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About Infinite Campus 
For more than a decade, Infinite Campus has successfully implemented its solutions for 

customers of all sizes.  Today, Infinite Campus applications manage more than 4 million 

students in 43 states.  Infinite Campus customers range from districts with fewer than 100 

students to those with more than 100,000 as well as regional consortia, state departments 

of education and the federal government.  

 

About Custom Computer Specialists, Inc. 
Custom Computer Specialists, Inc. has been partnering with school districts to provide 

technology solutions for three decades.  Specializing in IT outsourcing and large 

technology projects, Custom delivers a wide array of services including project 

management, wireless and LAN/WAN networking, managed services, desktop 

installation, service and support, product procurement, and storage solutions to clients in 

the public sector, healthcare, financial services, and corporate arenas.  Custom has been 

the recipient of a host of recent industry awards and recognition, and was included in the 

Top 200 Private New York Metro Companies list (Crain’s NY Business), named #1 

Technical Consultant (LIBN), listed among the Top 100 Government VARS for the past 

3 years, and received a prominent ranking on the VAR Business 500. 
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WALK-IN SCHEDULER  

 

Description 
The Walk-in Scheduler serves 3 purposes: 

1. Adding or changing the requests for students to create their schedule for the next 

school year.  This is done in conjunction with running the Schedule Wizard. 

2. Creating a schedule for a new student.  This is done after all the schedules have 

been produced.  The schedules can be created manually (organizing it ‘on paper’ 

first) or by entering the student requests and using the ‘Load’ function. 

3. Changing the schedule for an existing student.  This is done after all the schedules 

have been produced.   

 

Target Audience 
This manual is intended for School Counselors and any other staff member who needs to 

create or change an individual student’s schedule. 

 

Objective 
The purpose of this manual is to assist School Counselors in creating schedules for new 

students and making changes to existing students’ schedules. 

 

Vocabulary 
Period – The period is the scheduled time frame for courses (i.e., Period 1 meets 8:00-

8:40; Period 2 meets 8:45-9:25). 
 

Schedule – This is used to represent the student’s schedule of courses.  It is also used to 

represent the rotation of courses that don’t meet every day (i.e., a school has courses that 

meet every other day – they are set up as Day Schedule A or Day Schedule B). 
 

Term – The ‘Term’ represents the school term (i.e., quarter, trimester).  For example, 

some courses are full year courses (they meet all terms), some are ½ year courses (they 

meet in the Fall [Term 1 and 2] or Spring [Term 3 and 4]). 
 

Required – Required courses are coded with an ‘R’ in the Walk-in Scheduler.  They are 

usually added by the Request Wizard and the scheduling staff when creating schedules.  

The Schedule Wizard will attempt to fill all required courses. 
 

Elective – Elective course requests are added by the student if the on-line student portal 

is used.  The counselor can also add courses as ‘electives’ using the Walk-in Scheduler if 

the school separates ‘required’ and ‘elective’ courses.  The Schedule Wizard will attempt 

to fill all elective courses. 
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Vocabulary continued 
Alternate – Alternate course requests are added by the student if the on-line student 

portal is used.  The counselor can also add ‘alternate’ courses using Walk-in Scheduler.  

The Schedule Wizard will not attempt to fill alternate courses.  They are entered to assist 

the Counselor when completing a student’s schedule if the other courses cannot be filled. 
 

Year – The year on the top of the Infinite Campus screen is used to choose the school 

year that you are using to make changes.  It is very important to choose the correct 

year when working on the students’ schedules. 
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SCHEDULING PROCESS 

Sequence of Events 

It is important to understand the sequence of events when the schedule is being developed 

for the next school year.  In addition, the school’s schedulers should keep in close contact 

with the Guidance Counselors and any other staff members who might work on a 

student’s schedule. 

After the Calendar is created for the next school year, this is the typical sequence of 

events. 

1. The courses are adjusted if necessary (i.e., adding new ones, making obsolete 

ones inactive), sections are added based on seat counts, and scheduling rules are 

added. 

2. Student Requests are entered.  They can be loaded manually through the Walk-In 

Scheduler, en-masse through the use of the Request Wizard, via online 

registration in the portal, or by the students’ teachers.  Many schools use a 

combination of the above methods.  

3. Changes to the students’ requests are completed.  There are many instances 

where all the students’ requests can’t be created en-masse using the Wizard and 

will need to be added or changed manually.  For example, all 9
th
 graders might 

be given a request for ‘Spanish 9’ and the schedulers or counselors will change 

the course request to ‘French 9’ or ‘Italian 9’ for the students requesting a 

different language.  In addition, requests for electives courses (i.e., Music, Art, 

Drama) are rarely entered using the wizard and will need to be added manually.   

4. The school’s schedulers will run the Schedule Wizard and attempt to fill all the 

students’ requests.  They will run this multiple times in an attempt to satisfy as 

many requests as possible. 

5. When the schedule is complete and students are rostered into their 

courses/sections, the school’s schedulers will distribute a list of students with 

unsatisfied requests.  At this time, the students’ schedules will need to be 

completed using the Walk-in Scheduler. 

 

���� Special Note:   
Often several of these steps will be done at the same time, therefore when 

counselors are changing students’ requests, they may see partial schedules on the 

screen.   
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ADD OR CHANGE COURSE REQUESTS 

 

Description 
Every year, the school administrators will create the calendar for the following year.  

School personnel will use the various request tools to create requests for the students.  

The Walk-in Scheduler can always be used to change existing requests (i.e., change 

‘English 10’ to ‘English 10H’ for a student entering the honors program), and to add 

elective & alternate requests. 

 

1. Choose the correct Year and School.  This is usually the next school calendar 

year. 

 
 

2. Navigate to:  Student Information > General for the student needed. 

 

3. Click on the Schedule tab. 

 

4. Click on the <Walk-in Scheduler> button.  The screen will display the student’s 

schedule on the left (this is usually empty at this point) and the course requests on 

the right.  The course requests will have all the standard requests previously 

created from the Request Wizard. 

 

If request changes are made after the scheduler has started working with the 

Schedule Wizard, the schedule on the left might have courses listed. 
 

 

 

 
 

 

 

The Course # 

(number) and Name 

will display.   
 

All requests created 

by the Request 

Wizard will display 

with a Type of R 

(Required). 

Requested Units represents the number of units requested and the 

Maximum Units for the schedule.  

  

Maximum Units are calculated as follows: 

Periods * terms * schedules (i.e., A and B) 
 

7 (periods) * 4 (terms) * 2 (schedules) = 56 units 
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5. To change a course:  

a. Type the new course number over the existing course number. 

b. Click on the <Save Reqs> button. 

 

To add a course: 

a. Click on a blank box in the Course # field. 

b. Type the course number. 

c. Choose the correct Type for the request: 

- R = Required (this is the system default, the Schedule Wizard will 

schedule this course) 

- E = Elective (the Schedule Wizard will schedule this course) 

- A = Alternate (the Schedule Wizard will not schedule this course) 

d. Click on the <Save Reqs> button.  The Requested Courses will be saved 

and display in alpha/numeric order by Course #. 

 

 
 

 

 

 

 

 

 

 

 

 

Changed ‘English for All’ 

to ‘English Shakespeare’ 

 

Added 2 Electives: 

   ‘Chorus’ 

   ‘Acting – Scene Study’ 

���� Special Note:   
If the course number entered is incorrect, the system won’t display an error.  It 

will disappear from the screen after clicking on the <Save Reqs> button.  

Therefore, check your work carefully. 
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SCHEDULE A NEW STUDENT 

 

Description 
When a student enrolls in the school after the scheduling process for the new year has 

been completed, the schedule must be created using the Walk-in Scheduler.  There are 2 

ways to create a schedule: 

1. Create the schedule ‘on paper’ by using the Master Schedule report and 

determining the courses and sections needed by period.  The ‘Search’ 

feature is used to produce the schedule. 

 

2. Input the course numbers needed into the Walk-in Scheduler’s Request 

section and use the ‘Load’ feature.  The Scheduler will determine the best 

schedule for the student using the scheduling rules and seat availability.  

The ‘Load’ feature should only be used to create a new schedule, never 

to change an existing schedule. 

 

Create a schedule using the ‘Search’ feature 

This feature is to be used when creating a schedule ‘on paper’ first, then inputting it 

period-by-period into the student’s schedule. 

 

1. Choose the correct Year and School.   
 

 
 

2. Navigate to:  Student Information > General for the student needed. 

 

3. Click on the Schedule tab. 

 

4. Click on the <Walk-in Scheduler> button.  The screen will display the student’s 

schedule on the left and the course requests on the right (they are both empty at 

this point). 

 

5. Click on the <Search> button.  The course requests section on the right will 

change to display the Section Search feature. 

When using the Walk-in Scheduler to create a student’s schedule using 

either method, it saves automatically as soon as it is put into the 

student’s schedule.   

This might result in the student displaying in the Teacher’s attendance, 

then disappearing as you make changes. 
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6. Enter your search criteria.  You can search using any of the fields listed.  The 

more fields you complete, the more precise the resulting list will be.  When 

entering information, it must be exact to match for the search (i.e., Course 

Number 0200, not 200).  Search criteria for entering courses scheduled ‘on paper’ 

usually include the Course Number and the Period. 

 

 
 

7. Click on the <Search> button in the Section Search box.  The system will display 

all the courses that match your criteria.  The courses display with all pertinent 

information: 

- Course number and section number (i.e., 5555-1, 5555-2). 

- Students in roster/maximum number of students (i.e., 27/27 [full class], 

22/27 [class has 5 seats empty).  Any sections that are full or overbooked 

will display in red. 

- Teacher name – last name, first name (i.e., Matos, Kate). 

- Terms – the terms that the section meets (i.e., T:Q1-Q4 is a section that 

meets all year, T:Q1-Q2 is a section that meets in the Fall only). 

- Period – the period that the section meets (i.e., P:05, P:06). 

- Schedules – if applicable, the schedule will display (i.e., S:A is a section 

that meets on A days, S:B is a section that meets on B days).  If the school 

has more than 2 rotating days, the first day the section meets and the last 

day the section meets will display (i.e., S:A-C is a section that meets on A 

and C or A, B and C).  If the section is taught on all days, no schedule will 

display:      

 

Click on the <Search> 

button to display the 

results of your search. 

Enter your Search 

criteria.  Usually the 

Course Number & 

Period are entered. 

 

If using Rotating Day 

Schedules, inputting 

the Day in the 

Schedule field will 

customize the search 

further. 
Sections that are full 

(or overbooked) 

display in red. 
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- IEPs – if the district is using Campus’ Special Education program, the 

number of students in the section roster with IEPs will display (i.e., IEPs: 

1). 

8. The system automatically inputs a Start date (default = today).  It is recommended 

to change this date to the student’s actual enrollment start date.  If no date (or the 

wrong date) is entered, the student may display on Roster reports before he/she 

actually starts. 
 

9. To add a course to the student’s schedule, click on the course/section.  It will 

display on the left, in the student’s schedule.  As soon as the course displays in the 

student’s schedule, the student is rostered and will appear in the teacher’s class 

(the student will not display on the Attendance form until the enrollment Start 

Date). 

 
 

 
 

 

10. Repeat steps 6 – 9 for all courses needed. 
 

Print the student’s schedule 

1. To print the schedule for the student, click the <View Schedule> button on the 

tool bar.  This will refresh the screen and display the student’s schedule. Click on 

the <Display Active Courses Only> button to exclude dropped classes from the 

When using the Search feature of the Walk-in Scheduler to create a 

student’s schedule, the ‘scheduling rules’ do not apply.   

 

Courses will display in red (instead of blue) in the schedule when they 

are completely full (or overbooked).  Only users with the appropriate 

User Rights will be able to add students to red sections. 

0100-1 – ‘English for All’ has 

been added to the student’s 

schedule. The course number will 

display in red if completely (or 

over) booked.   

Start Date displays on the screen. 

Click on 0200 ‘Social 

Studies’, section 12 to 

add it to the student’s 

schedule in period 2. 

 

Choose this section 

because section 1 is 

already full. 
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display and report.  Click on the <Display Active and Dropped Courses> button 

to include a history of schedule changes in the display and report.  
 

2. Different formats of the schedule can be viewed and printed by changing the 

Format in the dropdown box.  The Format chosen will become the new default 

format for the user. 

 
 

3. Click on the <Print> button.  The schedule will display in a new window using 

Adobe Reader.   
 
 

4. The student’s schedule will print all the courses in the periods/terms they meet, 

along with the room numbers and teacher’s names.  The header includes the 

school information, the student information, and the date/time the schedule was 

printed. 
 

5. Click on the <Print> button in the Adobe window to print the schedule.  Close the 

Adobe window by clicking on the <Close> (X) button on the top right. 
 

 
 

Click on the 

Printer button to 

print the 

schedule. 

Click on the 

Close button to 

close the 

window. 
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Create a schedule using the ‘Course Request’ and ‘Load’ features 

These features are to be used when you want the system to create the student’s schedule 

based on the requests you enter.  The system will not overbook a section and will follow 

all scheduling rules.  The Load feature should only be used to create a schedule for a new 

student.  It should never be used to edit an existing student’s schedule. 

 

1. Choose the correct Year and School.   
 

 
 

2. Navigate to:  Student Information > General for the student needed. 
 

3. Click on the Schedule tab. 
 

4. Click on the <Walk-in Scheduler> button.  The screen will display the student’s 

schedule on the left and the course requests on the right (they are both empty at 

this point). 

 

5. Click on a blank box in the Course # field. 
 

6. Type the course number needed.  Repeat for all course numbers.  The Type field 

will default to ‘R’.  Don’t change it. 
 

 
 

7. Click on the <Save Reqs> button.  The system will save the requests and sort 

them in alpha/numeric order.  

 
 

8. Click on the <Load> button.  The system will display a warning that it’s loading 

the requests into the student’s schedule.  Press <ENTER> or click on the <OK> 

button. 
 

9. All course/sections that could be scheduled will display in the schedule on the 

left.  All the courses that were loaded will display on the right with the section 

number (Sn#).  Any course that could not be loaded will not have a section 

number. 
 

���� Special Note:   
If the course number entered is incorrect, the system won’t display an error.  

The course number will disappear from the screen after clicking on the 

<Save Reqs> button.  Therefore, check your work carefully. 
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10. When adding a schedule for a new student after the school year has begun, many 

districts choose to add a ‘Start Date’ to display the day the student started in the 

course for attendance and grades.  The ‘Load’ function does not have an option 

(as the ‘Search’ function does) of using a ‘Start Date’.  Therefore, the start date 

must be manually entered. If no date (or the wrong date) is entered, the student 

may display on Roster reports before he/she actually starts. This date should 

match the date of the enrollment start date. 
 

a. On the left side of the screen, click on the course/section number. The 

Roster Edit screen will display. 

 

���� Special Note:   
Although the Course Request feature will attempt to load all the courses into 

the student’s schedule, the user might need to manually override the system to 

satisfy the student’s requests (i.e., a scheduling rule prevents the system from 

loading a course [for example ‘skinnying’ two courses together]).  This will 

require ‘playing around’ to see where courses can be moved to fit them all 

into the schedule. The Walk-in Scheduler has several features that can be 

utilized.  Refer to the next section for more information. 

 

All periods 

without courses 

will display as 

EMPTY. 

The ‘Art-

Sketching’ 

course could 

not be loaded 

(no Section #). 
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b. Enter the Start Date and click on the <Save> button.  The start date will 

display under the course name. 
 

 
 

c. Repeat for all courses. 

 

The Roster Edit screen displays 

the date and time of the last 

change made to this course and 

the name of the staff member 

who edited it. 

 

Click on the 

course/section 

number to display 

the Roster Edit 

screen. 
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THE WALK-IN SCHEDULER’S FEATURES 
Although the Course Request Load feature will attempt to load all the courses into the 

student’s schedule, the user might need to manually override the system to satisfy the 

student’s requests.  This will require ‘playing around’ to see where courses can be moved 

to fit them all into the schedule. There are several features that can be utilized. 

 

Note:  If you can’t ‘fit’ the unscheduled courses easily into the schedule, try ‘unloading’ 

(see page 17) and ‘loading’ the schedule again.  The courses might schedule into different 

periods that will be easier to work with. 
 

Search the Master Schedule 

This feature is used to search the master schedule for all sections of the course needed. 
 

1. Click on the @ to the left of the course needed and the system will display on the 

schedule the periods where the course is offered.   
 

 

• The course request chosen will highlight in yellow. 

• Hovering over any section will display the Teacher’s name, Room number 

and number of IEP students currently rostered. 

 

The sections are color coded and display with the section number and number of students 

currently rostered (if nothing shows, there are no sections).  If the section does not meet 

every day of a rotating schedule, the ‘day(s)’ will display as well: 

• Yellow – this will display in the period that’s currently scheduled with the 

course.  If you are searching for a course that’s not scheduled (i.e., the 

‘Art-Sketching’ class), no yellow periods will display. 

• Green – this will display in any period that the course is offered in sections 

that do not have the maximum number of students. 

• Pink – this will display in any period that the course is offered in sections 

that have the maximum number of students (full or overbooked sections).  
 

2. If the course/section displays in Green in the Empty period, click on the Section 

wanted and the course/section will be scheduled.  You can also click on the 

Section wanted if the course displays in Pink in the Empty period.  You will get a 

warning message that the course is full.  Click on the <OK> button to override 

the warning and overbook the class.  Note that only users with appropriate User 

Rights will be able to overbook the section. 
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Example 1 – Locating when a non-rostered course is offered:  Using the example 

above, click on the @ for the Art-Sketching course: 
 

 
 

 

Example of a section that doesn’t meet every day 

 

All sections of the requested course being offered 

in Period 02 display and they are not full (green). 

Hovering over a section will display additional 

information. 
The requested 

course is 

being offered 

in Period 07, 

but it’s full 

(pink). 

The requested 

course is 

highlighted in 

yellow. 

The course searched meets 

on Days A or B.  The day(s) 

each section meets will 

display.  For example: if a 

school has an A/B/C/D 

schedule and the section 

meets on A and C days, it 

will display A,C or if it meets 

on A,B and D, it will display 

A,B,D. 
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Example 2 – Locating other options for a rostered course (to see if it can be moved):  
Using the example above, click on the @ for the ‘American History’ course to see if it 

can be moved: 
 

 
 

Search the Period  

This is used to search a student’s empty period for all courses.  This is generally used 

when trying to fill that spot with an elective.  Use this feature to search for all courses 

offered in the period needed. 
 

1. Click on the <EMPTY> button in any of the Terms.  If working with a ½ year 

course, click on the <EMPTY> button in the Term you need to search (i.e., for a 

Fall course, click on Q1 or Q2). 

 

 

The requested 

Term and 

Period will 

display. 

 

The courses 

matching the 

request will 

display. 

The requested 

course is 

currently 

scheduled in 

Period 02 

(yellow). 

The requested 

course is being 

offered in Periods 

04 and 05 and 

they are not full 

(green).   

Click on the 

<EMPTY> 

link. 
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2. The system will change the box on the right to display the Search feature.  It will 

display the search criteria based on the Term (Quarter) and Period chosen. 

Additional information can be added (i.e., Department = Fine Arts).  The courses 

display with all pertinent information: 

a. Start Date (i.e. 10/29/2010). 

b. Course number and section number (i.e., 0100-2). 

c. Students in roster/maximum number of students (i.e., 15/30).  Any 

sections that are full or overbooked will display in red. 

d. Teacher name – last name, first name (i.e., Abbate, Sharon). 

e. Terms – the terms that the section meets (i.e., T:Q1-Q4 is a section that 

meets all year; T:Q1-Q2 is a section that meets in the Fall only).  It will 

only display courses that meet in the term chosen. 

f. Period – the period that the section meets displays (i.e., P:05, P:06).  It 

will only display courses that meet in the period chosen. 

g. Schedules – if applicable, the schedule will display (i.e., S:A is a section 

that meets on A days, S:B is a section that meets on B days).  If the 

school has more than 2 rotating days, the first day the section meets and 

the last day the section meets will display (i.e., S:A-C is a section that 

meets on A and C or A, B and C).  If the section is taught on all days, no 

schedule will display. 

h. IEPs – if the district is using Campus’ Special Education program, the 

number of students in the section roster with IEPs will display (i.e., 

IEPs: 1). 

3. To choose a course to add to the student’s schedule, click on the course/section.  

It will display on the left, in the student’s schedule with the Start Date.  As soon 

as the course displays in the student’s schedule, the student is rostered and will 

appear in the teacher’s class (the student will not display on the Attendance form 

until the enrollment Start Date). 
 

 

Click on the 

course/section 

chosen by the 

student. 

The course/section 

chosen will display 

on the schedule. 
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Unload the Schedule 

This feature is used to unload the schedule in order to reload it with modified requests.  

The Unload feature will effectively delete all courses in the student’s schedule; therefore 

it should only be used when working with an initial schedule, never when changing a 

student’s schedule after he/she has attended classes.  To change a student’s schedule after 

school starts, refer to the ‘Change a Student’s Schedule’ section, on page 22. 

 

1. With the Walk-in Scheduler displayed, click on the <Unload> button. 

 

2. A message will display to warn that the schedule will be unloaded.  Press 

<ENTER> or click on the <OK> button to accept the message. 

 

3. The system will unload all courses from the schedule (unless they were locked – 

see next section). 

 

4. The schedule can be reloaded (if needed). 

 
 

 
 

 

When using the Search feature of the Walk-in Scheduler to create a 

student’s schedule, the user can override all the ‘scheduling rules’.   

 

Courses will display in red (instead of blue) in the schedule when they 

are completely full (or overbooked).  Only users with the appropriate 

User Rights will be able to add students to red sections. 

 

Click the 

<Unload> button 

to unload the 

schedule. 
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Lock the Courses 

This is used to lock a specific course/section so it doesn’t unload when revising the 

schedule.   

 

1. With the Walk-in Scheduler displayed, click on the Lock checkbox for all 

course/sections to not be unloaded. 

 
 

 
 

2. Click on the <Save Reqs> button. 

 

3. Click on the <Unload> button. 

 

4. A message will display to warn that the schedule will be unloaded.  Press 

<ENTER> or click on the <OK> button to accept the message. 

 

5. All the courses will unload except the ones previously locked. 

 

 

Click the Lock 

checkboxes to 

lock the courses. 

All courses will unload except ‘English 

Composition’ and ‘Algebra I’ (which were 

locked). 
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Clear Requests 

This is used to clear all the student’s course requests.  This should only be used when 

creating a schedule for a new student and there are so many changes it’s easier to start 

from a blank schedule.  It can also be used to clear the original requests and only show 

the requests that were actually scheduled (refer to next section). 

 

1. With the Walk-in Scheduler displayed, click on the <Clear Reqs> button. 

 

2.  A message will display to warn that all the student’s requests will be deleted.  

Press <ENTER> or click on the <OK> button to accept the message. 

 

3. All the student’s requests will be deleted. 

 

 
 

 

Get Scheduled Requests 

After working with the student, the schedule on the left might not match the student’s 

requests on the right.  In order to create the Requests from the schedule, use the <Get 

Sched Req> button.  In the example below, the student changed the class from ‘Art-

Sketching’ to ‘Art-Portraiture’. 

Click on the <Clear Reqs> button to 

clear out the student’s requests. 
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Example of a schedule before running the Get Scheduled Requests feature: 

 

 
 

 

 
4. With the Walk-in Scheduler displayed, click on the <Get Sched Reqs> button. 

 

5. A message will display to warn that the student’s requests will be built from the 

schedule.  Press <ENTER> or click on the <OK> button to accept the message. 
 

 
 

‘Art–Portraiture’ is on the schedule, but ‘Art–Sketching’ 

is listed on the requests. 

‘Art–Portraiture’ is now on both sides; the schedule and the requests. 
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6. Click on the <Save Reqs> button. 

 

7. All new requests will display with the Type of ‘E’ (for elective). 

 

 
 

 

 

 

 

 

���� Special Note:   
The courses that were not on the schedule, but on the Requests section 

will still display on the Requests section of the Walk-in Scheduler (i.e., 

‘Art-Sketching’ in the prior example).  In order to sync both sides 

perfectly, run the Clear Requests function first, then run the Get 

Scheduled Requests function.  All requests will display with the Type of 

‘E’ (for elective). 
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CHANGE A STUDENT’S SCHEDULE 

 

Description 
During the school year, many students change their schedules, either to take a different 

section of the same course, or to take a different course.  There are 2 ways to change a 

student’s schedule: 

 

1. Use the ‘Drop & Add’ feature to input a date.  The system will add the new 

course/section on the date and drop the old course/section on the day before the 

date input (i.e., date input = 10/29/10, Drop date = 10/28/10, Start date = 

10/29/10).   

 

2. Manually add and drop the course/section and input each date separately.  This 

method is can also be used when deleting a class (instead of ‘dropping’ it).  See 

note below regarding deleting classes. 
 

 

Change a schedule using the ‘Drop & Add’ feature 

This feature is to be used when changing a schedule and allowing the system to enter 

both the drop (end) date and the start date.   

 

1. Choose the correct Year and School.  This is the current school calendar year. 
 

 
 

2. Navigate to:  Student Information > General for the student needed. 

 

3. Click on the Schedule tab. 

 

4. Click on the <Walk-in Scheduler> button.  The screen will display the student’s 

schedule on the left and the course requests on the right. 

 

When changing a student’s schedule, the courses to be changed should 

NOT be deleted.  

Deleting a course that the student has attended for a period of time will 

result in lost Attendance records and lost Grades. 

A course can be deleted ONLY if a student has no attendance records or 

grades for the course. 

Old courses should be Ended and the new courses should be Added. 
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Student’s original schedule:  

 

 
 

5. If the student is changing courses, type the course number in a blank Course # 

field in the section on the right.  Click the <Save Reqs> button.  If the student is 

just changing sections of the same course skip to the next step. 

 

6. Click on the @ to the left of the course to be added.  This might be the same 

course where the student is just changing sections. 
 

Type the new 

course number 

in a blank field. 
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7. Type the ‘Start’ date for the new course (or section) in the Effective Date field. 

 

8. Choose ‘Drop & Add’ from the drop down list in the Manual Mode field. 

 

9. On the left side, in the student’s schedule, click on the course/section to be added.  

All sections will display with their current roster.  In order to view other 

information (teacher, room, IEPs), hover over the field. 

• Choose a course/section in green to place the student in a class with a non-

filled roster. 

• Choose a course/section in pink to place the student in a class with a filled 

roster.  Only users with appropriate User Rights will be able to overload a 

section. 

 

 

Student is changing ‘English for All’ 

to ‘English-Shakespeare’. 

 

Course 0175 (English-Shakespeare) 

was added to requests and saved. 

Click on the @ to the left of the 

course to be added. 
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10. A message will display to warn that the course will be added with the ‘Effective’ 

date and the existing section will be dropped using the prior day.  Press 

<ENTER> or click on the <OK> button to accept the message. 

 

 
 

Type the date the student 

will start the new class. 

 

Choose Drop & Add. 

Click on the section to 

be added. 
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Student’s revised schedule: 
 

 
 

11. Whenever the schedule is changed, it should be printed and distributed to the 

student.  For instructions, refer to Print the Student’s Schedule starting on page 8.  

You have the option of viewing/printing all the courses or just the Active courses. 

 

���� Special Note:   
In addition to the ‘Drop & Add’ mode, there are two other modes that can be 

used.  They should only be used when the user has a complete understanding 

of the functionality. 

Add Mode – this will add the course/section to the period chosen using the 

Effective Date.   

Possible Issue:  If a course is already in that section, the student will have 

two courses in the same period. 

Replace Mode – this will delete the current course/section from the period 

and add the new course/section to the period using the Effective Date.   

Possible Issue:  Courses are rarely deleted, so this option is often used by 

mistake.  The system does not display a warning about lost grades and 

attendance. 
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Change a schedule, entering the ‘Drop’ and ‘Add’ dates manually (or 

Delete the old course) 

This feature is to be used when changing a schedule and entering the dates manually.   

 

This method can be used when it is appropriate to Delete a course/section instead of 

dropping it.  Courses should only be deleted when there are no attendance or grade 

records for the student in the class. 

 

1. Choose the correct Year and School.  This is the current school calendar year. 
 

 
 

2. Navigate to:  Student Information > General for the student needed. 
 

3. Click on the Schedule tab. 
 

4. Click on the <Walk-in Scheduler> button.  The screen will display the student’s 

schedule on the left and the course requests on the right. 

 

5. To add a class to the period, click on the <Search> button. 

 

6. Enter your search criteria.  You can search using any of the fields listed.  Usually 

when replacing a course, you will enter the Course Number and the Period. 

 

7. Click on the <Search> button in the Section Search box.  The system will display 

all the courses that match your criteria.  The courses display with all pertinent 

information. 

 

 
 

Click on the 

course/section 

to choose it. 

Change the 

Start Date to 

the first day the 

student will 

attend the new 

class/section. 
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8. Change the Start Date to the date the student will start their new course/section. 

 

9. To choose a course to add to the student’s schedule, click on the course/section.  

It will display on the left, in the student’s schedule.  As soon as the course 

displays in the student’s schedule, the student is rostered and will appear in the 

teacher’s class (the student will not display on the Attendance form until the 

enrollment Start Date). 
 

 

10. On the left side of the screen, click on the course/section number to be 

ended/deleted. The Roster Edit screen will display. 
 

 

 
 

11. Enter the End Date (the last day the student will be in class) and click on the 

<Save> button.  The end (Drop) date will display under the course name.  If the 

student hasn’t attended the class yet (or has only attended for a few days 

with no attendance events), press the <Delete> key instead to delete the class.  
 

 

Click on the 

course/section to 

be ended or 

deleted. 

Enter the End Date or click on the 

<Delete> button. 

The <Delete> button should be 

used only if the student hasn’t 

started attending the class yet. 
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12. Repeat for all courses to be ended or deleted. 

 

 
 

13. Whenever the schedule is changed, it should be printed and distributed to the 

student. For instructions, refer Print the Student’s Schedule starting on page 8.  

You have the option of viewing/printing all the courses or just the Active courses. 

When using the Search feature of the Walk-in Scheduler to create a 

student’s schedule, the ‘scheduling rules’ do not apply.   

 

Courses will display in red (instead of blue) in the schedule when they 

are completely full (or overbooked).  Only users with the appropriate 

User Rights will be able to add students to red sections. 

 


