduling > Course Selection

section for additional information on how to use the Course Selections area.
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Scheduling > Master Schedule

Each school in your district has its own Master Schedule. This is where these Master
Schedules are built and maintained; allowing sections to be added to courses at any
time during the year.

Users can create their Master Schedule several different ways within this sub-module:

» They can rollover the previous year's schedule, making any necessary edits manu-
ally;

» They can create a new blank schedule by hand and add all section information; or

» They can use SchoolTool's Master Schedule Builder which uses course con-
straints and rules to build the schedule, or a part of the schedule.

This sub-module also provides the tools for automatically loading your Master Schedule
with students (Student Schedule Builder) based on their requests. In addition, there are
numerous reports to help analyze student requests, course sections, and student
schedules.

If you have not set a default building and school year (in Home > Preferences), you will
need to select the desired building/school level when you enter the Master Schedule
sub-module.

Notice this sub-module is divided into several tabs. Not all tabs will be visible for all
users, depending on user permissions and the status of the selected master schedule.

» Main: This tab provides access to the Master Schedule editing tools, including the
Master Schedule Editor and Master Schedule Whiteboard. This tab always
appears.

» Master Schedule Builder: This is where we configure course, faculty and room con-
straints which allow SchoolTool to automatically create the best-fit schedule using
course catalog and student course request information. This tab appears until the
Master Schedule is locked, and then it is hidden.
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» Student Schedule Builder: This is where we load students into the Master Sched-
ule, thus building student schedules. This tab does not appear until a Master
Schedule exists. Users can then access it until a final lock is performed, at which
time it becomes hidden.

» Reports: Contains many reports for schedule verification and analysis. This tab
always appears.

» Backups: Here we can backup and restore our current Master Schedule. This tab
appears until the Master Schedule is locked, and then it is hidden.

Master Schedule Editor / Main Tab

The tab labeled Main is the default tab when first entering the Master Schedule sub-
module. It is here that you can create new master schedules, backup your existing
master schedule, and work with individual course sections: adding, removing, and
modifying them.

Refer to the appropriate procedures described in the sections listed below for detailed
information on how to perform the various master schedule editing actions. Be sure to
read all information and all notes or reminders carefully, as changes in this area can
have a major impact on the master schedule!

From the Scheduling > Master Schedule > Main tab , users may have various options,
depending on whether or not the Master Schedule is locked for the selected year:

« Create a new master schedule <4 (only when selected master schedule is unlocked
or when one does not yet exist)

« Edit the current master schedule using the Master Schedule Editor [# (unlocked
schedules only)

« Edit the current master schedule using the Master Schedule Whiteboard (unlocked
schedules only)

» Lock the current master schedule

* Import/restore an existing master schedule

» Save a copy the current master schedule as a backup

Current Master Schedule Editing Sessions

In addition to the editing options, the Main tab includes a Current Master Schedule
Editing Sessions section which lists all users who are currently editing the master
schedule, along with the time their sessions started and the editor type they are working
with (Editor or Whiteboard).
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While multiple users may edit the master schedule simultaneously using the Master
Schedule Editor (provided they are working in different departments), the Whiteboard
allows only one (1) user at a time to edit the master schedule. If any user has an active
editing session using the Whiteboard, any other users who attempt to use the Master
Schedule Editor or the Whiteboard will be unable to save changes. Similarly, if one or
more users have active sessions in the Master Schedule Editor, users attempting to use
the Whiteboard will be unable to save changes. In either situation, users will receive a
message that other sessions are currently active and that they will be unable to save.
Users may still use these editing tools for viewing purposes, but save options will be
disabled.

Note: A limited number of users may have permission to unlock editing sessions from
the Main tab. These users will see an Unlock Session X button next to each active
session. Because unlocking editing sessions can have far-reaching impact, this is not
common. For more information on this permission, please refer to the Maintenance
module documentation.

Creating a New Master Schedule

A new Master Schedule can be created at any time, if the Master Schedule has not been
locked. Remember, however, that a new Master Schedule will overwrite the existing
Master Schedule. Refer to the section on Making a Backup to make sure you have a
copy before performing the following steps.
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Creating a new master schedule from scratch requires only that you name and save it:

1. Click on the Create New Master Schedule #button.
2. Verify that you want to create a new Master Schedule by selecting the OK but-
ton.

3. Type the name of your new master schedule in the pink box.

Tip: Include the school year and school building in the name of your master
schedule.

4. Click either Save @button before starting to add course sections.

Note: If you already have a master schedule, clicking the Create New Master
Schedule button will automatically backup the existing master schedule, and
open a brand new "empty" master schedule.

Master Schedule Editor

The Master Schedule Editor allows you to add, modify, and/or remove individual
sections of courses and assign faculty to these sections so that students can be
scheduled. Common tasks might include any of the following:

» Adding and removing multiple sections to/from courses.

» Adding and removing faculty to/from courses.

« Modifying the timeframes that sections are being offered (semester, day,
period...).

» Changing rooms or maximum headcounts for course sections.

To begin, locate the specific course you wish to work with by using the drop-downs at
the top of the screen.

limportant Notes about Working in the Master Schedule
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Depending on the size of your school, one or more users may be working in the
master schedule at the same time. SchoolTool allows multiple users to add or
edit course sections as long as they are not working in the same Department at
the same time.

» For example, one guidance counselor could be adding sections of Phys
Ed, while a principal could be editing AIS sections. As long as each user is
working in a different Department, each user will be allowed to save their
work. However, if more than one user attempts to edit sections for
courses in the same department, a SchoolTool concurrency server error
may result.

» An exception to this, however, occurs when users are working in the
Master Schedule Whiteboard. When someone has an active Master Sched-
ule Whiteboard session, users will be unable to save any changes in the
Master Schedule Editor until the other user has exited their Whiteboard
session (or an administrator has terminated their session, if appropriate).

Saving Changes in the Master Schedule Editor

To save any changes you have made to courses and sections in the Master
Schedule Editor, click on one of the two Save buttons toward the top-right of the
Master Schedule Editor screen:

« Save and Continue (on the left side): This button will save your work and
refresh your screen (there may be a slight delay). All of your changes to
the entire Master Schedule will be saved, and you will remain in the
Master Schedule Editor.

« Save and Exit (on the right side): This button will save your work and exit
you from the Master Schedule Editor. All of your changes to the entire
Master Schedule Editor will be saved, and you will return to the Main tab.

Using the Show/Hide More Info Button / Mini-Conflict Matrix

When viewing a section of a course, you may click on the Show/Hide (More
Info) N button to see more details about this course. Additionally, a '‘Check for
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one or more warnings' red flag M icon will appear whenever there are too few
seats in the current section to satisfy all student requests.

When expanded, this area will display the following:

» Number of existing sections for this course

« Number of seats available among these course sections

» Number of students having this as a course selection

« Mini conflict matrix if this course is a singleton or doubleton

This mini conflict matrix is designed to show how many other singleton and
doubleton courses are in the same periods as this one, along with how many
students have requests for both. In our example above, there are 7 other
singletons and 16 other doubletons in Period 7, but no students have singleton
or doubleton conflicts. This would indicate to the user that Period 7 is the best
choice for sections for this course.

Adding Sections

To add a section to a course, click the Add button in the upper right. You can
also add multiple sections in a single operation by using the "Sections"
dropdown next to the Add button to choose how many sections you'd like to
add.

In the rows that you just added to the grid, specify the details for each section
(see below for a description of each available field). After adding and/or editing
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sections, remember to Save @ your work. Once students have been scheduled
into a section, it will become "grayed out" and can no longer be modified.

Deleting Sections

To delete a section, click the Delete X button in the row you wish to remove.
Use the Delete All X button in the top/header row of the grid to remove all
sections of that course (this will remove any sections that do not currently
contain scheduled students; sections tied to students cannot be deleted).

Notes about Deleting Course Sections:

» You may not delete a section that has students tied to it, whether the stu-
dents were manually scheduled or scheduled through the Student Sched-
ule Builder. This is true for official, alternate, or projected enroliments, and
applies to active, projected, and pending schedules

 You will receive a warning if the section has data (other than scheduled
students) tied to it. Continuing with the Delete operation will permanently
remove the section and any associated data will be removed.

Course Section Details

The following must be defined for each course section:

» SN (Section Number): As sections are added, new numbers are automatically
assigned by SchoolTool. Depending on your district, it may be possible to modify
section numbers to identify specific sections in other areas of SchoolTool.

» Period: Indicates when the section is scheduled to start during the day. Set this to
"NONE" to make it a supplemental, meaning simply that it is not tied to a specific
time of day.
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Notes about Supplementals

» Supplemental sections can be graded and can have attendance
taken

» Supplementals do appear on student schedules and marking period
report cards

» Supplementals add flexibility to student schedules by allowing addi-
tional courses that cannot fit into the regular periods of the day to
be added to a student's schedule

End Period: Indicates when the section will end during the day. This will default to
the same period as that selected in the Period drop-down. Courses can begin and
end in the same period, or may end several periods after beginning (such as Vo-
Tech or Block courses).

Semester: Refers to the semester(s) in which this section meets. Sections may,
for instance, be scheduled for only a single semester or run through the entire year
(all semesters). If all semesters are checked, then this course is a full-year course.
If you need to create a half year course that meets in both semester 1 and
semester 2, then you would create two new sections, one for each semester.
Cycle: Shows the cycle days that this section is scheduled to meet. A two-cycle
day school may have a course that meets every day (A and B) or every other day
(just A). If there is an “A day” variant of this course as well as a “B day” variant,
then two separate sections should be created.

Max: This is the maximum number of students allowed in this section. This field is
a free-text, numeric field and is used to validate the room assignment. Use the
Mass Entry button If no value (the field has been left blank) has been entered for
this field, the user will be prompted to enter a value that can be used.to copy the
value that has been entered in the first section's Max column to all sections of the
listed course.

Notes about Max Headcount

« If the max headcount is set to zero (0), no students will be allowed
into this section when running the schedule building tool (i.e Student
Schedule Builder), and this section will not appear as an option in
the drop-down when editing student schedules.

« The district-defined threshold may be utilized to allow a certain num-
ber of students in a section above and beyond the listed max head-
count. If seat counts are enforced, and there is no threshold, then
this number cannot be overridden. A scheduler may choose not to
enforce seat counts when running the schedule building tool.

Scheduling Module User Guide Page 33 of 246
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



» The section cannot be saved or navigated away from if the room
chosen cannot fit the Max. A warning message will also appear at
the top of the screen, though you may need to scroll up to see it.

» Needs Max: This is the maximum number of special-needs students that may be
scheduled for each section of a course. This value will default to the same value
as the Max field, though it can be changed for each section as needed . You may
also use the Mass Entry [l button to apply the same value to all sections of that
course.

Notes about Needs Max

Note: Needs are determined by the existence of a program service record
which has been designated as a "Need" in District Maintenance. Examples
of "Needs" may include IEPs, 504s, Disability records, AIS records, etc.

The Student Schedule Builder will respect this field and will never exceed
this value.

Note: This does not apply to the Counseling module, as manually
scheduling a student will allow counselors to override this value.

» Room: Indicates where this class is to meet. The section cannot be saved if the
room chosen cannot fit the Max Headcount (room thresholds are set in Main-
tenance).

» Export Options: Indicates whether the class is delivered face to face, or is an
online, distance or blended learning course. Also indicates the primary language of
instruction. This defaults to English.

» Graded: This should be checked if students taking this section are to receive a
grade. Sections of courses such as science labs, study halls, and lunches are typ-
ically not graded. If this box is left unchecked, teachers will be unable to submit
grades for students.

» Teams: This can be used if this section is designated for a specific team of stu-
dents (or team group) only. If teams are not defined for this school level, this
column will not be displayed.

« Faculty (Export, Rank, Incidental): This column displays all teacher(s) assigned to
teach this section who are currently listed as active faculty in the Faculty module,
as well as any export options for each faculty-course assignment

Faculty Export Options
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» Export: The checkbox on the left is used to specify whether a spe-
cific teacher should be included in exports for that course section.

« Rank: If multiple teachers are assigned to the section, a rank field
will appear to allow users to assign ranks to each faculty. When
removing a faculty from a section, keep in mind that rank values do
not auto-number, so these values may need to be adjusted manually
when making changes here.

« Incidental: The checkbox on the right is used to specify whether or
not that faculty-course assignment should be exported as an Incid-
ental Teaching Assignment.
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Adding Faculty to a Section

Faculty may be added to multiple sections before saving. Simply select a
faculty for each section, then click either of the Save @ buttons.

To add multiple faculty members a single section of any course, select
the first faculty member from the drop-down list. Click any of the Update
& buttons on the screen, wait for the screen to refresh, and then select
another faculty member. Be sure to Save @ your work when faculty
assignments are complete.

If more than one faculty member is assigned to a section, a rank field will
appear next to each teacher’'s name. This rank is used to determine the
“primary” teacher for whom the course will be displayed on the Master
Schedule, including on the Master Schedule Whiteboard. As additional
teachers are added to a section, the rank field will be pre-populated with
the next logical rank number based on any already existing ranks.

To delete faculty members from a section, click on the red Delete X
button next to their name. Keep in mind that the Rank field does not
automatically renumber after a faculty member is removed, so deleting
the Rank 1 teacher will not cause the Rank 2 teacher to automatically
become the "primary" instructor. You may need to update these values
manually when making changes here.

The list of available faculty is controlled by the checkbox, in Course
Catalog, labeled “Instructor must be from this department.” If this is not
checked then all faculty members will show up in the drop-down list.
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Additional information, including historical export settings, can be accessed on the
Faculty History screen by clicking on the Faculty History '® button for a specific section.

Faculty History

The Faculty History '® tracks any changes made to a section’s faculty assignments on
or after the first academic day of the school year for that building school level.

If ranks are changed for a section’s teachers, or if a teacher is added or removed from
the section, a Start Date and End Date will be listed on the history to reflect those
changes. Start Dates are left blank for teachers who were assigned to that section as of
the first day of that master schedule, and End Dates are blank for teachers who are still

assigned to that section.

Page 37 of 246

Scheduling Module User Guide
© 2026 Mindex Modified 3/31/2026

SchoolTool Version 23.2



If necessary, users can modify this history to accurately represent the teacher(s) for that
section during that school year. Users may delete a record or modify start/end dates
and other details as needed, but should keep in mind that these will have an immediate
impact on the master schedule and on exports.

To update export options, click the Export Options [ button. A popup will open,
allowing you to specify how this faculty-course assignment should be represented in
NYS data warehouse exports.

Options include:

« Include in Export: This option is used to specify whether or not this teacher should
be included in data warehouse exports for that course section.

« Incidental Teaching Assignment: This option is used to specify whether or not
that faculty-course assignment should be exported as an Incidental Teaching
Assignment (reflected in Course Instructor Assignment exports).

* Instructor Type Code: This drop-down is used to choose "Substitute" or "College
Course" for the selected faculty member. If anything other than "None" is chosen
here, the value will be reported in Field 15 of the Course Instructor Assignment
extract.

Master Schedule Whiteboard

The whiteboard is a graphical representation of your master schedule which allows
users to easily review and modify a master schedule. The whiteboard grid displays
course sections arranged based on teacher schedules rather than by department and
course. The whiteboard allows users to perform all functions available in the standard
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Master Schedule Editor and introduces the ability to perform drag-and-drop
modifications for course sections.

To edit the master schedule using the whiteboard method, ensure that no other users
are currently editing that master schedule (refer to the Current Master Schedule Editing
Sessions list), then click the Master Schedule Whiteboard [ button.

The whiteboard interface will open in full-screen mode. To exit the whiteboard, click the
Done €=button in the bottom left corner to return to the Scheduling > Master Schedule
sub-module.

Note: Session timeouts are disabled when working with the whiteboard. Users will not
receive messages regarding session timeouts and will not automatically be logged out
of SchoolTool after a pre-defined amount of time. Because the master schedule is
essentially locked for editing while a user has an active whiteboard session, users
should be sure to properly exit the whiteboard editor when they are done working.

When first entering the whiteboard, the screen will display schedules for all teachers
who teach in the highest ranked department’s (based on department ranks in
Maintenance > Faculty > Department) by default. All departments, including those
currently marked as “Inactive” are available for the whiteboard screen.

The default view includes any teacher who is assigned to that department, regardless of
whether or not they currently have courses assigned. Course sections will be shown for
all semesters, cycle days, periods, and section counts. Users may configure the
appropriate filter(s) as described below to adjust the data available on this screen, as
well as the portions of that information that are shown or hidden.
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The bottom right corner of the screen shows the Building and School Level on the top
line and the School Year and Master Schedule Name for the master schedule being

modified.
LisT-ELA 210 AIS
Sem:51,52 Days:B

The whiteboard screen displays course sections based on the specified filter criteria.
Each section is represented by a single “block” corresponding with the appropriate
teacher and period.

Note: If multiple teachers are assigned to a section, the section block will be shown only
for the “primary” teacher assigned to the section in the Master Schedule, based on the
rank assigned in the Master Schedule Editor. All additional teachers will be displayed in
a box at the bottom of the pop-up window when viewing section details.

Color-Coded Section Blocks

Section blocks are color-coded to provide visual indication of the section count. The
outline colors represent the following information:

« Light Blue: Indicates the section is a singleton (only 1 section of a course)

« Orange: Indicates the section is a doubleton (only 2 sections of a course)

 Purple: Indicates the section is a tripleton (only 3 sections of a course)

» Green: Indicates there are four or more sections of this course.

» White: Indicates a section that has been added to the grid and has not yet been
saved. These sections will not have a section number, as that number is cal-
culated when data is saved.

« Gray Fill: Indicates a locked (“grayed-out”) section. As in the standard Master
Schedule Editor, if a section is grayed out, the Start Period, End Period, Semesters,
and Days fields may not be modified. These sections can be moved between
teachers but not between periods.

» Yellow Fill: Indicates a Faculty Duty section.

» Red Text: Indicates a section that causes a teacher or room to be double booked
(when working in Teacher or Room view, respectively)

» Section Details Buttons: When the Details mbutton is a green square, no head-
count alerts exist for that course. When the Details button is replaced by a red
Alert Pflag, this indicates that there are more selections than there are seats to
accommodate those selections.
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Each section block displays basic information about the section. The top line shows the
section number and the course name, while the bottom line shows the semester(s) and
cycle day(s) the section meets.

Click the Details @ button (or click the Alert [ flag, if applicable) to view or modify sec-
tion details. A pop-up window will open to display this information.

Section Details

» To delete the section, click on the Delete ¥button. The section will be per-
manently removed from the master schedule once changes have been
saved.

» To change the section details, modify the appropriate fields as needed
and click the Update & button to apply the changes. If required inform-
ation is not entered or any fields contain an invalid entry, an error mes-
sage will appear at the bottom of the window. The error must be
corrected before the changes may be applied. These changes will be
made in the Master Schedule once the user saves their work.

» To return to the white board without applying any changes, click the
Cancel Qbutton.

The following fields are available here:

» Course Department: The department to which the course is assigned.

o Course Name: The name of the course.

« Start Period: The period in which this section starts (displays “Sup” for
supplemental courses).
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« End Period: The period in which this section ends (displays “Sup” for sup-
plemental courses).

» Section: The section number.

e Room: The room in which this section meets.

« Max: The maximum headcount for this section.

» Needs Max: The maximum Needs headcount for this section.

» Graded: Indicates whether or not the course is designated as a graded
course.

 Selections, Sections, Seats: The number of student selections for that
course, the number of sections that exist for that course, and the number
of seats that exist for that course (when there are more selections than
seats for a course, all sections will display the Seats count in red text with
a flag alert).

» Semesters: The semesters in which this section meets.

» Days: The days on which this section meets.

« Teacher: The primary teacher assigned to this course (based on the rank
assigned to teachers for each section in the Master Schedule Editor).

« Additional Teacher(s): Other teachers assigned to this section. If no other
teachers are assigned to the section, this field will not be visible.

Note: The Department, Course Name, Section Number, # Sections, and
Additional Teacher(s) fields may not be modified from this window.

Additional Information about Whiteboard Sections:

» Section blocks display red text when a section causes a teacher to be
double booked for that period. (This functionality is paralleled in Room
View, although the red text is used to indicate room conflicts rather than
teacher conflicts)

» When adding or editing a course section, the Teacher drop-down will dis-
play teacher names in red if assigning that section would cause that
teacher to be double booked. (This functionality is paralleled in the Room
drop-down of a section when using Room View, although the red text is
used to indicate room conflicts rather than teacher conflicts)
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» When viewing section details, users can click on the Singleton/Doubleton
Conflict Matrix @button to see mini conflict matrix. This will show how
many other singleton and doubleton courses are in the same periods as
this one, along with how many students have requests for both.

Note: When modifying section details, alert changes due to modifying
max headcounts will not be reflected until after the whiteboard session is
updated or saved in order to apply changes to all sections of that course.
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e To add a new faculty duty, click the Add New Duty € button in the toolbar.

« A new window will open, where users can specify the details for that duty.
To assign the duty to multiple teachers, use the checkboxes to select all
faculty members from the list. A new duty section will be added for each
selected teacher.

Working with Drag-and-Drop Functionality

To move a section, place the curser over the section block. The cursor will change to an
arrow. Click and drag the section to the desired position (the window will scroll as
needed while dragging to a columns on either side or to rows above and below the
current position).

Moving a section will maintain the period length assigned to that section. If moving a
section to either Supplemental or to a period that cannot accommodate the length of
the section (e.g., moving a two-period course to the last period of the day), a warning
message will appear asking the user to confirm this action. To shorten the section and
keep it in this location, click OK; otherwise, click Cancel.

Notes:
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» When a section is longer than a single period, you must click in the Start period to
move the section. Additionally, when moving this type of section, the right border
of the block will become a dotted line to indicate that the section is longer than
one period. If that timeframe includes overlapping periods, the number of
timeslots occupied by that section block will be maintained.

« When moving locked (“grayed out”) sections using this method, the direction
arrows will only point up and down to indicate that this section can be moved ver-
tically (to a different teacher) and not horizontally (to a different period).

« If a section block is moved from one teacher to another within the Whiteboard, the
“primary” teacher will be removed from the section and the teacher to whom the
class was moved will be set as the new “primary” teacher. This is also the case
when manually editing a section from within the Whiteboard (by clicking the Sec-
tion Details mbutton in a section block) and selecting a different teacher from the
Teacher drop-down.

» The bottom of the whiteboard contains control buttons that allow users to perform
a variety of actions.

» The following buttons are available in this area:

» MenulZbutton: Allows users to show or hide teams and to sort by teacher name,
department, or team, and switch between Teacher View and Room View.

o Print @button: Allows users to print the visible master schedule whiteboard grid
using a pre-defined layout. Refer to the section on Printing the Whiteboard Grid
before using this option for important information!

» Add Section #button: Opens a pop-up window to allow the user to create one or
more new sections of a course. Refer to the section on Adding a Section below for
more information.

o Add New Duty fkbutton: Opens a pop-up window to allow the user to create one or
more sections of a faculty duty and assign it to the appropriate staff. Refer to the
section on Adding a Section below for more information.

 Update &button: Applies any changes made on the whiteboard without saving.
This will cause new sections that have been added to no longer appear with a
white border and will instead show the appropriate border colors, section counts,
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and section numbers. This is purely for visual purposes; these changes are not
saved until the user clicks the Save button.

« Filter Teachers wbutton: Filters the teachers on the screen. Refer to the section on
Filters below.

Note: The whiteboard screen is updated (see Update & button, above) when the
Teacher filter is applied.

« Filter Periods ¥button: Filters the periods shown on the screen. Refer to the sec-
tion on Filters below.

« Filter Courses “rbutton: Filters the courses shown on the screen. Refer to the sec-
tion on Filters below.

» Reset Filters #button: Clears all active filters and re-applies the default filter set-
tings for that user.

« Done €button: Exits the whiteboard screen and returns the user to the Scheduling
> Master Schedulesub-module. Clicking this button will save any current filters for
that user (these are saved individually for each building, school level, and school
year).

Note: If there are unsaved changes on the whiteboard when the user clicks this
button, a warning message will appear asking the user to confirm this action. Click
OK to save and exit the whiteboard. Click Cancel to exit the whiteboard without
saving your changes.

« Online Help @button: Opens the online-help for the Master Schedule (for users with
page-level help enabled).

Using Filters

The three whiteboard filters may be used in conjunction with one another to determine
which information is shown on the whiteboard. These filters can easily be configured
and applied while working in the whiteboard. After the whiteboard data is loaded, the
user can apply the Periods and/or Courses filters to show or hide information based on
the data provided from the Teacher filter.

To use filters, click the appropriate filter button in the bottom left corner of the screen
and configure the options as desired. Click the Update & button to apply the filter to the
whiteboard screen, or click the Cancel © button to return to the current view without
making changes.

Available Filters:

1. Filter Teachers 7 : This filter determines which teachers’ schedules are dis-
played on the whiteboard.
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Note: In Room View, this is replaced by a Filter Rooms option, which functions
similarly except that it filters based on room assignments rather than courses.

This filter allows the user to:

A. Show teachers from selected departments (left column). Using the
checkboxes, select any number of departments. Only teachers from
the selected department(s) will be included on the whiteboard.

For example:

» To show only teachers assigned to the English department,
select English from the department column, set the courses
column to “Any,” and leave all section counts unchecked.

B. Show teachers assigned to selected courses (middle column). Use
the department drop-down in this column to limit the courses listed
here to a specific department and use the checkboxes to select all
appropriate courses from the list that appears below. Only teachers in
the selected department (from the left column) who are teaching the
selected course(s) (from the middle column) will be shown.

For example:

e To show only teachers from the Physical Education department
who are teaching any course in the Health department, select
Physical Education from the department column, select all
Health courses from the courses column, and leave all section
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counts unchecked.

C. Show teachers who have courses with a certain number of sections.
Depending on the other options selected, this may return teachers
who are teaching any course with the selected number of sections or
a specific course (or set of courses) with the selected number of sec-
tions.

For example:

» To show only English teachers who also teach a singleton
course, select English from the department column, select “Any”
from the courses column, and check the “1 section” option from
the section count column. An English teacher with a Drama
course (from the Arts & Music department) that is a singleton
would then be included on the grid even though the Drama
course is not part of the English department.

» To show all teachers who are teaching a singleton course in the
Health department, select all from the department column,
select Health from the courses column (with all courses in this
department checked), and check the “1 section” option from the
section count column. Any teacher who is teaching a singleton
Health course will display on the grid, regardless of the teachers’
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department assignments.

D. Show teachers who are assigned to course sections from a specific
team. This option is available only if the master schedule being
viewed is for a building/school level/school year that contains teamed
courses.

E. Also show unassigned course sections from a selected department
(drop-down option at the bottom of the screen). This option allows
users to include sections from the selected department that have not
been assigned to a teacher. Selecting a department from this drop-
down will add a row at the top of the whiteboard screen where all sec-
tions that have no teacher will be displayed.

This option functions independent of the other columns above and is
not restricted by any options selected in this filter dialog, this option
simply allows the user to include or exclude unassigned course
sections from a selected department in addition to the selected
teachers. Only one department at a time may be selected from this
option.

For example:
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» To show only English course sections not yet assigned to a
teacher, uncheck all departments in the department column,
select “Any” in the courses column, and select English from the
“unassigned courses” department drop-down at the bottom. The
whiteboard will show only the “No Teacher” row with any unas-
signed English course sections.

» To show all English course sections, including those not yet
assigned, select all departments, select all English courses, and
select English from the “show unassigned” drop-down. The
whiteboard will show all teachers who are assigned to an Eng-
lish course as well as the “No Teacher” row with any unassigned
English course sections

» To show all teachers from the English Department and all Eng-
lish sections not yet assigned to a teacher, select the English
department, select Any for courses, and select English from the
“show unassigned” drop-down. The whiteboard will show the
“No Teacher” row for all unassigned English course sections, as
well as all teachers assigned to the English department.
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Note: Applying the Teacher filter will cause new sections that
have been added to no longer appear with a white border and
will instead show the appropriate border colors, section counts,
and section numbers. This is purely for visual purposes; these
changes are not saved until the user clicks the Save button.

2. Filter Periods ¥: The Periods filter allows the user to show or hide specific peri-
ods on the whiteboard screen. This filter contains a list of all periods, as well
as checkboxes for “Sup” (supplemental courses). “Sup” is listed twice: once at
the beginning of the list, and again at the end of the list.

By default, the “Sup” checkbox at the beginning of the list is unchecked, while
all other periods and the “Sup” checkbox at the end are checked. Therefore, all
periods are shown and supplementals are shown in the last column on the
screen (to show supplementals in the first column, check the first “Sup” box
and uncheck the last “Sup” box).

Notes:

« This filter does not impact which teachers shown on the screen.

» When a period is hidden, sections meeting during that period are not vis-
ible on screen. For sections that span multiple periods and one of those
periods is hidden, the remaining portion of the section block will still
show in the unhidden periods.

« |If sections are edited or added to a hidden period, those sections will be
added appropriately but the user will not see them on the screen until the
filter is updated to show that period.

3. Filter Courses 7 : The Courses filter allows the user to show or hide specific
courses that meet the selected criteria (specific departments/course(s), meet-
ing times or number of sections). It also allows users to show or hide faculty
duties, and to filter by team if applicable. By default, all items are shown
(checked).
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Notes:

» This filter does not impact which teachers are shown on the screen.

» When sections are added or edited, they will not be visible unless they meet the
checked criteria for semesters and/or days. These can be made visible by modi-
fying the filter appropriately.

» The section count portion of this filter is not applied to new sections until the user
has clicked on either Save B or Update £ from the main whiteboard screen.

Adding New Sections

To add sections of a course to the master schedule, click the Add Section <= button. A
pop-up window will open. Enter the details for the new course section(s) and click on the
Update & button to add the courses. If required information is not entered or any fields
contain an invalid entry, an error message will appear at the bottom of the window. The
error must be corrected before the changes may be saved. Click the Cancel Q button to
close the window without adding the section(s).
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Course Section Faculty Duty Section

The following details must be entered here:

Course Department (drop-down): Lists all available departments. Select a depart-
ment to filter the Course Name drop-down. This field is set to “Any” by default.
Course Name (drop-down): The course to which these sections will be added.
Duty (drop-down): Lists all available departments defined in Scheduling > Faculty
Duties.

Start Period (drop-down): The period in which this section starts. This is set to
“Sup” by default. The start period must be the same as or earlier than the end
period.

End Period: The period in which this section ends. This is set to “Sup” by default.
This must be the same as or later than the start period.

Room: The room in which this section meets.

Max: The maximum headcount for this section.

Needs Max: The maximum Needs headcount for this section.

Graded: Indicates whether or not the course is designated as a graded course.
Semesters: The semesters in which this section meets.

Days: The days on which this section meets.

Teacher: The primary teacher assigned to this course (the teacher for whom the
section block is displayed on the whiteboard). Only one teacher may be assigned
using this screen. To assign additional teachers, users must do so using the stand-
ard Master Schedule Editor. Only teachers who are visible on the current white-
board view (based on the Teacher filter) may be assigned to a section.

Note: If this section is assigned to a period, semester, or cycle day that is not
displayed in the current whiteboard view, the new section will not be visible after it
is added unless the user updates the filter to include the appropriate criteria.
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Printing the Whiteboard Grid

Users can use the Print g button to select a pre-defined screen print size, which will
allow the user to print the currently active whiteboard grid at any time.

Important: Because print configurations may vary between browsers and individual
users, it is important to set print options to the recommended settings before selecting
any print option in order to obtain proper rendering of the whiteboard grid. Users should
verify their printer settings before continuing. It is also important to remember that
these settings are generally retained by the browser and will remain in effect for all print
jobs unless the user modifies the settings again after printing.

» For Internet Explorer, settings should be defined as follows:
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» For Mac users, settings in Safari should be set as follows:

Locking the Master Schedule

In SchoolTool, the term "locking" refers to the process of securing certain portions of the
Master Schedule to prevent further changes. We can perform incremental locking,
allowing us to lock only a portion of the scheduling tools, and later final locking to
secure the remaining tools.

For instance, once the Master Schedule is built, all rooms and teacher assignments have
been completed, and the majority of students have been loaded into their schedules
either manually or through the Student Schedule Builder, an initial lock can be
performed. This disables most of the Master Schedule Builder tools, but still allows
counselors to work through all last-moment scheduling conflicts with their schedule-
editing tools (available in the Counseling module).

Performing an Incremental or Initial Lock

1. Navigate to the Master Schedule Editor for the appropriate school
building and year. Remember, the Master Schedule Editor is the “Main”
tab.

2. Click once on the button labeled "Lock”.

3. Read the warning carefully, and click OK. This will incrementally lock
the Master Schedule.
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Now that the schedule is locked, you will notice many of the scheduling tools
have been disabled. You can no longer:

« Create a new Master Schedule from scratch (i.e. the Add button on the
Main tab is gone).

« Import a Master Schedule (i.e. the Import button and drop-down list are
gone).

e Use the Master Schedule Builder to manipulate Constraints or build sec-
tions (i.e. the MSB tab is gone).

 Create Backups of the Master Schedule (i.e. the Save Copy button and
Backups tab are gone).

« Manipulate Student Schedule Builder Constraints and Priorities (i.e. all
SSB options except for Run are hidden).

» Manually schedule students, batch edit schedules or override manual
schedules through the Student Schedule Builder.

Once counselors are done with any manual changes to schedules to resolve individual
student conflicts, a final scheduling run can be done that simply places students into
study halls wherever they have available timeslots in their schedules. Once study halls
are in place, you may perform a secondary or "complete” lock on the Master Schedule.
This secondary lock essentially disables the Student Schedule Builder tools and
finalizes the Master Schedule.

Note: It is not required that you perform a final, complete lock of the Master Schedule.
Leaving the Master Schedule incrementally locked will allow users to perform updated
study hall overlays as the marking periods or semesters progress, thus giving
counselors the greatest flexibility in editing student schedules.

Performing a Secondary Lock
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1. Navigate to the Master Schedule Editor for the appropriate school
building and year. Remember, the Master Schedule Editor is the “Main”
tab.

2. Click once on the button labeled "Lock".

3. Read the warning carefully, and click OK. This will completely lock the
Master Schedule.

Note: Only the automatic scheduling tools are disabled by locking.
Counselors will always be able to manually schedule and reschedule
students.

Note: At this time, it is not possible to lock only certain portions of a master schedule.

Note: Locked master schedules cannot be unlocked from this area. Users with the
appropriate permissions can unlock master schedules from within Maintenance >
Scheduling > Unlock Master Schedule.

Importing/Restoring from a Previous Master Schedule

Creating a new master schedule based on a previous year's schedule only requires that
we have a previous year's master schedule available to us that is locked. This process
can also be used to restore a previously saved master schedule backup.

What is imported from the master schedule?
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» All course sections, including period, semester and cycle day assignments.

» Room assignments except where rooms either no longer exist, or have been
renumbered.

« Teacher assignments (except where teachers no longer exist).

To import a Master Schedule from a previous year:

1. Select the appropriate source year from the “Master Schedules available to
import” drop-down and click the Import button.

2. Confirm that you want to import a new Master Schedule by clicking the OK but-
ton.

3. Notice that your new Master Schedule now has a name that starts with “Import
from” followed by the name of the imported year's Master Schedule. Rename
this schedule if needed and click the Save @ button.

Note: Whenever the Master Schedule is imported from a previous year, a copy
of the current Master Schedule (if one exists) is automatically saved prior to
the import; this saved copy can be found in the Backups tab.

Making a Backup of the Master Schedule

During the course of your scheduling process, you may want to experiment with
different versions of the Master Schedule. For instance, you may be working along in
your scheduling process, decide to save the current Master Schedule, make changes,
and then want to revert to the schedule you last saved. You can toggle back and forth
between Master Schedules using this feature.

Backups of the master schedule will include the following information:

» All Master Schedule information, including course sections, teacher assignments,
and room assignments
 All Student Schedules
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 All Student Schedule Builder constraints and run options

Note: Master Schedule Builder constraints are not backed up during this process
and could be lost.

Use the following process to make a backup copy of your Master Schedule as it exists
right now.

1. Type the desired name for your backup copy into the text box next to the Save
Copy button.

Tips and Information

Tip: Always name your backups (saved copies) effectively. Since you
may have several backups as you complete your scheduling process, it
is advisable that the name of each backup includes as much
information as possible. For instance, “Backup of 08-09 Import” is a
much better name for a saved copy than “Bob.”

Note: SchoolTool will automatically add a timestamp to the beginning
of your backup’s name. This will include the year, month, and date (in
YYYYMMDD format) that the backup was saved.

Note: Backup names may contain a maximum of 50 characters, nine
(9) of which are reserved for the timestamp. Users may manually enter
up to 41 characters for a backup name

2. Click on the “Save Copy” button. After a brief pause, the screen refresh with a
message confirming that your backup file was saved. The message will display
the timestamp plus the name.
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Master Schedule Builder

SchoolTool’'s Master Schedule Builder is a tool that allows school personnel to create
the best-fit schedule using student requests, course definitions, and course, faculty,
room and period constraints. Within the Master Schedule Builder, we can define our
constraints and run “the tool” that will create this schedule, incorporating staff, room
resources, and courses into a single Master Schedule.

The Master Schedule Builder can also be used to build part of a schedule. You may for
instance use it to build core classes after manually creating sections for singletons and
doubletons. Or, you may use it to create singletons and doubletons once core class
sections have been built and tweaked.

Note: If you plan to rollover a master schedule from a past year, or build a schedule
manually from scratch, you can ignore this section.

To use the Master Schedule Builder:

1. Make sure you are in the Scheduling module’s Master Schedule sub-module.
2. Click on the Master Schedule Builder tab toward the top of the screen.

3. When you first enter the Master Schedule Builder, you will be presented with a
screen containing the following elements:

A. Constraints and Build options: Constraints are where we define any
limiting considerations while building our schedule. Examples of typ-
ical constraints might be that an Art class needs to be taught in a spe-
cific room, that teachers cannot teach more than three consecutive
periods, or that Mr. MacGyver cannot teach during periods 1, 2 or 3.

This drop-down defaults to Course, though Faculty, Room, Period,
Union Rule and Build Schedule can also be found here. Build Schedule,
though listed here, is not an actual constraint, rather where we would
go to perform a build of the new Master Schedule.
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B. Batch Activate/Inactivate: A method of quickly activating and inac-
tivating courses for this particular run of the scheduling tools. This
button only appears when you are viewing Course constraints.

C. Import From: You can use the “Import Master Schedule Builder Setup”
< button to build all course constraints based on the previous year's
master schedule. This does not re-import last year’s constraints;
rather, it analyzes your master schedule for information such as teach-
ers, timeframes, number of sections, and headcounts.

Using this button when course constraints already exist will not
overwrite existing data but will fill in missing data.

Defining Constraints
Course Constraints

Course constraints tell the Master Schedule Builder how to schedule classes
and build sections. Each course has its own set of constraints.

1. Make sure you are in the Master Schedule Builder in the proper Master
Schedule, for the correct year and building.

2. Select the Course constraint from the drop-down list.

3. Locate the course you would like to edit, and click on the Edit [#button

to view that course’s constraints.

Note: As in many other places in SchoolTool, you may click on the
column heading to sort the list of courses by Department, Course ID, or
Course name. This will make it easier to locate a specific course.
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Change and add course constraint details.

Course Constraint options are essentially instructions for the Master
Schedule Builder. All of the choices we make in this window define the
framework and rules used to create course sections. These are not
actual courses or course sections, but the structure of possible course
sections.

The course constraints edit window contains the following
components:

Note: Any courses which appear in this list without details such as
Active status, Room Type, Max Sections, etc. need to be defined. The
lack of details indicates a new course that was not offered in previous
years. Without details, this course cannot be scheduled.

Save, or Cancel, your changes by using the Save and Cancel buttons at
the top of the Course Constraints window.

Time Frames

This section allows you to designate specific meeting patterns for this course.
You can restrict which cycle days this course can meet, which semesters, and
the length (number of periods). Use the check boxes to designate cycle day(s)
and semester(s). For Length, enter a number in the numeric field.

The following example uses a 5-day cycle scheme.
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Note: At least one Time Frame must be defined or the Master Schedule Builder
cannot create sections for this course.

Note: All variations of time frames should be defined here. For example, if there
are some sections that meet in the Fall on cycle days M, W and F and other
sections that meet in the Spring on cycle days T, R and F, then there should be
individual time frames for each of these.

1. To add time frame details, click the Add Timeframes <button in the
top right corner of the Time Frames section.

2. The screen will refresh with options for Cycle Days, Semesters and
Length. If there were already time frames defined for this course, the
newest time frame will be added to the bottom of the list.

3. Make any changes as necessary:

» Cycle days: What day formats will this course meet? If the

course will always meet every day, select all options here. If the
course will only be on certain days, select those. If there are mul-
tiple patterns for this class, add additional time frames.
Semesters: Select the semesters that this course meets. If the
course meets for the entire year, select all semesters. If the
course will meet either semester 1 or semester 2, then create
two time frames for this course.

Length: Type in the length of the class, in periods. Length is
required. Most classes will simply have a "1" here.

Note: If the course you are defining is a lab, you may have
multiple time-frame rows so you can define every scenario.

Note: If this course actually has 1-period long options and 2-
period long options, you cannot define both here. You will need
to create a new course in the Course Catalog, and add new
constraints for the new course.

4. When you have finished defining time frames, either click the Save B
button in the upper right to save your work and move on to the next
course, or continue to the next section of the constraint screen.

Room Type

Room type refers to the room type or types where this course can be taught.
You may click once in a checkbox to select it. Click again in the same checkbox

to deselect it.
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You must choose at least one room type or the course section will not be
created.

You may choose multiple room types for a single course.

Note: Courses can be taught in one or more room types. Room numbers are
assigned room types in another part of SchoolTool, and the Master Schedule
Builder will use existing room type definitions, and these constraints, to place
classes in the correct room types.

Note: Room types are defined and maintained by the district. If the room type
you need does not appear, contact your SchoolTool system administrator.

Note: If a teacher is assigned to a room number (i.e. 100) in his/her faculty
record, but is assigned to a different room number (i.e. 208) in the Master
Schedule Builder (MSB) Faculty constraint, the MSB will try to first match the
section(s) to the room assigned in the Faculty constraint (i.e. 208). If that room
does not match the selected Room Type, or is not available, the MSB will then
try to assign the section(s) to the room number associated to the faculty in the
faculty record (i.e. 100).

Class and Section Size

This allows you to set the maximum number of students who can attend each
class section and the number of sections that will be created. To set these:
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1. In Maximum Class Size, type the total number of students per section.

Note: Setting this number to zero will not affect the builder. Sections
will still be created, but will have a max head count of zero.

2. Type a number in Sections and choose either Maximum or Exact.

3. Maximum tells the builder tools to create "up to" this number of
sections. Fewer sections may be created if the tools determine all
student requests can be satisfied with fewer. Max Sections will never
be exceeded by the builder. However, users can still create additional
sections manually in the Master Schedule Editor.

4. Exact forces the builder to make the exact number of sections
specified. No more, no less, no matter the number of students or
student requests.

Note:If you use the Exact radio button, the Master Schedule Builder will
create sections even without corresponding student requests.

Note: Maximum Sections should not be set to zero. The Master
Schedule Builder will create the required number of sections based on
course requests, but if the Maximum Sections is left at zero, no
sections will be created.

Active Status

The Active flag allows you to designate that this course is or isn't considered
when the Master Schedule Builder is run. For example, you can run the Master
Schedule Builder with the course active until you have the details set. Then
make this course inactive so it will not change. You can continue to run the
Master Schedule Builder for other courses, but once this course is inactive, the
details will not change.

Note: Each course with constraint details (time frames, maximum sections,
faculty, etc) is active by default. A course without constraint details is inactive
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by default. To change the active status, click once in the checkbox to select or
deselect the Active flag.

Note: In some cases, you may need to manually build a section or group of
course sections, such as lunches, study halls, or vocational courses which are
attended off campus. Whenever you have manually defined section details,
make those corresponding courses inactive so your work will not be impacted
by the Master Schedule Builder.

Don't Rebuild Existing Sections

This flag allows you to designate that the MSB should ignore any existing
sections of this course and build additional sections around those that were
previously built by the MSB or by hand.

Note: Sections of a course can be built without this option, then this option can
be invoked to build additional sections around those already in place.

Note: If this box is not checked, and sections of this course exist, the MSB wiill
overwrite those sections when a build is performed.

Consecutively Scheduled

You have the ability to tell the Master Schedule Builder to schedule courses
consecutively if you know, without a doubt, that the courses will occupy
consecutive periods during the day. Some schools may create a humanities
block, for instance, where Social Studies and English are taught back to back.
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To force this course to be consecutively scheduled with another course, simply
choose the other course from the drop-down list labeled “Must be scheduled
consecutively with.”

Note: This option does not imply any specific order. That is, the selected
courses will be scheduled consecutively, though the builder will determine,
based on best-fit, which course will precede the other.

Note: It is not necessary to select this option on both courses in the
"consecutive" block. Simply choose one of the two courses to be consecutively
scheduled, and the builder will do the rest.

Dovetailed

The Master Schedule Builder can also create dovetailed sections between two
courses. An example of this would be PE sections that run on cycle days which
alternate with lab sections, or blocked English and Social Studies classes that
run for multiple periods on opposite cycle days. Dovetailing works for sections
that meet on alternating cycle days within a marking period, or for sections that
need to be scheduled into the same period in different marking periods.

Note: It is not necessary to select this option on all courses that will be
dovetailed. If two courses are being dovetailed, simply choose one of the two
courses to be dovetailed and the builder will do the rest. If two or more are
being dovetailed, as with quarterly specials that must be in the same period
though in different quarters, create a "daisy chain" — dovetail the first to the
second, the second to the third, and the third to the fourth.

Note: Courses only appear in this list if they are active in the current year's
Course Catalog.

Blended

The Master Schedule Builder can also create blended sections. These are
typically exceptions where the MSB will double book a teacher and a room so
that a section of a primary course and a section of a secondary class can be
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scheduled at the same time. An example of this would be a section of Regents
English and a section of Special Ed English which are taught together at the
same time, same room, and by the same teacher.

Note: When this option is used, the primary course head count is set to the max
that matches the other non-blended sections. Then the secondary course is set
to a smaller max. When the sections are built, the MSB will reduce the head
count of the primary course section so that when combined with the head
count of the secondary course section, the max head count is not exceeded.

Batch Activating Course Constraints

All courses have, as a course constraint, an Active checkbox that tells
the Master Schedule Builder to create sections only for courses that
are currently active*. As a user, we have the ability to manually
schedule some courses, and then inactivate them so the scheduling
tools will not overwrite our changes. This can be very handy for hard-to-
schedule courses when we know exactly when and where they will be
scheduled.

Note: The one exception to this is when the check box for "Don't rebuild
existing sections" is checked. In this case, even if the course remains
active, any existing sections will not be overwritten.

Though the Active option is within the course constraints discussed in
the next section, we also have the ability to control the active status of
all courses at the same time.

To Batch Activate/Inactivate Courses:
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1.
2.

3.

Select the Courseconstraint from the drop-down list.
Click on the Batch Activate/Inactivate [@button.

Use the checkboxes in the right-most column to mark each
course Active, as appropriate. Courses marked inactive (no

check mark) are ignored by the Master Schedule Builder tools.

Use the Save and Cancel buttons to either Save all of your
changes or Cancel all of your changes.

Note: The checkbox at the very top of the screen, beneath the
word Active, will select all other checkboxes, and if
unchecked, will uncheck all other boxes. Clicking the red
Cancel button will exit you from the Batch Activate mode
without saving anything.

Note: Courses not marked as active will be ignored by the
scheduling tools, though these “non-active” courses may still
have sections and students scheduled into them. To
deactivate a course for the entire year, refer to the section on
Course Catalog. To force a "No" to appear in the Active
column for all courses, you must first select all to make all
courses Active, then Save, then click the button again,
deselect all, and save again. This is only necessary if you are
configuring course constraints from scratch.

Faculty Constraints

Scheduling Module User Guide
SchoolTool Version 23.2

© 2026 Mindex

Page 69 of 246
Modified 3/31/2026



Users can set faculty-specific restrictions for individual teachers which may
differ from general union rules or course constraints. For example, a particular
teacher may only teach part time, so his/her individual schedule constraints can
be defined here. This information will override the constraints set in the Union
Rule view.

Note: Ignore the Import From drop-down and Import Master Schedule Builder
Setup < button seen at the top of this screen.

To define or change Faculty constraints, from within the Master Schedule
Builder tab:

1. Select Facultyfrom the drop-down list. The screen will refresh with a
list of all faculty in the default department for the selected building.

2. Select a Departmentfrom the drop-down list. This will help you to tar-
get teachers in a particular department.

3. To edit constraints for a particular faculty member, click once on the
Edit @ button to the left of the faculty name.

The screen will refresh and the row for that faculty will display editable
options.

Scheduling Module User Guide Page 70 of 246
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



4.

5.

Make appropriate changes to the faculty member’s row.

» Exclude Period allows you to set specific periods in each
semester which this teacher cannot or does not teach. Click
once in the checkbox to select a period that this teacher is
restricted from instructing. For example, a high school teacher
who teaches in another building (middle school) in the morning
might have constraints set blocking the first four periods for
each semester for this building.

« Maximum Periods defines the number of periods this individual
teacher can teach in a day. The value you enter here will override
the global union rules. This field is numeric and required.

» Consecutive Periods defines the number of periods this indi-
vidual teacher can teach in a row. The value you enter here will
override the global union rules. This field is numeric and
required.

Note: The Maximum Periods and Consecutive Periods must be
greater than zero or an error will result.

» Room is the room that the teacher primarily teaches in. If a room
is assigned here, it will override any room assignment (such as
homeroom) that this teacher has in their faculty record. If this is
left blank, the builder will try to schedule this teacher so all of
their classes are in their homeroom.

Save changes to this faculty's row when you have finished by clicking
on the Save Abutton to the left of the row. The screen will refresh and
constraints for this faculty member will appear in read-only mode
among the other rows.

Note: Once you have edited an individual teacher's constraints, it is not
possible to remove the details, as these fields become required when
edited.

Note: Make sure you have left enough unblocked periods for this
teacher to teach the sections you have already defined in the Course
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constraint screens. If there is a conflict, and the Master Schedule
Builder feels this teacher has already been assigned to a maximum
number of sections, then this teacher may not get all of their assigned
classes.

Room Constraints

Room constraints allow you to designate the type associated with each room,
the number of sections taught at a time in each room, and to set any period
exclusions for times when rooms are “closed”, or unavailable.

Note: Ignore the Import From drop-down and Import Master Schedule Builder
Setup 4 button seen at the top of this screen.

To define or change Room constraints, from within the Master Schedule Builder

tab:
1. Select Room from the drop-down list. The screen will refresh with a list
of all rooms. (Room numbers are predefined in the Maintenance area.)
2. To edit a room, click once on the Edit [#'button to the left of the room
number.
3. Theroom'’s row will refresh with editable fields.
4. Make any necessary changes:
» Type allows you to change a room'’s designation. Select a single
room type from the drop-down list.
Note: A room can only be defined as one type. The default type is
Classroom. Room types are district-defined, and can be found in
the Maintenance Module.
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Note: If aroom is not assigned to a type, the builder will not use
it when assigning rooms to sections.

» # of Sections are the number of sections that can be taught in
this room at the same time. There are times where a gymnasium,
for instance, may have multiple classes simultaneously, such as
a section of girls phys ed with a section of boys phys ed. Enter
the number of simultaneous classes that may be scheduled
here. >

Note: # of Sections is a required numeric field. For most courses,
you will simply add a "1" here to indicate that only a single class
occurs in this room at a time.

» ExcludePeriod allows you to stipulate that this room only be
used during certain periods. All defined semesters are available.
To select a period during which courses cannot be taught in this
room, click once in the checkbox to the left of the period number.
5. Save this room row when you have finished by clicking the Save Bbut-
ton to the left of the row. The screen will refresh showing the details
for that room in read-only mode among the other room rows.

Period Constraints

Period constraints allow you to control how the MSB allocates seats across
periods, and whether any periods should be globally blocked.

Period constraints apply equally to all courses, teachers and rooms.

Use the 'Do not schedule courses in the following periods' section to prevent
sections from being scheduled into a particular period. For example, you might
have an "extra" period defined at the end of the day that only serves for after-
school functions. Or, you might reserve the first period of the day for
homeroom. Blocking these periods prevents the builder from scheduling any
sections of any courses into this period (or periods).

Use the 'Seat Allocation Exceptions' to define the percentage of sections to be
scheduled into a particular period. For example, you might wish to have fewer
classes scheduled into periods 5, 6, and 7 because of lunch.

Note: You may define multiple period blocks and multiple seat allocation
exceptions.
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Note: If you define a seat allocation exception for a period that is already
blocked, the block will override the exception.

To prevent sections from being scheduled into one or more periods, from within
the Master Schedule Builder tab:

1. Select Period from the drop-down list. The screen will refresh with the
existing rules (if any) in read-only mode.

2. To edit the 'Do not schedule courses in the following periods' rules,
click once on the Edit @ button to the right of the rule screen.

3. Make the appropriate changes. Check the box(es) of any period(s) to
be blocked.

4. Save @your work when you are done.

Note: This Period constraint will apply globally to all courses, teachers
and rooms. Individually blocking periods for specific courses, faculty
and/or rooms can be controlled in the Course, Faculty and Room
constraints areas.

Union Rule Constraints
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Union Rule constraints define the general number of periods a teacher can
teach in a day, as well as the general number of periods that can be taughtin a
row. They apply globally to all teachers unless overridden in individual teacher
Faculty constraints.

This section allows you to modify the rules as changes are made each year.
These values MUST be completed or the Master Schedule Builder will not run.
INote: Ignore the Import From drop-down and Import Master Schedule Builder
Setup 4 button seen at the top of this screen.

To define or change Union Rule constraints, from within the Master Schedule
Builder tab:

1. Select Union Rule from the drop-down list. The screen will refresh with

the existing rules in read-only mode.
2. To edit the rules, click once on the Edit [@’button to the right of the rule
screen.

3. Make the appropriate changes:

Maximum Periods: 5

Consecutive Periods: 3

» Maximum Periods allows you to designate how many periods all
faculty members can teach total in a day. This field is numeric
and required.

Note: Most schools set their Maximum Periods at 5.

» Consecutive Periods allows you to designate how many periods
faculty members can teach in a row. This field is numeric and
required.

Note: Most schools set their Consecutive Periods at 3.
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4. Save Byour work when you are done.

Note: Union rule constraints for individual faculty can be controlled in
the Course and Faculty constraints areas. This will allow you to
override the general rules for teachers who fall outside of the "norm,"
such as tenured teachers, part time teachers, etc.

Running the Master Schedule Builder

Building the Master Schedule

Once all of your course, faculty, room, and union rule constraints have been set,
switch to the Build Schedule view. This is where you will initiate the Master
Schedule Build. The builder will then create all course sections, assigning
periods, teachers and rooms, based on your constraint details.

Your new Master Schedule will contain:

» Sections for all courses that you have manuallyscheduled, whose Course
constraints were defined with the "Don't rebuild existing sections" option
or which were set as inactive;

» Sections for all courses marked as active in Course constraints based on
all other constraints you have specified and course requests;

» Teachers assigned to all course sections based on entered constraints;
and

» Rooms assigned to all course sections based on entered constraints.

To create the Master Schedule:

1. In the Master Schedule Builder tab, select Build Schedule from the

drop-down list.
2. Click once on the Build master schedule »select button. The Master

Schedule Builder will run.

3. When the Master Schedule Builder has finished, a confirmation mes-
sage will appear. This process is very fast, so be sure to watch the
screen.
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Note: If the Master Schedule Builder detects active courses in the
Course constraints list that already have sections in the Master
Schedule editor, a message will appear alerting you that the builder
will overwrite those sections unless you make the courses inactive in
the Course constraints area. This is typically what is seen as soon as
the builder finishes, since sections now exist. If this message does not
appear after the builder has finished, then no sections were created.

Note: As soon as you click the Build master schedule button, a
message will appear alerting you that the Master Schedule Builder is
running. When it has finished, the message will go away.

Note:To abort the Master Schedule Builder, click once on the Abort »
button. The task will end immediately.

Note: When you first enter the Build Schedule view, the pie chart is
black indicating no students are scheduled.

Hint: Use the Section Load report to analyze the sections created by
the Master Schedule Builder.

Hint: Make any changes to constraints and repeat this process until
you have an acceptable percentage of class sections in place to meet
your student requests (as close to 100% as possible).

Hint: This process has been known to take as little as fractions of a
second, or up to as long as 30 minutes, based on the number of
sections, complexity of constraints, and number of student requests. If
you suspect that the Builder is taking too long and there may be a
problem, contact your SchoolTool representative for assistance.
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Student Schedule Builder

Once the Master Schedule is in place, students can be loaded into schedules. The
Student Schedule Builder will analyze student course requests and place students into
sections that will cause the least amount of conflicts.

The Student Schedule Builder is located in the Master Schedule sub-module of the
Scheduling module:

1. Open the Scheduling module. The Master Schedule sub-module opens as the
default view.
2. Click once on the Student Schedule Builder tab to open the screen.

3. The main screen of the Student Schedule Builder displays multiple pie charts
indicating the current status of the student schedule, options for scheduling a
student, and options for setting constraints and priorities.

4. Before running the Student Schedule Builder, users can set constraints and pri-
orities in order to achieve the best fit for the largest number of students pos-
sible.

Note: The Student Schedule Builder constraints and priorities are typically only
set after the Master Schedule has been built, and reports to verify the Master
Schedule have been reviewed.

Manually Schedule a Student

The Student Schedule Builder allows you to manually build an individual student's
schedule, without using the automatic tools. This allows you to schedule hard-to-
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schedule courses (such as required singleton language courses) for a student, or to
schedule new students who haven't made selections, but who need to be scheduled
before the Student Schedule Builder is run. You can use this process to schedule a
single course or the student's full schedule.

Note: It is recommended that you wait to manually schedule students until all Master
Schedule sections are in place, and until the majority of students have been loaded.
Performing extensive manual scheduling before these tasks are complete may make
more work for you later, as manual schedules will impact the Student Schedule Builder's
ability to place other students into sections, as well as limit your ability to edit Master
Schedule section details such as period placement, semester and cycle day meeting
patterns.

1. Click once on the select dbutton to the left of the Manually Schedule a Student
option. Search options will appear.

2. Use the basic name search, or the Advanced (Batch Selector) Search options
to locate a student to be manually scheduled. If a list results, select the appro-
priate student from the list.

Note: You can only manually schedule one student at a time. If multiple
students will need the same schedule, you will have to repeat this process for
each one individually, by performing a new search, or by using the Next and
Previous buttons to move back and forth between a loaded list of students.

3. When the student’s personal information appears, add the appropriate sections
to the student’s schedule. Refer to the Counseling Moduledocumentation for
more information. An abbreviated set of steps is below.
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4. Click once on the Edit [#’button to the left of the period where you wish to add
a class (or use the drag-and-drop method to move existing courses).

5. When the screen refreshes, a drop-down list of available course sections will
appear. Each section listed includes details such as the cycle days this section
meets, the number of students currently in the section, the total number of
seats, the section number, the room number and the name of the teacher.
Select the appropriate class section from the drop-down list and click once on
the Add button (green plus) <at the left of the period row. This will add the sec-
tion to this student's schedule.

6. Use the Preview Grid Schedule @ button if you would like to preview the
unsaved changes in a pop-up grid.

Click the Save Bbutton to save your updates to this student's schedule.
Repeat for the next class or student.

© N

Note: Using the Manually Schedule a Student option allows you to place a
student in a section or two (or all), then use the builder to build the rest of their
schedule around the sections you've hand selected. This ensures that the
student gets placed into a section of a course which may be otherwise very
difficult to schedule.
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Note: A student that has been manually scheduled will never have their
schedule overwritten by the Student Schedule Builder scheduling tools unless
you deliberately choose to override all manual schedules. As a rule, manual
scheduling always takes priority over the builder tools.

Note: Users will receive a validation message to indicate when a non-
contractable course cannot be added due to a conflicting course section in
another semester.

Batch Edit Schedules

Use Batch Edit Schedules to is where you will add or drop supplemental courses (those
without any assigned period), add or drop a section of a course, or withdraw courses for
multiple student schedules at one time. This action can be for today’s date or a date in
the future. This feature utilizes the Batch Selector to locate the groups of students.

All schedule changes follow guidelines that must be followed as if the course is being
modified on an individual student’s schedule from within Counseling. This includes:

» Enforcement of headcounts, taking into account the scheduling threshold. If there
are any headcount violations, then no transactions go through for any student.
Headcount limitations are ignored for pending operations.

« If a student fails on any one transaction, for any reason (conflict, etc.) that student
will receive none of the listed schedule-change operations.

» For each transaction, the validation process will display a list of students where
the transaction failed.

Note: The Batch Edit Schedule uses a validation process when using the check
mark or save buttons, please be patient during this process and wait until it
reaches 100%.

« Click once on the select dbutton to the left of the Batch Edit Schedulesoption.

Scheduling Module User Guide Page 81 of 246
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



» Using the batch selector, locate the students whose schedule you want to edit.

» Once you have selected a group of students to edit, click Continue. The screen will
refresh to show the Batch Edit Schedule screen.

» Select an option from the Action drop-down list to perform on these students.

Move Course Sections

1. Use the Move Course Sections area to move sections (and any students
assigned to those sections) to different semesters, periods, and/or cycle days.
2. To begin, select the Move Course Sections radio button.
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3. The screen will refresh to display drop-downs for Period and Course.

4. Use these drop-downs to locate the first section you wish to move, then click
the Add < button.

5. Arow will appear for the section that was just added. Use the options to select
the new start/end periods, cycle days, and/or semesters for that section.

o

Repeat this process as needed until all section changes have been entered.
7. Once all changes have been entered, click the Save B button to begin pro-
cessing your changes. SchoolTool will attempt to process all schedule
changes and will display a confirmation message after all changes are com-
plete (or, if the changes cannot be processed, will provide an indication of any
issues or conflicts).

» Possible conflicts include the following:

» Attendance data exists for a section (one or more sections cannot
be moved because attendance data exists for one or more students
in those sections)

» Marking period or progress report grading data exists for a section
(marking period or progress report grades have been submitted for
one or more students in those sections)

» Grade book assignments exist for a section (grade book assign-
ments have been created for that section)

« Student schedule conflicts exist for a section (one or more of the
moves would result in schedule conflicts for students in these sec-
tions)
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Override Manually Scheduled

The Override Manually Scheduled option is used to remove all manual schedule edits for
all students.

This option creates a new run and assigns all manually scheduled courses to that run.
This run allows the SSB to function with the manually scheduled students as if they had
been scheduled by a normal schedule builder run. These student schedules are no
longer considered manually scheduled, and will be included in all future SSB runs.

Once this action is confirmed, a run of the manually scheduled students will be added to
the run history.
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Constraints

Constraints, like the ones in the Master Schedule Builder, are scheduling limitations, or
factors, which help control the way the student schedules are loaded. Constraints are
school-year specific, and must be created from scratch each year, so that they reflect
actual master schedule sections. There are currently no rollover features in this area.

Constraints are not required, and each building may choose to use whichever
constraints are relevant for the way they load students into schedules.

From within the Student Schedule Builder screen, click once on Constraints from the list
at the left. The screen will refresh with a drop-down list of constraint options.

There are eight (8) different types of constraints in the Schedule Builder:
* Student to Student
This constraint allows us to tell the scheduler not to schedule one student

with another specific student or students. A number of students can be
listed here, to keep them all apart from each other. An example might be
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siblings who fight, or a group of students who cause trouble. To use this:

—_—

. Select Student to Student from the list of constraints.

2. Click once on the green Add Constraint €=button to the right of
the drop-down list. The screen will refresh with a required, free-
text entry field where the name of the student combination can
be entered.

3. Inthe Name field, type a description of this constraint and click
on the green Add #button to the right of the lower section.

Hint: Use a name that is descriptive enough to recognize when
you come back later, like “The Berkshire kids” or “Bobby Brown
and Jennifer Tanaka.”

4. The screen will refresh with Batch Selector search options on the
bottom portion of the screen. Use Saved Searches and/or Batch
Selector search options to locate the first student. You can also
use this to find a group of students, such as siblings who should
be separated. Select the student(s) from the list by deselecting
the entire list and checking the box(es) to the left of the student
name(s).

5. After selecting students click once on the Continue button. You
will be returned to the main screen where the student name will
appear in a list.
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Note: Continue to add students until you have selected all
students who cannot be scheduled together.

Note: The Active flag allows you to deactivate this constraint
without deleting it.

6. When you have finished building the student combination, click
once on the Save Constraint @button in the upper right corner.
You will be returned to the main constraint screen.

Note: Use the Edit [ and Delete X buttons to change or remove this
constraint.

Note: The Student Schedule Builder will now ensure that these students
are not scheduled in the same sections. This means that if both students
requested a singleton, only one student will be scheduled into the section.

Note: If three or more students are selected for this constraint, then none
of the students can be in the same section. So, if all of the students listed
have requested a course that ends up to be a doubleton or tripleton, and
there are not enough sections to allow each student to be in his/her own
section, one or more students will not be placed.

Note: Student to student constraints can be manually overwritten on
individual student schedules in the Counseling module. This allows two
students who both requested a singleton to get that course, even though
they will be kept apart for all other courses by the builder constraint.

Student-to-Student Report
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Master Schedule Student-to-Student Constraints 906
High Schaol : High School : 2006.2007

The grouped students cannot be scheduled together in the same class sections.

Constraint Name Stwdent Name Grade Active?

denn and Adar Yes
ASHLAND, Jenndfer 12
HICHOLSON, Adam 10

The Dangerfiel Quixts Yes
DANGERFIELD, Erittany 1
DANGERFIELD, Edward 1
DANGERFIELD, Kathayn 1
DANGERFIELD, Maria 1
DANGERFIELD, Steven n

: Student to Teacher

This constraint works much the same way the Student to Student
constraint works, except that this prevents a specific student or students
from being scheduled in a specific faculty’s classes.

This might be used when a teacher is also the parent of a student or
students in this school, and district or school policy prevents them from
teaching their own children, or when there is a political or legal situation
between a student and a teacher.

This constraint can also be used to ensure that a student is scheduled
into one particular teacher's courses. By creating constraints with all other
teachers who teach sections of the course or are in this department, you
can force the Builder tools to place the student into only the section for
the remaining teacher.

To add Student to Teacher constraints:

1. Select Student to Teacher from the list of constraints.

2. Click once on the green Add Constraint €=button to the right of
the drop-down list. The screen will refresh with a drop-down list
where you can select the name of a teacher from a list of all fac-
ulty in the building.
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Select a Teacher from the drop-down list.

Next, define the student or students who should not be sched-
uled with this teacher. Click once on the green Add 4+button to
the right of the lower section, under the message “The following
students must not be scheduled into any of the above teacher’s
classes.” The screen will refresh with searching options.

Use the Saved Searches and/or Batch Selector search options to
locate the first student. This can also be used to locate a group
of students, such as siblings who are related to the teacher and
must all be kept out of his/her classes. Select the student(s)
from the list by deselecting the entire list and checking the box
(es) to the left of the student name(s).

Click once on the Continue button. You will be returned to the
main screen where the student name(s) will appear in a list.

Continue to add students until you have listed all of the students
who cannot be scheduled in this teacher’s classes.

When you have finished building the student-teacher com-
bination, click once on the Save Constraint @button in the upper
right corner. You will be returned to the main constraint screen.
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Note: The Active flag allows you to “turn off” this constraint later, if
necessary.

Note: Use the Edit [# and Delete X buttons to change or remove this
constraint.

Note: The Student Schedule Builder will now ensure that these students
are not scheduled in any of this teacher’s sections.

Note: Student to teacher constraints can be manually overwritten on
individual student schedules in the Counseling module. This allows a
student or students to take a course that only this faculty teaches, such
as a special singleton like Advanced Computers.

Student-to-Teacher Report

Master Schedule to-Teacher Constraints 5906
High Scheol : High Scheol : 20062007

Students below each teacher cannot be scheduled into any of that teacher's classes.

Teacher Name Student Name Grade Active?

AVERILL, Sharon Yes
BENTON, Enn 11

DANGERFIELD, Stephen Yes
DANGERFIELD, Allan-Michael
DANGERFIELD, Brandon 10
DANGERFIELD, Brittany 1
DANGERFIELD, Michael 11
DANGERFIELD, 3hawna

SIDNEY, Mary Yes
SIDNEY, Scott 1
SIDNEY, Steven

: Period

The period constraint allows us to tell the scheduling tool that a specific
student or set of students should not be scheduled for certain periods of
the day, in specified semesters. This leaves those students open for
special programming.

To create a period constraint:

1. Select Period from the list of constraints.

2. Click once on the green Add Constraint #button to the right of
the drop-down list. The screen will refresh with options where
you can define the student-specific period restrictions.
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3. Select a Period from the drop-down list and check the appro-
priate semester(s). This is the period we are blocking for this stu-
dent or students.

Note: If a student must be blocked for multiple periods in a row
in a semester or semesters, you will need to build individual
constraint records for each period. Continue, then repeat, the
remaining steps to do so.

4. Next, define the student(s) who is blocked from attending
classes during this period. Click once on the green Add <button
to the right of the lower section, under the message “The fol-
lowing students must not be scheduled into class section in the
above period.”

5. The screen will refresh with searching options. Use the Saved
Searches and/or Batch Selector search options to locate the first
student. You can also use this search to locate a group of stu-
dents, such as all 6thgrade AP students, who need to have a par-
ticular period open for some specific assembly throughout the
semester or year.
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6. Select the desired students and click once on the Continue but-
ton. You will be returned to the main screen where the student
name(s) will appear in a list.

Note: The Active flag allows you to “turn off” this constraint later,
if restricting this student(s) from this period is no longer
necessary.

7. Continue adding students until you have listed all of the students
who cannot be scheduled during this period.

8. When you have finished building the list, click once on the Save
Constraint @button in the upper right corner. You will be returned
to the main constraint screen.

9. Continue adding constraints until you have added all student-
blocked period combinations.

Note: Use the Edit [#® and Delete X buttons to change or remove
this constraint.

Student-to-Period Report
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Schedul to-Period Constraints 51906
High School : High School ; 2006-2007

Students below sach period cannat be scheduled for any classes dusing that periodin the specified semester(s).

Period Semester(s) Student Name Grade Active?

Peried 10 Semester | / Semester 2 Yes
AVERILL, Victona
BERKSHIRE, Cela
BUCKINGHAM, Dasuel
GARFEILD, Amands
HENRY, Megen

Period 11 Semester | / Semester 2 Yes
CAPOSERRE, Drew 1
CEDARS, Enn 1z
ELEFANTE, Kiley
FULMAN, Jason w
FULMAN, Lise

’ Co-Requisite

Use this to prevent two courses (for example, Economics (ECO) and
Participation in Gov't (PIG)) from being scheduled together in the same
year or semester, or to make sure two courses that piggy-back each other
are kept together in the same year or semester. This constraint may be
more appropriate for high school than for middle school, so use judgment
when creating co-requisite constraints.

1. Select Co-Requisite from the list of constraints.

2. Click once on the green Add Constraint #button to the right of
the drop-down list. The screen will refresh with options where
you can define co-requisite restrictions.

3. Enter the Co-Requisite details:

» Name: This is the name of this co-requisite. It is required,
and can be anything that will identify this co-requisite to
someone looking at it later.

» Active: Un-checking this disables the constraint, without
having to delete it.
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» The following courses: Select one of the two options, “Can-
not be scheduled in same” or “Must be scheduled in same”
to indicate what type of co-requisite constraint this is.

« Interval: Select one of the two options “Semester” or “Year”
to coincide with the previous option.

Note:The two sets of radio buttons described here are
designed to work in conjunction. Selecting “Cannot be
scheduled in same,” for instance, makes no sense without
“Semester” or “Year” selected as well.

4. Add Courses to the list:

A. Select a Department and corresponding Course from
the drop-down lists. To add this course to the list, click
once on the green Add <= button to the right of the lower
section. The screen will refresh with the course Name in
a list below.

B. Continue selecting and adding courses to this list as
needed.
5. When you have finished building the co-requisite list, click once
on the Save Constraint @button in the upper right corner. You
will be returned to the main constraint screen.

Note: Use the Edit [#" and Delete X buttons to change or remove
this constraint.

Co-Requisite Report
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Master Schedule Co-Requisite Constraints 3306
High School : High School = 2006.2007

Co-Requisiie Nane Department Course
Ceramics - The followang courses cannol be scheduled i the same semester

A CERAMIC3 |
An CERAMICS

Drawing and Painting - The following cousses cannot be scheduled in the sume semester

A DRAWING & PAINTING 1
A DRAWING & PAINTING 2

ECOPIG - The following courses must be scheduled in the same year

Social Studies ECONOMICS REGENTS
Bocial Studiss PART. IN GOVERNMENT

’ Sequencing

Use this constraint to make sure that a student getting a particular
section of a course will also get a corresponding section of another
course. For example, you can create course blocks such as technology
blocks or use it to make sure that a student who gets a particular section
of a science lecture gets a corresponding lab.

Examples:

» Science Lecture/Labs Example: Anyone placed in AP BIO Lecture
Section 1 (period 1) will automatically get placed in AP BIO LAB Sec-
tion 1 (period 2).

» Tech Block Example: Anyone Placed in Technology Section 1 will
automatically get placed in H/C Section 1, Art Section 1 and Music
Section 1.

Note: It is not possible to sequence two sections of the same
course. This constraint only works with different course numbers.

Note: You can sequence up to five different course sections. For
example, in the Tech Block example above, you could sequence a
section of Art to a section of H/C to a section of Tech to a section of
Music to a section of Computers, but if you needed to add a 6th
sequence for Health, the Student Schedule Builder will not build the
sequence.

There are several ways of entering sequencing constraints:

» Add a single sequencing constraint
» Add sequencing constraints for all linked courses at the same time
« Add sequencing constraints for all sections of two courses at the
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same time

: Class Section

The Class Section constraint allows us to tell the scheduler not to
schedule specific sections of courses if another specific course section is
scheduled. For instance, if a student was allowed to either take Ceramics
or Sculpture, but not both, we could use this constraint. To use the Class
Section constraint:

1. Select Class Section from the constraints drop-down.

2. Select the primary course:
A. Select a Department from the drop-down list.
B. Select a Course in the Department from the Course
drop-down list.
C. Select a Section of the Course from the Section drop-
down list.

3. Select a course under “When the above class section is sched-
uled, Noneof the following class sections can be scheduled”:
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A. Select a Department from the drop-down list.
B. Select a Course from the drop-down list.
C. Select a Section of the course from the drop-down list.

4. Click the Add <+button to add the course section to the list.

5. Continue to add courses that should not be scheduled with the
first-listed course section.
6. Click the Save Constraint Bbutton to save this constraint.

Note: Sometimes multiple Class Section constraints will be
needed to appropriately constrain a class relationship. For
instance, if students are only allowed to take one, but not both, of
Sculpture and Ceramics, we would need the constraint:

« If taking Sculpture section 1, cannot take Ceramics section
1 or section 2

We would also need constraints for the following:

« If taking Ceramics section 1, cannot take Sculpture section
1
« If taking Ceramics section 2, cannot take Sculpture section
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Class Section Report

Master Schedule Class Section Constraints 3306
High Scheol : High School : 20062007

If a bolded course is scheduled, none of the class sections below it may be scheduled.

Course Name ection Period Department

SCULPTURE 1
CERAMICS |
CERAMICS 2

CERAMICS |
SCULFTURE |

CERAMICS 2
SCULFTURE1

1 Art
4 At
1 At
4 Art
1 Art
1
1

e |

Art
At

* Period to Period

The Period to Period constraint allows us to tell the scheduler not to
schedule specific sections of courses if a student is scheduled into a
specific course in a specific period. This is often used for modular
lunches, where the lunch period(s) is shorter in duration than the course
periods that come before and after it. Using the Period to Period
constraint prevents a student who is scheduled into a specific section of
lunch in one "lunch/course track" from getting scheduled into sections of
courses that are part of a different lunch/course track. The following table
illustrates this scenario:

To add Period to Period constraints:
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. Select Period to Period from the constraints drop-down.

Click once on the green Add Constraint €=button to the right of
the drop-down list. The screen will refresh with options where
you can define the period-to-period restrictions.

Select a period from the upper-most Period drop-down list. This
is a period that denotes a "track."

Select a period from the lower Period drop-down list, under the
"When a class is scheduled that is in the above period, no
classes in the following periods may be scheduled in the same
semester" message. This is a period from an alternate track that
the student should not be scheduled into.

Click the Add <button to the right of the lower section to add the
selected period to the list.

Continue to add periods that should not be scheduled with the
first-listed period.

When you have finished building the period-to-period constraint,
click once on the Save Constraint @button in the upper right
corner. You will be returned to the main constraint screen.
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Note: Use the Edit [# and Delete X buttons to change or remove
this constraint.

Period-to-Period Report

Master Schedule Period To Period Consiraints 10/1/07
High School : High School : 2007-2008

If a course is scheduled in the bolded period, no couese in the periods below may be scheduled.
‘erind Active?

Yes

@y b= m

Yes

’ Building Zone

The Building Zone constraint allows us to tell the scheduler not to
schedule students into consecutive courses that are in different building
zones. This was designed to help minimize between-period commutes for
students traveling from class to class in a geographically large building.

To add Building Zone constraints:

1. Select Building Zone from the constraints drop-down.

2. Click once on the green Add Constraint €=button to the right of
the drop-down list. The screen will refresh with options where
you can define the building zone restrictions.

3. Using the Building Zone drop-downs, choose the zones that
should not be scheduled consecutively.

4. Save Bthis zone pair.

Repeat these steps for all zone combinations that you are trying

to prevent.

i
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6. Below this list, use the green Add #button to the right of the
phrase "The following courses are exceptions to all Building
Zone constraints" to add any exceptions.

~

Select the first course from the Name drop-down.
Save [@ithis course to the exception list.
9. Repeat these for all courses that are exceptions.

©

Note: Building Zones must be defined and assigned to room
numbers in Maintenance > District > Building before this
constraint can be setup.

Note: The Building Zone constraint does not have a report.

Note: These constraints are only used by the Student Schedule Builder during the
automatic scheduling process. After the schedule is locked, constraints can be
overridden and changes can be made to individual student schedules in the Counseling
module.

Additional Information
Batch Activating Constraints

At the top of each constraint's screen, the Batch Activate/Inactivate button will
allow you to select multiple constraints at once that you would like to either
activate or deactivate. This allows the scheduler to quickly enable and disable
multiple constraints, without deleting them or having to edit and save each one.

Note: This button only appears if constraints exist.

To Batch Activate or Inactivate constraints:
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1. Select the constraint from the drop-down that you would like to work
with.
2. Click once on the Batch Activate/Inactivate [#'button

Note: If the selected constraint category contains no data, the Batch
Activate/Inactivate button will not be displayed.

3. Use the checkboxes along the right-hand side of each constraint to
activate or deactivate the constraint, or use the top-most checkbox to
select all constraints.

4. Click the Save Bbutton to save your changes.

5. All of the constraints that were checked are now active and all others
are inactive and will be ignored by the Student Schedule Builder tools.

Constraint Reports

At the top of most of the constraint screens, a printer icon appears which
allows the user to create a report listing all of the selected constraint's details.

It is recommended that you print a constraint report for each constraint that is
in use prior to locking the master schedule. This allows you to retain a record of
your constraint setup for next year.
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A different report will print for each constraint, based on the constraint that has
been chosen from the drop-down. Refer to the documentation for each specific
constraint for samples of these reports.

Priorities

The Priorities screen gives users control over whether or not specific priorities are active
and the order in which priorities are applied to the Student Schedule Builder (SSB) logic.

This screen allows you to set priorities for courses and for students.
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Course Priorities:

Course Priorities determine the order in which courses are ranked when the base logic
for course grouping is applied. Available priorities include Course Importance and
Required Courses. When one or more of these priorities are active, these priorities will
be used to group courses before the base logic for course grouping is applied. If
multiple course priorities are active, these priorities will be applied based on priority rank
order.

» When the Course Importance priority is active, courses are sorted by course
importance before the basic SSB logic for course grouping is applied. Courses
with higher course importance will be ranked higher and will therefore be sched-
uled before courses with lower importance.

» When the Required Courses priority is active, all required courses will be grouped
separately from non-required (elective) courses and the base SSB logic for course
grouping will be applied to each group separately, starting with the required
courses group.

Student Priorities

Student Priorities determine how students are placed in course sections by the Student
Schedule Builder. Available priorities are Seniority and Elective Course Request. When
one or more of these priorities is active, they will fill course sections before the base
logic is applied.

» When the Seniority priority is active, upperclassmen will receive preference by the
Student Schedule Builder over underclassmen. For example, if a senior and a fresh-
man have both selected a course with only one seat available, the senior would be
placed in the course.

» When the Elective Course Request is active, the Student Schedule Builder will pri-
oritize a student's elective course selections by the priority (High, Medium or
Low) chosen.
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Editing Priorities

1. Click once on the Edit [#'button in the upper right corner of the priorities area.
2. The screen will refresh with editable fields for each priority option.

3. Change the Rank and Active status of any priority by clicking once in the Active
checkbox for that option.

« If a priority is active, it is used when the Student Schedule Builder is run.
« If a priority is inactive, it is ignored when the Student Schedule Builder is
run.

Editing Course Importance

1. To edit course importance values, and rank individual, hard-to-schedule
courses, click the Edit @'button to the left of the Course Importance row. The
screen will refresh with editable Rank fields for every course in the course cata-
log.
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Note: You are not required to rank all courses. You can simply rank one or two
courses to ensure they are scheduled first, and leave the others blank.

Note: If one or more courses are ranked as the same number priority (i.e., three
courses are given priority #1), then the builder will treat them all as equal
priority and other Student Schedule Builder constraints and priorities will be
used to determine the scheduling order. For example, if three core classes,
English, Chemistry and Calculus, are all ranked as #1, but Calculus is a
singleton and Chemistry is a doubleton, Calculus may be scheduled first,
followed by Chemistry, followed by English, based on the other priorities and
the logic of the Builder.

2. When you have finished updating course importance ranks, click once on the
Save @button to return to the list of priorities.

3. When you have finished updating all priorities, click once on the Save Bbutton
to save this information and return to a read-only view of the priorities list.

4. You are now ready to run the Student Schedule Builder.

Running the Student Schedule Builder

Once you have finished manually scheduling any students who require hand-built
schedules, and you have configured your Student Schedule Builder Constraints and
Priorities, you are ready to run the builder and load students into the master schedule.

SchoolTool allows users to run the builder multiple times, incrementally, saving a Run
History to refer back to later.

Users can run all grades and courses at once, or run grade by grade, course by course,
or even run specific students, teams or courses individually. However, the Student
Schedule Builder works best when everything is loaded at the same time.

Users can also save copies of the schedule which saves the student loads. You can then
practice loading different versions of the Master Schedule and compare which is best.
Refer to the Backups Tab for more information.
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Note: If the Request Fulfillment and/or Students Fully Scheduled pie charts show a
percentage of students who are placed BEFORE you run the builder, this indicates that
you have students with no course selections. If a student has no course selections, then
they are, in theory, fully scheduled with all "requests” met. So, no selections = perfect
placement as far as the builder is concerned.

Note: If the Seat Capacity and/or Students Fully Scheduled pie charts show a
percentage of students who are placed BEFORE you run the builder (but the Request
Fulfillment pie chart does not), this indicates that you have students who have been
manually scheduled. Use reports (see the Master Schedule Reportssection) to analyze
your Master Schedule and Course Selections to find and resolve students who do not
have any course selections.

To perform an incremental run (or "load") with the Student Schedule Builder:

1. From the Student Schedule Builder screen, click once on the Select »button for
Run. The screen will refresh with Master Schedule options.

2. Add the Name of the run.

3. The default name includes today’s today and the exact time (hour, minute,
second) that you generate the report. You can replace that with whatever is
most meaningful for you.
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4. Set run options:

Name: 2122026_171053

Enforce head count
Enforce teaming
(] Build Teams

A. Enforce head count checkbox — enforces that courses can only be
scheduled up to the max head count; no over scheduling is allowed.

B. Enforce teaming checkbox — enforces that only students in the
assigned teams will be scheduled; will not allow students on other
teams to be scheduled into a section designated for one team.

Note: If you are not using teaming, this checkbox is ignored.

C. Build teams checkbox — allows teams to be built on the fly; the sched-
uler essentially puts students in the team that allows them to have the
best/most complete schedule based on their elective requests.

Note: If a student has already been assigned to a team in the Teaming
Maintenance area, this option will be ignored for that student.

5. Select Students: these options allow users to do a run for a student or group of
students, such as those in a particular building. The screen will indicate which
students will be included based on their enrollment category (this option is set
in Maintenance > Scheduling > Yearly Building School Level Options).
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A. Select All Students (the default) to run the student scheduler for the
whole building

B. Select students By Grade using the drop-down menu of available
grades.

Note: if you are running the builder before the schedule year, this will
reflect a group of projected grades; if you are running the builder
during the active schedule year (after July 15), these will be the actual
grades (unless your school is using a schedule offset and has not yet
advanced students from the previous year).

C. Manually select a group of students to schedule:

Select students from the list using the CTRL key to select multiple
students at a time.

Select one student and use the SHIFT key to select all the students in
between the first one selected and another selected.

Scheduling Module User Guide Page 109 of 246
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



D. Select students by using an Advanced Search (Batch Selector). This
allows you to narrow the group of students further, to only those on a
specific team, those with needs in common, those with particular
course requests, etc.

Note: If you choose to run the builder for a group of students rather
than for all students in the building, your pie-chart percentages may
appear skewed based on the number of students able to be
scheduled from the smaller population.

6. Select Courses to schedule: before choosing course options, specify which
type of selections you're running the Student Schedule Builder for. When the
builder runs, it will filter out any selections that do not match the Selection
Type value you've chosen here. The default is Regular School Year but you can
also choose Summer School.
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The remaining course options allow users to run the schedule builder without
loading lunches and study halls, to find the best fits. Then later, after courses
are set, the schedule builder can be run again so that lunches are scheduled,
and then again so that study halls are placed over the top of existing
schedules.

Note: It is recommended that all incremental runs exclude study halls. If study
halls are included with a run, the potential for the builder to use them to fill
empty period slots, rather than trying to maximize student requests, is
increased. Study hall runs are best done as an overlay, after the student
schedules are as completely loaded as possible.

e Exclude Lunch checkbox — works if Lunch courses utilize SchoolTool's
lunch logic; when this box is checked, lunch courses will not be placed
into a student's schedule; when this box is unchecked, the student will be
given as many lunch slots as required for the number of cycle days and
marking periods

» Do Not Contract Lunches checkbox — this option forces students to
receive lunch in the same period for the entire year, as opposed to the stu-
dent receiving lunch in one period in the first semester, and a different
period in the second semester.

SchoolTool will automatically allow the student to be placed into variable-
period lunches semester by semester in order to maximize meeting
requests when this box is left unchecked.

SchoolTool will not contract students out of lunch for one or more cycle
days, or automatically place students into one period of lunch on certain
cycle days, while in another period of lunch on alternating cycle days,
within the same semester.

» Exclude Study Hall checkbox — works if Study Hall courses utilize
SchoolTool's study hall logic; when this box is checked, study hall
courses will not be placed into a student's schedule; when this box is
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unchecked, the student will be given as many study hall slots as the
builder feels appropriate.

« All Courses option (the default) — all courses are scheduled based on stu-
dent requests.

» Select from previous run — use this option to re-run the same courses
loaded in a previous run. This can be used in a cases where a select
batch of courses is being scheduled (AP or singleton courses, for
instance), but we want to try different combinations of constraints to see
the results.

» Manually select courses — use this option to select one or more courses
to run. This is often used for verifying that master schedule sections will
satisfy student requests in a specific area. For example, you might
choose to load only singletons, or try loading only science lecture
courses with their labs.

Use the Sort By drop-down menu to organize the list of courses:

+ Name - alphabetizes the list of courses by course name, in ascend-
ing order.

» Course ID — sorts the list by course ID, in ascending numerical
order.

» Department - sorts the list alphabetically by department name and
then by course ID within each department.

» Elective — sorts the list based on whether courses are "Required" or
"Elective" as set up in the Course Catalog. Required courses come
first.

» Section Count — sorts the list based on the number of sections, in
ascending order, from lowest number of sections to highest. This
allows users to isolate singletons, doubletons, etc, which have one
or two sections.
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» Select courses from the list using the CTRL key to select mul-
tiple courses at a time.

» Select one course and use the SHIFT key to select all the
courses in between the first one selected and another selec-
ted.

7. Once all of the settings are defined, click the Save Bbutton in the upper right
corner.

This initiates the load and puts students into the master schedule.

8. The screen will refresh with a message that the Builder process is running, and
the name of the report will appear in the Run History below. Two pie charts will
appear. Once data begins to be committed to the database, a third chart will
appear.

Note: if you wish to abort this run, click once on the Select » button to the left
of the Abort student schedule builder message.

9. Let the process finish (it may take anywhere from a few minutes to an hour
depending on the number of students and courses, and the complexity of your
constraints and priorities) and then analyze the Builder Statistics by using the
pie charts.

10. As the builder progresses, messages will appear alerting you to any defi-
ciencies with the constraints, priorities or selections. The pie graphs will also
change to reflect successful schedules.
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11. The Student Schedule Builder is done when all three pie charts returnto a
three-dimensional view.

As the Student Schedule Builder is run, dynamic pie charts update to represent the
Current Schedule Statistics. Understanding how to read and use these pie charts helps
put the success of your run into perspective:

» Request Fulfillment — shows the percentage of requests met/not met, along with
the total number of requests.

Tip: if you ran only grade 6 in the middle school, out of grades 6, 7 and 8, then the
highest this number might reach would be 33% since grade 6 represents
approximately a third of all student requests in the middle school.

» Seat Capacity — shows the percentage of filled and not-filled seats, and the total
number of available seats. If this number is very low, it indicates that there are
more seats than necessary to meet student requests.

Tip: if you have double the number of seats that you need to fill student requests,
the highest number you might reach here would be 50%.

 Students Fully Scheduled - shows the percentage of fully-placed students versus
those not fully placed, along with a total number of students to be placed. If stu-
dents have more requests than they have room for in their schedule, then this num-
ber may be low because it is not possible to fully schedule those requests.

Tip: if you ran only grade 12 in the high school, out of grades 9 thru 12, then the highest
this number might reach would be 25% since grade 12 represents approximately a
quarter of all student requests in the high school.

Notes about Running the Student Schedule Builder
« Itis not recommended that multiple users try to initiate multiple runs at
the same time. This may result in an error or may force the builder to

abort.
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» Users can navigate away from the SSB tab while a run is in process
without losing their work. This allows users to continue editing student
requests or master schedule sections, or to review reports, while waiting
for the run to finish.

» Because the run screen is dynamic, a user who opens the Student Sched-
ule Builder tab while a run is in process will see live pie charts, even if they
are not the user who initiated the run.

« If you initiate a run for all students and all courses, and then initiate
another run for all students and all courses, the results of the first run will
be overwritten.

« If you initiate a run for seniors only, and then initiate another run for juni-
ors only, followed by sophomore-only and freshman-only runs, then the
results of each run will remain as you are not overriding previous run res-
ults.

Study Hall Overlay

Overlaying study halls is the process of going through each and every student schedule,
locating all idle times (times when a student has no classes scheduled) and filling in
these “holes” with sections of study hall.

Overlays should only be completed after counselors have had the opportunity to work
with student, staff, and building schedules, resolving any conflicts and manually
scheduling sections where necessary, and otherwise ensuring that the largest possible
number of students have their requests met and/or have full schedules. This ensures
that only those period slots that are truly available are filled with study hall sections.

A study hall overlay is done after you have performed an incremental lock. This can be
done easily with SchoolTool, though we need to make sure of a few things before we do
SO:

1. Verify there is at least a single course in the Course Catalog for study halls, and
that the course has been designated as Course Type: Study Hall.

2. Verify there are sections of this study hall course defined in the Master Sched-
ule Editor that have enough seats for all students that need the study hall for all
periods.

This means there is at least one section per period, and that each section
would need to have enough seats to cover all students that might have study
hall that period. If the study hall section does not have enough seats, then
more sections will be needed until there are enough.
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Note: If you are not sure how many study hall sections will be needed per
period, run the Student Free Periods report (see Student Free Periods Report).
The last page of this report will show you the number of students who are free
in each period, which should in turn help you estimate the number of sections
needed.

Note: All study hall sections should be set up as meeting every day, all year. In
SchoolTool, our study hall logic allows study hall sections to be "contracted
out" when a student's period-cycle day combination is already full. This
flexibility prevents the need to create sections for every open meeting pattern
you may find in student schedules.

3. Perform all Master Schedule Editor, Master Schedule Builder, Student Schedule
Builder, and Counseling tasks that are necessary to build and confirm all stu-
dents’ schedules.

4. Confirm The Master Schedule has been incrementally locked once, and only
once.

5. To actually run the overlay for study halls, after all of your scheduling is com-
plete, and the schedule has been locked, click on the Runcommand from within
the Student Schedule Builder.

6. The screen will refresh with a limited set of run options. Notice that a limited
set of courses appear in the Courses area. Many districts will only see one
option here, while others may have multiple classes that function as study halls
for specific groups of students, such as seniors, who may be granted special
privileges.
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7. Choose appropriate options, including the study halls you would like to sched-
ule (there is likely only one of these).
8. Click once on the Save @button to start the run.
9. Refer to Running the Student Schedule Builder for more information on running
the Student Schedule Builder.
10. Refer to Master Schedule Whiteboard section for details on using the White-
board to modify the master schedule.
11. Refer to the Locking the Master Schedule section to perform an incremental
lock on the schedule.

Note: After the Run has been completed, it is recommended that you review the
Section Load Report (see Section Load Report) for information on how the
study hall sections were filled. The Section Load Report will show each cycle
day and each semester, so you can understand headcount day by day
throughout the year. Use this information to modify sections in the Master
Schedule - i.e., make more periods where the loads are heaviest, and adjust
headcounts to appropriate sizes. Then, when you complete a final study hall
overlay, the Student Schedule Builder allows students to go into sections with
appropriate headcounts.

Note: It is not required that you perform a final, complete lock of the Master
Schedule after your study hall overlay. Leaving the Master Schedule
incrementally locked will allow users to perform updated study hall overlays as
the marking periods or semesters progress, thus giving counselors the
greatest flexibility in editing student schedules.

Run History

The Run History is displayed at the bottom of the Student Schedule Builder tab. This
section displays all SSB runs that have been performed as part of that year's schedule.
To view the details of a run, click once on the Edit [ button to the left of the name of
the run.
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The Run Details will display:

Currently, each run file contains basic data about the run. The pie charts do not reflect
the Run Details you are viewing.

If you generate a run for a single grade, and then do another run for the remaining
grades, the run results will be "in addition" to the results from the first single-grade run.
However, if you generate a run for a single grade, then do a second run for all grades, the
results from the first run are overwritten.

Note: To make a backup of the Master Schedule with these run results, use the Save
Copy button in the Master Schedule Editor. (See Backing Up and Restoring).

Deleting Runs

To delete a student schedule run or delete all runs, click once on the appropriate Delete
X button or use the Delete All X button in the upper right corner. The individual run, or
full run history, will be removed, depending on which option you selected.

If you wish to make changes to the master schedule sections after one or more student
schedule runs have been completed, you will need to delete the complete run history in
order to remove students from the sections.
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Note: When you use the Delete All ¥ button, all students are removed from the schedule.
This allows you to make changes to sections or re-run the Student Schedule Builder.

Master Schedule Reports

The process of scheduling, with SchoolTool, is greatly enhanced by the use of the
scheduling reports. SchoolTool offers over 200 “stock” reports, system wide, and over
two dozen specifically geared toward the process of scheduling.

SchoolTool reports can be used constantly throughout the scheduling process to double
check your work, and the results of SchoolTool’s automatic tools.

Report Recommendations

Reports will be covered here in the order they appear in SchoolTool, though
note that a number of the reports are specifically geared toward a particular
process within the Scheduling module. Here are some suggested reports that
are appropriate for different tasks:

Before Building the Master Schedule

Before building the master schedule, use these master schedule reports to
analyze existing course selection data and verify that all students have the
correct number of course selections so that conflicts are minimized.

There are six (6) reports that we recommend you use:

o Course Selection Totals per Department

Course Selection Reports per Department with Student Names
Course Selections per Student

Students without Course Selections

» Course Selections Versus Master Schedule

» Credits Selected vs. Credits Received Report

Before Running the Student Schedule Builder

Before selecting the Run button in the Student Schedule Builder, review several
master schedule reports to make sure you are on track.

» Course Selections versus Master Schedule

» Double Book Report

» Section Load Report

» Timeslots Requested vs. Timeslots Available report
« Conflict Matrix
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Singleton Conflict Matrix

Faculty Schedule report

» Master Schedule View report

» Active Courses by Period report

» Seats Per Period Per Grade report

After Running the Student Schedule Builder

After the Student Schedule Builder has been run, use these master schedule
reports to analyze the resulting schedules and resolve conflicts. Users will need
to review a variety of reports to see the full picture. The goal is to place as many
students with as few conflicts as possible. Additional reports allow users to see
smaller details and correct problems.

» Courses Not Placed Overview

» Section Load Report

» Students with Missing Courses

» Students Missing Lunch

» Student Course Selection with Courses Information
* Not Scheduled Student Course Selection

» Student Free Periods

» Faculty Free Periods

» Student Conflict

» Credits Requested vs. Credits Received Report
» Seats Per Period Per Grade report

Schedule Reports for Students and Teachers

As you approach the end of the scheduling process, use these reports to verify
individual student and faculty schedules generate schedules to be mailed home
generate rosters, etc.

» Faculty Schedule — Teacher Detail

e Course Reports

» Student Schedule Reports — All, Fall, and Spring, Standard or Grid style
 Daily Roster

Available Schedule Reports:

Faculty Schedule Report

Suggested use: Before running the Student Schedule Builder
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The Faculty Schedule Report provides an overview of each faculty and the
periods during which they are teaching courses. The report includes course
information, and can be run for all teachers, all teachers in a department or a
single teacher at a time.

There are three versions of this report. A standard version which breaks down a
teacher's class assignments period by period, semester by semester and cycle
day by cycle day; a Detail Standard version which is a one-page-per-teacher
report, and which lists every course on every cycle day, period by period; and a
Detail Grid version which resembles a student schedule, with cycle days across
the top and periods (with times) down the left.

To generate the Standard or Grid report:

1. Select Faculty Schedule from the list of Master Schedule report
options. A sub screen will appear.

2. Select the appropriate radio button — either Allfor all courses/teachers,
or Teacherto show the Faculty Schedule for a teacher or a group of
teachers by department.

3. Select the Standard or Grid radio button. (Both will result in the same
report.)

4. Click once on the Run Report button.

This report will be multiple pages in length.

» The first page will be the full-year view for all teachers, all periods
and all cycle days.

Note: Each cell holds a limited number of characters and it may
not be possible to see everything a teacher teaches per period, if
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they teach different courses on different cycle days in the same
period.

» The next group of pages will represent the first marking period
and the first cycle day, and then the first marking period and the
next cycle day, etc, until all marking periods and all cycle day vari-
ations are displayed on individual pages.

» Make sure to review all pages of the report to get a full picture of
the schedule for all marking periods and cycle days.

Master Schedule View Report

Suggested use: Before running the Student Schedule Builder

The Master Schedule View report provides an overview, by full year or semester
by semester, of how classes have been scheduled into rooms and how
teachers have been scheduled for classes.

There are two versions of this report:

« Room- room allocation period by period with all courses in each room for
each cycle day; can be run for all rooms or a particular room. Users can
choose to display or hide Course information, Cycle Days, Faculty names,
and Semesters.

» Faculty- faculty schedules by period with all courses for each cycle day;
can be run for all teachers, all teachers in a department or a single
teacher. Users can choose to display or hide Course information, Cycle
Days, Room numbers, and Semesters.

Note: These reports open in the application instead of in a separate pop-
up window as with most other reports. To use this report while editing the
master schedule, you may want to open multiple instances of SchoolTool,
and have one open to this report.

Note: There is no way to directly print this report from this page. To print
this information, you will have to copy/paste this information to another
spreadsheet or document.
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To generate this report for Rooms:

1. Select the radio button for Room. This is the default view of this
report.

2. Select ALL (for all rooms), or choose a room from the drop-down list.
'‘ALL' is the default.

3. Select the appropriate Semester from the drop-down menu. 'ALL' is the
default.

4. Check or uncheck the boxes to note which fields to display or hide:
Course, Faculty, Cycle Days, Semester. The default is set to display all.

5. Click once on the Run Report button. The report will update on this
screen.

To generate this report for Faculty:

—_—

. Select the radio button for Faculty.

2. Select the Department from the first drop-down list. 'ALL'" is the default
and will result in a report with all teachers in the building.

3. Select the Teacher from the second drop-down list. '‘ALL' is the default
and will result in a report with all teachers in the department.

4. Select the appropriate Semester from the drop-down menu. 'ALL' is the

default.
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5. Check or uncheck the boxes to note which fields to display or hide:

Course, Room, Cycle Days, Semester. The default is set to display all.

6. Click once on the Run Report button. The report will update on this

screen.

Active Courses by Period Matrix

Suggested use: Before running the Student Schedule Builder

This report is used to see an overall view of sections per period. Users can

quickly see section counts per course so they can assign or hire faculty. Also,
they can see if they do not have enough sections of a course.

This report automatically appears when selected. There is no pre-screen.

Active Courses by Periods Matrix
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Note: At the far right of each course row, you can see the total number of

sections for that course. At the bottom of the last page of this report, you will
see the total number of sections per period across all courses, as well as the
total number of sections overall.
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Courses Not Placed Overview Report

Suggested use: After running the Student Schedule Builder

The Courses Not Placed Overview report option has a feature-rich pre-screen
allowing for searching and sorting of courses based on the students that did, or
did not, get scheduled into courses they selected.

This screen is useful after a Student Schedule Builder run has been completed.
With it, we can examine all courses that did not have perfect placement as well
as the students that were not placed. We can print multiple reports that
examine these courses and students as well as directly modify a student's
schedule to ensure they are placed in the appropriate course sections.

Note: By default, SchoolTool allows you to see 20 students and their schedules
at a time.

« Courses that have more than 20 students not placed will display a red flag
PM8to the far left of the course row.
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« In order to see more than 20 students at a time, use the Max field at the
upper right of the Courses Not Placed Overview Screen. Change this to a
number higher than 20, say 28, and then click the Refresh &button. The
screen will update and the red flags will change to green Expand Jbut-
tons so you can see the names and schedules of the 28 (or less) stu-
dents.

» The Courses Not Placed Overview screen opens with a full list of all
courses that students have selected. Alongside of each course name, are
four columns of numbers:

» Selected: This number represents the total number of students that
have selected a particular course.

» Placed: This number indicates the number of students that are cur-
rently scheduled into all of the course's sections. Students could
have been scheduled manually by an administrator or counselor, or
the student could have been placed into a course section with the
Student Schedule Builder automatic tools.

» Not Placed: This is the number of students that have selected the
course, but did not get scheduled for it. They may not have been
included in the Student Schedule Builder run, may have a scheduling
conflict, or may have a constraint conflict.

» Seats: This is the number of seats available across all sections of
this course. If you see that the number of seats is too small to meet
the number of requests, this would explain why students were not
placed.

Printing Reports

To print the information presented on this screen in a report format simply click
on the Courses Not Placed Overview Report printer & button in the upper left
corner of the screen.
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This report summarizes the information found on the pre-screen, placing
course information in two columns to help minimize the number of pages. This
report ignores the Student Schedule Report Format selected in the drop-down
menu.

If you would like to see the schedules of all students that did not make it into a
specific course, use the dropdown at the top of the screen to select the report
format you wish to use.

1. Select the report format you would like from the drop-down at the top
of the screen.

2. Click on the Print Student Schedules @button next to the course you
would like to see.

The report will open in a separate pop-up window.
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Note: If you had chosen the Student Missing Courses report format
from the top of the screen, you will not only see the students'
schedules, but you will see courses the student requested, but did not
get, at the bottom. These not-placed courses show up with no section
number, room, period, days met, or teacher.

Drilling into Courses

With this screen, we have the ability to "drill down" through the courses that
contain not-placed students. That is, instead of printing a series of reports and
searching for specific students, we can view the students on the screen, and
print their schedules individually as we please.

1. Locate the course that has not-placed students.
2. Click once on the green Expand ¥button next to the course to see the
students that were not placed.

Notice the Expand button is now a Collapse 4" button. Clicking on this
will hide the list of students so you can quickly expand another course.
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Each student row includes the student's name, current grade and
credits scheduled versus credits selected.

3. From within each student record, you have two options:

« Use the Print Student Schedule & button to print the individual
student's schedule. The report that prints will be based on the
report format selected at the top of this screen in the Student
Schedule Report Format drop-down.

« Use the Manually Edit Student Schedule [ button to view a stu-
dent's schedule, evaluate why the student did not get placed into
a section of this class, and if appropriate, manually place the stu-
dent into their courses. (See Manually Scheduling a Student for
specifics.)

Performing a Mini Student Schedule Run

Users may also perform a mini student schedule run for a select group
of students for a specific course. Use the Student Schedules Run &
button to the left of the course row to remove the schedules from the
students who were not placed into sections of this course and re-run
their full schedules, without affecting the rest of the students who
have already been scheduled into this course section(s).

Course Reports

Suggested use: After running the Student Schedule Builder

The Course Report is similar to a class roster. It shows the individual students
in each section of a course, along with their gender, grade, counselor and date
of birth.

The Course Reports report will initially prompt for the type of report to create:

« Allto report on all sections of all courses
» Teacherto report on all of a specific teacher’s courses or all teachers

within a department’s courses
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Courseto report on only a specific course, or all courses within a depart-
ment

Additional Report Options allow the user to decide how the information will
display in the report:

Landscape prints as many courses as can fit on a landscape-format
page, scrolling the courses across two columns, as necessary. This is a
paper-saving report, utilizing a smaller text size to fit more on a single
page.

Portrait prints as many courses as can fit on a portrait-format page,
scrolling courses across multiple pages, as necessary. The text size in
this report is slightly larger and thus easier to read.

Page breaks after each sectionallow the user to conserve paper by print-
ing multiple courses per page (when the box is unchecked) or print roster-
style reports wit

h one course per page (when the box is checked).

Hide student details allows the user to generate this report with course
information only (all individual student rows will be hidden).

Sample of the default Landscape format with student details visible:
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Sample Portrait format with student details hidden:
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Course List 5/23/2019 2:38:34PM
Mindex HS : High School : 2017-2018
00053 English 11 Teacher(s): Adams, Kimberly
Period: 1 Section: 3 Days:AB Sem: S1. 52 Room: 145
Course Total: 19 Male: 8 Female: 11 Grade: [11]=19
00110 Spanish 2 Teacher(s): Adams, Kimberly
Period: 2 Section: 1 Days:AB Sem: 51,82 Room: 100
Course Total: 18 Male: 11 Female: 7 Grade: [ 9]=16 [10]=1 [11]=1
00110 Spanish 2 Teacher(s): Adams, Kimberly
Period: 3 Section: 2 Days:AB Sem: S1, 82 Room: 100
Course Total: 14 Male: 5 Female: 9 Grade: [ 9]=11 [10]=1 [11]=2
00111 Spanish 3 Teacher(s): Adams, Kimberly
Period: 4 Section: 1 Days:AB Sem: S1. 52 Room: 100
Course Total: 16 Male: 6 Female: 10 Grade: [10]=16
00111 Spanish 3 Teacher(s): Adams, Kimberly
Period: 9 Section: 2 Days:AB Sem: S1, 52 Room: 100
Course Total- 18 Male: 8 Female: 10 Grade: [10]=18
00111 Spanish 3 Teacher(s): Adams, Kimberly
Period: 8 Section: 3 Days:A.B Sem: S1, 52 Room: 100
Course Total: 19 Male: 11 Female: 8 Grade: [10]=17 [11]=2
Sample Portrait format with larger font size:
Course List 3T 2I33EPM
High School : High Schoel : 2006-2007
03200 ENGLISHOB Teacher(s) Anders, Susan
Period: 2 Section: 1 Days:1.2345 Sem: F,§ Reoom: 317
Student ID . Osnder  Gyade  Counselor DoB Team Heeds
03% Baily, Lisa F Ll Ramos 0613991
51689 Bomner, Jordan M §  Smith 02240 992 L
64773 Bomner, MaxL M 9 La 2nines2
51502 Deifer, Erin M E 9 Robison 020171992
49576 Hall, Lillian E El Lei 030061 992
63453 Hoffman, Junyi M 9 Smith 11191992
64305 Howarter, Lus & M #  Smith 0=13n992
317 Lambent, Alezander M 9 Smith 12051991
49466 Martinez, Ellen F L More 090311991
4710 Mitchell, Rabia E 9 Ramos 02n5n991
66273 Moore, Priscills F F 9 Le 05011991
53053 Rofrignez, Faal I M %  Ramos 107141992
51673 Rollins, Andrew M 9 Robison 03121991
53934 Romero, Raymond C M 2 Yelow 1160992
49406 Sroith, Jalisrne F 9 Ramos 0401701992
63531 Taylor, Loxma R F #  More 06061 991
54677 Thotnas, Amdeep F 9 Robison 07nEn992
63303 Tompson, Amos M o Lai 12211991 304
51990 Wail, Hannsh F 9 Robison 02001992
63171 Whitehead, Dervid R, M 9 Mor 04091992
54109 Whitehead, Sarsh F ?  Mor 11211991
Congse Total: 21 Jolale 10 Female 11 Crade [91=31

Course Selection Totals per Department

Suggested use: Before building the Master Schedule

The Course Selection Totals per Department report lists all courses in a
summary-style view, including details such as department, course number,
course name, total number of selections (requests), break down of requests by
gender and grade, and priority (High, Medium, Low) by course.

This report is used to verify section counts for faculty usage and to ensure the
students who have requested the courses are in an appropriate grade for the
course.

This report automatically appears when selected. There is no pre-screen.
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Note: This report displays one row per priority. In the above example, Course #
571 FOUND IN MEDIA ARTS looks as if it is duplicated (i.e., two rows), but
really, there are two rows, one for each priority value (i.e., 95 selections as
priority = HIGH and 1 selection with priority = MEDIUM).

Note: Priority comes from the Student Course Selection screens. If the course is
a core class, it will automatically display with a priority of High. If the course is
designated as an elective course in the Course Catalog, the user may assign a
priority of High, Medium, or Low to the course when entering student
selections. The selected priority then displays here.

Course Selection Reports per Department with Student Names
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Suggested use: Before building the Master Schedule

The Course Selection Reports per Department with Student Names report lists
all students who requested a course. This report includes details such as
student ID, student name, gender, grade, counselor and date of birth. Each page
has a total number of selections and a break down by gender and by grade. Use
this report to review selection details.

There is a pre-screen for this report that prompts for All (all courses and
students) or for a specific department and Course.

Note: This report is a landscape-format report, and student names will scroll
across two columns, or multiple pages as necessary. There is no way to change
the text size or display of information in this report.
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Course Selections per Student

Suggested use: Before building the Master Schedule

The Course Selections per Student report can be generated for all students, a
single student, a single grade or a homeroom. Details on the report include
student demographic data, as well as a listing of each course selected, its
priority, its credits, and a total number of credits selected overall. This report
will also include a Request Type column which shows whether the selected
courses are associated with Summer School or the Regular School Year. This
can be used to send home to parents before the schedule is set, for their
approval.

There is a pre-screen for this report that provides the ability to print All
Students, or a single Homeroom, Grade, or Student.

In addition, users may Sort By the following options: alphabetically by Student
last name, numerically by Homeroom number, alphabetically by Counselor last
name, numerically by Grade, or numerically by Zip Code.
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Timeslots Requested vs Timeslots Available

Suggested use: Before running the Student Schedule Builder

The Timeslots Requested vs. Timeslots Available report is a useful tool to verify
that students have the correct number of selections before you run the Student
Schedule Builder.

Note: This report will not fully populate until Master Schedule sections exist for
all courses which have requests.

The available timeslots are figured based on:

For example, if there are 6 cycle days, 2 semesters (fall and spring) and 8
periods per day, this is a total of (6 x 2 x 8) 96 slots, minus 12 slots for lunch
(which are assumed in SchoolTool's logic: 6 cycle days times 2 semesters).
That gives us 84 available slots for classes, as seen below.

IRMT302:41 M Timeslots Requested vs. Timeslots Available
Timeslots requested: 104.00 _Timeslots available: 84 S010 Tenfer Lei
52189 Adshy Riddl
" D Failt ishwarya .
5015 Mat 5t 4l Alba King
ey evens poiet Gablad T
Timeslots requested: 10200 Timeslots available: 84 Thneslots 4:8200 Timeslots available: 84
S D Futt Lastame — Lastlt
30085 Tiffeny Gabaldon 47764 George Woalker
) . 51910 Rafael Mitchell
Timeslots requested: 95.00 _Timeslats available: 84 e Molly Spert
StudentlD  EirstHame Lasthiame
466 Ellen Matinez Timeslots d:81.00 Timeslois available: §4
50350 Adam King T Lt

The first sections of the report (above) show you students who have selected
more slots than they have available (i.e., Matvey Stevens has 104 slots
requested and Tiffany Gabaldon has 102 slots requested). This indicates that
when you run the load, they will not be able to be fully scheduled since some
courses cannot fit.
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JANTI0041 P Timeslots Requested vs. Timeslots Available

Timeslots requested: 2200  Timeslots available: 84

StudentD  Firstiame Lastiame
52589 Fulin Moose
Timeslots requesied: 2000 Timeslois available: 84
StudentlD  Firsthlame Lastame
53053 Paul Roftiguez

The end of the report shows students who don't have enough selections. Use
this to help fully schedule students who may have fallen through the cracks or
who may have only recently been enrolled, or ignore students who should only
have a few selections, such as part time students, 5t year seniors, etc.

Note: If a student has requested a course that is blocked (ie, two periods long)
or which runs for multiple periods in a row (such as Vo-Tech courses), this
report may indicate that the student does not have enough timeslots requested.
But as long as you understand what courses have been selected and how they
are set up, you can ignore the numbers.

Note: This report only includes basic student data: ID, first name and last name.
All students in the selected school building are displayed together, and the
order is random (i.e. not alpha.)

Section Load Report

This report shows all sections of each course with details such as the period
the section is delivered in, the faculty who instructs the section, the team
assigned to that section (if one), the semesters and cycle days when the course
meets, the room where it meets and the current status (closed or null which is
open). Additionally, the following totals are included in this report:

« Max: maximum head count for the section

» Total: number of students currently in the section

« Total boys (M) and girls (F) in the section

« Needs: total special-needs students (denoted by the student having a
Needs-designated program service record) in the section

Users can print or export this report, or use the tree to navigate to a particular
course. Use the details here to understand the number of students who
requested the course, the number who got into the course and the number who
didn’t. This is helpful in balancing sections and clearing up bottlenecks in
scheduling.
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For example, for Course # 00053 English 11 (below), there were 118 total
selections for that course (1st number in parentheses), but 138 seats are
actually occupied for this course (2nd number in parentheses; this will include
any students taking the course twice, or students who have been manually
scheduled for the course). This resulted 3 students who selected the course but
did not get at least one section of that course (in the 3rd parentheses).

This report automatically appears when selected. There is no pre-screen.

Note: Courses such as labs may display with 0 requests but a large number
placed. This usually indicates that the lab was linked to a lecture course and
students were placed into the sections based on requests for the lecture.

Note: Study halls and lunches will often display as though each period and
section is duplicated, tripled or quadrupled, etc, based on the number of cycle
day and semester combinations possible. This is to allow the greatest
scheduling flexibility in giving a student only what they need or have room for.

Section Load View

The Section Load View reflects the information presented in the Section Load
Report, but allows users to toggle between various views, print a Section Load
Report based on their current view, or print student schedules. It also allows
users to drill down to various levels of detail and make changes as appropriate.

When first accessing the Section Load View, a list of all courses from the
Master Schedule appears. The user can use the Print & icon in the top left
corner of the screen to print the Section Load Report for all courses. In addition,
each course has its own Print & icon, allowing users to print the Section Load
Report for that course only.
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Users may click the Show Sections W to view the details of that course. This
will provide the user with a detailed view of all sections of the selected course.

Courses with students placed in them will have buttons to print or show
additional details. Users may click the Print @& icon for a specific section to
print schedules for all students in that section. They may also click the Show
Students ¥ button to view all students currently assigned to that section.

Users may print & a specific student’s schedule from this list. Click the Edit
Student Schedule [# button to jump to the selected Student Record > Student
Schedule tab, where users may make the appropriate changes. To move to the
next student in the list, use the navigation buttons at the top of the Student
Record, or click the Done €= button to return to the Section Load View.
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Conflict Matrix

Suggested use: While building the Master Schedule and before running the
Student Schedule Builder

This report shows potential course conflicts, if courses are placed in the same
periods, based on student requests. This report does NOT reflect live head-to-
head conflicts, as it is typically used to evaluate section placements/period
assignments during the creation of the Master Schedule and prior to a Student
Schedule run.
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The top line of this report shows the course which could have conflicts (e.g.,
Course #0012 English 10, below). This is followed by an alphabetical list of
other courses which students currently have requested in common. The
numbers to the right of each conflict row indicate the total number of potential
student head-to-head conflicts if sections of these courses are placed in the
same period.

In the example below, 222 students have requests for both Course #0012
English 10 and Course #0111 Global Hist & Geo 10. If both courses are
scheduled into the same period(s), and there are not enough sections for a
student to get one of each in different periods, a conflict will result.

This report automatically appears when selected. There is no pre-screen.

Singleton Conflict Matrix

Suggested use: While building the Master Schedule and before running the
Student Schedule Builder

This is a useful report when balancing the period assignments of singleton
courses. This report shows where potential singleton conflicts could exist
based on student course requests.

The top line of this report shows the singleton course which could have
conflicts (e.g., Course #1210 ENGLISH, below). This is followed by an
alphabetical list of other singleton courses which students currently have
requested in common. The numbers to the right of each conflict row indicate
the total number of potential student head-to-head conflicts if these singletons
are placed in the same period.

In the example below, 6 students have requests for both Course #1210
ENGLISH and Course #1230 SOCIAL STUDIES & GEO. If both singleton courses
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are scheduled into the same period, 5 conflicts will result, and students will only
get one of the two courses during a student schedule run.

This report automatically appears when selected. There is no pre-screen.

Student Schedule Reports

Suggested use: Before building the Master Schedule or after running the Student
Schedule Builder

Use these reports to double check student schedules and see exactly which
students requested which courses but didn't get them, or just to verify how a
student's schedule looks after a schedule run has been performed.

The pre-screen for these reports allows you to select the report you want from a
drop-down, as well as giving the user Search By (All Students, Per Home Room,
Per Grade or By Student) and Sort By (Student, Home Room, Counselor, Grade
or Zip Code) radio button options:

Note: The options presented in the Report Format drop-down list come from the
reports set up by and for the district. For example, your district may have
options for each different school level, if multiple school levels are present in

Scheduling Module User Guide Page 140 of 246
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



the same building. Other districts may have reports for each marking period
instead of just each semester. More information on setting up these reports is
available in the Maintenance User Guide and in the Maintenance — Application —
Report Format documentation.

Standard Schedule Report: Displays a full-year schedule for all selected
students. You will see the student names appear in the Preview pane of the
Crystal Viewer window at the left.

Fall Semester Schedule, Spring Schedule Report (or Other): Displays a fall-only
or spring-only (or other marking-period or building-level-only) schedule for all
selected students.

Missing Course Selections: Displays schedules for only those students who
have one or more selections missing from their schedule.

Grid Schedule RS: Uses Reporting Services to provide a Student Schedule
Report with several configurable display options.

Student Schedule
High Schiool : High School - 2006-2007 05052006

Changed Date: 05052006
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s = AMEF: LIT REGENTS

[ = PART IH 00V LOCAL

Note: Some of the items on these reports can be turned on or off with prompts
in the Maintenance area. These options include: Locker, Locker Combination,
Counselor name, Building Information, Student Information, Address, and
Homeroom Teacher Name. Some reports also allow the user to turn these
options on or off from within the report itself. Refer to the Maintenance -
Application — Report Format document for more information.

Students without Course Selections
Suggested use: Before building the Master Schedule
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The Students without Course Selections report gives a complete list of all
students, in alphabetical order across all grades for the selected building, who
do not have any selections made. Use this report to work with individual
students and make sure selection requests are made before the Master
Schedule Builder is run.

This report automatically appears when selected. There is no pre-screen.

Students without Course Selections
High $chool : High Scheel : 2007-2008

D Name Grade

5044 ACHILLES, Adwm 12 220 CAPOSERRE, Elimbeth T 11
3508 ACHILLES, SnE 12 4331 CAPOSERRE BricaL 12
2056 AVERILL, Joln B 0 7260 CAPOSERRE, Johm P 17
4304 AVERILL.Eyle K 12 4176 CAPOSERRE. Fara 112
4211 AVERILL, William 12 3502 CAPOSERRE Kewin L 12
4174 BARNES, snires L n 4275 CAPOSERRE. Matthwwr & n
101737 BATTACGLINITR. Pruk P 10 2069 CAPOSERRE, Michael & 17
3986 BECK, Aaron M 12 3889 CAPOSERRE, Hethan D 12
4072 BECK, Alanndm L 12 4960 CAPOSERRE. Micolleme P 112
4004 BENTON, fmanda 5 12 5113 CAPOSERRE Pamsha 5 12
3565 BENTON, Aathworcy 12 3960 CAPOSERRE, Tuvpa M 112
3492 BENTOM, Bobby L 12 3097 CAPOSERRE, Tiwey M 12
2664 BENTOH, Eradley 12 410% CAROW, Eric 17
4121 BENTOH, Corey S 12 4966 CAROW, James E 12
602 BENTON, Dawid € n EN CAROW, Kathryn 12
4270 BENTON, Gregory 12 3452 CAROW, Mack 12
4022 BENTOH, Eathlesn 12 4049 CAROW, Hichole E 12

This report displays student grades based on active enrollments:

e If you run the report in the current active school year for next year's mas-
ter schedule, you will see students listed here in their projected grades.
For example a student listed as Grade 9 is in fact currently in Grade 8.

« If you run the report after all grade levels have been advanced, you will see
students listed in their actual grades. For example, a student listed as
Grade 9 will really be actively enrolled in Grade 9.

Note: Students only appear on this report if they have no selections. If a
student has a single selection, even though his selections may not be
complete, he will not appear on this report.

Schedule Placement Information Report

Suggested use: After running the Student Schedule Builder

This report shows the percentage break down and actual raw numbers of
students who were not scheduled into one or more required and/or elective
courses, based on student requests. The report is a summary report showing
school level totals at the top of page one, and individual grade totals below.
Individual student names are not included here.

The first section of this report shows statistics for the whole building.
Subsequent sections break down statistics per grade.
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Schedule Placement Information 10T 55 g
High School : High Sehool | 20072002
Building Tourses 7 Shulents W Students # Sebents
Tiet Required Hective Required +
Seheduled Classes Percentage Classes Percentsge Elective Percembage
o iy £9.39% T4 62.30% 857 45 46%
1 m 18.35% 33 28.27% 7 1%
2 ] 701% w 7A2% 168 14.01%
3 k] 3% Fil 1.75% m B.4T%
4 15 1.25% 3 0.5% F:] 234%
3 2 0A7% 16 1.33%
] £ 00E% 9 0.75%
7 5 0.25% 1 0.08%
2 2 0.17% 1 0.05%
& 1 0.08% 1 0.08%
1 3 0.25%
12 1 0.08%
1] 1199 1139
b Comrses # Srudents & Sudewts A Seudents
Mot Required Hlective Required +
Seheduled Classes Fercentage Classes Fercentage Elective Percentige
o m E224% 195 EBT% 177 TR
1 % B30% 0 Hal% " e
2 7 229% 16 523% % 250%
3 1 033% 4 131% E 161%
4 1 033% 1 035 2 065%
& 1 033
7 1 035%
i 0.33%
306 306 ]

This report automatically appears when selected. There is no pre-screen.

How to read this report:

In the example below, the first row tells us the following:

9 Courses # Students # Students # Students
Not Required Blective Required +
Scheduled Classes Percentage Classes Percentage Elective Percentage
0 0 8.24% 195 373% 177 ST34%
1 26 830% 90 9 41% 91 29.74%

» 26 ninth-grade students are missing 1 required class which they had

requested, representing 8.5% of ninth graders
» 90 ninth-grade students are missing 1 elective class which they had

requested, representing 29.41% of ninth graders
» 91 ninth-grade students are missing 1 required class AND 1 elective class,

representing 29.74% of ninth graders

Students with Missing Courses Report

Suggested use: After running the Student Schedule Builder

This report is a list of students whose schedules are missing one or more
courses based on their requests. The report starts by showing those missing
only one course and progresses until the last page shows those missing the
most courses.

This report automatically appears when selected. There is no pre-screen.
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Students with Missing Course(s)
High School - High School : 20072008 107042007
Student I Student Mame Grade
Missing 5 Course(s)
A5 Bonner, Kathrypn 12
51714 Brown, Patrick Petes 12
0198 Jake, Rachael 12
51693 King, Ryan 12
3736 Moore, Ramachandra 12
51943 Moose, Laura 12
54679 Thomas, Kuldeep 12
a7 Boyd, Brodenick R 1
0403 Gorzalez, Hannah 1
49000 More, Brendan 11
62932 Ramirez, Khiyle Subin 1
ol Eonner, Jordsn 10
64450 Eonner, Stanford ] 10
51339 Farcies, Caithin E ]
63549 Marszall, Christian A 1
65158 Pots, Cargon W 10
Tetal Students Missing 5§ Courselsk 16
Missing 6 Cowrse(s)
SN23 Eonzver, Michael Thomas 12
34210 Button, Francisca 12
0013 Tayton, Katharine L 12
2534 Hall, Patrice 1
42070 More, Cassandrs 1
G546 Taylor, Alezandea C 1
66273 Moare, Priscills F 10
22779 Smath, Robin I F. 10
64392 Jonson, Filishia L £
Total Students Missing 6 Course(s): 9

Note:To see what courses these students did not get, use the Student Schedule
Report — Missing Course Selections and the Not Scheduled Student Course
Selection Report.

Students Missing Lunch

Suggested use: After running the Student Schedule Builder

The Students Missing Lunch report is an easy way to quickly determine which
students have not been scheduled for a lunch, after a run including lunches has
been performed. This report is a full list of all students, in grade order, that have
not been scheduled for a lunch.

The Requested column depicts whether the student should have gotten lunch
(an X indicates it was requested) or not (no X indicates the Do Not Schedule
Lunch option was selected in the student course selection area). Students who
did not request lunch, and thus would not have been scheduled for lunch, will
also appear on this report.

This report automatically appears when selected. There is no pre-screen.
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Students Missing Lunch 0272372005 407:40 P
High School | High School : 2005-2006
Studet Studenttd ___Grade Womesoom ___Team___Requested Student Studeotil ___Grade_Momeraom __ Team___Requested
AVERLL, Antrony e g X UCKMGHAM, Srare asas W caE x
AVERLL, Deanng 5479 9 an x BUCKINGHAM, Tyter Rrud " w
AVERLL, Harrls 603 L] 105 LS BURKHART Madthe-w 073 10 CAFE ®
AVERILL, Michasl 38T e 148 CAPOSERRE, Marisiers w“n 10 1"r
AVERLL, Pameds Sag1 [] 145 X CEDARS, Amands “n 10 o9
BARNES, Mincly e ) 132 X CEDARS Erttany 4585 10 12z
BECK, Ashiey ares 9 L CLALIDUA, Gregory 434 0 CAFE
BERKSHRE, deventy 5555 ] 13 X CURTS, Christophes 433 0 CAFE
Bk, Jou 01 X0 e x CURTIS, Kristy R ['] CAFE
BRYANS, Gary 934 9 13 CURTIS, Soan 488 o CAFE
BUCKINGHAM, Alysa 6544 9 133 X DANGERFELD, Edwand 04T 10 132 X
BURKHART, Hasther T2 H] 105 X DANCERFELD, Exzatety 4555 0 Ea
CAPOSERRE, Stapren & 9 Rk DANGERFELD, MBcent. 5240 [:] o
OAMGERFELD, Asey 5223 s m X DUNCAN,Meholas 55 w0 x
DANGERFELD, Devon £ 9 132 ELEFANTE, Thomas T4 L] i
DANGERFELD, Savmantha 5653 L] o ELEF ANTE. William 5525 10 w ¥
ESERHOVER, Katie ar L) ol X GARDINER, Ncole L 10 CAFE x
ELEFANTE, Dytan 608 1 Rk ] GARDINER, Ncole aTe [i] CAFE
GARORER, Fuberts a2 s m X GARDNER, obott s W care X
GARFELD, Pad 10053 9 D GARTSON, Dustin 532 24
GARFELD, Stepharie 08 9 1. GFFORD, Madsiene 4080 10 13
GOEBEL, Chrisiopher pratrd 1] e X GOEBEL, Dana > 10 CAFE X
GOBBEL, Shark ares L] A GOBBEL, Justn ) [:] nr
GREGORY, Joseph are 9 04 GOODMAN, Delberste 7302 10 e
HARVARD, Harek 55 9 145 X HARVARD, Kathn 4112 10 12
l: ﬁ Samantha 23003 1] ﬁ X FERNCN, Sterfanie. 16_!6 0 CAFE

Note: If the Lunch course is designated as a Course Type of Neither in the
Course Catalog, then this report will show every student as Missing Lunch,
regardless of whether they actually were scheduled into a lunch section or not.
This is because the Course Type of Neither ignores the SchoolTool Lunch logic,
which tries to give every student a lunch unless specifically designated not to.

Student Course Selection with Courses Information

Suggested use: After running the Student Schedule Builder

The Student Course Selection with Courses Information report uses a simple or
advanced search to find a student; the report then lists all selections just for
that student. This can be used to review with guidance counselors to ensure
students are meeting the minimum requirements for graduation.

Details on the report include the student ID, student name and address, gender,
grade, date of birth and home phone, along with all selections. Selections
include course #, course name, cycle days and semesters, total number of
available sections, and alternate periods when the course is offered.

Note: if your search yields a single student, the report will open automatically
for that student. If your search yields a list, the report will open for a single
student after you have selected a student from the list. There is no way to
generate this report for multiple students at a time.

Note: The Available Periods column displays all periods where this course is
available, as well as current headcounts for each period. For example, for
English 10 Honors, there are 5 sections, and the first one in period 3 currently
has 30 students scheduled into it, even though the max head count is 25.
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Student Course Selection With Course Information H16M5 31300 PM
High School - High Schaol : 10042005

[Srstent 1D Hams & Addrans T |Gb | DOB [ Fhom ]

4218 HIBEIT, STEPHEN u_ | 10| 01310989 | 5555555 ]
ECCHESTER, HY 12345

Courve il Course Name leDays Sem #f Sections Available Periods

027 ENGLISH 10 HONGEE AE FE 5 3 (3025 4 QW) 3 (2025 7 () § (05)

127 GLOBALST.10 HONORS A o4 5 (1725) 6 (155) 8 (1625) § (31725)

225 LIVINGENVIRON REG AB Y] 1 (2825) 2 (9725) 2 (D625) 3 (N5 4 (D60S) 4 (I6ES) 6 (ZIS) 6

(2825) 7 (3125) 7 (26/25) 8 (2625) B (26025) § (W25 9 (27295

348 MATHB2H-FALL AE F 2 2 (3430) T (1730)

356 MATH B3 H-SPRING AE 5 2 2 (3450) T (1&30)

4% IPANLH YR 2 HORORS AE Ft 2 7 (0025 @ (125

555 TV PRODUCTION 1 AE F 2 21407 7 (1717

556 TV PRODUCTION 2 AE 5 2 2(NA7 7 (817

630 CONCERT BAND AE Fi o1 3 (74N00)

7] PE 10112 FALL B LI 1 (80/34) 2 (4234) 2 (41/34) 3 (36034) 3 (3304) 3 (3504) 3 (38734) 4
(48/34) 5 (29/34) 5 (29054) 6 (2534) 6 (IBO4) 6 (1) 7 (4734) 7
(45/34) B (4504) 8 (4454) 9 (3654) 4 (26050)

T2 PE 10V11/12 FALL A F 20 1 (4354) 2 (42/34) 3 (40/34) 3 (38/34) 4 (46034) 5 (2704) 5 (3434) 6
(23/34) & (404) & (1734) & (14/34) 7 (4204) 7 (4304) 2 (4504) 8
(4734) 9 (2204) 9 (32B4) 2 (42034) T (2600) 3 (290

3 PE LOA1/12 SPRING A s 17 1 (40034) 2 (S1AB4) 3 (400B4) 3 (41734) 4 (45034) 5 (2I04) S () 8
(I634) & (15034) & (1834) & (1204) 7 (4304) 7 (4334) 8 (4404) 8
(4434) 9 (3304) 9 (3654)

m PE LD 1A2 SPRING B 5 9 1 (80034) 2 (5134) 2 (84/34) 3 (3204) 3 (31034) 3 (33054) 3 (3134) 4

(43/34) 5 (2734) 5 (2BG4) 6 (2134) 6 (2204) 6 (1534) 7 (40034) 7
(4234) B (44/34) 8 (4154) 9 (3434) 7 (2704)

Not Scheduled Student Course Selection Report

Suggested use: After running the Student Schedule Builder

This report shows, by course, which students did not get their requested
courses. Specific student names are also listed. Use this list to help resolve
conflicts. The information here may indicate students who had too many
selections to begin with.

1. Select the Not Scheduled Student Course Selectionreport from the list
of Master Schedule reports.
2. Select the appropriate radio button:
A. All for all courses.
B. Course for a specific course or all courses in a department.
3. Click once on the Run Reportbutton to generate the report. The report
will appear in a separate report viewer window.

Not Sche duled Student Course Selection S 4
HighSchool  High School - 20042005
Department: Art
Course : ADVANCED JEWELRY MAKING
Sradent D Srudent Name Gemder Grade
10 CORRONE, ANRITAT )
s WERART A

Daily Roster Report

Suggested use: After running the Student Schedule Builder
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The Daily Roster Report provides a convenient way to print class rosters. The
rosters are printed in order of class section, and can be printed for individual

teachers, courses, semester, periods, or cycle days.

A prescreen allows users to choose a number of different criteria, in a number
of different ways, making it easy to choose, for instance, only Mr. Goodman'’s

English 10H classes on A days of semester 1. You may also leave some of
these fields blank, so all of Mr. Goodman's classes can be printed, or all
Semester 1 A day courses for any teacher. To view Supplemental Courses,

select “NONE" in the Period drop-down menu.

Daily Roster Report

Male: 14
Femaled

Course Total: 23

Mindex HS : High School : 2019-2020 07/03/2019

00053 English 11 Woolton, Jerry Semester: §1 Cycle Day: M

Section: 5 Period: 5 Room: 94
Student ID Student Name Gender Grade Counselor DoB Home District
19139 Adams, Theresa M F 11 04/29/2003
19744 Adams, William M M 1" 03/07/2003 Neighbor District #1
19582 Anderson, Eugene T M 11 05/29/2003
19258 Anderson, Mary R F 1" 02/09/2003
21044 Appleberry, Steven J M 11 05/15/2003  Allentown
19190 Baker, Danny O M 1" 04/30/2003
19182 Bennett, Leonard J M 11 08/30/2003
19200 Brose, Mary E F 1 02/16/2003 Neighbor District #1
19814 Brown, Elizabeth C F 11 03/28/2003 Allentown
19138 Coleman, Carl § M 11 04/12/2003  Meighbor District #5
29686 Collins, Mary C F 11 12/29/2002
19729 Cox, Donald J M 11 04/23/2003 Neighbor District #6
18851 Davis, Helen A F 11 05/16/2002  Meighbor District #1
20671 Dixon, William M M 11 07/01/2003
19259 Edwards, Harold E M 11 09/30/2003
18463 Hill, James P M 11 11/17/2002
18511 Johnson, Linda 8 F 11 09/19/2002
18654 Moare, Justin J M 11 09/04/2002
18655 Moore, Justin A M 11 09/04/2002 Neighbor District #4
19158 Roberts, Raymond J M 11 08/28/2003
26771 Spacely, John J M 11 04/06/2002  Meighbor District #3
26162 Wilson, Tiffany L F 11 08/02/2003 Neighbor District #4
19441 Young, Linda K F 11 10/22/2003 Neighbor District #6

Course Selections Versus Master Schedule Reports

Suggested use: Before building the Master Schedule and before running the

Student Schedule Builder
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The Course Selections Versus Master Schedule reports show students’ course
selections cross referenced to the Master Schedule in several different ways.
Use this information to verify that there are enough seats to meet student
requests, to confirm that classes that were requested will still be offered, and to
understand what approximate percentage of student requests will not be met
(ie, where a class only has 50 available seats, but 65 students have requested

it).

Through the pre screen, there are three reports that can be printed from this
report option:

e All Course Selections
e Selected Courses Not On Master Schedule
o Courses With Not Enough Seats

In addition, users may organize the information in the report using the Sort By
drop-downs:

» Choose from the first drop-down: Course ID, Courses Name, Department,
Total Selections, Total Seats, Total Sections or Seats Needed.
» Choose Ascending or Descending order from the second drop-down.

All Course Selections:

This report shows you the course ID, course name, department, total number of
requests (selections), total number of seats, and total number of sections. The
report is formatted in column style, with two (2) columns per page.

Course Selections Versus Master Schedule Report /ST 95613 AM
High Schoal : Hi hol : 30072008

Cowrse  Course Torl  Tonl Totl Seass
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a
{

Tenl  Toml Total Seaws
DName Department  Selectians Seats  Sections Needed
B 1 mw an

EEEE
H
H
=
LR E 3
:
g

LOTRH & TETLES ] s 3
FOODAWUTETION  MmskCmer 23 ] 1
" o

sgEeieg
HH
i
i

FEE
TErsrspeeBeEeg 2
!
|
i
{

ESSREREES
I SCERE

SR LR E

Note: a negative number in the Seats Needed column indicates that there are
more seats available than are necessary to meet student requests.

Selected Courses Not On Master Schedule:
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The details in this view of the report show courses that students have
requested which do not have any corresponding sections on the master
schedule (ie, Total Seats and Total Sections columns will display zeros).

This could indicate courses which were selected in error, or left over requests
for courses no longer being offered. To clean up the report, you could either
remove course requests or add sections.

Course Selections Versus Master Schedule Report 10T BT AN
High School - High Schoo! - 30077008

Course  Course Total Total Tomal  Seais Cowrse  Course Toial Toral Tonl  Sears
m Pame Department  Selections Seats  Sections Needed D Hame Department  Selections Seats  Sections Needed
3 AL S B ™ o o o

e MATHERBZALL pr— 134 o o 1

1 HATHAJRFALL rm— 25 o o

e USHSTEGOV(H)  Sorad it o

axr AR LT IATIES "

51 — res—

Courses With Not Enough Seats:

The details in this view of the report show courses with more requests than
there are seats in the current sections on the master schedule. This could
indicate that more sections are needed, or can be used to troubleshoot courses
which will not be fully scheduled based on requests.

This report will also display those courses not on the Master Schedule, so this
report is really a combination of courses without enough seats and selected
courses not on the master schedule.

Course Selections Versus Master Schedule Report 007 J000T2 AM
High Schao ; High Scheol . 3007. 00k

Cowrse  Course Total  Total Total  Seass Cowrse  Caurse Tetal  Total Total  Seats
m Mame Department  Selections Seats  Sections Needed D Mame Depaviment  Selections Seais  Sections Needed
s DIOLERNAEIDTE B s m B n e PATH ALSFRSIO - m &) w

03 US SSTORYKEODATS  Socil R Mo moom » s DTOTOMSUTION ke 58
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o PHOTODRAVETY ey an 6 5 n AERDBICSPALL Pl B 1
m APPLEDEOLODY]  Scecr m m w m e CABBETMARDSG BrE "
Mo AT bty 1= m s ® s ADVRNCED TEVILEY A 4o 7
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Student Free Periods Report

Suggested use: After running the Student Schedule Builder

The Student Free Periods report returns a list of all students that do not have
anything scheduled for some portion of the day. A study hall or lunch is not
considered a free period. Students on this list are missing something from their
schedule (this may be a study hall) which should be addressed.

The pre-screen for this report provides options that control the way data is
returned in this report.

Scheduling Module User Guide Page 149 of 246
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



Options available on this pre-screen are as follows:

» Report Format: Determines which format you want to use for the report.
See the examples below for more information.

» Detail Report displays the actual number of cycle days free for each
period for each individual student

» Aggregate Report displays a summary version of the information, It
displays a separate grid for each cycle day for all grades, cycle days,
and building school levels.

» Semester:This drop-down list is used to specify whether you want to view
data from one or all semesters.

» Cycle Day:This drop-down list is used to specify whether you want to view
data for one or all cycle days.

« Only show students with free periods : This checkbox is only available
when the Detail report format is selected, and is used to narrow the list of
students to only show those with free periods in the selected semester(s)
and/or cycle day(s).

» Search By:

 Selecting the “All Students” option will return all students who meet
the specified criteria.

» Selecting the “By Student” option allows you to limit the report data
by using the Batch Selector to locate one or more student, based on
your specified search criteria.

Detail Report Format

The Detail Report shows data in a single table, listing the number of cycle days
each student has for each period on an individual student basis. Totals are
shown at the bottom of each column (or, if the report spans multiple pages,
totals appear on the last page). The report data is listed alphabetically by
individual students.
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Aggregate Report Format

The Aggregate Report displays each cycle day separately for all grades, cycle
days, and Building School Levels. The format is very similar to the Seats Per
Period Per Grade report, but this Aggregate Report counts free students. Totals
are displayed at the bottom of each column. The Class Size is shown in the last
column of each table.

Student Free Period Report sy

High School : High School : 2007-2008 : Fall

Period Nusber of Studenis Free MNusder of Studenis Noi Free
1 - 1188
2 34 1064
3 &2 1136
4 Ll 1
5 45 1033
6 1oz 1006
7 5 1,041
3 76 13

Faculty Free Periods Report

Suggested use: After running the Student Schedule Builder

Much like the Student Free Periods report, this report helps to show what
periods teachers have not been scheduled. Like the Student Free Periods
report, we can look at all teachers, or a specific individual. We also can see a
grid format detail for all teachers, or a summary (Aggregate).

When the “Respect Faculty Duties” option is checked, faculty will not be shown
as “free” on either version of this report during periods in which they are
assigned a faculty duty.
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The Detail report prints in a grid format, and allows you to see which specific
cycle days within each period each faculty is free:

Faculty Free Periods Report
By Cyele Day
‘High School : High School : 2007-2008 : Fall
1 1 3 4 5 6 T &
Singh, Jed 2 3 1 12345 123456 3 & 123456
Whatehead, Diebra L3 [ 123456 2 4 123456 | 123456 5
Yutzy, Asd 5 3 5 3 1,234586 2 L23ASE | 123456

The Aggregate report is shown below. Notice only periods and totals of faculty
free or not free display, but not which cycle day(s):

Faculty Free Period Report 107507
High School : High School : 2007-2008 : Fall

Number of Faculty Free Number of Faculty Mot Free
21

95 3
n
0
17
2
n
0

88823888%

wanunawn-l

Student Conflict Report

Suggested use: After running the Student Schedule Builder

Like the conflict matrix, this report shows head to head selection conflicts in a
graphical representation, and gives users options for reviewing singletons,
singletons and doubletons, singletons, doubletons and tripletons, and
singletons, doubletons, tripletons and quadrupletons. This includes all labs that
are linked to core courses.

Singleton conflict example:

If a student requests a course that is only offered in period 8 and another
course that is also only offered in period 8 there is a singleton conflict:

Name Period Course Conflict

StudentA 8 C++ Head to head singleton
conflicts

StudentA 8 ACCTG  Two needed courses in same
timeslot

Doubleton conflict example:
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If a student requests a singleton in period 8 and a doubleton offered in periods
6 and 8, the 6th period selection becomes a singleton conflict by nature:

Name Period Course Conflict

StudentA 8 C++ Doubleton conflict

Student A 8 ACCTG . .

StudentA 6 ACCTG 3 needed courses in 2 available
timeslots

StudentA 6 AP PE

And so on with Tripletons etc......

Double Book Report

Suggested use: Before running the Student Schedule Builder

This report shows which rooms and teachers have been double booked. If you
have used SchoolTool to build the Master Schedule, double booking is not
allowed, and this report may not be useful. However, if you have created your
own Master Schedule, this report is a useful trouble-shooting tool for resolving
conflicts.

Select the Double Book Report from the list of Master Schedule reports. The
report will appear.

Master Schedule Double Book Report 6/20/05 5.19:55 PM
High 3chool : High 3chool ;: 2004-2005

Conflict Type  Semester  Cyche Days Period Course Facty Section _Room  Start  End
s AB T VOLSERYSP LYONS, Carrie 12 am 1z15 1287
ROOM s AB 7 VOLSERVSP LYONS, Carrie 12 11 1215 1257
.5 AB 8 STUDYHALL CEDARS, SARAH 35401 130 1343
Roou F AB 8 VOLSERVFL CEDARS, SARAH 35 101 1301 1343
F,5 AB B STUDYHALL GOODHEW, EVE 36 103 1301 1343
FoOM s AB B VOLSERVSP GOODHEW. EVE 36 103 1301 1343
F.5 AB 6 GLOBALST.1DREGENT AVERILL, MARK. 0 104 11:29 1211
ROOM F AB 6 VOLSERVFL AVERILL, MARK 10 108 1129 1211
F.S AB 6 GLOBAL ST 10 REGENT AVERILL, MARK 10 104 11:29 1211

ROOM s B 6 VOLSERVSP AVERILL, MARK 10 108 11:29 1201
— — —

Note: Room conflicts come first (if any), followed by faculty conflicts. It is
possible to see some duplication if a single teacher is double booked in the
same room and period.

Note: the type of conflict (room or faculty) is noted in the far left column under
Conflict type, and the details of the conflict are reflected in that row.

Credits Requested vs Credits Received Report

Suggested use: After running the Student Schedule Builder
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This report provides a quick glance at all student requests to assist in
determining what students have too few (or too many) course requests, and
which students did not receive all of the credits that they requested.

Note: This report is only useful for school levels with credit-bearing courses,
such as the high school, or a middle school with many accelerated courses
(such as Earth Science).

This report has five columns:

» Student Name:The full name, directory style, of every student with course
requests.

» Grade:The grade level of the student. This is the primary sort row for this
report.

» Credits Requested:This represents the number of transcript credits, as
defined in the Course Catalog, the student has requested/selected.

» Credits Received: The number of credits the student is currently sched-
uled for. With an ideal schedule, all perfectly scheduled students will be
scheduled for the same number of credits that they requested.

 Difference:The difference between the number of credits a student
requested and the number of credits a student received. A perfectly sched-
uled student would have a zero in this column. This is the secondary sort
column.

Credits Requested vs, Received Report 10r5m7
High School : High School : 2007.2008

Credite Credite
Student Name Grade Requested Received Difference

Lee, Sanns
Thompeon, Michele
Gabaldon, Zachary

Allyne, Yun Qing

oo 0w
e
8
“
E
w
E]

This report automatically appears when selected. There is no pre-screen.
This report displays student grades based on active enrollments:

e If you run the report in the current active school year for next year's mas-
ter schedule, you will see students listed here in their projected grades.
For example a student listed as Grade 9 is in fact currently in Grade 8.

« If you run the report after all grade levels have been advanced, you will see
students listed in their actual grades. For example, a student listed as
Grade 9 will really be actively enrolled in Grade 9.

Projected Seats Per Period Per Grade Report

Suggested use: After running the Master Schedule Builder.
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Select your desired report from the prescreen selection for the two versions of
the report.

Projected:

When the Projected option is selected for this report, it provides an estimate of
available seats per cycle day, per period for each grade level, based on student
course requests and actual seats across all sections of all courses in the
Master Schedule. This estimate is based on the ratio of student's course
selections in each grade for each course section that is available every period
and cycle day.

At the end of each grade level row is a total that indicates the size or number of
students in that grade.

The Projected version of this report can be used to help ensure that you have
enough projected seats per period student is busy. If you do not have enough
seats in a particular cycle day-period combination, this may indicate that you
need to add study halls or additional course sections in that period.

Projected Seats Per Period Per Grade
High School:2007-2008
Semester:Fall

Perind
Dayv:l 2 3 4 5 6 7 8 Sie
3T | 2% | 36 | 192 | a5 | @4 [ @5 | 2 | a5
& W0 77 | 52 | a4 | 2 | @1 | 1% | 2 | a0 | %
z W[ Ta | @6 | 51 | 34 | 196 | 6 | 1% | W7 | 8
L] 12018 | 2 | 1% | 94 | 25 | 95 | 157 | 165 | &7
Ungr. Sec] 0 (] ] [ 0 i i ] T

. Period
Day:2 1 2 3 4 5 6 7 8 Size
o 192 | 216 | 227 | 137 | 190 | 131 [ 264 | 209 | 35
= w33 | 30 | 14 | a7 | 212 | 163 | 143 | 14 | a5
& 10 B4 | 3% | B6 | W& | 30 | 29 | W4 | 22 | s
& 120 28 | 20 | 153 | #6 | @4 | 19 | @7 | 1 | @
Ungr. Sec] 0 0 0 [ 0 0 0 0 I

Actual:

This variation of the report that displays actual seat counts for all grade levels
and for all periods of the day. This variation of the report has two options, both
of which are checked by default:
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* Include Lunches: This will include lunches in the current seat count. When
enabled, all students currently schedule for a SchoolTool lunch (as
defined in the Course Catalog) will be counted.

« Include Study Halls: This will include study halls in the current seat count.
When enabled, all students schedule for a SchoolTool study hall (as
defined in the Course Catalog) will be counted.

This report displays actual seat count information (the number of
students that have courses scheduled during the specified times).

Seats Per Period Per Grade
High School:2007-2008
Semester:Fall
Period

Dav:l 1 2 3 4 £ 6 7 8 Size
o T30 | 288 | 2% | 18 | @2 | 27 | 30 | @& | 30
] [ [FEE] 33 241 £t 19% 200 ] 211 269
I'_'.‘n 1&‘ a1l '|ﬂﬁ_ Ly A . TLA

Backups Tab

The Backups tab contains all saved backup copies of inactive master schedules. When
a backup is restored, it becomes the active master schedule and is removed from this
list.

For additional information on how backups are created, refer to the section on Making a
Backup.

Restoring a Backup

There are several things you may want to keep in mind when it comes to restoring
copies of your Master Schedule. Points to consider before restoring a master schedule
backup:

» Whenever you restore a backup, that restored item no longer appears in the list of
restorable Master Schedules. This may help us keep the clutter down, but we will
not be able to again return to this backup copy unless we again click on the “Save
Copy” button.

» Whenever you restore a backup of your Master Schedule, the current Master
Schedule is backed up, to save us from accidentally restoring an old copy on top
of your current schedule. Because of this, you may want to get in the habit of
always renaming your restored Master Schedule to something more appropriate
after you have restored it.

To restore a previously saved copy of your Master Schedule:
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1. Click on the Backups tab from within the Master Schedule sub-module.

2. Click on the Select >button next to the Master Schedule you would like to
restore.
3. After a moment, the screen will refresh with several changes:

» The name of the “restore point” will now be displayed as the Active
Master Schedule Name.

» The Master Schedule you just replaced didn’t go away, it is now listed in
the list of possible restore names. If we made a mistake, we can easily go
back again!

» The Master Schedule we just restored no longer appears in the list. If we
want to add it again to the list, we would follow the instructions above for
making a backup.

Deleting a Backup

Occasionally it may be necessary to delete a backup from this area. The ability
to delete backups is permission-based, so not all users will be able to perform
this action. Users who have the appropriate permissions will see a Delete X
button in each row.
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A. To delete a backup, click the Delete Xbutton in the appropriate row.
B. A warning message will appear. Click OK to confirm the action and
continue.

Note: All information contained within the selected backup will be
removed, including teacher and student schedule assignments,
course sections, and constraints. This action cannot be undone.

C. After clicking OK, the backup will be deleted. This may take several
minutes, as there may be a significant of related information to be
deleted during this process.

Scheduling > Calendar Report

The Calendar Report allows you to generate a list of all event days you have listed in
your school calendar, such as Superintendent days, holidays, school closures, etc.

1. From within the Scheduling module, select the Calendar Report sub-module
from the menu at left.

2. From the drop-down, select the School Year.

3. Click Run Report.

Calendar Report

1T
Mezsoe City Schaol Distrct 20062007

i

Ealy Release Day (K-5)

Yom Kippur (schaols closed)
Cohumbus Day (schools closed)

H
H
S

Ealy Relese Day (1:5)

Veterans’ Doy Observed (schoals closed)
Ealy Release Day (1-5)

Theksgiving Recess (schools clased)

i

Ealy Release Day (K-5)
Superntendent’s Conference Day
Holiday Recess

- B

Mondsy
Fri

£
H
E
:
£
2

5
Mastin Luther King, J7. Day (schools closed)
Regents Examinstions (school in segsion)

Bo
Bs

Monday
Tussday-Fiidsy

Note: This report contains a monthly breakdown of calendar dates, and is
organized based on the dates of the school year (i.e., July 1 to June 30).

Scheduling > Course Catalog

Course details for all courses are found in the Course Catalog. The Course Catalog sub-
module allows you to review and edit existing courses, and add new courses for the
current or future years, which students may then register for.
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From within this sub-module, we also have the ability to selectively roll over course
details from another year, saving a great deal of time in setting up a Course Catalog for
a new year.

There are several basic options available to an administrator who is in the Course
Catalog sub-module:

» Adding and Editing courses
» Searching for and examining courses
» Rolling over one year’'s Course Catalog

The List tab is the first of three available tabs, and is the default one to display. Notice
there are drop-downs for Department, School Level, School Year and District Offered.
These are all filters that allow you to limit the courses that you are viewing in the Course
Catalog at any given time.

1. From the drop-downs, select the School Level and School Year you will be work-
ing with.

Note: Keep in mind that you will often be working in the next school year,
though this window defaults to the current year. As long as you stay in the
Course Catalog sub-module, the value you choose here will be used, but if you
leave this sub-module, the year may revert to the current year.

Tip: If you will be working with a specific building and/or school year for some
time, you may want to temporarily change your Preferences, in the Home
modaule, to reflect the work you are performing while in the Scheduling module.

List Tab

The List tab is selected by default when entering the Course Catalog. It provides a list of
all existing courses.

Selecting a course from the List tab allows you to access the Course Description area
for that course, where you can update general course information as well as yearly
details, prerequisites, and course minutes. Use the drop-downs (Department, School

Scheduling Module User Guide Page 159 of 246
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



Level, School Year, and District Offered) to locate an existing course and click the Select
> button to view information about an individual course. Use the green Add Course <+
button in the upper right to create a new course that is not already in the list.

The Search tab allows you to search for a course using a free-text search based on
course description or course ID.

The Rollover tab allows you to choose courses to rollover from one year to the next in
preparation for the upcoming scheduling season. When a rollover is performed,
everything about every course, including assessments, grading options, flags, course
name and ID, linking, etc, rolls over.

Course Description

Within each course in the Course Catalog, there is a great deal of information that
SchoolTool uses throughout the application. Some of this information stays the same
from year to year, while other settings are specific to each school year.

General Course Information:

Information in the top section of the screen applies to this course for any school year.
This includes details such as Course Name, Course Number, Description, Course
Attributes, and other informational fields. It also includes State Course Mapping options,
Course Recommendations, and Subjects. When modifying these fields, be aware that
changes to this information will affect all historical records tied to this course. For
example, updating a course name from "Math B" to "Trigonometry") will change the way
that course is logged in student permanent records, and it will appear as though
students took "Trigonometry" in previous years when they actually took "Math B" during
that year.
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The following fields can be found in the Course Description portion of a course record.

1. Course Number: Free text, required field, maximum of 50 characters. Users
should note that the NYS Data Warehouse only includes the first 12 characters
of this field when validating that course numbers are unique.

Click here to view some recommendations for numbering courses

» Keep your course-numbering system simple and logical. Often,
courses are grouped with similar courses (e.g., all English
courses are in the 700-799 range).

» Also, though text characters are allowed in a course number, we
recommend not using spaces, as these can be confusing on
future reports and when doing course selections. Use a hyphen
(“-“) character instead of a space.

» Courses with spaces in them also limit the ability to do certain
types of course selections.

 Itis possible to have more than one course with the same num-
ber (ie, transferred in courses), or more than one course with the
same name (i.e. three courses called "English 9" — one for Accel-
erated students, one for regular Regents students and one for
Inclusion/Special Ed students), but you cannot have two courses
with the same name-number combination, even if they are in
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different school levels. For example, you may wish to nhumber
Earth Science taken in the Middle School with the same number
as that taken in the High School you will need to make the num-
bers unique — such as "03900M" for Middle School and "03900H"
for High School.

« Courses that have leading zeroes (e.g., 003) should have the
extra zeroes typed in. This is helpful when viewing sorted lists of
courses.

» Most courses will have unique ID numbers.

2. Course Name:Free text, required field, maximum of 50 characters. Course
names should be as specific as required to tell the difference between courses
in a list. Course names can be all-caps ("ENGLISH 10") or mixed case ("English
10"), and will display on student schedules, report cards and transcripts the
way they are typed.

3. Department: Select a department from the drop-down list of pre-defined depart-
ments. A course can only be under one department and this list of departments
is controlled by the district in the Maintenance module.

4. School Level: Select the appropriate school level from the drop-down list. A
course can only be assigned to one school level. To create a course such as
Earth Science, which might be offered at both the High School and Middle
School levels, create two courses and assign one each to each level.

5. Linked Course : Select a course which is linked to this course from the drop-
down list. The default is NONE. Choosing a course here means that students
will not make selections for the linked course, but will automatically be sched-
uled in the linked course when the main course is selected. Make sure to link
"sub" courses (such as labs) to "main" courses (such as lectures), and not the
other way around. Note that linked courses, such as science labs, can also be
dropped, withdrawn, and switched as a single entity.

6. Description Course descriptions can be copied/pasted from another location
into this field; however, this field is text-only and will not retain formatting such
as bold or italics. Note that this description does not currently print out on any
course catalog listings or reports. However, it does display to teachers in their
Info tabs. : Free text, maximum 255 characters. This field is for information
only. Use it to describe any course pre-requisites or outline course curriculum.

7. Course Type Note: Lunch and Study Hall-type courses are not graded, do not
have credit, and cannot be selected by students. Choosing either of these types
also triggers logic used by the Student Schedule Builder to first schedule
lunches, and to do study halls last as an overlay. It is possible to mark other
courses, such as a required study period that all students get during lunch or a
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Senior Privilege class, as "Lunch” or "Study Hall" in order to force the Student
Schedule Builder to use the above logic when placing
classes.~~~r~vrvnvvnnvmvvvv vV VvV VN VNS S S S S S S
~~~~~~~~~~~~ Note: Once marking period grades are submitted in any year,
this field can no longer be edited.: select the appropriate radio button:
 Neither — (the default) used for all non-lunch and non-study hall courses.
e Lunch - used only for lunches.
 Study Hall - used only for study halls.

8. Gender Note: Gender-specific courses may be set up as male-only and female-
only (Phys Ed or Health, for example). If this is not appropriate to your district,
leave this set to Co-Ed. When a gender value is assigned to a course,
SchoolTool will prevent students of the opposite gender from making requests
for this course, and the Student Schedule Builder will not schedule students of
the opposite gender into this course.: select the appropriate radio button:

» Co-Ed - (the default) this course is open to both genders.
» Male - only male students can take this course.
» Female - only female students can take this course.

Course Attributes:Check any boxes that apply. These boxes are used for
course selections and informational reports Note: Refer to the section on
Scheduling > Course Reports for more information on the Course Listing,
Regents Course Listing, and AP Course Listing reports. . Some options may be

9 unavailable depending on district settings.

» CTE - flags this course to appear on CTE Reports; this value
does not affect GPA or Rank

» Regents - flags this course to appear in the Course Reports -
Regents Course Listing report, and for grades from this course to
be counted in the Regents Exam Report found in the Counseling
modaule; this value does not affect GPA or Rank.

» AP - flags this course to appear in the Course Reports — AP
Course Listing report; this value does not affect GPA or Rank.

» Dual Credit - indicates that this course is a dual or concurrent
enrollment course, which means it is offered by a partnership
between the district and at least one higher education institution.
Students taking this course may be eligible to receive post-sec-
ondary credits for successful completion of this course. If selec-
ted, a dropdown list will appear to select the Dual Credit Setting.

« Elective — flags this course for course selections, so students
may set priorities (High, Medium or Low) for non-core courses;
this value does not affect GPA or Rank.
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* Include in Attendance Policy — when this option is checked,
period attendance data collected from this course will be used to
meet thresholds for attendance letters.

» Allow Multiple Course Selections — flags this course for course
selections so a student may be placed into multiple sections of
the same course (such as those students needing two sections
of Phys Ed in order to graduate)

 Is Contractable — students in this course can opt out of one or
more cycle days to take another course; this value does not
affect GPA or Rank.

» Non-District Course — this course has no district equivalent; typ-
ically entered to allow transfer students to get credit; this value
does not affect GPA or Rank;

¢ Instructor must be from this department — narrows the list of
teachers available to teach this course when creating sections; if
unchecked, all faculty (including non-teaching staff) will display
in the Faculty drop-down).

» Enriched — information only; flags this course to appear as
enriched in the Course Reports — Course Listing report; this
checkbox is driven by Maintenance settings. If your district does
not offer Enriched courses, this box will not appear.

« Honors - information only; flags this course to appear as honors
in the Course Reports — Course Listing report; this checkbox is
driven by Maintenance settings. If your district does not offer
Honors courses, this box will not appear.

» Give credit for recurring instances — when checked, this option
will cause students to receive GPA credit for each instance of the
course that was passed. Students will also receive transcript
credit for each occurrence of passed courses. This option is
unchecked by default, and should only be checked for those
courses that are designed to be taken more than once, such as
Phys Ed, Band, etc.

10. Virtual Location: Represents the virtual location code assigned to this course
for data warehouse reporting purposes as defined in Maintenance > Export >
Virtual Locations(this field does not appear if no virtual locations are defined in
Maintenance). This value should only be modified by users who are familiar
with virtual location codes and NYS Data Warehouse reporting.
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11. Limit Course Recommendations To: Allows users to limit teacher course
recommendations to the selected building school levels and course depart-
ments.

12. State Course Mapping Note that when the "Based on Subject and Student
Grade" option is selected, NYS Data Warehouse exports will identify this
course using the State Course Code + the Course ID, up to 12 characters.:
Allows users to modify state course code mappings from the course catalog
for an individual course. This setting reflects any mapping defined in Main-
tenance > Export > State Course Code Mappings, and any modifications to this
value will be reflected in the State Course Code Mappings area. This should
only be modified by users who are familiar with state course mappings.

13. Subjects: These checkboxes are generally used only for elementary courses. If
you are creating a High School or Middle School Level course, ignore these
unless instructed otherwise.

For elementary courses, select one or more subject areas which will be
associated with this course. For example, if the course is a General Education
course, you might select ELA, Math, Social Studies, and Science. These
subjects are used in the setup of elementary course topics which are required
for descriptor report cards and elementary teacher grade books. You must
have at least one subject selected in order to grade this course.

Year-Specific Information:

Information that must be defined per school year is displayed in the bottom
half of the screen. Once defined, these year-specific details are carried over
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from year to year through the Course Catalog Rollover, though they can be
changed from one year to the next without impacting historical data. Available
tabs for yearly details include the following:

» Course Details (used to configure yearly information for a course, includ-
ing grading type, credit values, GPA weighting, assessment information,
and other settings that impact grades, rank, honor roll, and reports; this
area also includes the option to set a course as active or inactive for a
specific year)

 Prerequisites (used to define courses that must be completed before a
student can take this course; adding prerequisites to this course prevents
students from adding it as a selected course if they have not completed
the prerequisites listed here)

» Course Minutes (used to specify how many minutes a course (or subjects
tied to that course) is taught for TSDL calculations and data warehouse
reporting purposes)

Course Details

The Course Details tab contains multiple fields that control grading options, credit
values, weighting points or percentages, assessment information, and several flags
which designate whether grades entered for these courses will be used to calculate
weighted and un-weighted GPAs and ranks and honor roll. This is also where a course is
flagged as Active or not.

To define yearly details, first select a school year (by default, this will be set to the
current school year). If needed, click on the green Add Course Details 4 button. The
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screen will refresh with additional fields to be completed. It may be necessary to scroll
to see all the fields.

Note: Courses listed as a 'Lunch’ or 'Study Hall' Course Type will not have Course Details
in the Yearly Information section. However, it is still necessary to click the "Add Course
Details" < button to ensure these courses are active for the selected year.

The following fields can be found in the Course Details tab:

1. Grading Type— Choose the appropriate radio button and resulting options (one
of the radio buttons must be selected here or teachers will be unable to grade
this course):

A. Include on Traditional Report Card — used for Middle and High
School levels. When selected, users must choose the grading scale
for the final grade for this course from the drop-down field.

B. Include on Descriptor Report Card — used for Elementary School
levels.

When selected, a Submit report card comments by course checkbox
appears. Select this check box if elementary report cards allow
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subject-specific comments. When this option is checked, teachers will
see a section for general comments for the course on grade
submission screens; this "general comments" section will not be
displayed if this option is unchecked.

C. Include on Hybrid Report Card - used for Standards-Based Grading
when both numeric and standard grades are being reported.

When selected, users must choose the grading scale for the final
grade of this course from the drop-down field.

The "Submit report card comments by course" checkbox is also
available. This checkbox controls whether general comments can be
submitted on the Submit Descriptor/Standard Marking Period Grades
screen.

2. GPA Credit—-The number entered here is used to calculate the amount of credit
this course brings to bear on the student's horizontal GPA for that course.

For example, a course worth .5 GPA credit (such Phys Ed) will not impact a
student average as much as a course worth 1.5 GPA credit (such as an AP
course).

3. Marking Period Credit — The number entered here is used to calculate the
amount of credit this course brings to bear on the student's vertical average
per marking period.

For example, a course with a Marking Period Credit of 0 (such Phys Ed) will not
impact a student's vertical average at all, though this same course can be used
for the overall horizontal average.

Note: Vertical averages appear on the student report card depending on district
preferences.

4. Transcript Credit—The number entered here indicates the total amount of
credit achieved when the student passes this course. This number appears on
the student report card and transcript, depending on district preferences.

Note: For GPA Credit, Marking Period Credit and Transcript Credit, the
following are true:

e The default credit value is zero.
» The credit field is numeric and will accept decimals.

Note: For GPA Credit and Transcript Credit only, the following is true:
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e The credit value can be altered on an individual student's record.

5. Post Secondary Credits - Defaults to blank. Choose the appropriate value, if
applicable.

6. GPA Weighting— Choose the appropriate radio button and add a numeric value
(if desired, between —100 and +100 are allowed):

A. Points - indicates that the designated number of points will be added
to the GPA (i.e., 5 points might be added to the GPA of a student who
took this AP course, so a GPA of 90% would become 95%.)

B. Percentage — indicates that a designated number of percentage
points will be added to the GPA (i.e., 5 percentage points moves an
average of 60% to a 63%). Enter whole numbers (i.e., 5 for 5%, not
1.05) to induce the proper multiplier effect.

7. Course Difficulty — Some districts may use the Course Difficulty drop-down to
indicate courses that are "more difficult" than other courses. If configured,
users must select a value from the list in order to save the Course.

If you do not see this information, then it is not enabled for your district.

Note: Course Difficulty values are for information purposes only and are not
tied to grading, weighting, or student GPA calculations.

8. Check the boxes of any appropriate fields on the right side of the Course
Detailstab.
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A. Include In Transcript — Include this course information and final
grade in the transcript.

B. Include In Unweighted GPA - Include the final grade from this course
in the student's unweighted GPA.

C. Include In Weighted GPA - Include the final grade from this course in
the student's weighted GPA. If your district does not use Weighted
GPAs, this field is ignored.

D. Include In Unweighted GPA for Rank — Include the final grade from
this course in the student's unweighted GPA for ranking.

E. Include In Weighted GPA for Rank — Include the final grade from this
course in the student's weighted GPA for ranking. If your district does
not use Weighted Ranks, this field is ignored.

F. Include In Honor Roll - Include the marking period grades from this
course in the school-level honor roll (and other achievement roll)
calculations.

Note: Other achievement roll calculations includes vertical marking
period average calculations. If the district does not utilize an Honor
Roll system but does want to see a vertical marking period average,
this should be checked.
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G. Exclude from Progress Report — Hide the details of this course from
displaying on canned or custom progress reports. (This does not
affect how grades from this course are used in grade calculations.)

H. Exclude from Report Card — Hide the details of this course from
displaying on canned or custom report cards. (This does not affect
how grades from this course are used in grade calculations.)

|. Available for Online Pre-Registration and Transfer Student — Include
this course in drop-downs for course selections in online pre-
registration and transfer student screens.

J. Shared Course Code - This value specifies the code that will be used
to map courses when using the Counseling > Retrieve Student
Grades area to import student grades. Values should match between
both BOCES and component districts. It may be any alphanumeric
string, but must be unique for each shared course in the district.

K. Active — Denotes whether this course is active in the selected year or
not.

Note: If a course is made inactive for the selected school year, but
Course Details are defined in the Yearly Information section, the
course will continue to display in the list of all courses in the Course
Catalog List tab.

Note: Making a course inactive prevents it from being selected in the
Course Selections and Selection Maintenance sub-modules, and also
prevents sections of this course from being built in the Master
Schedule Builder.

Note: If you wish to make a course inactive after student selections
and master schedule course sections have been built, those
selections and sections will still remain, though they will be ignored
when the Student Schedule Builder is run. To avoid any confusion,
remove sections and selections prior to deactivating a course.

Note: All flags except Active can be manually configured per student
on the student's Grades tab in Counseling.

Note: Changes made to GPA or Transcript Credits, GPA Weighting,
Assessment Percentages and "Include In" check boxes will trigger the
grading thread to be run. This will set off a series of tasks which will
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update permanent record histories for students who are tied to this
course.

9. Skill Sets: If configured in Maintenance, one or more skill sets can be tied to a
course. Once a skill set has been assigned, it cannot be deleted if any assign-
ments are tied to that specific skill set.

Linking exams (assessments) to courses is not required, but by adding assessments
here, teachers will be able to select and grade the exam in their grading area for this
course.

If your district requires that NYS Regents exams given during courses display with
course grade information on the report card and transcript, then each state assessment
should be tied to its relevant course prior to the first assessment schedule date (i.e.
January) of the new school year.

To link an assessment to the current course’s Yearly Details:

1. Choose an assessment to add from one of the three Assessment drop-down
lists: Midterm, Local, or State.

2. Click the Add Assessment sbutton that is next to the assessment you just
selected.

3. The screen will refresh showing the midterm listed in read-only mode with a
red X to the left and a new field where you can add the Percent of Final
Average. If you will be adding multiple state assessments, please refer to the
special note about adding multiple weighted state assessments, below for
information on calculating horizontal averages.
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Note: You can only add one midterm exam to a course, but you can add
multiple local and state assessments.

Note: An assessment has not been added to this course until you see a red X
to the left and a pink (required) Percent of Final Average entry field to the right
of the assessment name.

Note: The Percent of Final Average value tells SchoolTool how to use the exam
score in the final horizontal average for this course. The default value is zero. If
a zero is left in the field, the exam score will not be calculated into the
horizontal average. This value impacts the final average of the course and will
not affect the in-progress average.

If you wish to include midterms in students' in-progress averages, check the
appropriate option in Maintenance.

If the Local Midterm or Final Assessment you need is not available, do the following:

1. Click once on the Add new assessment dbutton to the right of the free-text
field under the appropriate Assessment drop-down.

2. A new Add Assessment window will appear:

Scheduling Module User Guide Page 173 of 246
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



3. Enter the Assessment Name . This is a required, free-text field, and will hold a
descriptive name up to 250 characters in length.

4. Choose any appropriate check boxes (Active or Include in Transcript) or radio
buttons (Statemidterm or Localmidterm).

5. Select the Grading Scale Typefrom the drop-down list.

6. Click once on the Save Bbutton.

7. The Add Assessment window will close, returning you to the Yearly Information
tab, where the new assessment now appears in read-only mode, with a new
field for Percent of Final Average.

©

Add in a numeric value for the percentage, if appropriate.

9. Click once on the green Save @Bbutton (in the upper right corner of the Course
Description tab) when you have finished updating this course. The screen will
refresh returning you to the main Course List tab.

Warning: If the State Assessment that you need is not found in the list, please
enter a support request or contact your SchoolTool liaison. State Assessments
are usually assigned a special code or value that is used when your district
exports assessment data for the Data Warehouse. Entering a State
Assessment on your own will not trigger these codes, and assessment data
may not export correctly.

Note: Once a new assessment has been added here, it can be edited in the
Assessments sub-module of the Counseling module. Refer to the Counseling >
Assessments procedures (adding, editing, scheduling) for more information.
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Note: Take caution to ensure that the assessment you want is not available in
the drop-down list before adding one, as there is no way to delete duplicate
assessments once they have been created.

Tip: You can add a generic course midterm and local final, and then use these
over and over. By adding them to different courses, and assigning different
percent of final average values, each assessment will be treated as unique.

10. Check the Use Highest State Assessment Score for Horizontal Average
option, if appropriate.

Note About Multiple Weighted State Final Assessments:

11. In some cases, a course may require multiple weighted state final
assessments be added to the course (for example, courses might be
associated with both a Regents final and the Common Core Regents final for a
given year). In those situations, use the Use Highest State Assessment Score
for Horizontal Average option to specify how these assessments should be
used in average calculations. Checking this option would allow the district to
weight all state assessments appropriately and then use only the highest score
to calculate the student’s horizontal average for the course.

» This option only applies to state assessments that have a weight.

 If multiple state assessments exist but only one has a weight, that
assessment score will be used.

« If multiple weighted state assessments exist and each has the same
score, the calculation will use the score from the higher weighted assess-
ment.

Prerequisites

Prerequisites are courses that must be completed before a student can take this
course. Adding a prerequisite to a course prevents that course from being selected by
students before taking the prerequisites.

Currently, prerequisites function only for courses requested and scheduled in the same
year.

1. Click once on the Prerequisitestab and add course pre-requisite data, if appro-
priate:
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COURSE DETAILS PREREQUISITES COURSE MINUTES

Yearly Information

2023-2024 ~

Add Prerequisite:  SELECT ONE v

2. Select the appropriate course year from the Add Prerequisite drop-down list.
The course will appear in a read-only list below, with a red Xto the left.

3. When you have finished defining all prerequisite course details, click once on
the green Save @button at the very top right corner of the Course record. The
screen will refresh, returning you to the main Course List tab.

Note: This feature works optimally if there is only a single prerequisite per
course. If you list more than one course as a prerequisite for this course, you
may get varied results when the Student Schedule Builder attempts to load
student schedules.

Course Minutes

This area allows users to specify how many minutes a course (or subjects tied to a
course) is taught. When using the Rollover feature in the Course Catalog, any settings
defined in the Course Minutes tab will be included in the course rollover. These may be
redefined for a given year after rolling over as needed.

Note: This information will be used to determine student-teacher relationship time for
data warehouse purposes.
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Course Minutes are year-specific and can be defined separately for period-based
sections and supplemental sections. Minutes defined in this area represent the number
of minutes a course meets per “daily session” or individual meeting time.

For period-based sections, select one of the following options:

» Use Period Calculations: This option will use actual period times to calculate the
number of course minutes.

« Override with “X” Minutes: This option will use the numeric value entered here (“X")
to calculate the number of course minutes.

» Use Subject-Based Minutes (below): This option will use the numeric values
entered for each subject in the Subject-Based Minutes section at the bottom of the
screen to calculate course minutes on a per-subject basis.

For supplemental sections, select one of the following options:

« Override with “X” Minutes: This option will use the numeric value entered here (“X”)
to calculate the number of course minutes.

» Use Subject-Based Minutes (below): This option will use the numeric values
entered for each subject in the Subject-Based Minutes section at the bottom of the
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screen to calculate course minutes on a per-subject basis.

Number of minutes for supplemental sections:

@® Qverride with 60 Minutes

() Use Subject-Based Minutes (below)

If “Use Subject-Based Minutes” is selected for either period-based or supplemental
sections, minutes must be defined for each subject listed at the bottom of the screen.
The subjects listed here are based on the subjects selected in the Course Description
above. Enter a number of minutes for each subject.

To locate a course with the Search tab:

1. Click on the Searchtab.
2. Inthe Search text box, type in any portion of the course number or the course

name and click once on the Search button to see a list of matches.

3. Use the Column labels to sort, and the page number to move between pages of
courses.

4. You may at this point either use the Select » button to edit the desired course,
or note the name and number for future reference.

Scheduling Module User Guide Page 178 of 246
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



Course Catalog Rollover Tab

The Course Catalog sub-module contains data for all past and current courses. Each
year, courses which will be offered the following year need to be rolled over to allow
students and counselors to program schedules.

Rolling over a Course Catalog simply refers to the process of automatically creating
Yearly Information for all (or most) courses in the Course Catalog for a specific year.
Though courses could be 100% manually created, a huge time savings can be seen by
rolling over a previous year’s courses into this year. When a rollover is performed,
everything about every course, including assessments, grading options, flags, course
name and ID, linking, etc, rolls over.

Until courses exist in a specific year's Course Catalog, student course selections cannot
happen.

Reference the sections on Course Description and Yearly Details for additional
information when making changes or adding courses.

1. Torollover courses, first Select the appropriate values from the three drop-
down lists:

A. School Level: Which school level the Course Catalog will be rolled
over from.

B. Source: This is the year that we will be using as our “master” or
"source" for copying. Typically, this would be the current year’'s Course
Catalog, if we are trying to build next year’s catalog.

C. Target: This is the year we'll be copying the new Course Catalog’s
information to. This would be the year we are building the schedule
for; typically next year.
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2. Use the selection check boxes to select all of the courses you would like to
rollover.

3. You may click on the column labels to sort your text, and can use the top
checkbox to select (or deselect) all courses at once.

Note: Sorting the list will remove any course selections you have made. Make
sure to sort the list before you select or deselect courses to be sure you have
checked the boxes appropriately.

4. Click once on the Save @button in the upper right.

5. You will be presented with a result window that will show the status of the
rolled over courses:

A. Not Selected: The course was not selected for rollover from the pre-
vious screen.

B. Skipped: The course was not rolled over, likely because it already
exists in the target year, and has course information.

C. Success: The course was successfully rolled over to the target year.

Note: If a course exists with Yearly Information that was either
previously rolled over or manually entered, it will not be overwritten
with this process. Essentially, you are protected from accidentally
overwriting courses with existing Yearly Information.

Note: If too many courses are rolled over, they can be inactivated by
editing the Course Details. See Adding and Editing courses.

Note: It is possible to roll the Course Catalog back as well as forward.
For example, in order to build permanent record information for
transfer students, you may want to create 3 or 4 years of past
catalogs, based on the current year's Course Catalog. To do this,
simply select the Target year as a year in the past.

Warning: If you have manually added "new" (ie, non-district) courses
to a past year, and then you roll that year (as the Source) into the
current year (as the Target), these "new" courses from the past will
appear as active courses in the current year.
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Scheduling > Course Reports

The Course Reports sub-module allows users to generate printable course lists.
There are three reports to choose from:

» Course Listing, which lists every course in the catalog for the selected building
and year

» AP Course Listing, which lists only those courses tagged as AP for the selected
building and year

» Regents Course Listing, which lists only those courses tagged as AP for the selec-
ted building and year

1. From within the Scheduling module, select the Course Reports sub-module
from the menu at left. The screen will refresh with a variety of options.

2. From the drop-downs, select the School Level and School Year you will be work-

ing with.

Use the radio buttons to select the report you wish you run.

Make sure a check is placed in the box for the appropriate School Level.

Click Run Report.

o bk

Note: Course Listing reports can be run for any building and any school year for which a
course catalog exists.
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Note: There are three (3) Weight fields on this report. In addition, the Weight Percentage
flag will display an 'x' if GPA Weighting Percentage is selected.
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Note: The Allow General Comments field is only used if an elementary grading type is
used and the 'Submit report card comments by course' option has been selected.

Scheduling > Course Selection

The Course Selection sub-module allows you to make course selections (requests) for
an individual student’s upcoming years using various methods to select courses from
the Course Catalog.

Selecting courses in this sub-module is a task for a school administrator performing the
course selection task on behalf of a single student. There are other options available for
making course selections for students:

» For making course selections for groups of multiple students at once (batch selec-
tions), see Scheduling > Selection Maintenance.

» For information on making course selections for transfer students and for pro-
jected enrollments, see the section on Course Selections for Projected Enroll-
ments and Transfer Students.

When making course selections, there are several things to keep in mind:

» Course selection changes can be made using any of three different methods as
described in this section. We are not limited to using any one method and can com-
bine methods as needed.

 Course selections are only saved for a student when the green Save @button is
clicked. Leaving a student’s information screen without saving will cause all
unsaved course selection changes to be lost.

» Lunches, study halls, and linked labs will not, and should not, be selected during
the course selection process. SchoolTool’s Student Schedule Builder tools will
schedule lunches, study halls and linked labs automatically.
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1. Navigate to Scheduling > Course Selection.

2. Using the Search text box or Advanced (Batch Selector) Search, locate and
select the desired student’s Personal Information record (see the Introduction
to SchoolTool and Batch Selector User Guidedocuments for details).

3. Scroll down to the bottom of the screen to see the student’s current course
selections.

Note: The student’s course selections are visible at the bottom of the record,
below the Student Information tabs (Contacts, Attendance, Schedule, Notes).
You can either scroll down to see this information or hide the Student
Information tabs to reduce scrolling. Some users also find it useful to select
the student's Schedule tab (from among the Student Information tabs) to use it
to review the current schedule against next year's selections.

Student Course Selections

Once you have navigated to the desired student and are looking at the Course Selection
section of the screen, you will be able to enter selections in several different ways.

Course selections may be made for any school year for which the student has an official
or projected enrollment, though they only have impact when the automatic scheduling
tools are run for the year in which selections have been made.

Use the Year and School Level drop-downs to specify which course catalog you wish to
use for selections. The School Level drop-down will include any schools for which the
student has an official or projected enrollment, an alternate enrollment, or other existing
course selections.
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Course selections can be associated with either the Regular School Year or Summer
School by using the Selection Type drop-down. This is primarily used when running
scheduling tools, such as the Student Schedule Builder. It can also be used for purely
informational purposes. In general, it is recommended to leave this set to Regular
School Year unless you have been directed otherwise.

Course selections for schools other than the one currently selected will be indicated on
screen.
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Course selections can only be made for courses that are listed as active in the specified
year's Course Catalog; if a course is not active, or if the course has no Yearly
Information attached to it, then selections for the course cannot be made. For example,
courses designated as a Course Type of Study Halls or Lunch will not have Yearly
Information, so it is not possible to make selections for these courses.

Additionally, selections cannot be entered for any course that has been linked to another
course in the Course Catalog (such as a lab that is linked to a Science course).

All three methods of entering course selections are listed here. Remember that you may
use any of these selections techniques in any combination.

Note: Selections are not saved automatically, so moving to the next student in the list
without clicking on the Save button will lose any current selections.

After course selections have been made, it is easy to remove them to correct errors or
adjust the number of selected credits.

» Any single course selectioncan be removed by clicking the Delete Xbutton to the
left of each course selection.

 All course selectionsmay be removed from this student by clicking the Delete X
button above the list of selected courses.

Select Courses by Course ID

Selecting courses by ID number requires that you are familiar with the numbers of the
courses to be selected, not just the names. You may have a copy of the Course Catalog,
a paper copy of the student'’s selections, or simply remember the appropriate course
numbers.

If you mistype a course number, it is an easy process to confirm and remove the
selection.
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1. Locate the Enter course IDstext box and type in the series of course numbers,
separated by spaces.

Note: The course numbers you enter will be searched for in the selected School
Level. As soon as a single course selection is made, this drop-down will
become grayed out, assuming that the rest of the student requests will be
made from the same School Level Course Catalog.

Tips: Course numbers must be entered “strictly.” To minimize errors,
SchoolTool expects users to adhere to the following rules:

» Course numbers must be exact matches. If a course has a leading zero in
the Course Catalog, for instance, it must have one here to be a match.

« Some courses may have text (letters) as well, these must match too.

» Spaces are the only delimiters (dividers) allowed. Commas, semicolons,
and other characters should not be used unless they are part of the
Course ID. “123, 456" will not select the two courses as expected, though
“123 456" will.

» Courses that have spaces in the course number, like “655 A” instead of
“655A" or “655-A" cannot be selected with this method, as the space is
used as our delimiter.

Note: If the student requires two or more selections of a course, and the
course is set up to Allow Multiple Course Selections in the Course
Catalog, you can enter the course number multiple times and it will be
added as many times it is selected. An example of this might be a
student who has to double up on Phys Ed in order to graduate.
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2. Click once on the Add #+button at the end of the entry field to add the courses
to the student’s selections.

The screen will refresh, taking all of the course numbers and converting them
to a list of courses in the left hand column, labeled “Selected Courses”.

3. Examine your results.

Any problems discovered while adding the courses will be displayed, in red,
above the course selection results. Typically, courses that have already been
added, that don't exist, or that were entered wrong (i.e., typed with a comma or
missing their leading zero) will trigger these error messages.

Note: It is not possible to add duplicate course requests, unless the course is
setup to allow multiple selections in the Course Catalog. See for more
information.

4. If a course is designated in the Course Catalog as an Elective, a priority drop-
down will appear to the right of the course name.

The priorities you select here are used by the automatic schedule builder tools
to place a student in the preferred course in the event of a scheduling conflict.

Some schools, such as middle schools, may not have electives defined, so
these priority drop-downs may never be seen.

5. Save your selections by clicking the green Save @button at the very top of the
student record; you may have to scroll up to see this button. Once complete,
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you will see a confirmation message indicating that selections were saved.

Note: Selections are not saved automatically, so moving to the next student in
the list without clicking on the Save button will result in the loss of any current
selection changes.

Select Courses by Department

Selecting courses by department allows the administrator to browse course options by
individual department without having to see all courses in all departments. This may aid
the administrator when, for instance, trying to select the best English course for a
student.

1. Select the Department Viewradio button in the course selection area. This is
the default option, so it may already be selected.

Note: The corresponding list of Available Courses will be based on the selected
School Level. For example, you may have Art courses in both the Middle School
and High School, but only those in the selected level will display.

2. Locate the course to be selected by choosing its department from the Depart-
mentdrop-down list.

The screen will refresh to show all available courses for that department in the
selected School Level.
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Note: There are two types of courses in this list: Core and Elective. Core
courses have a value of No in the Elective column; electives have a value of
Yes.

3. Click once on the green Add <button to the left of the course you would like to
select, under the Available Courses section. The screen will refresh showing
the selected course on the left side, under the Selected Coursestab.

Note: The course name still appears in the Available Courses list, though the
Add button is no longer visible, making it impossible to add a course twice.
However, if the course is set up to Allow Multiple Course Selections in the
Course Catalog, the Add button will remain visible, allowing the user to add the
course numerous times. An example of this might be a student who has to
double up on Phys Ed in order to graduate.

Note: The Available Courses list is in order of Course Number, not by grade or
course name.

4. Continue using the Departmentdrop-down list and the Add buttons to move
courses from the Available Courseslist to the Selected Courseslist.

5. If a course is designated in the Course Catalog as an Elective, a priority drop-
down will appear to the right of the course name.
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6. The priorities you select here are used by the automatic schedule builder tools
to place a student in the preferred course in the event of a scheduling conflict.

Some schools, such as middle schools, may not have electives defined, so
these priority drop-downs may never be seen.

7. Save your selections by clicking the green Save @button at the very top of the
student record; you may have to scroll up to see this button. Once complete,
you will see a confirmation message indicating that selections were saved.

Note: Selections are not saved automatically, so moving to the next student in
the list without clicking on the Save button will result in the loss of any current
selection changes.

Select Courses by List

Selecting courses by the list view allows an administrator to see all active courses in all
departments on the screen simultaneously, and to use a series of checkboxes to select
courses for each student.

The list of checkboxes can easily be sorted in different ways (by course, by course ID,
and by Department) to make the selection easier.

1. Select the List Viewradio button in the course selection area.

2. The screen will refresh with the full list of courses for the selected School
Level, displayed with their IDs and course names, checkboxes for selecting or
deselecting, and other details, such as Department, Elective, Credits and
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Priorities. This list may be long and take a few seconds to refresh, as it con-
tains every course that is active in the Course Catalog.

Note: There are two types of courses in this list: Core and Elective. Core
courses have a value of No in the Elective column; electives have a value of
Yes.

Tip: The default display order for the list of courses is numerically by course ID.
However, the first three columns (ID, Course, and Department) can all be sorted
by clicking once on any of their column headings. Clicking a second time on
the same column heading will sort the list by that column again, but in
descending order. Sorting in this manner allows the administrator to more
easily locate courses that may otherwise be difficult to find.

3. Using the checkboxes on the far left, check all of the courses that you would
like selected for this student. You may need to scroll down to see all of the
course options. Un-checking a checked box has the effect of deselecting a
course selection.

4. Save your selections by clicking the green Save [@button at the top of the
screen; you may have scroll up to see this button. Once complete, you will see
a confirmation message indicating that selections were saved.

Note: To see the list of selected course, you can switch back to Department
View for a more consolidated list of selections.

Printing Course Selections

Once you have saved the student's requests, you may wish to print them. Simply click
once on the Student Selections report & icon and a report of the student's selections
will appear. The report will include a Request Type column which shows whether the
selected courses are associated with Summer School or the Regular School Year.

Note: This is the same report available through the Master Schedule > Reports >
Student Schedule Reports, but here it will be run for just this student.
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Using the Do Not Schedule Lunch Checkbox

Placing a check in the Do not Schedule Lunch checkbox will tell the builder tools not to
add a lunch to this student’s schedule. Students with this option checked will not have a
lunch scheduled, and will show up on the Students Missing Lunch report after a student
load has been performed. Examples would be students who opt to skip lunch in order to
fit in additional courses, or for students who attend Vocational courses for half of the
day and don't have time for on-campus lunch with their remaining core classes.
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Note: This feature only works if you have defined courses in the Course Catalog with a
Course Type set to "Lunch.”

Course Selection Notes

Tip: At any time during the selection process, you may click on the Department View
radio button for a concise list of all currently selected courses, with convenient delete X
buttons to remove selections.

Note: Save your work. When you have finished adding courses to this student’s
schedule, using any of the three prescribed methods, scroll back up to the top and click
once on the Save @ button to save the student’s schedule. Once complete, you will see
a confirmation message indicating that selections were saved. If you navigate to
another record or move to another screen without saving, the course selections (and
deletions) you have just created will not be saved.

Note: Each student’s Personal Information record has two additional task buttons for
navigating between students when using lists. These perform the following functions,
which may or may not be appropriate, depending on how many students you are
entering course selections for:

« The Previous €button takes you to the Personal Information record for the stu-
dent who comes before this student in your list, if you selected a student from a
list of results. If you are not using a list, this button will not display.

« The Next =»button takes you to the Personal Information record for the student
who comes after this student in your list, if you selected a student from a list of
results. If you are not using a list, this button will not display.

Course Selections for Projected Enrollments and
Transfer Students

Course selections may also be added for students who have projected enrollments. This
may be useful in situations where a student is transferring into the district for the
following school year. Students must have a projected enrollment before course
selections may be added. Refer to the Census Module documentation for more
information on projected enrollments.

Scheduling > Faculty Duties

The Scheduling > Faculty Duties sub-module allows districts to define various teacher
assignments that may be viewed on a faculty schedule as well as on the Master
Schedule Whiteboard and Teachers’ My Home screens. Once a duty has been created, it
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can then be assigned to one or more teachers from within the Master Schedule
Whiteboard.

Use the Building and School Level drop-downs to narrow the scope of this view. To enter
a new teacher duty, simply enter the new duty name and click the Add < button to
create a new row. Enter information as needed and click Save @ to apply any changes.

Scheduling > Period Maintenance

The Period Maintenance sub-module is responsible for tracking the period structure for
a given building and year. If a period structure does not yet exist for a specified year,
another year’s period structure may be imported.

To add a new period structure or modify an existing period structure, click on the Edit [&
button.

Adding a New Period Structure

Adding a new period structure is one of the first steps in setting up a new year’s
schedule. If a period structure has not been set up, it is often easiest to import a copy
from the previous year, and modify it as necessary.

1. Navigate to the Scheduling > Period Maintenance sub-module. If you do not
have a Building and School Year defined in your Home module Preferences,
you will be prompted to choose the building and year as well.
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o

8.
9.

Notice the window refreshes with the message “None Defined” toward the
bottom. This indicates that periods for this year have not been set up yet, and
we can create periods manually, or by importing from another year.

Click once on the Edit [#'button to add a period structure.

Use the green Add Period ==button to add your first period.
The screen will refresh with several fields where you can define the first period.

Edit the name of the Periodusing the pink required Period fields. Periods can
be:

A. Numeric (i.e., 1, 2, 3, etc)

B. Alpha (i.e., A B, C, L, etc)

C. Alpha-numeric (i.e., A1, A2, A3, B1, B2, etc)

Note: Each Period name is limited to 6 characters.

Use the drop-down lists to select the appropriate hours and minutes for each
period’s start and end times.

Note: SchoolTool allows for overlapping periods, and for periods that start and
end at the same time, as in the case of modular lunches.

Repeat these steps for each successive period.
Click the Save @button in upper right to save this period structure.

Copying Periods from a Previous Year

1.

2.

Navigate to the Scheduling > Period Maintenance sub-module. If you do not
have a Building and School Year defined in your Home module Preferences,
you will be prompted to choose the building and year as well.

Click once on the Edit [#'button to add a period structure. The screen will
refresh with a “Copy periods from” drop-down list.
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6.

. Select a year from the Copy periods from drop-down that contains a current

period structure you would like to use as the master copy.
Click once on the Copy Periods [libutton.

The screen will refresh with a full period structure identical to that of year you
chose from the drop-down.

Click the Save @button in upper right to save this period structure.

Editing an Existing Period Structure

Once you have a period structure that has either been imported or typed in manually, you
have the ability to change it by adding periods, removing unused periods, or modifying
existing periods.

Warning: If you intend to import last year's Master Schedule for use in the future year,
you must copy last year's Period Structure so that the two match. (Step 1 = copy over
periods and save; Step 2 = Import Master Schedule). After your Master Schedule has
been imported, you may edit the names or times of the periods. However, if any edits are
performed prior to the Master Schedule import, all sections will appear as supplemental
(i.e. Period = NONE).

1.

Navigate to the Scheduling > Period Maintenance sub-module. If you do not
have a Building and School Year defined in your Home module Preferences,
you will be prompted to choose the building and year as well.

2. Notice the window refreshes with the period list for the current building and
school year in read-only mode.
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3. Click once on the Edit [#’button to modify the current period structure.

The screen will refresh with many drop-downs that can be changed.

4. Edit the name of the Periodusing the pink required Period fields, as appro-
priate. Periods can be:
A. Numeric (i.e., 1,2, 3, etc)
B. Alpha (i.e., A, B, C, L, etc)
C. Alpha-numeric (i.e., A1, A2, A3, B1, B2, etc)

Note: Each Period name is limited to 6 characters.

5. Use the drop-down lists to select the appropriate hours and minutes for each
period’s start and end times.

Note: SchoolTool allows for overlapping periods, and for periods that start and
end at the same time, as in the case of modular lunches.

6. To add more periods to the list, click on the Add Period 4+button toward the

upper right, and modify the time drop-downs appropriately.
7. To delete periods,click on the Delete ¥button next to the period you would like

to remove.
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8. You will receive a message asking you to confirm the deletion.

Note: Deleting a period will also remove any sub-periods and any related
records in the Master Schedule Builder and Student Schedule Builder
Constraints.

Note: Users may not delete periods if they are used in the selected Master
Schedule, Backups, or Special Cycle Days. In addition, users may not delete a
period that is tied to daily attendance (as defined in Maintenance > Attendance
> Daily Attendance Setup). If a period cannot be deleted for any of these
reasons, the Delete ¥ button will not appear for that period.

Note: Sub-periods can no longer be added in SchoolTool. Sub-periods are not
supported by the Master Schedule Builder's automatic scheduling tools, but
can be used without issue during a load in the Student Schedule Builder, with
the exception of the study hall overlay. For schools already using sub-periods, it
is recommended that these be converted to overlapping periods instead.
Previously existing period structures that contain sub-periods continue to be
supported, but new sub-periods may not be added.

9. When you are done editing your period structure, click on the green Save @but-
ton to save your changes.

Scheduling > Remote Schedules

The Scheduling > Remote Schedules sub-module is used to define remote schedules
that can then be assigned to individual students. Course attendance screens and
homeroom attendance screens that are configured to show the Remote checkbox will
default to the appropriate value (Remote or On-Site) for each student based on the
remote schedule assigned to that student for that day.

Notes about remote schedules:

» Remote schedules can be configured to function based on the actual days of the
week, cycle days, or special cycle day schemes.
» Remote schedules based on weekdays are available for all school years and
building/school levels, while schedules based on cycle day or special cycle
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day schemes are school year and building/school level specific.

» Remote Schedules that are based on cycle day or special cycle day schemes
should be configured after all changes to those schemes and cycle day
assignments have been completed for a given school year. Changing
schemes or scheme assignments that are already associated with Remote
Schedules can cause errors in the Scheduling > Remote Schedules sub-mod-
ule and should therefore be avoided.

» Only one remote schedule can be assigned to a student at a time; use the Start
and End Date fields to specify date ranges as needed.

» Remote schedules are used to determine the default value of the Remote check-
box on attendance screens, but the Remote/On-Site values saved for daily and/or
period attendance will reflect the actual values that were entered from the attend-
ance screens. Keep in mind that the ability to designate attendance entries as
Remote/On-Site is also based on settings in Maintenance.

» Users with permission to see student locator information may see a Remote indic-
ator in the locator for any student who has a remote schedule assignment and is
scheduled to be remote for the current day. The locator will be updated based on
actual attendance submissions over the course of the day.

Student Assignment Tab

The Student Assignment tab allows users to assign remote schedules (defined on the
Configuration tab) to individual students. A student may only have one remote schedule
assigned at a time, although a student can have any number of schedules assigned
throughout the school year as long as the dates do not overlap with other assignments.

Viewing Remote Schedule Assignments

To view students' remote schedule assignments, use the filters at the top of the
screen to select the desired criteria and click the Search button.
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» School Year: Specifies the year for which you want to view remote sched-
ule assignments.

 Building School Level: Specifies the location of primary enroliments of the
students for whom you wish to view assignments (this can be ALL loc-
ations or you may select a specific building/school level). This filter
returns students based on official enrollment location only.

« Remote Schedules: Specifies which remote schedule(s) you want to view
(this can be ALL remote schedule assignments or only assignments for a
specific remote schedule). Note that this dropdown is dependent on the
School Year and Building School Level filters, and will only show sched-
ules that match those filter selections.

» Schedules Active On: Schedules are considered active on a given date if
the schedule assignment date range includes that day (including the start
or end date). This date must be within the selected school year.

Student Assignment  Configuration
REMOTE SCHEDULES

O

o [ALL [ ALL v
5 ‘ emp (active between 7/8/2021 - 7/30/2021) v

. [z ]

After selecting the appropriate filters, click the Search button to view a list of all
students' remote schedule assignments. The Remote Schedule column
includes the schedule name; for schedules based on cycle day or special cycle
day scheme, that column also includes the building school level with which that
remote schedule is associated.

Click on the Show Details dbutton for any Remote Schedule to view the daily
values for each day in that schedule. The row will expand to show a grid of all
daily values. To collapse it, simply click the Hide Details 4* button.
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To filter the grid based on the values in one or more columns, simply click on
the Filter 7 icon for the desired column(s). Filters will be remembered until the
next time you click the Search button to reload the grid.

Enter the desired text in the field that appears (the rows will automatically filter
as you type). Close the filter field by pressing Enter or by clicking outside the
filter field.

The Filter button will change to the Active Filter " icon to indicate when a filter
is active. To remove a filter, simply click on the Active Filter “& icon and delete
the text in that field. Press Enter or click outside the filter field to update the
results.

Click the Print & button to the upper left of the grid to access a printable view
of this screen. The top portion of the report will show filter selections, including
any column-level text filters that are currently applied.
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Adding Remote Schedule Assignments

To add a remote schedule assignment for a student, click the Add 4+button and
locate the appropriate student(s):

« To add an assignment for students one at a time, choose Single Student
and simply type part of the student's name or ID. A list of potential

matches will appear as you type; click the appropriate student from the
list to select that individual.

» To add identical assignments for a group of students in a single oper-
ation, choose the Select Students option and use the batch selector to
search for the desired group of students.

STUDENTS:
() single Student

® 267 Selected Students w Modify Search

Once you have selected one or more students, specify the remote schedule
information and click Save:
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» School Year: Select a school year for which you'd like to add remote
schedule assignments. This selection is also used to determine which
remote schedules are available in the next dropdown.

» Remote Schedule: Choose a schedule from the dropdown. This dropdown
provides a list of all schedules that are currently available from the Con-
figuration tab for the selected school year. Keep in mind that remote
schedules based on cycle day or special cycle day schemes are building
school level specific and can only be added for students who have a
primary enrollment in that location for the selected dates.

« Start Date/End Date: These dates represent the start and end dates for
the remote schedule assignment. Start Date is required; End Date is
optional and may be left blank for ongoing, current schedule assignments
(unless the selected remote schedule is based on a special cycle day
scheme, in which case End Date is also required). Both dates must be
within the same school year (if you've selected a schedule that's based on
special cycle day schemes, both the Start and End dates are required
must be within the active dates of the special cycle day scheme).

After clicking Save, the screen will display the results of the operation, including
the number of successes as well as a detailed list of any failures.

Once this operation is complete, you may click the Done €= button to return to
the Student Assignments tab.
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Modifying or Removing Schedule Assignments

To modify existing student assignments, click the Batch Edit button to the
upper right of the grid.

Note: Batch editing a large amount of records at once may cause performance
delays when loading and/or saving results. To avoid this, it is recommended
that users apply filters to limit the number of records being edited to less than
4,000 records in a single operation.

When in edit mode, use the checkboxes in the grid to select the students to be
updated.

Use the individual field checkboxes at the top of the screen to indicate which
fields you wish to change and specify the values to be applied to the students
you selected. Note that if you select a remote schedule based on a special
cycle day scheme, start and end date are required and will be automatically
selected to ensure that the assignment dates are within the active dates of the
scheme.
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Click Save to complete the operation. The screen will display the results of the
operation, including the number of successes as well as a detailed list of any
failures. Because schedules based on cycle day and special cycle day schemes
are building school level specific, these can only be assigned to students who
have a primary enrollment in the corresponding location for the selected dates;
students whose enrollments are not in that location and/or date range will
return an error and will not be assigned.

To completely remove an existing student assignment, click the Delete X button
on the right side of the row. You'll be prompted to confirm the deletion and the
data will be permanently removed.

Configuration Tab

The Configuration tab is where districts can define any number of remote schedules
that can then be assigned to students in the district.

When viewing the Configuration tab, users will see two sets of filters at the top of the
screen. The School Year dropdown begins with 2019-2020 and shows all years through
the next school year. The Building School Level dropdowns respects all building rights
as well as any user preferences.

Scheduling Module User Guide Page 205 of 246
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



Student Assignment | Cenfiguration.

REMOTE SCHEDULES
+*Q
SCHOOL YEAR:
BUILDING SCHOOL LEVEL: [ALL ~|[ALL -
Remote Schedule Driven By School Year |Building School Level
G @ |[Hscoae Cytle Day Scheme 2020-2021 | Mindex City Middle School / Middle School ®
& |Hs Spirit Week Special Cycle Day Scheme  |2020-2021 | Mindex City High School / High School ®
& |MHS Block Week Remote A Special Cycle Day Scheme (20202021 | Mindex City High Schoal / High Schaol
& |MHS Block Week Remote B Special Cycle Day Scheme (20202021 [Mindex City High School / High Scheol
& |ms Cycle Day Scheme 20202021 |Mindex City Middle School / Middle School ®
& |MS Group 1 Weekday ALL ALL
& |Ms Group 2 \Weekday ALL ALL

Click on the Show Details dbutton for any Remote Schedule to view the daily values for
each day in that schedule. The row will expand to show a grid of all daily values. To

collapse it, simply click the Hide Details 4 button.

REMOTE SCHEDULES

Student Assignment | Configuration

+*0
SCHOOL YEAR:
BUILDING SCHOOL LEVEL: [ALL ~|[ALL v
Remote Schedule Driven By School Year |Building School Level
& |[HsCcDAB Cycle Day Scheme 20202021  |Mindex City Middle School / Middle School R®
& |HS Spirit week Special Cycle Day Scheme  |2020-2021 | Mindex City High School / High School E3
(5% |MHS Block Week Remote A Special Cycle Day Scheme  |2020-2021 | Mindex City High Schoal / High School 3¢ )
Long Block Week (active between 118/2021 - 1722/2021)
| Long AM Day A‘ Long AM Day B ‘ Leng Middle AB Combo | Long PM DayA‘ Long PM DayB: |
L |Remote | on-site [on-site |Remote |on-ste |
>
& |MHS Block Week Remate B Special Cycle Day Scheme 20202021 |Mindex City High Schoal / High Schaol R®
& |ms Cycle Day Scheme 2020-2021  |Mindex City Middle School / Middle School P4
& |Ms Group 1 Weekday ALL (ALL
& |MsGroup2 WWeekoay ALL ALL
& |Ms Group 3 Weekday ALL ALL
& |Sample weekday schedule 2: ON Tues, Fri | Weekday ALL ALL b4
& |Sample weekday schedule: ON Mon, Thurs | Weekday ALL ALL ®
@ |virtual ony Weekday ALL ALL

To add a new configuration, start by using the filters at the top of the screen to ensure
that you're working in the correct school year. Click the Add 4 button in the upper right
of the screen. A new row will appear at the top of the grid.

Enter the details for the new remote schedule configuration:

1. Name: Enter a name for the new configuration. Names must be unique per
school/building school level.

2. Driven By, School Year, and Building School Level: Choose whether this sched-
ule should be driven by weekday, cycle day scheme, or special cycle day

scheme.

» Weekday: When this option is selected, the school year and building
school level values will be set to "ALL" because Weekday schedules are
available for any school year/location.

You'll see Remote/On-Site radio buttons for each day of the week.
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» Cycle Day Scheme: When this option is selected, the building school level
dropdowns will include only those locations that have cycle day schemes
defined for the selected school year.

You'll see Remote/On-Site radio buttons for each cycle day in the active
cycle day scheme for the selected building school level.

» Special Cycle Day Scheme: When this option is selected, the building
school level dropdowns will include only those locations that have one or
more special cycle day schemes defined for the selected year.

If that location has more than one special cycle day scheme available,
you'll need to select the desired scheme before continuing. Once you've
selected a special cycle day scheme, you'll see text indicating the active
dates for that scheme, as well as Remote/On-Site radio buttons for each
date in the selected scheme.

3. Use the radio buttons to specify the daily values for this Remote Schedule and
click the Save Remote Schedule & button to finish.

4. The grid will automatically refresh to show the new Remote Schedule in the list
(the grid is sorted alphabetically by schedule name).

To modify an existing Remote Schedule, click the Edit [ button in the row you wish to
modify and update as needed (only the name and day values can be modified for
existing schedules). Remember that editing a remote schedule will modify it for all
students who are assigned to that schedule.
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Student Assignment ‘Configuratis
REMOTE SCHEDULES
+*Q
SCHOOL YEAR:
BUILDING SCHOOL LEVEL: [ALL ~|[ALL v
Remote Schedule Driven By School Year |Building School Level

@ ¥ [HscDaB Cycle Day Scheme 2020-2021  |Mindex City Middle School / Middie School ®
R |HS Spirit Week Special Cycle Day Scheme (20202021 | Mindex City High Schoal / High Scheol ®

p MHS Block Week Remote A Special Cycle Day Scheme (20202021 | Mindex City High Schoal / High Schaol
A% s Block Week Remote B Special Cycle Day Scheme (20202021 [Mindex City High School / High Scheol

& |ms Cycle Day Scheme 2020-2021  |Mindex City Middle School / Middle School ®

& |MS Group 1 \Weekday ALL ALL

& |Ms Group 2 Weekday ALL ALL

To delete, click the Delete ¥ button on the right side of the row you wish to remove.
Keep in mind that schedules cannot be deleted if they have been assigned to students;
to remove a schedule in that situation you must first remove all student assignments

from that schedule.

Student Assignment | Configuration
REMOTE SCHEDULES
+{
SCHOOL YEAR:

BUILDING SCHOOL LEVEL: [ ALL ~|[ALL ~

Remote Schedule Driven By School Year |Building School Level —
& |[HscDaB Cycle Day Scheme 20202021 |Mindex City Migdle School / Middle Schoal (32
& |Hs Spirit Week Special Cycle Day Scheme  |2020-2021 | Mindex City High School / High School
% MHS Block Week Remote A Special Cycle Day Scheme  |2020-2021 Mindex City High Scheol / High School S@
& |MHS Block Week Remote B Special Cycle Day Scheme  |2020-2021 | Mindex City High School / High School x
& |ms Cycle Day Scheme 2020-2021  |Mindex City Middle School / Middie School b4
& |Ms Group 1 Weekday ALL ALL

Scheduling > Room Usage Report

The Room Usage Report provides information on how rooms have been scheduled, and
is a useful report when searching for a free room or verifying the class schedule for a

room.

Users have two ways to report information:

» By Room: will display the courses taking place in the selected room, period by

period;

By Period: will display all of the rooms (either Available or Unavailable) for the
selected period, and their seat capacities.

To access the Room Usage Report
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1. From within the Scheduling module, select the Room Usage Report sub-module
from the menu at left.

2. From the drop-downs, select the School Level and School Year you will be work-
ing with.

3. Select the Semester to narrow your results, or select ALL to include all
semesters from that year.

4. Select the Cycle Day(s) you wish to report on. You must select at least one.

Note: You can only run this report for a single room or a single period at a time.
To Generate the Report by Room

1. Select the Roomradio button under Report By.
2. Select the room number from the Search Bydrop-down.

3. Click Run Report.

To Generate the Report by Period

1. Select the Periodradio button under the Report By.
2. Select the period from the drop-down list under the Search Byoptions.
3. Select the appropriate radio button for Available or Unavailable.
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4. Click Run Report.

Scheduling > Selection Maintenance

The Selection Maintenance sub-module allows you to add, edit and remove course
selections or recommendations for multiple students at the same time. The Selections
option allows users to locate a group of students and add, modify, or remove course
selections for those students in a single operation. The Recommendations option
allows users to review teacher-submitted course recommendations and mark those
recommendations as approved where appropriate.

Using the Batch Selector, users can isolate a group of students, such as those in a grade
(i.e. all outgoing 8th graders will get 9th grade English, Science and Social Studies), or
those in a team (i.e. all those on Team AP get English Honors, Math Honors and Science
Honors courses for their grade level) and then perform a scheduling task.

After locating a group of students, an administrator will be able to add and remove
course selections for all found students at once, as well as modify any current course
selections.

1. The first step in using the Selections option is always to locate the students
that you would like to make course selection changes for. You will also need to
select the school level and year where the course selection will be made. To
begin, click the Selections option and use the Batch Selector to locate a group
of students who will all have the same modifications to their course selections.

Tip: Locate students that all have something in common like a currently
scheduled course, a team, or a grade, by using the Batch Selector terms such
as Master Schedule, Team, Enroliment, or Program Service. For more specifics
on using the Batch Selector, refer to the Batch Selector User Guide.
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2. When the list results, verify all the students in the list will get the course selec-
tions, deselecting any that should not be scheduled for this course, and click
the Continuebutton.

The screen will refresh with a list of school levels where the students will
attend the course.

3. Select »a School Level and School Year to locate the course catalog you wish
to select from.

The screen will refresh with three (3) options for modifying course selections.

Once you have located the group of students you are going to modify, and have selected
both a building and a year for the course selections, you have several options:

» Add selections: This entails locating a course that all of the selected students
should be taking in the target year, and adding it to all selected students sim-
ultaneously.

 Edit Selections: This entails exchanging a current course selection for a new
course selection for the group of students. This is the same process, logically, as
removing a course selection and adding another, though it saves us steps.

» Remove Selections: This allows us to, for our group of students, remove a selec-
tion that should not be there, or is no longer offered.

Adding Course Selections

Before adding course selections, ensure the desired Selection Type is chosen. Course
selections can be associated with either the Regular School Year or Summer School by
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using the Selection Type drop-down. This is primarily used when running scheduling
tools, such as the Student Schedule Builder. It can also be used for purely informational
purposes. In general, it is recommended to leave this set to Regular School Year unless
you have been directed otherwise.

To add course selections to the currently selected list of students, select the applicable
courses using one of the methods described below (by Course ID, in Department View,
or in List View) and save your changes. Remember that you may use any of these
techniques in any combination.

Course selections can only be made for courses that are listed as active in the specified
year's Course Catalog; if a course is not active, or if the course has no Yearly
Information attached to it, then selections for the course cannot be made. For example,
courses designated as a Course Type of Study Halls or Lunch will not have Yearly
Information, so it is not possible to make selections for these courses.

Additionally, selections cannot be entered for any course that has been linked to another
course in the Course Catalog (such as a lab that is linked to a Science course).

Course selections may be made for any school year, though they only have impact when
the automatic scheduling tools are run for the year in which selections have been made.

Select Courses by Course ID

Selecting courses by ID number requires that you are familiar with the numbers of the
courses to be selected, not just the names. You may have a copy of the Course Catalog,
a paper copy of the student’s selections, or simply remember the appropriate course
numbers.
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If you mistype a course number, it is an easy process to confirm and remove the
selection.

1. Locate the Enter course IDstext box and type in the series of course numbers,
separated by spaces.

Note: The course numbers you enter will be searched for in the selected School
Level. As soon as a single course selection is made, this drop-down will
become grayed out, assuming that the rest of the student requests will be
made from the same School Level Course Catalog.

Tips: Course numbers must be entered “strictly.” To minimize errors,
SchoolTool expects users to adhere to the following rules:

» Course numbers must be exact matches. If a course has a leading zero in
the Course Catalog, for instance, it must have one here to be a match.

« Some courses may have text (letters) as well, these must match too.

» Spaces are the only delimiters (dividers) allowed. Commas, semicolons,
and other characters should not be used unless they are part of the
Course ID. “123, 456" will not select the two courses as expected, though
“123 456" will.

» Courses that have spaces in the course number, like “655 A" instead of
“655A" or “655-A" cannot be selected with this method, as the space is
used as our delimiter.

Note: If the student requires two or more selections of a course, and the
course is set up to Allow Multiple Course Selections in the Course
Catalog, you can enter the course number multiple times and it will be
added as many times it is selected. An example of this might be a
student who has to double up on Phys Ed in order to graduate.
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2. Click once on the Add #+button at the end of the entry field to add the courses
to the student'’s selections.

The screen will refresh, taking all of the course numbers and converting them
to a list of courses in the left hand column, labeled “Selected Courses”.

3. Examine your results.

Any problems discovered while adding the courses will be displayed, in red,
above the course selection results. Typically, courses that have already been
added, that don't exist, or that were entered wrong (i.e., typed with a comma or
missing their leading zero) will trigger these error messages.

Note: It is not possible to add duplicate course requests, unless the course is
setup to allow multiple selections in the Course Catalog. See for more
information.

4. If a course is designated in the Course Catalog as an Elective, a priority drop-
down will appear to the right of the course name.
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The priorities you select here are used by the automatic schedule builder tools
to place a student in the preferred course in the event of a scheduling conflict.

Some schools, such as middle schools, may not have electives defined, so
these priority drop-downs may never be seen.

5. Save your selections by clicking the green Save @button at the very top of the
student record; you may have to scroll up to see this button. Once complete,
you will see a confirmation message indicating that selections were saved.

Note: Selections are not saved automatically, so moving to the next student in
the list without clicking on the Save button will result in the loss of any current
selection changes.

Select Courses by Department

Selecting courses by department allows the administrator to browse course options by
individual department without having to see all courses in all departments. This may aid
the administrator when, for instance, trying to select the best English course for a
student.

1. Select the Department Viewradio button in the course selection area. This is
the default option, so it may already be selected.
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Note: The corresponding list of Available Courses will be based on the selected
School Level. For example, you may have Art courses in both the Middle School
and High School, but only those in the selected level will display.

2. Locate the course to be selected by choosing its department from the Depart-
mentdrop-down list.

The screen will refresh to show all available courses for that department in the
selected School Level.

Note: There are two types of courses in this list: Core and Elective. Core
courses have a value of No in the Elective column; electives have a value of
Yes.

3. Click once on the green Add <button to the left of the course you would like to
select, under the Available Courses section. The screen will refresh showing
the selected course on the left side, under the Selected Coursestab.
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Note: The course name still appears in the Available Courses list, though the
Add button is no longer visible, making it impossible to add a course twice.
However, if the course is set up to Allow Multiple Course Selections in the
Course Catalog, the Add button will remain visible, allowing the user to add the
course numerous times. An example of this might be a student who has to
double up on Phys Ed in order to graduate.

Note: The Available Courses list is in order of Course Number, not by grade or
course name.

4. Continue using the Departmentdrop-down list and the Add buttons to move
courses from the Available Courseslist to the Selected Courseslist.

5. If a course is designated in the Course Catalog as an Elective, a priority drop-
down will appear to the right of the course name.

6. The priorities you select here are used by the automatic schedule builder tools
to place a student in the preferred course in the event of a scheduling conflict.

Some schools, such as middle schools, may not have electives defined, so
these priority drop-downs may never be seen.

7. Save your selections by clicking the green Save @button at the very top of the
student record; you may have to scroll up to see this button. Once complete,
you will see a confirmation message indicating that selections were saved.
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Note: Selections are not saved automatically, so moving to the next student in
the list without clicking on the Save button will result in the loss of any current
selection changes.

Select Courses by List

Selecting courses by the list view allows an administrator to see all active courses in all
departments on the screen simultaneously, and to use a series of checkboxes to select
courses for each student.

The list of checkboxes can easily be sorted in different ways (by course, by course ID,
and by Department) to make the selection easier.

1. Select the List Viewradio button in the course selection area.

2. The screen will refresh with the full list of courses for the selected School
Level, displayed with their IDs and course names, checkboxes for selecting or
deselecting, and other details, such as Department, Elective, Credits and Pri-
orities. This list may be long and take a few seconds to refresh, as it contains
every course that is active in the Course Catalog.

Note: There are two types of courses in this list: Core and Elective. Core
courses have a value of No in the Elective column; electives have a value of
Yes.

Tip: The default display order for the list of courses is numerically by course ID.
However, the first three columns (ID, Course, and Department) can all be sorted
by clicking once on any of their column headings. Clicking a second time on
the same column heading will sort the list by that column again, but in
descending order. Sorting in this manner allows the administrator to more
easily locate courses that may otherwise be difficult to find.

3. Using the checkboxes on the far left, check all of the courses that you would
like selected for this student. You may need to scroll down to see all of the
course options. Un-checking a checked box has the effect of deselecting a
course selection.
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4. Save your selections by clicking the green Save @button at the top of the
screen; you may have scroll up to see this button. Once complete, you will see
a confirmation message indicating that selections were saved.

Note: To see the list of selected course, you can switch back to Department
View for a more consolidated list of selections.

Editing Course Selections

To edit course selections for the currently selected list of students, click the Select
button next to "Edit Course Selection.” The screen will refresh with drop-down lists for
courses to be removed, and those to be added.

1. Select the course you wish to removefrom the “Select Course to Remove” drop-
down list and wait for the screen to refresh.

2. Select the course you wish to addfrom the “Select Course to Add” drop-down
list.

Note: The "Select Course To Remove/Add" drop-downs contain alphabetical
lists of every course in the course catalog, so it may be necessary to scroll
down to find the course(s) you are looking for.

3. Save this selection modification by clicking once on the Save @button in the

upper right corner.
4. The screen will refresh returning you to the Selection Maintenance screen,
where you can select another option for this same group of students.

Scheduling Module User Guide Page 219 of 246
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



5. Notice the text “Course selected has been changed” displays in red at the top
of the screen when the course selection changes have been saved.

6. You may continue to use the options here to “Add”, “Edit”, or “Remove” course
selections for all of your selected students.

Removing Course Selections

. Click the Select » button next to “Remove Course Selection.”
2. The screen will refresh with two drop-downs.

—

Choose the Selection Type the selections you want to remove are associated
with. The Select Course list contains all active courses for the previously
selected building and year.

3. Select the course you wish to remove from the Select Coursedrop-down list.

Note: The Select Course drop-down contains an alphabetical list of every
course in the course catalog, so it may be necessary to scroll down to find the
course you are looking for.

4. Save this selection modification by clicking once on the Save @button in the
upper right corner.

5. The screen will refresh returning you to the Selection Maintenance screen,
where you can select another option for this same group of students.

6. Notice the text “Course selected has been removed” displays in red at the top
of the screen when a course has been successfully removed for the students.

7. You may continue to use the options here to “Add”, “Edit”, or “Remove” course
selections for all of your selected students.
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Selection Maintenance Notes

Note: Students will never have duplicate redundant requests: Students can only have a
single request for a specific course, so duplicate requests for a student for the same
course will result in only a single request for that course. No error will result in making
these redundant requests. The only exception to this is when a course is marked as
"Allow Multiple Course Selections" in the Course Catalog. In this case, students will
receive as many requests as you give them, which will allow the automatic builder tools
to place the student into multiple sections.

Note: Gender specific designations are enforced: If the course that is being added or
removed is gender-specific (i.e., Phys Ed for boys), SchoolTool will adhere to the gender
rules as specified in the Course Catalog. So boys will never be added to classes, like
Phys Ed, that are specifically for girls only.

Note: Remove selection only works for students who have the selected course: If a
request is removed from a group of students, but all students do not have the course,
then those students will be ignored, and the “remove selection” operation will be
performed only for those students that have the request.

Note: Edit selection only works for students who have the course to be removed: If an
Edit Course Selection is performed on students that do not have the course listed in
“Select Course to Remove”, the students will not be assigned the new selection in
“Select Course to Add". Students must have the course to be removed in order to
receive the course to be added.

Note: Once you have a group of students selected, you may make many changes using
the Selection Maintenance window to Add, Edit, and Remove course selections for these
students. To work with a new group of students, click once on the Selection
Maintenance sub-module on left side of the screen.

Note: There is no way to batch add the "Do Not Select Lunch" checkbox option for
multiple students. This must be done student by student through the Course Selection
area.

Recommendations

The Recommendations screen allows users to review teacher-submitted course
recommendations for the upcoming school year and mark those recommendations as
approved where appropriate. When a recommendation is approved, a course selection
will automatically be created for that student for the approved course.

To view recommendations, use the filters at the top of the screen to locate the students
and/or courses you wish to view. Keep in mind that recommendations are generally
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submitted for the upcoming school year, rather than the current year. By default this
screen shows only pending recommendations. To include recommendations that have
already been approved, use the Status drop-down.

SELECTION MAINTENANCE

Selections "® Recommendations

COURSE RECOMMENDATIONS STUDENT 5:

SCHOOL YEAR: | 2020-2021 v ® Al

SCHOOL LEVEL: | ALL v By Counselor | SELECT ONE v
DEFARMENT: | ALL v Select Students

COURSE: | ALL v

sTaTus: | Pending v

48 Records Found

L Student Faculty Course Recommendation Status

|| |Adams, Pamela (19140) Adams, Sallie English 11 (00053) Fending
||  |Adams, Theresa (19139) Woolton, Jerry English 11H (00054 Fending
(] Adams, Theresa (19139) ‘Woolton, Jerry ESUL[‘;E’;B\';'[RHOS Witing Studio Pending
|| |Adams, Vincent (21358) Adams, Sallie English 11H (00054 Fending
[ |Adams. William (19744) Woolton, Jerry English 11 {00053) Fending
(] Allen, Shannon (20270) Adams, Sallie English 11 {00053) Pending

To approve recommendations, use the checkboxes to the left of each row to select the
appropriate recommendations and click the Approve button above the grid. The
selected rows will be marked as "Approved" and new course selections will
automatically be created for each student.

Note: If a student already has selections for a given course, new selections will not be
created for it unless the course is set to allow multiple selections in the course catalog.

Scheduling > Teaming Maintenance

The Teaming Maintenance sub-module is used to create and manage teams and team
groups for scheduling purposes. Teams and groups are then assigned to sections in the
master schedule, and when the Student Schedule Builder is run, students are given the
appropriate schedule for their team.

At the middle school level, this is often used with block scheduling and platooning.
Students are placed into any number of sections defined for their teams, yet can also be
mixed with larger groups for courses such as specials or phys ed.

At the elementary school level teams are used to create schedules based on tracking,
where students get courses based on their homerooms. As students move from
homeroom to homeroom, their schedules can also be automatically updated.

From within the Teaming Maintenance Sub-module, we have five options, each
selectable with the blue select » button:
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1. Copy Teams and Team Groups: Here we can copy the team structure from any
previous year that had teams, to the current year. Teams can then be modified
as needed and populated with students. If there are no teams from the pre-
vious year, a message will appear alerting you that there are no teams to copy

over.
2. Teams: In SchoolTool, teams are the smallest groups of students that we need

for scheduling purposes. Students can only belong to one team, but can be part
of multiple team groups. Here we have the ability to edit existing teams, create
new ones, and delete those that we do not need.

3. Team Groups: Team groups allow us to add multiple teams to a single named
group, such that students may be referred to and scheduled by their team or by
their team group. Team groups can be used in the same ways that teams are

used.
4. Student Assignment: Here we populate our teams with students, based on

Batch Selector criteria.
5. Report: Here we can print out all of the teams and the students that are on

them, or determine which students are not currently assigned to a team.

Copy Teams

Copying teams allows an administrator to simply roll over all of the team information
from a previous year to the current year, saving a great deal of time in configuring teams
manually.

Student membership to teams does not copy forward, as students will be in different
grades, grade levels, and years, though we have the ability, with the Batch Selector, to
select groups of students based on their team membership in a previous year.

Note: It is not possible to roll over teams to the current year if teams did not existin a
past year.

1. From within the Teaming Maintenance sub-module, use the select » button
next to Copy Teams and Team Groups.
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2. The screen will refresh asking you for a year that you would like to copy the
teams from.

Note: If you select this option but have already imported teams or have created
any teams manually, you will receive a message telling you that you cannot
copy teams in to the current year. This is to protect us from accidentally
overwriting existing teams.

3. If you would still like to copy teams into the current year, it will be necessary to
remove all existing teams first, and then return to this menu option.

4. From the Copy Teams and Team Groups Fromdrop-down list, select the year
that you would like to copy teams from.

5. Click once on the green Save Bbutton to perform the copy.

6. All of the selected year’'s teams and team groups will be copied forward to the
current year (or the year that was selected as you entered the Teaming
Maintenance sub-module).

7. The screen will refresh back to the Teaming Maintenance main menu.

Defining and Modifying Teams

Adding, modifying, and removing teams and team properties can be done using the
Teams option from within the Teaming Maintenance sub-module.

1. Click once on the blue Select » button from within the Teaming Maintenance
sub-module.

2. The screen will refresh with a list of all existing teams with columns for their
Grade and Homeroom associations, if these have been defined.
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Adding and Editing Teams

Adding a new team from scratch is a nearly identical process to editing an existing
team.

1. From within the Teams option of the Teaming Maintenance sub-module, do
one of the following:
A. Click on the Add <4 button to add a new team.

OR:

B. Click on the Edit [# button next to the team you would like to modify.

In either case, the screen will refresh with the Team edit window.

2. Fill in or edit the appropriate fields:

A. Team Name: This is a free-text field that will represent the team from
this point forward. Use a name that is appropriate for your needs and
is easily identifiable.

B. Grade: Choose the grade that this team is valid for. You will have the
ability to add multiple grades to a team in a moment.

A student cannot be added to a team if the grade of the student is not
used for this team.

C. Homeroom: If a homeroom is assigned to this team, for elementary
tracking purposes for instance, then choose it from this drop-down
list.

Homerooms are not typically assigned to middle and high school level
teams, but if used, may result in odd scheduling results.
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D. Additional Buildings: The bottom of this page is reserved for addi-
tional buildings, grade levels, and grades that should be added to this
team. Simply choose the appropriate Building, School Level, and
Grade from the drop-down lists and click on the green Add < button
to add the information.

A student cannot be added to a team if the student’s grade has not
been added to the team.

In many cases, you will want to have multiple grades listed for any
given team. Before students are advanced to new grade level (i.e.,
from grade 8 to 9), you may want to add them to their new teams, for
instance, so a team may need both grades.

Note: A grade cannot be added to a team more than once. If you try to
do so, an appropriate message will appear.

| |
3. Click on the green Save @icon in the very upper right to save this team. Your
screen will refresh back to the Teams list where you will see the name of your
team in read-only mode.

Note: The "main” grade associated with your team will be the only grade that
displays in this view. Any other grades you added will remain associated with
this team, but will only be visible when you Edit the team.

Deleting Teams

Once teams have been created, or copied from a previous year, you may find that some of
them are no longer necessary.

1. Within the Teams option of the Teaming Maintenance sub-module, locate the
team you would like to remove and click on the red Delete Xbutton next to the
desired team.
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2. You will receive a message confirming the deletion.

3. When prompted with a reminder that this deletion will be permanent, click OK
(to proceed) or Cancel(if you do not wish to delete the team).

Notes: A team cannot be deleted if it is being used by your Master Schedule (it
might be tied to a class section) or if it has students in it. If you try to delete a
team that is being used, you will be prompted by an appropriate message, and
you will not be able to delete the team until all ties to it have been removed.

Team Groups

A student may only be a member of a single team at a time, but there will be times when
we would like to refer to a student as if he or she were in multiple teams.

For instance, we may have a series of teams that we would like to group:

Teams:
Team Group: - Blue 9 <€+ Team Group:
"9th Grade” : "Blue Group"
™A\ Red 9
Team Group: ~»Blue 10 ]
"10th Grade" Team Group:
. Red 10 4 "Red Group”

Adding and Editing Team Groups

1. Click once on the Team Groups option from within the Teaming Maintenance
sub-module.
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2. The screen will refresh with the Team Groups window.

A. Click once on the green Add <button to add a new team group.

OR

B. Click once on the Edit [# button to edit an existing group.

3. Fill in or edit the appropriate fields:

A. Team Group Name: This is a free-text field that should contain the
name of the team group. This should not be the same name as any of
the existing teams, and should be something easily identifiable.

B. Teams: Choose a team from the drop-down list and click on the green
Add = button to add the team to this group.

4. Continue selecting teams from the drop-down list, and clicking the Add button
until all teams have been added to this group.

5. Groups are typically made up of two or more teams, and there is no limit to
how many teams can be combined into a group.

Note: If you attempt to add a team to this group that already exists for this
group, you will receive a warning message, and the duplicate team will not be
added.
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Unable to add this team name to the group because it already exists.

Note: You may remove any team that has been added to this group by clicking
the Delete X button next to the team you would like to remove.

6. Click on the green Save @button to save this team group.

Deleting Team Groups

Removing a team group is as simple as removing a team.

1. Within the Team Groups option of the Teaming Maintenance sub-module, loc-
ate the group you would like to remove and click on the red Delete Xbutton next
toit.

2. You will receive a message confirming the deletion.

3. When asked “Are you sure?” click OKto proceed or Cancelif you do not wish to
delete the group.

Student Assignments

Now that we have built our teams and team groups, we can populate (add students to)
them. Here we will use the Batch Selector to locate a group of students, select
individuals, and assign them to teams. See the Batch Selector User Guide for more
information about searching for students.

1. From within the Teaming Maintenance sub-module, click once on the Select »
button next to Student Assignment.
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2. The screen will refresh to the Batch Selector.

3. Use the Batch Selector to locate the group of students you would like to assign
to a team and use the checkboxes to select students.
Tip: The Batch Selector can be used with combinations of terms (like
Enrollment + Team or Enrollment + Homeroom) to locate groups of students.
These searches can then be saved and referred to repeatedly until all students
have been placed on teams.

4. Click Continue.

Choose the appropriate button next to the option you would like:

o

A. Add Students To: Select a team from the drop-down list and click the
Add < button to put the previously selected students into that team.

You will receive a confirmation message with a list of students that
were successfully added to the team.

Note: You may also have problems adding students to teams. In this
event, a list of students, and their problems, will be presented. In the
event a student is already on a team but should be on this team, you
will be able to change that student's team from here by selecting the
student and using the Save @ button to add the student to the new
team.

B. Remove Students From Current Team: Select the Delete X button to
remove the students in the previously selected list from any team that
they were a member of, for the currently selected year. You will be
prompted with a message asking if you are sure about removing

Scheduling Module User Guide Page 230 of 246
SchoolTool Version 23.2 © 2026 Mindex Modified 3/31/2026



these students from their teams. Clicking OK will cause them to be
removed from their teams.

Note: Removing students from their teams will not affect their current
schedules. To move them from one team-based section to another
you will need to manually edit their schedules in the Counseling
module.

C. Move Students To: Select a team from the drop-down list and click
the Edit (@' button to move the students from their current team, to the
selected team.

You will be prompted with a message asking if you are sure about
moving these students to a new team. Clicking OK will move the
students from their old team, to their new one.

A message will then be displayed with a list of the students that have
been successfully moved.

D. Auto Assign by Homeroom: Click the Auto Assign by Homeroom &
button to use the student's enroliment record to determine the home-
room and to assign that student to a team that has been associated
with the same homeroom.

Note: This option will only appear if homeroom-based teams exist.

Note: Auto Assign by Homeroom was designed to be used by
elementary schools which typically utilize a supplemental (i.e., non-
period based) schedule for their tracking. Contact your SchoolTool
support liaison for help using this feature at the middle or high school
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level. See the Census User Guide and Defining and Modifying Teams
for specifics on adding homerooms to students and assigning
homerooms to teams.

Team Report

The team report is a quick and effective means to determine the general makeup of our
teams, including overall headcounts and gender breakdowns. We can also use this
report to determine which students have not yet been assigned to a team, to make sure
no one is left out.

To see this report:

1. Click on the blue Select > button next to Report.

2. Make appropriate selections:

A. Team: the specific team you would like to view, or All if you would like
to see all teams, or Unassigned if you would like to see students who
are not yet placed on teams.

B. Grade: The grade you would like to view or choose All to see all
grades in the selected building.

C. Summary Report: Selecting the summary checkbox will print a sum-
mary report instead of the full-detail report that contains student
names.

3. Click the Run Reportbutton to view the report.
Listing Report

This is the report that will be produced if you do not check the Summary Report option
on the pre-screen:
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Summary Report

This is the report that will be produced if you check the "Summary Report" option on the

pre-screen:
Teaming Listing
Mddle Schoal - 2060007 D06
Team Name Siudenis Hlakes Females

Easi 711 k1] 13 iE]
Easi 712 =0 L& 14
Bt 713 il 15 12
East 714 u 17 [
Exsi 7-15 = 17 12
Morih 7-16 ki 14 7
Morth 7-17 33 14 2l
Sawth 7-10 F-J 15 14
Mat Assigmed 437 pEe) did

Scheduling Appendix

Refer to the links below for information and FAQs for Master Schedule Builder, Student

Schedule Builder, and the general Student Scheduling Process.

Master Schedule Builder FAQs

» How do | verify courses which are linked to make sure sequencing is set

up?

 Linked courses will appear in both the Course Catalog and the Master
Schedule Editor (Main tab). Simply locate the Department/Course,
and information indicating that a course is linked to another course
will appear. To verify sequencing for those linked courses, you can
then use the Sequencing report, which will list each section that has
been tied to another section, helping you ensure all linked courses are

setup properly.
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« |s there any way to see a list of students that requested a particular
course, so you can tell which students should or shouldn’t be there
(maybe some made wrong selections)?

» Yes — use the 'Course Selection Reports per Department with Student
Names'report.

» How do | schedule a student who has lunch one semester but not the
other?

» You have two options here. Option #1 is to treat lunch like a course
(i.e., do not invoke our lunch logic), make sections for it that are
semester-based, and then use student course requests to ensure a
student is automatically scheduled into only one semester of lunch.
Option #2 is to handle this scenario on a case-by-case basis, manu-
ally, by editing a student's schedule. There, you can contract a stu-
dent out of a semester of lunch, or add a student to a lunch period in
one semester which is already full with a core class in another.

» How does the Master Schedule Builder affect supplemental courses?

» Supplementals are not touched by the builder; this is by design.

» Does a message appear alerting users that something didn’t get sched-
uled?

» No, everything gets scheduled every time. If you are trying to find stu-
dents who did not receive courses that they requested, see the
'‘Courses Not Placed Overview' report.

« Is there areport to list active and inactive courses for the Master Sched-
ule build?

» No, but you can sort the list of courses in the Master Schedule Builder
tab by clicking on the Active column heading. This will sort all active
and all inactive courses together, and you can then easily scroll
through the list to review.

« What happens if only one Master Schedule Builder constraint is defined?
Do all have to be defined? What is affected?

« If no constraints are defined, the course will not be scheduled.

» How does SchoolTool know to create the right number of sections per
semester?

» The Master Schedule Builder has logic to create options that match
singletons, doubletons, etc., based on student requests. The system
will create the best schedule which provides for the least number of
conflicts.

 Is it possible to create a block schedule using the Master Schedule
Builder?
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» Yes. You will simply define the block meeting patterns per course
when you are setting up your Master Schedule Builder Course con-
straints.

» Will the Master Schedule Builder double book teachers?

It depends. If you use the 'Must be Blended With' radio button option
in the Master Schedule Builder Course Constraint, then SchoolTool
will create sections that share the same room and teacher. However,
if this option is not used, SchoolTool has logic which will prevent a
teacher from being booked into more than one course section or
room per period. You can still override this manually in the Master
Scheduled Editor as desired.

« If | already know all of the details of all of my sections (teachers, rooms,
periods, etc) do | need to use the Master Schedule Builder?

e No. The Master Schedule Builder is useful when you don't know the
periods or when the room number or teacher of each section doesn't
matter. The Builder will create the best-fit schedule to meet the most
student requests while minimizing conflicts.

Student Schedule Builder FAQs

» Can the Student Schedule Builder be run at the same time as other users
are on the system doing tasks like grading or attendance?

e Yes

» Can the Student Schedule Builder be run at the same time as counselors
are adding course requests?

e Yes

» How is the system affected performance-wise while the Student Schedule
Builder is running?

» The builder only takes a couple of minutes to run, and the process
runs on a secondary thread, so there should be little to no impact to
other users.

» Will users get a confirmation message when the builder has finished?

e Yes

» Canyou lock down courses, then do lunches in the next run, then study
halls after that?

» Yes, but you don’t need to. As part of the system, the Student Sched-
ule Builder automatically gives students lunch unless they selected
the Do Not Schedule Lunch check box when making course requests.
Study halls are then done at the end of the load, as an overlay, where
the student has available timeslots.
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« If the schedule is unlocked, can manual changes be made?
e Yes
« |f the schedule has been locked, but you realize you have sections you
don’t need, can sections be removed?

» Yes — you can add and edit sections at any time. You can delete sec-
tions without students at any time. If you wish to delete a section with
students in it, you will need to first remove the students.

« Is it possible to run the Master Schedule Builder after you've run the Stu-
dent Schedule Builder?

» Yes — but you must first remove students from the schedule by delet-
ing all previous Student Schedule Builder runs.

» How do | remove students from the schedule?

» Delete all run reports in the Student Schedule Builder Run History.
Once these are gone, you can manipulate the Master Schedule. In
addition, if any students have been manually scheduled, you may
need to manually remove those placements before you are allowed to
edit certain section details.

Student Scheduling Process

Prep (Maintenance)

Activate and define School Year details
Define Semesters

Define Marking Periods

Assign Cycle Day Scheme(s)

Period Maintenance

Define Period Structure

Rollover periods from a past year

Add new periods from scratch

Confirm accuracy of period names and times

Course Catalog

Rollover School Year
Rollover selective courses
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Confirm accuracy

Course Modifications

Add new courses to be offered

Deactivate courses no longer offered

Modify any course catalog base or yearly details

Review the Course Catalog Report to verify

Student Selections

Make Selections
Selection Maintenance: Add selections for groups of students
Course Selection: Add selections for individual students

Note: These are not required if you are using the Exact radio button in the
Master Schedule Builder Course Constraints for each course

Reports

Course Selection Totals per Department Report

Course Selection Reports per Department with Student Names
Individual Student Course Selection Report (Mail Home if desired)
Student without Course Selections Report

Course Selections per Student Report

Set Up Teaming (if needed)

Generally used in Elementary and Middle schools, or if a school has grades 7-12
Add students to teams
Add teams to team groups

Master Schedule

Examine/Choose Methodology
Rollover (Import) Previous Schedule and Edit appropriately

Create New Blank Schedule and add all section information
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Use SchoolTool Master Schedule Builder

Analyze Reports to Verify Student Selections
Students Without Course Selections

Course Selections versus Master Schedule
Selected Courses Not on Master Schedule

Courses With Not Enough Seats

Timeslots Requested vs. Timeslots Available
Course Selection Totals per Department

Course Selection Totals per Department with Student Names
Student Course Selection with Courses Information
Course Selections per Student

Mail Home Selections for parent signoff

If Using the Master Schedule Builder
(skip if building the master schedule
by hand)

Add Master Schedule Builder Constraints
Course

Time Frames (Meeting Patterns)

Room Type

Max Class Size

Max Sections

Schedule Active Flag

Consecutive scheduling

Dovetailing

Periods Blocked

Faculty able to teach course
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Faculty

Periods Blocked

Max Periods

Max Consecutive Periods

Favorite Room

Room

Maintenance — show facility types

Room Type Definition

Number of sections

Periods Blocked

Period

Do not schedule courses in the following periods
Union Rules

Max Periods taught

Max Periods taught in row

Run (Build Schedule)

Wait until Pie Chart completes

Analyze Reports

Section Load Report

Master Schedule

Master Schedule by Room report
Courses and Seating Capacity Reports
Course Selections versus Master Schedule
Double Book Report (Faculty and Rooms)
Active Courses by Period

Conflict Matrix
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Singleton Conflict Matrix
Student Schedule Builder

Analyze Reports to Verify Master Schedule
Section Load Report
Course Selections versus Master Schedule

e Selected Courses Not on Master Schedule
o Courses With Not Enough Seats to meet selections

(Request vs. Available) Student Over/Under Selection Report

Double Book Report

Master Schedule Report

Active Courses Per Period Report

Student Schedule Builder Options

Manually Schedule a Student

Place a student in a section or two, then builder will build around them
Add Constraints (Optional: use as appropriate)
Student/Student--Verify student A cannot be scheduled with student B
Faculty/Student--Verify student A cannot be scheduled with Faculty B
Period--Do not schedule any courses for period 6 for student A
Co-Requisite-ECO/PIG cannot be scheduled in same Semester

Sequencing-Student A scheduled for Bio Lecture Section 1 must get Lab
Section 2

Class Section--Student cannot be scheduled for Sculpture and Ceramics in
same year

Period to Period—Student A scheduled for section x of class 1 must get section
y of class 2 (modular lunches)

Define Priorities (Optional: rank them and set active status)
Number of Non Conflicting Meeting Times (singletons, doubletons etc)
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Linked Courses

Section Balancing

Course Importance (Modify course scheduling rank, blank is last)
Elective Course Request

Seniority

Gender Balancing

Needs Balancing

Run Options

Enforce head count option

Enforce teaming option

Build teams (on the fly) option

Select group of students to schedule

Select All students

Select by Grade

Manually Select (using multi-select box)

Select using the Advanced Search (Batch Selector)
Select courses to schedule

e Exclude Lunch option
o Exclude Study Hall option
 Select All courses, Select from a Previous Run, Manually Select

Run until Schedule Data is saved

Analyze Pie Charts (Requests/Seating/Perfectly Placed students)
Analyze Placement Reports

Courses Not Placed Overview

Section Load Report

Students Missing Lunch

Student Conflict
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Credits Requested versus Credits Received
Student Placement Information

» Shows School Level Totals
» Shows individual grade totals

Students with Missing Courses Report

Student Course Selection with Course Info Report

Not Scheduled Student Course Selection Report

Student Schedules Report — Missing Course Selections format
Faculty Free Periods

Student Free Periods

Lock Schedule

Before Locking, run without Study Halls

Perform an Incremental Lock

Counselors fix students with missing courses

Run Study Hall overlay

Check Study Hall Daily Rosters and make appropriate number of sections

Perform Final Lock, if desired
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Index

A
Adding a New Period Structure 194
Adding and Editing Team Groups 227
Adding and Editing Teams 224
Adding Course Selections 211
Adding New Sections 52
Attendance Tab 12

B
Batch Edit Schedules 81

C

Constraints 84

Contacts Tab 14

Copy Teams 223

Copying Periods from a Previous Year 195

Course Catalog Rollover Tab 178

Course Description 160

Course Details 166

Course Minutes 176

Course Selection Notes 193

Course Selections for Projected Enroliments and Transfer Students 193

Creating a New Master Schedule 28

Defining and Modifying Teams 224
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Deleting a Backup 157
Deleting Team Groups 229
Deleting Teams 226

Editing an Existing Period Structure 196
Editing Course Importance 105

Editing Course Selections 219

Editing Priorities 104

Faculty History 37

Letters Tab 16

Locking the Master Schedule 55

Make a Backup 58

Manually Schedule a Student 78
Master Schedule Builder 59

Master Schedule Editor / Main Tab 27
Master Schedule Reports 119

Master Schedule Whiteboard 38

Notes Tab 19

Override Manually Scheduled 84
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Personal Information Section 7
Prerequisites 175

Printing Course Selections 191

Printing the Whiteboard Grid 53
Priorities 103

Run History 117
Running the Student Schedule Builder 106

S
Schedule Tab 22
Scheduling > Calendar Report 158
Scheduling > Course Catalog 158
Scheduling > Course Reports 180
Scheduling > Course Selection 182
Scheduling > Faculty Duties 193
Scheduling > Master Schedule 25
Scheduling > Period Maintenance 194
Scheduling > Room Usage Report 208
Scheduling > Selection Maintenance 210
Scheduling > Student Record Basics 6
Scheduling > Teaming Maintenance 222
Scheduling Appendices 233
Scheduling Module Overview 4
Scheduling Sub-modules 5
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Select Courses by Course ID 185,212
Select Courses by Department 188,215
Select Courses by List 190,218
Selection Maintenance Notes 220
Student Assignments 229

Student Course Selections 183

Student Schedule Builder 77

Study Hall Overlay 115

Team Groups 227

Team Report 232

To Generate the Report by Period 209
To Generate the Report by Room 209
To locate a course with the List tab 159

To locate a course with the Search tab 178

U
User Defined Tab 17
Using Filters 46
Using the Do Not Schedule Lunch Checkbox 192

W

Working with Drag-and-Drop Functionality 44
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