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Goals

Review tool rights and best practices for scheduling a new
student.

Work with student schedules prior to the start of the school
year.

Ensure compliance for NY State reporting purposes when
altering existing schedules.

Work with the Counseling tab set’s walk-in scheduler.
Best practice reminder for upcoming-year scheduling.



Tool Rights to Section Roster Tabs

Users should have adequate student and calendar access for schedule alterations.

% AMINIMUM of Read and Write Tool Rights are required for the Student
Information > General > Schedule Tab.
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Tool Rights ¥
L4 R = Read Jackie Counselor/Scheduler

Programs |:| All I_:_I Read I_:_I Write |:| Add
° i State Reporting (Jar (JRread [ Jwrite [ Add
\/ Iiew on | y Program Sessions (Jal (Jread [Jwrite [ Add
° W — erte Records Transfer IEI All IEI Read IEI Write IEI Add
Repart Comments Al [ JRread [ Jwrite [ JAdd
L S ave C h an g es Schedule (] Al Read Write Add
Can Overload Sections (] an Read Write Add
° A — Add Grade Book () Al Read write @@ Add
View Attendance (O an Read Write Add
Can Override Strict Student Constraints (] Al Read Write Add
o C reate new reco rd Scheduling Messenger [;I Al Read Write Add
User Group Formats (Al Read write & Add

() D = De | ete Additional Enrollment Schedules [ ] Al

Read Write Add

e Delete- use sparingly!
e Removing "D” rights takes the Unload option out of the Walk-in toolset.

e Users need Read access to Courses and Sections that are nested above the Roster
tabs (for Index access).
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Tool Rights

» |deally, a responsible scheduler will be given RWAD tool rights to the tab for
full Load and Unload ability.

e QOverloading Sections, access to Grade Book through the schedule tab,
Scheduling Messenger, and rights to create teams are all optional rights
that may be assigned by the Campus Administrator, but are not
necessary for Walk-In Scheduler to function properly.

Tool Rights can be found under Student Information > General > Schedule

Campus Best Practice is to assign these rights to a User Group, and then
link the rights to individual users through group membership.



Tool Rights - Counseling Scheduler

» RandW rights are necessary for access to Counseling Walk-In Scheduler and for
overriding Strict Student Constraints.

» Delete and Unload rights can not be revoked from the Counseling walk-in
scheduler. Rand W checks give full access as a ‘wizard" would function.

Schedule D al Read @ write [ JAdd [ ] Delete
Can Overload Sections (] Al Read write [ ] Add [ Delete
Grade Book (] Al Read write (] Add [ ] Delete
View Attendance (] Al Read write (] Add [ ] Delete
Can Override Strict Student Constraints (] Al Read write (] Add [ ] Delete
Scheduling Messenger (] Al Read Write. [ Add (] Delete

User Group Formats (] Al Read write (] Add [ ] Delete

Additional Enrollment Schedules () Al Read Write (] Add (] Delete



Calendar Access

Calendar Groups created in the This Year, Next Year format should be
available to schedulers.

Calendar Rights v User Management » User Groups > Calendar Rights
Jackie Test HS This Year

Related Tools v
New Save Delete
Name

Add User Group
25.26 Jackie Test HS

User Group Information

25-26 Jackie Test HS v
Modify Rights. Clese School Months

Calendar Rights

Membership Summary

Tool Rights

Infinite Campus Best Practice is to assign these rights to a User Group, and then
link the rights to individual users through group membership.



Student Access

e Students can be accessed by adding the “Allow unfiltered search” tool to the
scheduler’s rights, or by adding the District Assignment role of Counselor to
the user. Counselors will only be able to search team-linked students.

Tool Rights ¢

Jackie Counselor/Scheduler

Additional Access Rights

User Management > User Groups > Tool Rights

‘: Related Tools v |

v l General

(=] All

(JRead [ ) write [ Add

(] Delete

Allow unfiltered search

All

Additional Access Rights > General > Allow Unfiltered Search

. District Assignments ¥
- Berube, Craig [E)
m Delete New Documen ts

Assignments

Department

School
Jackie Test |
wwwwww End Date
[12/032019 [ =] [ =] | Guidance Counselor
Type FTE of Assignment  Assignment Code
| 01 Administrative ~ | [ |
Teacher  Special Ed Program  Behavior
EI D EI Admil
(]
Advisor Ci
[} (] (]

Intervention

Census > Staff > District Assignments

Census Staff District Assignments
| Retated Tools ~
Credentials
< pistrict Assignments
District Employment
Staff Locator Wizard

Teacher Schedule



Counseling Team Member Tool

Link Counselors to students through the Student Information > Counseling> Team
Members tab. Click on Find & Link New Team Member (as Counselor staff).

25-26 Jackie TestHS

Counseling Team Members v Student Information > Counseling > Counseling Team Members
Plummer, Christopher [} student #: 100013513 Grade: 11 Counselor: Craig Berube
B8 student Working Toward a CDOS Credential

[ Find & tink Now Toam Member (2] Enter New Toam Member [ Printactivo cnty [ printan

Team Member Editor
StartDate | End Date | Title | Name: | Gaseload Role

Counseling Contact Log

Counseling Documents

‘Counseling Team
Members

Meetings

Counselor Staff

Berube. Craig - (Guidance Counselor) v
Beieor Shaft

Add Team Member

Type in the date, Counselors name and Caseload Role. Then click Add Team
Member to add the counselor to the student.

25-26 Jackie Test HS

Counseling Team Members tr Student Information > Counseling > Counseling Team Members
Plummer, Christopher EIE Student #: 100013513 Grade: 11 Counselor: Craig Berube
B8 student Working Toward a CDOS Credential

E Find & Link New Team Member B Enter New Team Member E Print Active Only E Print All

“Team Member Editor
Start Date | End Date | Titie | Name | Caseload Role

a
Counseling Contact Log

Counseling Documents

Counseling Team
Members

Meetings

o
v Counselor v
(Classroom Teachers
~
Counselor Staff
Berube, Craig - (Guidance Counselor) ~|
Srisor Shade

2

Add Team Member




Fill Counselor Tool

Counselors can also be added to a student’s record by using the Fill Counselor tool.

The tool starts a team member record as of the date it is run. Also, an “End Existing

Counselors” check will end prior Counselor members’ relationships as of the previous
day.

Scheduling and Courses > Load You can also End Existing Counselors by
schedules > Fill Counselor Wizard clicking on the check box as shown

Scheduling & Courses > Load Schedules > Fill Counselor Wizard ’
Fill Counselor Wizard v¥ Fill Counselor Wizard 1%
ill Counselor Fill Counselor
This tool will facilitate the mass assignment of students to a counselor. This tool will facilitate the mass assignment of studentis to a counselor.
Search Students Search Result SEED SITELE EEENREL
3 | Name |
® Grade Al Students . [ Grade | Neme | ® Grade R [ Grade |
09 10
10 1
1 12 -
12 v () Ad Hoc Fitter
() Ad Hoc Filter Enrallment Effective Date
Enroliment Effective Date
LastName | | to | |
Last Name | | to | | First Name | | to | |
First Name | | to | | [ Mo Active Counselor
D Mo Active Counselor | LY SRR |

| Search Students |

Counselor Choose a Counselor w

End existi lors
Coungelor Choose a Counselor v existing counse
Fill Counselor
[ End existinf B e R %
Berube, Craig or

Click to remove a student
Ctrl-z to undo the removing

Click to remove a student
Ctrl-z to undo the removing



Editing Rosters — Roster Batch Edit
Search > Course/Section> Select Section > Roster Batch Edit

e Allows for adding "dual credit” flags and “dual credit code”.

e New students can not be added to the roster from this tab.

e Members can not have multiple add/drop dates within this tab.

Example: A student starts from roster (start date is NULL), then drops (end date is added), and re-
enters the class at a later date (new start date is added, later than the drop date). The teacher for
the section sees this student as dropped and the staff student course extract doesn't report this
student, because the "drop” date is the first date Campus recognizes.

Section Roster Batch Edit 7 Course nformation
701-1 Boys Physical Education Teacher: Flatley, Pat

Save

Name Stdent#  Dual Credit  Dual Credit Code Post Secondary Credits Eamed e e
11 Plummer , Christopher 100013513 D ¥ | | - et
ooooooooooo
10 TROUBLE , Bruce 100013451 [ v | | e Searetare
: — .0 Section Attendance
Name  Student# Dual Credit Dual Credit Code Post Secondary Credits Eamed section Informat ion
Section Grading By
Student
Section Grading By Task
Section Guest Grad
Book
. . . . . . Section Roster
Walk-in Scheduling is required for detailed tracking
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Scheduling New Students

e Different methods can be used for scheduling new students from the Walk-in
Scheduler tools.
* Enter Requests for courses, and let the tab load the requests with the Scheduling Board
logic.
e Manually search and insert (without existing requests).
e (Combination - Load requests, then make manual alterations.

Schedule ¥ Student Inforr

Plummer, Christopher @ Student #: 100013513 Grade: 11 Counselor: Craig Berube
BB Student Working Toward a CDOS Credential

‘ Filter ~ ‘ ‘ & settings Search
Q1 (9/4/2025-11/15/2025) Q2 (11/16/2025 - 1/23/2026) Q3 (1/24/2026 - 4/10/2026) Q4 (4/11/2026 - 6/26/2026) ¢ | Effective Date
A B A B A B A B P | |E | | Today ‘
801-1 801-1 801-1 801-1 802-1 8021 802-1 802-1 3 )
4 | Computer Aided Computer Aided Computer Aided Computer Aided Computer Ani Computer Animation = Computer Ani Computer g | eriod v H 1 - |><
Design Design Design Design Berube, JF. Berube, J.F. Berube, J.F. Berube, J.F. =
Sutter, Duane Sutter, Duane Sutter, Duane Sutter, Duane N | Schedule - H A - |X
803-1 8031 8031 8031 803-1 8031 803-1 8031 = .
2 inciples of inciples of inciples of inciples of inciples of inciples of Principles of iples of 2 | Term v H Q1 - | x
i i i i i i i i i i Engineering Engineering Engineering 3
Berube, J.F Berube, JF Berube, J F. Berube, J F. Berube, JF. Berube, J F. Berube, J.F. Berube, J F.
| + Add Option |
502-1 5021 502-1 5021 5021 502-1 502-1 502-1
3 | spanish2 Spanish 2 Spanish 2 Spanish 2 Spanish 2 Spanish2 Spanish 2 Spanish 2 [ swe ]
Tonelli, John Tonelli, John Tenelli, John Tonelli, John Tenelli, John Tonelli, Jonn Tonelli, John Tonelli, John
1041 104-1 1041 1041 1041 104-1 1041 104-1 + ADD COURSE AND SEcTIONS @
4 | Physics Physics Physics Physics Physics Physics Physics Physics -
Potvin, Denis Potvin, Denis Potvin, Denis Potvin, Denis Potvin, Denis Potvin, Denis Potvin, Denis Potvin, Denis + fg:'"' Science
5 | 0001 0001 000-1 0001 000-1 000-1 0001 000-1 4 Enolish12
Lunch Lunch Lunch Lunch Lunch Lunch Luncn Lunch and
Chorus
3
601-1 601-1 601-1 601-1 601-1 601-1 601-1 601-1 803
6 | Orchestra Orchestra Orchestra Orchestra Orchestra Orchestra Orchestra Orchestra 4 Computer Aided Design
Sutter, Brent Sutter, Brent Sutter, Brent Sutter, Brent Sutter, Brent Sutter, Brent Sutter, Brent Sutter, Brent
4031 4031 4031 4031 4031 4031 4031 4031
7 | English 11 English 11 English 11 English 11 English 11 English 11 English 11 English 11
Goring, Butch Goring, Butch Goring, Butch Goring, Butch Goring, Butch Goring, Butch Goring, Butch Goring, Butch
7011 9011 7011 9011 7011 9011 7011 901-1
g | BoysPhysical Personal Finance Boys Physi Personal Finance Boys Physical Personal Finance Boys Physical Personal Finance
Education Kelman, Andrew Education Kelman, Andrew Education Kelman, Andrew Education Kelman, Andrew
Flatley, Pat Flatley, Pat Flatley, Pat Flatley, Pat
act No No No No No No Scheduled No Scheduled @a Scheduled
Course Course Course Course Course Course Course Course

ERER v | - || ene | e ][ om | -]

Make sure the effective dates are in the correct scheduling year



Scheduling New Students Entering Requests

e Elements of the Request view

Schedule ¥¢
- Dennehy, Brian [E}  Student #: 100013567 Grade: 10 DOB: 12/05/2005 Request
E I ) Limit which terms may be loaded Tab
Filter ~ £ Semings
Term Period Schedule

ERERERIETY

x| [(rolze] x]

Q1 (9/4/2025 - 11/15/2025)

Q2 (11/16/2025 - 1/23/2026)

Q3 (1/24/2026 - 4/10/2026)

Q4 (4/11/2026 - 6/26/2026)

Requests

Effective Date

Student Infor

‘ =+ Add Requests

COURSE NAME

SearchTab

>
A B A B A B A B %
1 Mo Scheduled Mo Scheduled Mo Scheduled No Scheduled Mo Scheduled No Scheduled No Scheduled Mo Scheduled g
Course Course Course Course Course Course Course Course E
2 Nao Scheduled No Scheduled Mo Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled
Course Course Course Course Course Course Course Course <
=
3 No Scheduled Mo Scheduled Mo Scheduled No Scheduled No Scheduled No Scheduled No Scheduled Mo Scheduled 5]
Course Course Course Course Course Course Course Course E
4 No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled
Course Course Course Course Course Course Course Course
5 No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled
Course Course Course Course Course Course Course Course
6 No Scheduled Mo Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled
Course Course Course Course Course Course Course Course
7 Nao Scheduled No Scheduled Mo Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled
Course Course Course Course Course Course Course Course
8 No Scheduled Mo Scheduled Mo Scheduled No Scheduled No Scheduled No Scheduled No Scheduled Mo Scheduled
Course Course Course Course Course Course Course Course
Act No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled
Course Course Course Course Course Course Course Course
Unload Clear Schedule Grid
End
Restore
| & Lock All ‘ v | | Documents | | Notes ‘ | Print | Calendar LUETS R LTS Messenger | 0 |

Scheduling Board logic

Load Grid with

Schedule/Walk-in Toggle

UNITS TYPE #

12



Scheduling New Students Entering Requests (ctd.)

Request Units
e Units are determined by the calendar:

e Total Units = (# of terms) x (# of period schedules) x (# of periods per day)
i.e. Quarters, A/B rotation, g periods per day = 4x2xg =72 Units

Requests Sehoduling Units:  ——

Effactive Dals

=
Go to a Course’s Section tab to count the i e
number of units a section will use. e sle -1,
| E . S |
Each section may have S < <
different placements N e N = 1 -

External LMS Exclude

13



Scheduling New Students Entering Requests (ctd.)

Click on Add Requests in the Requests column. There will be a list of available
course names or you can search by course or number in the search box.

* Specific section numbers may not be requested
* If courses are already requested by another user

* Change Request Type(s) if necessary
R = Required (loads on click- indicates added by staff member)

E = Elective (loads on click- indicates added by student/parent user)
A = Alternate (does not load on click- manual placement required)

If request units out number available schedule units, enter courses
NOT required for Graduation as “alternate”.

14



Scheduling New Students Entering Requests (ctd.)

Uncheck "Terms” boxes if applicable

Load Rosters X

e Unchecking Terms limits the number of
. . . Requests will be loaded int(l) the schedule for the selected terms below
Sectlons | n V\/h | Ch a StUd e nt m ay be placed for the 25-26 school year with a start date of 9/4/2025.

Terms *

e Courses must have sections that take 8o

place within the checked Terms only to be §§
e i.e.checking Terms 1,2 only will prohibit (o102 5] ot ][t |
a 4-quarter course from loading
e Courses with term checks that are o eotondat

already loaded in one term (or a
combination of terms) will not load a
second time in an alternate terms due to
Scheduling Board rules, even if ONLY
the alternate terms are selected to load.
Repeat course numbers must be placed
manually.

Cancel




Scheduling New Students Entering Requests (ctd.)

Click Load

e Scheduleisloaded into grid with Scheduling Board logic (section balancing for
number of students, male/female distribution, number of IEPs, Team
assignments, etc.) Loads and Unloads really shouldn’t be done after the first
day of school.

& Unlock All

e Placements may be locked s - ONCe @ section is assigned, preventing
the unload button from removing the sections from the placement grid

Schedule ¥ Student Infor
- Dennehy, Brian E] Studemt #: 100013567 Grade: 10 DOB: 12/05/2005

‘ Filter ~~ | | & Settings
Q1 (9/4/2025 - 11/15/2025) Q2 (11/16/2025 - 1/23/2026) Q3 (1/24/2026 - 4/10/2026) Q4 (4/11/2026 - 6/26,/2026) >
A B A B A B A B ;
1 No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled =
Course Course Course Course Course Course Course Course E’ [ + Add Requests | - ]
1021 1021 1021 1021 1021 1021 1021 1021
2 | Biclogy Biology Biclogy Biology Biclogy Biclogy Biology Biclogy < COURSE NAME UNITS TYPE #
Bossy, Mike Bossy, Mike Bossy, Mike Bossy, Mike Bossy, Mike Bossy. Mike Bossy, Mike Bossy, Mike =
£ — SCHEDULED =
502-1 502-1 502-1 502-1 502-1 502-1 502-1 502-1 g
3 | Spanish2 Spanish 2 Spanish 2 Spanish 2 Spanish 2 Spanish 2 Spanish 2 Spanish 2 Algebra 2 8
Tonelli, John Tonelli, John Tonelli, John Tonelli, John Tonelli, John Tonelli, John Tonelli, John Tonelli, John - 1
Global History & Geography 2 a
3041 3041 3041 3041 3041 304-1 3041 3041 202-1 =
4 | Algebra?2 Algebra 2 Algebra 2 Algebra 2 Algebra 2 Algebra 2 Algebra 2 Algebra 2 Boys Physical Education 5
Gillies, Clark Gillies, Clark Gillies, Clark Gillies, Clark Gillies, Clark Gillies, Clark Gillies, Clark Gillies, Clark 701-1 3
804-1 8041 804-1 804-1 804-1 804-1 804-1 804-1 s02-1 4
5 | Video Game Design Video Game Design = Video Game Design  Video Game Design = Video Game Design | Video Game Design = Video Game Design Video Game Design Theatre
Brodeur, Richard Brodeur, Richard Brodeur, Richard Brodeur, Richard Brodeur, Richard Brodeur, Richard Brodeur, Richard Brodeur, Richard T 8 B
2021 2021 2021 2021 2021 2021 2021 2021 15.')‘;'['?' 8 -
& | Clobal History & Global History & Global History & Global History & Global History & Global History & Global History & Global History & o T
2 2 2 2 2 2 Geography 2 Geography 2 902:"’:':"’ LoL=0 =1 5
Trottier, Bryan Trottier, Bryan Trottier, Bryan Trottier, Bryan Trottier, Bryan Trottier, Bryan Trottier, Bryan Trottier, Bryan
Video Game Design 8
604-1 604-1 604-1 604-1 604-1 604-1 604-1 604-1 Eie=1] 8
7 | Theatre Theatre Theatre Theatre Theatre Theatre Theatre Theatre
Bourne, Bob Bourne, Bob Bourne, Bob Bourne, Bob Bourne, Bob Bourne, Bab Bourne, Bob Bourne, Bob
701-1 201-1 7011 201-1 701-1 901-1 701-1 901-1
g | Boys Physical Personal Finance Boys Physical Personal Finance Boys Physical Personal Finance Boys Physical Personal Finance
Education Kelman, Andrew Education Kelman, Andrew Education Kelman, Andrew Education Kelman, Andrew
Flatley, Pat Flatley, Pat Flatley, Pat Flatley, Pat
Act No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled
C Course Course Course Course Course Course Course Course

-| & Lock All ‘ - H Documents || Notes H Print | Calendar Walk-in Scheduler [t || |




Scheduling New Students - Scheduling Teams

e Teamsare created through Scheduling & Courses > Build Schedules > Team
(Scheduling Group) Setup, then assigned to specific sections of designated
Courses. If Teams are not created, you will not see the drop-down box.

e Teams limits the number of sections in which a student’s requests may be filled.
e Team section requests are loaded when sections:
e Arenot full (haven't reached "Max Students” value)
e Have a matching Team assigned, ora NULL Team value

2526 JackieTestMS M =S

Scheduling & Courses > Build Schedules » Team (Scheduling Group) Setup

Section Information 1

1100-101 7th Grade Science Teacher: Nugent, Cindy

Save Delete

Team (Scheduling Group) Setup ¢

Save pelete Hes B 1100 7th Grade Science o
%Em‘l_ 189740
i i ]
Team & 3 Seclions Seclion Mumber Teacher Dn_;pla)r Name
Team B | Nugent, Cindy
Team C . Max Students Lunch Count Milk Count Adult Count
101) Nugent, Cindy (25) 0] 0] 0
Custom Count 1 Custom Count2 Custom Count 3
102) Nugent, Cindy [ a L
Room Skinny Seq Team Homeroom
Team A v Il
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Scheduling New Students - Scheduling Teams (ctd.)

To schedule a student into a specific Team using the Search option,
click on the blue Search tab & putin the effective date (or leave
blank if it's the first day of school), select Team from the first drop
down box and then click on the Team name from the second drop

down box.

Search

Effective Date

| 07472025

EH Today || Clear |

Requests -~

[ Course Name

I~ TESCITET

Term

Period

Search

Schedule

Department

Team

v
F

-

B[ e—

Option |

Requests A

Search

<
e

Search
Effective Date
0/4/2025 ﬁ” Today || Clear |
Team v
+ Ad

Team B

Team C

18



Scheduling New Students - Scheduling Teams (ctd.)

Afteryou select the Team name from the Search box, Click on the blue Search tab
under the add option. The Courses associated with that Team will be listed.

Click on the plus sign next to the Course to show the available sections.

Search
¢ Effective Date
E | 9/4/2025 ﬁ‘ | Today | | Clear |
@ | N I J
E; [ Team v }{ Team A v ]
> | + Add Option |
m
&

+ ADD COURSE AND SECTIONS €9

__ Tth Grade Science
1100

1071 (0/25) Mugent, Cindy Q1/A/2/Team A/0
Tth Grade Math

2100
201 (0/25) Weyer, Jennifer Q1/4/5/Team A/D

Tth Grade Social Studies
3100

Tth Grade English
4100

Music
5300

Boys Physical Education
6000

+ |+ |+ |+



Scheduling New Students - Scheduling Teams (ctd.)

You can add each section by clicking on the one you would like to roster
the student in. That will bring up a Schedule Update box. Click on the
effective date and save to add the section to the schedule.You can
continue to do that for each Course and to create the full student
schedule.

Act

Q1 (9/4/2025 - 11/15/2025)

No Scheduled Course

1100101
7th Grade Science
MNugent, Cindy

4100-401
7th Grade English
Franck, Gynthia

2100-202
7th Grade Math
Weyer, Jennifer

3100-303
7th Grade Social Studies
Ardito, Rich

5000-500
Orchestra
Harris, Richard

7000-700
Technology
Ferrara, Joseph

9000-902
Spanish
Kimberly Massa

No Scheduled Course

Q2 (11/16/2025 - 1/23/2026)

Mo Scheduled Course

1100101
7th Grade Science
MNugent, Cindy

4100-401
7th Grade English
Franck, Gynthia

2100-202
7th Grade Math
Wevyer, Jennifer

3100-303
7th Grade Social Studies
Ardito, Rich

5000-500
Orchestra
Harris, Richard

7000-700
Technology
Ferrara, Joseph

9000-902
Spanish
Kimberly Massa

Mo Scheduled Course

Schedule Update

You are adding:

1100101
7th Grade Science
Start: 9/4/2025

Effective Date

Enter a start date for the course. If no date is entered, the start date of the course is
assumed 10 be the start date of the section.

l 9/4/2025

EIE=

([0 Donit Show Again

Q3 (1/24/2026 - 4/10/2026)

Mo Scheduled Course

1100-101
7th Grade Science
MNugent, Cindy

4100-401
7th Grade English
Franck, Gynthia

2100-202
7th Grade Math
Wevyer, Jennifer

3100-303
7th Grade Social Studies
Ardito, Rich

5000-500
Orchestra
Harris, Richard

7000-700
Technology
Ferrara, Joseph

9000-2902
Spanish
Kimberly Massa

Mo Scheduled Course

Q4 (4/11/2026 - 6/25/2026)

Mo Scheduled Course

1100-101
7th Grade Science
MNugent, Cindy

4100-401
7th Grade English
Franck, Gynthia

2100-202
7th Grade Math
Wevyer, Jennifer

3100-303
7th Grade Social Studies
Ardito, Rich

5000-500
Orchestra
Harris, Richard

7000-700
Technology
Ferrara, Joseph

2000-902
Spanish
Kimberly Massa

Mo Scheduled Course

Afterthe schedule is
completed with the classes
correctly, you can click on
lock all to lock that
schedule.

Load - & Lock &l b Print

20



Scheduling New Students - Scheduling Teams (ctd.)

If the wrong Team name or Courses have been selected in error, click on Unload.
That will clear the students schedule and allow you to repeat the steps with the
correct Team or Course.

‘ Cancel || Unload ‘

Unload Rosters X
Q1 (9/4/2025-11/15/2025) Q2 (11/16/2025 - 1/23/2026)
Unlocked rosters will be deleted from the schedule during the checked 1 No Scheduled Course Mo Scheduled Course
terms below, for the 25-26 school year.
2 Mo Scheduled Course No Scheduled Course
Unload Terms *
3 No Scheduled Course No Scheduled Course
Q1
End Q3 4 Mo Scheduled Course Mo Scheduled Course
Q4
5 No Scheduled Course No Scheduled Course
Restore
| ] Rosters that are unlocked in the schedule will be deleted from the 6 No Scheduled Course No Scheduled Course
selected terms during the unload process. This will remove:
¥ * Grades 7 No Scheduled Course No Scheduled Course
« Course section data
8 Mo Scheduled Course Mo Scheduled Course
Act Mo Scheduled Course Mo Scheduled Course

21



Scheduling New Students - Scheduling Teams (ctd.)

You can also schedule a student into a specific Team using the Request option,
click on the blue Request tab ; , put in the effective date (or leave blank if it's

the first day of school), select Team from the Team drop down box and then
click on the Team name you would like to assign the student in.

]
REC]LIES[S Scheduling Units: —

Effective Date Team

| 9742025 E3| || No Team v]
5:
‘ <+ Add Requ 2

1 TeamA

Requests

COURSE NAME
Team B

Team C

Search -~

Following selecting the Team name from the Request box,
click the + add requests box.

+ Add Requests

22



Scheduling New Students - Scheduling Teams (ctd.)

Afteryou click the add request box, a list of available courses will show. You can

choose the courses to request by clicking on the blue plus sign to the right of the
course name. That will bring it to the “"unscheduled” box to the left of the course
names. When all the courses for the students schedule are selected, click on the

d O N e b OX Add Reguests
Request Search
" . 24 [ |course Name or Course Number ]
Requests Scheduling Units: | 2
COURSE NAME UNITS  ADD
} Effective Date Team gél'éol;rade Social Studies 8 +
[ 1 N 8th Grade Social Studies 8 +
3200
e | 9/4/2025 E3| | No Team RS - -
. ) oA / 4000
; ::I;é;rade English 8 +
(v COURSE MAME UNITS TYPE # &th Grade English 5 +
o . +
< B UNSCHEDULED %4 e -
= 7th Grade Science ' ' S S
[Z] Music
§ 100 8 [R v]X, ~
@ — Boys Physical Education 8 +
w 7th Grade Math 8 | R v | X :?E:U —
'21 DD | | 2 61"03 ysical ucation 8 +
7th Grade Social Studies 8 | R v | v, so00 5 +
31 DD | | 3 ';'Desorlnology 8 +
7P eeeee I Finance 8 +
200 8 +
s s+

To add the classes to the student schedules, click on the load button.

Load A & Lock All v Print Calendar Term  Walk-in Scheduler Messenger i Feedback
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Scheduling New Students Manual Entries

. / . . Requests Scheduling Units:
e Place asection that won't auto-load by clicking the course

Effective Date

name in the request panel. ; | E
e Clicking the course name in the search box shows all & = .
the possible section placements for the course i [
e Yellow coloring indicates the section where studentis :;::
currently scheduled (if already placed.) S e -
e Red sections have reached maximum roster value. e : :f:
e (Green sectionsshow open-seat sections m :::
] oz -]
i [
Q1 (9/4/2025-11/15/2025) Q2 (11/16/2025 - 1/23/2026) Q3 (1/24/2026 - 4/10/2026) Q4 (4/11/2026 - 6/26/2026)
! S— S— E—
P yowomeamy  Nwomoooty | Newomoamy  Neowomooy | Newombowy | Nwomoeby  Nwombowy  Nestomoeohy
= o pef e = o pf =

4

3041 Algebra2(0/25)  3041Algebra2(0/25)  3041Aigebra2(0/25)  3041Algebra2(0/25) 3041 Algebra2(0/25)  3041Algebra2(0/25)  3041Algebra2(0/25) 3041 Algebra2(0/25)
Gilles, Clark Gilies, Clark Gilies, Clark Gilis, Clark Gilles, Clark Gillies, Clark Gillies, Clark Gilies, Clark
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Scheduling New Students Manual Entries (ctd.)

Search toggle switches a user from Request mode to targeted section-specific
SChedU|iﬂg. Search

. A
Schedule 1% Effective Date
- Dennehy, Brian [2f  Student #: 100013567 Grade: 09 DOB: 12/05/2005 | 9/4/2025 |ﬁ| | Today | | Clear |
] ; , | Course Name v H ‘
‘ Filter ‘ ‘ & Settings ‘ B o
- - . | + Add Option |
Q1 (9/4/2025 - 11/15/2025) Q2 (11/16/2025 - 1/23/2026) Q3 (1/24/2026 - 4/10/2026) Q4 (4/11/2026 - 6/26/2026) < ) )
%
1 No Scheduled No Scheduled No Scheduled Mo Scheduled No Scheduled Mo Scheduled No Scheduled Mo Scheduled ]
Course Course Course Course Course Course Course Course E -+ ADD COURSE AND SECTIONS o
2 No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled Mo Scheduled No Scheduled Mo Scheduled + Lunch
Course Course Course Course Course Course Course Course > 000
= + Earth Science
3 No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled Mo Scheduled No Scheduled Mo Scheduled e 1o
Course Course Course Course Course Course Course Course § Biology
+
102
4 No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled Mo Scheduled No Scheduled Mo Scheduled T — Chemistry
Course Course Course Course Course Course Course Course + 103

Click Search OR click an empty cell in the schedule grid to initiate search mode.
Searches can be made by period, day or quarter. search

Q1 (9/4/2025- 11/15/2025) Q2 (11/16/2025 - 1/23/2026) Q3 (1/24/2026 - 4/10/2026) Q4 (4/11/2026 - 6/26/2026) < Effective Date
A B A B A B A B 2 | 9/4r2025 |ﬁ| | Tosay || ciear |
1 No Scheduled No Scheduled Mo Scheduled Mo Scheduled Mo Scheduled Mo Scheduled Mo Scheduled Mo Scheduled g
Course Course Course Course Course Course Course Course E [ Period v l I 1 v l x
No Scheduled No Scheduled Mo Scheduled Mo Scheduled Mo Scheduled Mo Scheduled MNo Scheduled MNo Scheduled
2 Schedule v || B v (X
Course Course Course Course Course Course Course Course >
=
3 No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled ] [ Term - ” Q1 - l e
Course Course Course Course Course Course Course Course ﬁ
a No Scheduled No Scheduled Mo Scheduled Mo Scheduled Mo Scheduled Mo Scheduled No Scheduled No Scheduled | + Add Option ‘
Course Course Course Course Course Course Course Course
5 No Scheduled No Scheduled Mo Scheduled Mo Scheduled Mo Scheduled Mo Scheduled MNo Scheduled MNo Scheduled _
Course Course Course Course Course Course Course Course
<+ ADD course anp secTions €
6 No Scheduled No Scheduled Mo Scheduled Mo Scheduled No Scheduled No Scheduled No Scheduled No Scheduled .
Course Course Course Course Course Course Course Course + 5‘0’:1" Science
7 No Scheduled No Scheduled Mo Scheduled Mo Scheduled Mo Scheduled Mo Scheduled MNo Scheduled MNo Scheduled + English 12
Course Course Course Course Course Course Course Course 404
+ Chorus
8 No Scheduled No Scheduled Mo Scheduled Mo Scheduled Mo Scheduled Mo Scheduled Mo Scheduled No Scheduled 603
Course Course Course Course Course Course Course Course + Computer Aided Design
AN
Act No Scheduled No Scheduled Mo Scheduled Mo Scheduled Mo Scheduled Mo Scheduled No Scheduled No Scheduled
Course Course Course Course Course Course Course Course
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Scheduling New Students Manual Entries (ctd.)

e [lements of the Section Search view

Information for Term and Period is
populated from cell-click location.

Search

| 97412025 F3| | Today || clear |
- Period v

| schedule JE

| Tem v|[ @

List of courses and sections
within the selected timeframe
populates. One click will place

_+_

ADD COURSE AND SECTIONS o

Earth Science
101

1 (2/25) Bossy, Mike Q1/4/1/NA/D

English 12
404

1 (0/25) Goring, Butch Q1/A/1/NA/D

Chorus
603

1 (0/60) Bourne, Bob Q1/A/1/NA/D

Computer Aided Design
B01

1 (3/25) Sutter, Duane O1/A/1/NAJD

System date populates here. To

L default to the first day of the term for
the section, clear the contents of this
cell. Tomaintain accurate teacher-
student linkage AFTER the first day of
instruction has already taken place,
use the proper student start date.

the section in the student’s
schedule grid.
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Scheduling New Students Manual Entries (ctd.)

e Elements of the Course Section listing

Course Numberand Name

7

Number of filled and open seats (# filled /of # maximum display)

Earth Science

1o _———— | limitedto partial schedules)

1 (1/25) Bossy, Mike O1/4/1/NASM
Algebral

301

1 (0/25) Nystrom, Bob O1/4/1/NASM
English 12

404

1 (1/25) Goring, Butch QL
Chorus
603
1(0/25) Bourne, Bob Q1/A/1/NASD
Computer Aided Design

801

1 (2/25) Sutter, Duane Q1/4/1/MAJD

Course Numberand

Section Number

Period Schedules (only displays if

/ Number of |IEP students already rostered,
as identified through the Campus Special Ed
module

Term (span)

Period Number(s)

Teacher Display Name
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Scheduling New Students Manual Entries (ctd.)

Click the section to add

e Double-scheduled timeslots will not display a warning or error.

Schedules will need to be reviewed for overlapping schedule

placements.
Schedule Update

You are adding:

1011
Earth Science
Start: 9/4/2025

Active Overlapping Course

1011
St 74120 =3 o
Start: 9/4/2025 P

Drop: 9/4/2025

Effective Date *
Enter a start date for the course. Gourses dropped above are ended one day prior to the

start date.

ﬁ” Today H Clear |

9/4/2025
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Altering Existing Schedules

Once instructional days have taken place, schedule adjustments
need to be made properly with respect to date fields

e Thisensures proper student teacher tracking
e Thisensures proper attendance counts/tracking
e Thisensures proper historical grading tracking

Schedule Update

You are adding:

3011
Algebral
Start: 9/1/2022

Active Overlapping Course

1011
Earth Science

Start: 9/1/2022 Keon

Drop: 9/1/2022
Effective Date *
Enter a start date for the course. Courses dropped above are ended one day prior to the
start date.

9/1/2022 i Today Clear
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Altering Existing Schedules Using the Effective Date field

End and Restore buttons

e Endcan be usedtodrop an entire schedule on the same date, one
calendar day before the date entered in the Effective Date field

e Restore will enter a “start” date on an entire schedule on the
Effective Date field date

Q1 (9/4/2025 - 11/15/2025) Q2 (11/16/2025 - 1/23/2026) Q3 (1/24/2026 - 4/10/2026) Q4 (4/11/2026 - 6/26/2026) <
A B A B A B A B w
"
1 No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled g
Course Course Course Course Course Course Course Course g
2 No Scheduled No Scheduled No Scheduled No Scheduled Mo Scheduled No Scheduled Mo Scheduled No Scheduled
Course Course Course Course Course Course Course Course >
i
3 Mo Scheduled No Scheduled Mo Scheduled No Scheduled Mo Scheduled Mo Scheduled Mo Scheduled Mo Scheduled e
Course Course Course Course Course Course Course Course g
a Mo Scheduled No Scheduled Mo Scheduled No Scheduled Mo Scheduled Mo Scheduled Mo Scheduled Mo Scheduled
Course Course Course Course Course Course Course Course
5 Mo Scheduled No Scheduled Mo Scheduled No Scheduled Mo Scheduled Mo Scheduled Mo Scheduled Mo Scheduled
Course Course Course Course Course Course Course Course
6 Mo Scheduled No Scheduled Mo Scheduled No Scheduled Mo Scheduled Mo Scheduled Mo Scheduled Mo Scheduled
Course Course Course Course Course Course Course Course
7 Mo Scheduled No Scheduled Mo Scheduled No Scheduled Mo Scheduled Mo Scheduled Mo Scheduled Mo Scheduled
Course Course Course Course Course Course Course Course
8 No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled Mo Scheduled No Scheduled
Course Course Course Course Course Course Course Course
Act No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled Mo Scheduled No Scheduled
Course Course Course Course Course Course Course Course

End

Restore

| & Lock All ‘ v H Documents || Notes H Print | |Ea\endar Walk-in Scheduler Messengerl o2 |




Altering Existing Schedules Changing Individual Student Sections

e C(licking onthe Course Number in the student’s
scheduled section opens an individual editor for
that section.

Start and End dates may be altered and saved
(or nullified and saved).

Delete removes the course entirely and
should only be used if the student was never
expected to attend.

"Last modified by” info can be viewed.

Lock prevents the course from being removed
from the schedule when the Unload tool is
clicked.

Repeated is a flag that can be used to identify
transcript posts that need to be marked
"Credit Recovery”.

Roster Update

Enalish 11 - 403 -1

Start Date

| 9/4/2025 ‘3| | Today | | Clear |

‘EH Today || Clear |

End Date
| 12/17/2025

Lock

L]

No Credit

O

Repeated

O
Dual Credit:
[

Dual Credit Code:

| v

Modified Bv
Admin, Jackie on 9/12/2025 11:24 AM
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Altering Existing Schedules Changing Individual Student Sections (Ctd.)

No Credit ensures the student does not receive
graduation credit during the transcript post
process (attempted value = o regardless of

course settings).

Dual Credit fills the transcript’s checkbox during
the transcript post process, indicating that the
student intends to claim college credits from this
course’s successful completion. Dual Credit Code

fills the course location type.

If a course numberis clicked in error, click close
button to close the popup window without
change tracking. Clicking Save will record your
timestamp information as the Last Modifier of
the record, even if no data was updated.

Roster Update

English 11 -403-1

Start Date

| 9/4/2025 ‘3| | Today | | Clear |

End Date

| &) (o

Lock
O

No Credit
U
Repeated
O

Dual Credit:

Dual Credit Code:

Modified By
Admin, Jackie on 9/12/202511:24 AM
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Altering Existing Schedules Changing Individual Sections (ctd.)

f a student has dropped a section and needs to re-enroll in that same section,
specific steps need to be taken to track the entry/exit/re-entry properly on the
staff student course extract.

Q1 (9/4/2025- 11/15/2025) Q2 (11/16/2025 - 1/23/2026) Q3 (1/24/2026 - 4/10/2026) Q4 (4/11/2026 - 6/26/2026)
A B A B A B A B
101-1 101-1 Mo Scheduled Mo Scheduled
Earth Science Earth Science Course Course
; gfsi?b ?1';‘;025 gfsr?b ?:;‘5025 014 014 No Scheduled No Scheduled No Scheduled No Scheduled
art: art: - -

Earth Science Earth Science Course Course Course Course
Bossy, Mike Bossy, Mike
Drop: 11/16/2025 Drop: 11/16/2025

Open the dropped course and click on the section you are adding back in.
Search

Effective Date

| 63 [ v |

‘ Course Name v H ‘

‘ + Add Option ‘

+ ADD couRrsE AND secTions )

Earth Science

101
1 (1/25) Bossy, Mike Q1/4/1/NAJD
33



Altering Existing Schedules Changing Individual Sections(Ctd.)

e Searchthe same course number (add the new start date if not auto-
filled,) and select the original section number. The record will now show
the three consecutive dates necessary for proper roster entry exit
tracking.

Search Schedule Update *
Effective Date You are adding:

l 2/6/2026 ‘ﬁ‘ ‘ Today || Clear | 1011

) - o - - Earth Science

| Course Name v ” ‘ Start: 2/6/2026

|_ + Add Option | Effective Date
Enter a start date for the course. If no date is entered, the start date of the course is

:2;’6;‘2026 ‘ﬁ| | Today | | Clear |

+ ADD coursE AND SEcTIONS €

__ Earth Science ) .
L0 (] Don't Show Again ‘ Cancel

1 (1/25) Bossy, Mike Q1/A/1/NA/O

Thereisa gap inthe schedule for the time the student was not enrolled.

Q1 (9/4/2025-11/15/2025) Q2 (11/16/2025 - 1/23/2026) Q3 (1/24/2026 - 4/10/2026) Q4 (4/11/2026 - 6/26/2026)
A B A B A B A B
1011 10141 Na Scheduled No Scheduled 1011 1011 1011 1011
Earth Science Earth Science Course Course Earth Science Earth Science Earth Science Earth Science
Bossy, Mike Bossy, Mike Bossy, Mike Bossy, Mike Bossy, Mike Bossy, Mike
1 | Start: 9/4/2025 Start: 9/4/202¢ 1011 101-1 Start: 2/6/2026 Start: 2/6/2026
Earth Science Earth Science
Bossy. Mike Bossy, Mike

Drop: 11/16/2025 Drop: 11/16/2025
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Scheduling Messenger

e Afteranychangesare made to a schedule, Scheduling Messenger can send
notifications about the change to affected staff members.

Messenger tools must be enabled for users, and settings must be in place in the Communication Module.

Q1 (9/4/2025-11/15/2025) Q2 (11/16/2025 - 1/23/2026) Q3 (1/24/2026 - 4/10/2026) Q4 (4/11/2026 - 6/26/2026)

<
A B A B A B A B o
§
8011 8011 8011 8011 8021 8021 8021 8021 §
1 Ci Aided Ci Aided C Aided C Aided Computer Computer C. C. H
Design Design Design Design Animation Animation Animation Animation a
Sutter, Duane Sutter, Duane Sutter, Duane Sutter, Duane Berube, J.F Berube, J.F. Berube, J.F. Berube, J.F.
.
803-1 803-1 803-1 803-1 8031 803-1 8031 8031 N
2 Principles of Principles of Principles of Principles of Principles of Principles of Principles of Principles of E
Engineeri Engineeri Engineeri Engineeri Engineeri Engineeri Engineeri Engineeri 1
g g g g g g g g g 9 g g g 9 g 9 o
Berube, J.F. Berube, J.F. Berube, J.F. Berube, J.F. Berube, J.F. Berube, J.F. Berube, J.F. Berube, J.F.
5021 50241 5021 5021 5021 5021 502-1 502-1
3  Spanish2 Spanish 2 Spanish 2 Spanish 2 Spanish 2 Spanish 2 Spanish 2 Spanish 2
Tonelli, John Tonelli, John Tonelli, John Tonelli, John Tonelli, John Tonelli, John Tonelli, John Tonelli, John
10441 104 1041 10441 1041 10441 1041 104-1
4 | Physics Physics Physics Physics Physics Physics Physics Physics
Potvin, Denis Potvin, Denis Potvin, Denis Potvin, Denis Potvin, Denis Potvin, Denis Potvin, Denis Potvin, Denis
5 0o0-1 0001 0001 0o0-1 000-1 0001 000-1 000-1
Lunch Lunch Lunch Lunch Lunch Lunch Lunch Lunch
601-1 601-1 601-1 601-1 601-1 601-1 601-1 601-1
6 O 0 0 o] Orchestra 0 V] 4]
Sutter, Brent Sutter, Brent Sutter, Brent Sutter, Brent Sutter, Brent Sutter, Brent Sutter, Brent Sutter, Brent
4031 4031 4031 4031 4031 4031 4031 4031
7 | English 11 English 11 English 11 English 11 English 11 English 11 English 11 English 11
Goring, Butch Goring, Butch Goring, Butch Goring, Butch Goring, Butch Goring, Butch Goring, Butch Goring, Butch
7011 a1 7011 an141 7011 a1 7011 901-1
8 Boys Physical Personal Finance Boys Physical Personal Finance Boys Physical Personal Finance Boys Physical Personal Finance
Education Kelman, Andrew Education Kelman, Andrew Education Kelman, Andrew Education Kelman, Andrew
Flatley, Pat Flatley, Pat Flatley, Pat Flatley, Pat
Act No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled No Scheduled
Course Course Course Course Course Course Course Course
‘ & Lock All ‘ v ‘ ‘ Documents ‘ Notes ‘ ‘ Print ‘ ‘ Calendar Walk-in Scheduler [EYEEENNEY [ HH ‘
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Elements of

the Scheduling

Messenger
(1 0f 2)

Scheduling Messenger

Scheduling Messenger

Copy and Delete
become active
after highlighting
and selecting a
SavedTlempIa‘Ee

Save or Copy

Scheduling Messenger sends schedule relaled messages to staff based on the criteria selected.

The Template Mame and User/Group can be changed after selecting Save or Copy.

Template to Account

UserfGroup | User

V| Template |~:new::-

vl Save | Copy | Delete

Narrow Message ——_Enter the filter criteria for Scheduling Messenger:
Prompt Criteria Recipients: Term: Seclions:
| ANl Teachers v |[ 01 w || Active Courses  w || All Sections v |
Narrow Reci pient Recipient Selection Message Recipients

Selection List

“Clickable” Individual |~
Recipient List

Select All Recipients

201-1 Glebal History & Geography 2

Brodeur, Richard {Primary}
303-1 Algebra 2

Gilling Clark (Primzang)
401-1 English 10

La Fontaine, Pat (Primary)
501-1 Spanigh 2

L~ Tonelii, John (Primary)

601-1 Band
Sutter, Brent (Primary)
700-1 Boys Physical Education
Flatley, Pat (Primary)
501-1 Computer Aided Design
Sutter, Duane (Primary)
902-1 Health
Carroll, Billy {Primary)
Click on a person to add to list

s

-

La Fontaine. Pat (401-1 English 10) "

Click on & person to remove from list

Remove All

Remove All Recipients
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Scheduling Messenger (ctd.)

Delivery Devices: Inbax Email

Reply To Email: npreply@esboces.org

Message Subject| Schedule Change

Message Body
1 B I

A change has been made for the following:

Please review the roster for details of the scheduling change.

Default Text

Browse and upload an email attachment

Delivery Date: 12/18/2025
Send Inbox/Emails at: | 08:55 AM

Upload

Process Inbox and/or
Email delivery
selections

Date for Delivery

[ Test | [ PreviewSend |

Insert Campus Fields Link

Text Editors

Preview Message

Click Review Recipients to view the people and devices.
Click Send Message to deliver this message.

Recipient Count 1
Process Inbox Count 1
Email Count 1

Flements of the
Scheduling
Messenger

Cancel Send Message Review Recipients

Preview Popup

Review Recipients

Clear the checkboxes next to recipients or devices o prevent them from receiving the message. Al sligible recipients dispiay. However. only recipients with any of the
following delivery devices displayed vill recsive the message: Process Inbox, email address, or a phone number (when Voice is enabled)

(2 of 2)

Select Save & Return to retain any changes to recipients. Select Gancel to go back to Preview Message without saving changes.

Save & Return

Recipient Name

Student Name:

+

Preview

La Fontaine, Pat
ffemreli@esboces org

Parise, Zach

Test Email
Delivery

Process Inbox

b

Recipient Review Page
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Scheduling Messenger (ctd.)

The schedule change message will be sent to the teachers e-mail address and inbox.
They will be able to view the message in either their e-mail and/or when they are

logged into their Campus Instruction account.

noreply@esboces.org
Schedule Change - Add

To Ferrell, Jackie E—m i n T h r

Campus Messenger by Infinite Campus

A change has been made for the following:

Course: 401 English 10
Section: 1
Student: Zach Parise

Please review the roster for details of the scheduling change.

25-26 JACKIE TEST HS a ? o2

Campus

My Account > Communication > Message Center

Message Center v

e

Main Menu | selectan | | Remove | | search | Sortby: [ Sticky v

. Message Center (4
031872021

°  District Announcement YOU ARE IN THE SANDBOX - Refreshed on 12/23/2022

-.. More

Student Information
[] Message Schedule Change - Add M I-nT h rl /n B X
JSSGMM Delete

Message Recipient Preview

Recipient Mame:| La Fontaine, Pat
Device (1) jfereli@esboces.arg

Device (2) Process Inbox
Subject Schedule Change

Message Body: |A change has been made for the following:

Course: 401 English 10
Section: 1
Student: Zach Parise

Please review the roster for details of the scheduling change.
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Reminders to Ensure Accurate Teacher-Student linkage
for NY State Reporting

Verify that Add and Drop dates are correct before clicking "OK"” on warning
POP-UPS

Don't allow for gaps or overlapping between any section dates when making

scheduling changes
NEVER Delete once instructional days have taken place

NEVER use Replace once instructional days have taken place

If altering schedules AFTER the Effective Date of the change has passed,
print an Attendance Period Detail Report (or contact attendance personnel)
to accurately back-fill attendance after Drop & Add is complete
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Scheduling Students in the Upcoming Year

e Scheduling astudentinan upcoming year (or over the summer before beginning
instructional days) uses the same methods as scheduling a student in the existing
year, with one exception:

Never use a Start Date for sections in Search or Manual Mode before instructional
days have started,

Entering a start date to any section placement will throw off roster counts, ad
hoc filters and canned reports until “today’s date” reaches the Start Date
assigned to the student.

Leaving the start dates NULL for all sections within a schedule will default the
student’s membership to the first day of the term for reporting. A NULL start
date causes scheduling logic to behave as if the student were part of the original
roster, independent of any calendar date, just as if the student placed by the
Scheduling Wizard, rather than by Walk-in.

40



Have Questions?

Need more help?

Campus Community is a great resource!

Click the Campus Community link in your Campus

header, and search the Knowledge Base.

o 1

25-26 JACKIE TEST HS ; ) [ HH

My{ 72 Campus Learning Home

<sx Community

Center

The Campus Community links below provide a detailed explanation

and video of the Walk-in scheduler features.
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https://kb.infinitecampus.com/help/walk-in-scheduler
https://kb.infinitecampus.com/help/manage-schedule-changes-for-selected-student-video
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Eastern Suffolk BOCES Board and Administration
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Lisa lsrael
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FRobert P. Sweeney
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Arlene Barresi Kelli Anne Jennings Brian O. Mealy
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Linda 5. Goldsmith Joseph LoSchiave Catherine M. Romano
William Hsiang Anne Mackesey John Wyche
James F. McKenna
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Aszszociate Superintendent
James J. Stucchio - Management Senvices

Aszszistant Superintendent
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Katelyn Fretto - Business Services
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Gina Reilly - Special Educaticn
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www.eshoces.org

Eastern Sufiok BOCES does not discriminaie agamst any employes, student, applicant for employment, or candidate for enrollment on the basis of sex, gender, race, color, religion or creed, age, weight, nafional onigin, marital
status, dizability, sexual crientation, gender idenfity or exprezsion, fransgender siatus, military or vetzran status, domesic violence viciim siatus, genefic predisposttion or camier slatus, or any ofher classification profectsd by
Federal, State, or bocal law. This policy of nondiscrimination includes: access by students to educational progeams, student activifies, recruitment, appointment and promotion of employess, salaries, pay, and cther benefits.
ESBOCES aleo provides equal access fo the Boy Scouts and other designated yout groups. ESBOCES fully complies with 2l applicable riles and regulations pertaming to cvil ights for students and emplovess (e.g., Title [X of
the Education Armendrments of 1972, §504 of the Rehabilitaion Act of 1973, Titles W1 and VIl of the Civil Rights Act of 1984, Dignity for All Students Act, §303 of Age Ciscrimination Act of 1975, the Americans with Disabilties Act
of 1980, and the Boy Scouts of American Equal Access Act of 2001). Inquiries regarding the implementafion of the above laws should be directzd fo either of the Eastem Suffolk BOCES Civil Rights Compliance Officers at
ComplianceCfficersi@esboces ong the Assistant Superintendent for Human Resownces, 631-687-2029, or the Associale Superintendent for Educational Services, §31-687-3056, 201 Sunrse Highway, Patchogue, WY 11772,
Irquiries may also be addressed to the Office for Civil Rights at the LS Department of Education, 32 Old Slip, 257 Floor, New York, NY 10005, 546-428-3500, OCR. New'orkiDed.gov.
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