Running the Scheduler

Running the Scheduler creates student schedules based on the entered requests and
available sections in the Master schedule.

Before Running the Scheduler

Run Scheduler uses the Master Schedule that was created and combines it with the Student
Requests to generate the highest percentage of filled requests resulting in complete schedules.
To maximize scheduler output, ensure the following steps are completed prior to running:

+ Ensure all requests have been properly entered.

+ Ensure all sections have an assigned Teacher.

+ Ensure all sections have a Period.

+ Ensure all sections within the same Course have a unique Section #.

+ Ensure all sections have a Room assigned. (Not required to run the scheduler.)

+ Verify/Tweak Total Seats for each section.

+ Ensure all sections have a Marking Period defined.

+ Ensure all sections have a Bell Schedule assigned.

+ Ensure all sections have a Calendar assigned.

+ For schools using Rotation Days, ensure all sections have a Rotation day.

+ Ensure all sections Take/do not Take Attendance. (Not required to run the scheduler.)

+ Ensure all sections are/not Graded for all sections. (Not required to run the scheduler.)

+ Ensure all sections have Class Weekly Minutes filled in accurately. (Not required to run the
scheduler.)

* Review Co-Teacher, Linked, or Inclusion sections built on the respective tabs. (Not required
to run the scheduler.)

@ Double check that the School Year is set to the upcoming School Year. Attempting to
Run the Scheduler in the current school year will cause an error message to display.

Running the Scheduler

The Scheduler can be run multiple times after making tweaks to the Master Schedule to
improve the percentage of students fully scheduled. As you get higher percentages of
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students FULLY scheduled, it is advisable to take a Master Schedule Snapshot in the event a
succeeding change to the setup results in a lower percentage of fully scheduled students.
This will enable the ability to restore the master schedule to a previous setup.

1. In the Scheduling menu, click Run Scheduler.

2. Select the desired Scheduler options:

Confirm Schadular Run

Are you sure you want to run the scheduler?

Delete Current Schedules
Dalete the schedules alraad:( in e system so that the scheduler can start from scratch. Locked sections on the student's schedule ars not deletad.

Gradelevel E|

Override Period Links between Semesters

Allow studenis to be scheduled into 2 different penod semester 2 than semester 1. The scheduler will only choose sections taught by the same teacher.

Override Period & Teacher Links between Semesters

Allow students to be scheduled into 2 totally different sections in semester 1 and semester 2.

Override Team

Allow students to be scheduled into courses outside their team.

Override Seat Counts

Fill ery number aof students inta sections. This is useful to determine which periods might need additional sections and where sections should be dissolved or maoved 1o a different period.But. it
is not recommended for your final scheduler run.

Schedule inte sections mesting within these semesters: 51 ms2 @ms

oK Cancel

+ Delete Current Schedules: This option overrides existing student schedules that have not
been locked. This option should be selected when running the Scheduler to allow schedules
to be shifted to improve the overall percentage of students scheduled.

+ Gradelevel: Select the grade level to schedule. For example, you may only want to schedule
grade 12 students. One or multiple grade levels can be selected.

+ Override Period Links between Semesters: This option allows students to be scheduled into
different periods but still have the same teacher from semester 1 to semester 2. This option
should be used after other options to resolve scheduling conflicts have been tried. Note: This
option is available when the system preference Enable the options for splitting sections in the
Scheduler is enabled in Setup > System Preferences > Scheduling tab.

+ Override Period & Teacher Links between Semesters: This option allows students to be
scheduled into different periods and teachers from semester 1 to semester 2. This option
should be used after other options to resolve scheduling conflicts have been tried. Note: This
option is available when the system preference Enable the options for splitting sections in the
Scheduler is enabled in Setup > System Preferences > Scheduling tab.

* Override Team: If the school uses team scheduling, this option allows students to be
scheduled into sections that are assigned to a team other than the one the student is
assigned to.
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+ Override Seat Counts: This option allows the Scheduler to fill any number of students into
sections. This may be useful to determine which periods might need additional sections and
where sections should be deleted or moved to a different period. It is not recommended to
use this option for the final Scheduler run.

+ Schedule into sections meeting within these semesters: Select the semesters to schedule.
Summer marking periods should be deselected.

3. Click OK to run the Scheduler.

After the Scheduler finishes running, the Scheduler displays the amount of time it took to run
(the more restrictions or singleton sections, the longer the Scheduler will take to run), the
percentage of students completely scheduled, and the percentage of requests filled. For a
student to be considered completely scheduled, 100% of their non-alternate course requests
must be filled. If a student has too many requests, they will not be included in this
percentage. The percentage of requests filled indicates how many total non-alternate course
requests were scheduled across the school. The Scheduler also displays a list of courses with
unfilled requests in the Courses with Unfilled Requests tab, and a list of all unfilled requests
in the All Unfilled Requests tab.

The percentage of students scheduled in the Loading Reports indicates how many
students are fully scheduled (all periods are filled for the semester or year) based on
the periods marked as "Required for Scheduling" and that have Length (minutes) set in

Setup > Periods.

Courses with Unfilled Requests J-VIRILI[F] B ET [T

“ Finished in 0 minutes 1 seconds.

71.13% of 620 students completely scheduled.

70.18% of 996 requests filled.

5 Courses with Unfilled Requests |
Course Course Number
ENG HOM 2 1001350
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ENG HOM 3 1001380
ENG 3 1001370
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Changing any information from the Scheduler results screen will re-run the Scheduler.
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Scheduler Priorities

The Scheduler Priorities tab is school-specific and may be beneficial for schools such as a Fine
Arts Magnet, e.g., where it is important that the Fine Art courses take precedence over core
courses when running the Scheduler. By default, the Scheduler will schedule based on the sort
order of the Graduation Subjects setup in the Graduation Requirements. This option for
Scheduler Priorities allows a school to override those settings and assign a priority to a
Graduation Subject.

This arrangement will stay each time the scheduler is run unless it is manually re-ordered.
1. In the Scheduling menu, click Run Scheduler.

2. Click the Scheduler Priorities tab.

‘%( E ! !§ Select Student/Staff ¥ Run Scheduler
5

4 Run Scheduler E-1- 0 TR, L2402

8 Page{_1_|iz [(Ner | [ oFF)
= Grad Subject & Sort Order &
S, Integrated Science
Mathematics LR
) Foreign Language 2
- Language Arts
- English
£ Math e —
Science

Equally Rigorous course that counts for Science credits

World History T
: US Histol
E J 4
American Government 70
Economics BO
g Algebra 1 80

3. Enter or edit the Sort Order, as needed.

4. Click the Run Scheduler tab, then click OK to run the scheduler.

Run Scheduler Results

Each time Run Scheduler is used, the elapsed time for the run, percentage of students with
all requests filled, percentage of students with full schedules, and percentage of total
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requests filled displays. A list of Courses with Unfilled Requests are also displayed. (This
report will be seen again in the Loading Reports.)

The Courses with Unfilled Requests report displays the course name, course number, subject,
number of unfilled requests, number of sections, number of available seats, and number of
requested seats. If the number of unfilled requests equals the difference between the number
of requested seats and available seats, that is expected. If there are enough seats, but a lot of
requests are still not filled, this indicates an issue with the master schedule. If the number of
requested seats is greater than the number of available seats, then the scheduling team needs
to determine if more sections are needed or if seat counts should be increased. If there are just
a few students with unfilled requests, then their schedules need to be looked at by the
scheduling team.

67 Courses with Unfilled Requests | Search E
Course Course Number Subject Number of Unfilled Requests Sections Available Seats Requested Seats
THEATRE 1 0400310 Performing Fine Ars 10 1 35 25
TEAM SPRTS 1 1503350 Physical Education 10 2 70 57
LEAD SKLS DEV 2400300 Electives 8 2 50 38
AP PSYCH 2107350 Social Studies 7 3 125 67
COMPRE LAW STUDIES 2106370 Social Studies 7 1 40 28
PERS.CAR.SCHDEV 1 0500500 Electives B 7 200 187
CRIT THINK ST SKLS 1700370 Electives 8 1 35 26

+ Elapsed Time for the Run: Time it took to process the requests into schedules (the more
restrictions or singleton sections, the longer the Scheduler will take to run).

+ Percentage of Students with all requests filled: This number does not consider whether the
students have sufficient requests to fill a schedule.

+ Percentage of Students with Full Schedules reflects the rate of students who have a
scheduled course for each period of the day.

+ Percentage of Requests Filled reflects the rate of filled requests compared to the total
number of requests that have been entered.

While viewing Courses with Unfilled Requests in Run Scheduler, if a course is selected and
the seat count is increased on one or more sections, the system will AUTO-RUN the scheduler
and any unscheduled students with requests for that course, may be scheduled. The course
may drop off the report if all requests are filled as a result.

Before seat counts were increased:

19 Courses with Unfilled Requests | Search D
Course Course Number Subject Number of Unfilled Requests Sections  Available Seats Requested Seats
ENG 2 1001340 English 16 / 3 75 75
TEAM SPRTS 1 1503350 Physical Education 1 2 60 ' I?‘l
ALG 1 1200310 Math '] 3 75 70
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After seat counts were increased:

(< L LT T TS All Unfilled Requests
19 Courses with Unfilled Requests | |

Search

Course Course Number Subject Number of Unfilled Requests Sections  Available Seats Requested Seats
ENG 2 1001340 English 18 / 3 75 / 75
TEAM SPRTS 1 d——] 1503350 Physical Education 10 4 2 65 4 71
ALG 1 1200310 Math ] 3 75 70

6 Stay on this report and do as much clean up as possible then re-run the Scheduler to
see how your percentage of COMPLETELY SCHEDULED students increases, decreases,
or doesn't change.

Activity

1. Select the necessary options and click Run Scheduler.
2. View the results on the Courses with Unfilled Requests tab.

Loading Reports: Building/Tweaking Process

The Loading Reports provide the scheduling team with reports to evaluate the student
requests compared to students scheduled. These reports are used during the building
process to tweak the location of sections to accommodate unfilled requests and then used

during the clean-up process to ensure all students are completely scheduled without
conflict.

During the Building process, use the next three reports to continue to tweak the Master
Schedule to improve the percentage of students fully scheduled.

Courses with Unfilled Requests Report

The Courses with Unfilled Requests report displays a list of courses that have unfilled
requests.

1. In the Scheduling menu, click Loading Reports.
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The Courses with Unfilled Requests tab is opened by default. This report displays the course
name, course number, subject, number of unfilled requests, number of sections, number of
available seats, and number of requested seats. If the number of unfilled requests equals the
difference between the number of requested seats and available seats, that is expected. If
there are enough seats, but a lot of requests are still not filled, this indicates an issue with the
master schedule. If the number of requested seats is greater than the number of available
seats, then the scheduling team needs to determine if more sections are needed or if seat
counts should be increased. If there are just a few students with unfilled requests, then their
schedules need to be looked at by the scheduling team.

with with Ci

Overfilled Sections  Underfilled Unfilled Req ge of
67 Courses with Unfilled Requests | Search
Course Course Number Subject Number of Unfilled Requests Sections Avallable Seats Requested Seats
THEATRE 1 0400310 Performing Fine Ans 10 1 35 25
TEAM SPRTS 1 1503350 Physical Education 10 2 E) 57
LEAD SKLS DEV 2400300 Electives B 2 50 a8
AP PSYCH 2107350 Social Studies i 3 125 67
COMPRE LAW STUDIES 2106370 Social Studies i 1 40 28
PERS,CAR,SCH DEV 1 0500500 Electives 6 7 200 187
CRIT THINK ST SKLS 1700370 Electives B 1 35 26

2. Click on the course name link to view the course information in the Courses & Sections
screen, opened in a new tab. Add or adjust sections as needed. Close the tab when finished.

Overfilled Sections Report

The Overfilled Sections report displays sections where the number of filled seats exceeds
the number of available seats. This report helps determine if more sections are needed or if
seat counts need to be adjusted within sections. The Scheduler will not overfill sections, so
the overfilled seats are as a result of a manual override of a seat limit (students manually
scheduled into a section that is full) or the seat count was changed on the section after
running the Scheduler.

1. In the Scheduling menu, click Loading Reports.
2. Click the Overfilled Sections tab.

The report displays the subject, course name, course number, section name, number of filled
seats, number of available seats, and number of overfilled seats for each overfilled section.
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d with Schedul d with Conflicting Schedules

Courses with Unfilled Requests Underfilled Sections  Unfilled R P of heduled

9 Overfilled Sections | Search
Subject Course Course Number Section Filled Seats Available Seats Overfilled By
Physical Education WEIGHT TRAIN 2 1501350 Period 5 - 82 - 004 - Castellanos 15 15

Physical Education HOPE-PE V 1506320 Period 3 - 005 - Guillen as a0 5

Electives PERS.CAR.SCH DEV 1 0500500 Period 3 - 010 - Duarte a7 25 2

No Credit NC STUDY HALL 1 22003008 Period 1 - 101 SS - S Matos 27 25 2

Performing Fine Arts CERAM/POT 1 0102300 Period 3 - 001 - Lara 26 25 1

Electives PERS,.CAR.SCH DEV 1 0500500 Period 6 - 013 - Jackson 26 25 1

World Languages SPANISH 1 0708340 Period 3 - 010 - Caraballo a1 30 1

Practical Arts DIG VID PROD 1 8772410 Period 2 - 003 - Robles 4 40 1

Social Studies AP U.S. HIST 2100330 Period 1 - 004 - Mitchell a a0 1

3. Click the course name link to open the course information in the Courses & Sections screen,
opened in a new tab. Add additional sections or seats to sections as needed. Close the tab
when finished.

4. Click the section name link to open the section information in the Courses & Sections screen,
opened in a new tab. Add additional seats as needed. Close the tab when finished.

3. Click the number of unfilled requests link to view a list of the students with unfilled requests
for the course in a new tab.

If the list has more students than the number displayed on the report, this indicates that
some of the students entered this request as an alternate. Review the Priority column to
determine which requests are alternate requests (priority greater than 1).

4. Click a student's name to view his/her requests.

5. Click Schedule at the top of the screen to view the student's schedule. Reviewing the
student's schedule may be helpful in determining possible reasons why the request was
unfulfilled.

If you make a change to a student's schedule and then re-run the Scheduler, this will
undo the change.

Underfilled Sections Report

The Underfilled Sections report displays sections that have fewer than 50% of available
seats filled. This report helps determine if the section may need to be moved to a different
period in the day or combined with another section of the same course. Students must be
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removed from a section before deleting a section. The report will not accurately reflect
underfilled sections if all requests were not entered when the Scheduler was run.

1. In the Scheduling menu, click Loading Reports.
2. Click the Underfilled Sections tab.

The report displays the course name, course number, section name, section number, total
seats, and filled seats.

d with Schedul d with Conflicting Schedules

Courses with Unfilled Requests  Overfilled Sections LT PO Tl unfilled P ge of heduled
These sections have fewer than 50% of available seats filled, despite many unfilled requests. You might consider moving these sections to a different period where more
requests might get filled.

23 sections | Search
Course Course Num Section Section Num Total Seats Filled Seats
AVID 3 1700410 Period & - 001 - Garcia o1 25 12
WEIGHT TRAIN 3 1501360 Period2 - §1 - Ellsworth 001 25 7
INTROD TO INFO TECH B207310 Period 6 - 001 - | Poynter 001 25 7
WEIGHT TRAIN 3 1501360 Period 7 - S1 - Ellsworth 005 25 7
WEIGHT TRAIN 3 1501360 Period 1 - 81 - s Elisworth 004 25 7
WEIGHT TRAIN 3 1501360 Period§ - S1 - Ellsworth 003 25 3
DRAW 2 0104350 Period5-003 - &0 W lara 003 25 5
JOURN 2 1006310 Period 6 - 002 - Hodage 002 25 5
BAND 5 HON 1302340 Period 7 - 107 - Jackson 107 5 0

3. Click a section name link to view the section information in the Courses & Sections screen,
opened in a new tab. Modify the period of the section or make any other changes as needed.
Close the tab when finished.

@ Ifthere are students scheduled into the section and the period is changed, this may
cause conflicts in the student schedules. The Scheduler will need to be rerun or
student schedules manually adjusted.

Other Tweaking Options Before Re-Running the Scheduler

If the percentage of fully scheduled students was unsatisfactory, you have options in addition to
the three Loading Reports discussed above, for making minor adjustments to the Master
Schedule before re-running the scheduler.

Running the Scheduler Page 9



Move Section, with the Teacher, to a Different Course

There are several scenarios when scheduling teams may want to take an existing section and
move it to another course entirely:

« A course has no sections at all and extra sections are available in a different course
« A course is being dissolved but the section is needed in a different course

1. In the Scheduling menu, select Courses & Sections.
2. Select the Subject, Course, and the Section to be moved.

3. Click on the Course Name and Number in the top left corner. A pop-up window displays.

Lizette Garcia  Focus Elementary School - 0311 ¥ sIS

ﬂ% Select Student/Staff ¥ Courses & Sections
o Admin ¥ 2022-2023 ¥  4th O Weeks ¥ m

4 ACCESS LANG ART - § 77100165: 03 03 - 001 - Jeffrey List Students in this Section  List Unfilled Requests in this Section Search Copy ] Delete | Save ]
& :
L Pericd 01 - -
g | Solano, Jane Benson (2996) 1138 ¥ bipey  5oM9 01 MTWHF FulYear o0 i weoumy 001 Full Year
eacher Room Fioom Bariad Schadule  Meeting Days Marking Period = o 0 Seats Short Name Course History
| ) Optional Term

A Takes Atendance x ,Q/ )\ Q) E"."‘;";: Grade Level(s) Unweighted Unweighted (r;l:‘g;
= N/A ~ Q’iig L i Graded ;:;m ictive Rostrietion ;:QZES: Grading Scale  Standards Grading Scale parent Section

R Store Categary Imernal  Sale
4

Co-Teachers History  Florida /WDIS Subs

| 10Subjects 14 Courses 2 Sections
=1 | Subject Course Course Num Section
o | BelorelAfter Care ACCESS MATH GRADE 5 7712060 03 03 - 901 - Celina
1 | ESE Teachers ACCESS 5CI GRADE & 7720060 +

| First Grade ART - INTERM 3 50010605

4. Click Move Section.

ACCESS LANG ART - List Students in this List Unfilled Requests in this Search | Copy | |[Delete | ‘
5 Course Course I Save ]

77100165 ACCESS LANGART-5 - - - - .

Course Number Title Prerequisites 1 Prerequisites 2 Presequisites 3 Graduation Requirements Subject Graduation Requirements Subject 2

S 00 ¥ A . NIA ~
Graduation Requirements Subject 3 Credits per Course History Term ‘iz students to Request this Course Sahadule this Course first WDIS OCP Hours ace Course Sequence ‘

| |
IET Program Mumber ‘

Fifth Grade - Automatic &
Subject Grade Level(s) Course Length Ziiet yeachers to Request This Gourse

CAPE
]

|
|
Requests Subject |

|Mwe Section: 03 03 - 001 - Jeffrey to adifferent course. |
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5. The pop-up window will expand. Select the new Subject and Course to which the section is
being moved.

6. Click OK to confirm moving the section.

Are you sure you want to move Section: 03 03 - 001 - Jeffrey to Course: ACCESS MATH GRADE 57 This change may
affect report card grades.

—

The section will now appear in the new selected Subject and Course area. The teacher (and if
the term has begun, students, grades, and attendance) will be moved to the new course
number.

Move Sections via the Teacher Schedules Report

Sections can be moved to a different period or teacher by clicking and dragging the blue
cross next to the section on the report. Sections should only be moved prior to building
packages or scheduling students. If a section is moved to a different period or teacher after
you have run the Scheduler, you will need to re-run the Scheduler in order to re-distribute
the students. Co-teacher sections cannot be moved to a different period or teacher by
dragging and dropping. Changes to co-teacher sections must be made in Courses &
Sections.

Click the blue cross next to the section and drag the section to a different period or teacher.

Packaging Sections from the Teacher Schedules Report

Sections are packaged for the purpose of linking the sections together for scheduling. This
is most often used in elementary scheduling when sections for language arts, math,
science, art, music, etc. are packaged together with the homeroom section as the parent
section. This can also be done at the secondary level to link two sections together, such as
Economics semester 1 section with Government semester 2 section. When scheduling
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students, students scheduled into the parent section will automatically be scheduled into
the linked child sections.

@ Sections can also be packaged together on the Create Packages or the Courses &
Sections screen.

1. Locate the teacher to create a package for on the Teacher Schedules Report.

Show: [¥] Fitter by Subject: |Choose... ¥ [Apply
EES——
Teacher | Period 1 Period 2 Period 3 Period 4 Period 5 Period 6 Period 7 Period 8 Period 8 Period 10 Period 11 Period 12 Period 13 ]
Cortes ) LANG MATH SCIENCE  SOC HEALTH

THIRD GRADE 0 + SKLS 0+ ARTS 04 GRADE 0+ GRADE 0+ STUDIES 0+ -GRADEOD ¢
= GRADE 3 THREE THREE 3 3
READ E
M M n M n 4
2. Click the first "child" section.

Show: [¥ Filter by Subject: [Choose. ¥ [Aeply
saTenchers 3 &
Teacher | Period 1 Period 2 Period 3 Period 4 Period 5 Period 6 Period 7 Period 8 Period 9 Period 10 Period 11 Period 12 Period 13 ]
Gortes e LANG MATH SCENCE  SOC HEALTH
. THIRD GRADE 0 + SKLS 0+ ARTS 04 GRADE 0+ GRADE 0+ STUDIES 0+ -GRADEO 4
- =S GRADE 3 THREE THREE a 3

3. In the Courses & Sections tab, click the Choose link the Parent Section field.
4. In the pop-up window, click the subject, course, and the homeroom "parent" section.
The selected section will display in the Parent Section field in the Courses & Sections tab.

5. Click Save, and then close the tab.

FNC BAS SKLS READ E 5010020 3: Period 2 - 036 - Cortes List Students in this Section  List Unfilled Requests in this Section Search
- Period 01 - -

TCur[ag_ (3497) 1204 ¥ oipiay oS MTWHF :ﬂ Ye;ar ) i FROLELL ts]fa .

acnar Roam - Period  Schecue  MWetting Days NBPEN Cocts  Seats Seals ort Name Full Year
Optional E5iirsa Fistory Tarm

3 . - - THIRD GRADE: Period 1 - 302 - ¢

Tahes Atancanze X K Nome Gadolevels)  Unweighted Unweighted S ey oie! L—C""“ |

A ~ idded Aliacts Aciive Resuiction biank for all rading SealE” StERIARTS Gidang Scake & 10058

= Hidre Waction for GPA gradelevals alendar Parent Section

ore Categary Intemal e
Co-Teachers  History Florida  WVocational /WDIS Inclusion Subs

6. Repeat this process for the rest of the child sections.

Moving the section will update the teacher and period on the section.
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@ When multiple sections are changed from one teacher to another, any assignments
that were linked to multiple sections remain linked.

Re-Running the Scheduler

After any changes have been made to the master schedule, you must re-run the Scheduler
in order to redistribute the current student schedules. If the changes result in a higher
percentage of fully scheduled students, you may wish to take a Master Schedule Snapshot
to save those settings in the event that subsequent tweaks and runs result in a lower
percentage. The next and previous steps can be repeated as many times as necessary until
you are satisfied with the percent of fully scheduled students.

1. In the Scheduling menu, click Run Scheduler.
2. Select the Delete Current Schedules check box.

3. Click OK to re-run the Scheduler and create new schedules based on the changes made to
the Master schedule.

LTLEZS BTN Scheduler Priorities

Are you sure you want to run the scheduler?

Delete Current Schedules
Delete the schedules already in the systgm so that the scheduler can start from scratch. Locked sections an the student's schedule are not deleted.

Gradelevel .

0 Override Team
Allow students 1o be scheduled into courses outside their team.
Override Seat Counts

C Fill any number of students into sections. This is useful to determine which perods might need additional sections and where sections should be dissolved or moved to a different period. But, it Is not
recommended for your final scheduler nan.

Schedule into sections meeting within these semesters:

e
Cancel
—

Master Schedule Report Snapshots

The Master Schedule Snapshots screen allows individual schedulers to take a “snapshot” of
the Teacher Schedules Report to track how changes made to sections impact the
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percentage of students fully scheduled after each run of the Scheduler. If enabled by the
district, the system can create a snapshot that runs hourly or once a day. The process
described here is for Manual Snapshots, which are saved in the database for 6 months.

Creating a Manual Snapshot

Manual snapshots can be created as needed. Before making a change that could
significantly affect the master schedule and student schedules, create a snapshot so that
the schedules can be restored back to a previous point.

1. In the Scheduling menu, click Master Schedule Snapshots.
2. Click Create Snapshot at the top of the screen.

The snapshot is created and added to the list. The user who created the snapshot, the date
and time the snapshot was created, the percent of students scheduled, and the number of
sections in the master schedule are displayed.

Create Snapshot Save

Restore § By § Date § Description § Percent Scheduled § # Sections §

= Welss, Ashley 03/01/2023 11:02am 0 318

3. To add a description to the snapshot, click the Description field and enter the text.

Entering a useful description is recommended so that you and others involved in scheduling
will know what this snapshot will restore.

4. Click Save.
Create Snapshot
Restore 4 By #§ Date § Description § Percent Scheduled § # Sections §
= Weiss, Ashley 03/01/2023 11:02am 318
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Restoring the Master Schedule and Student Schedules

1. Next to the snapshot you want to use, click Restore.

Create Snapshot Save
 Fiter: LI

Restore § By #§ Date § Description § Percent Scheduled § # Sections §

= Weiss, Ashley 03/01/2023 11:02am Before tweaking sci 0 318

2. In the pop-up window, select Master Schedules, if needed.

Selecting Master Schedules will revert the master schedule to the snapshot. Student
Schedules is always selected by default. This will revert student schedules to the snapshot.

3. Click Yes to continue.

Please select the schedule types to restore:
Master Schedules

Student Schedules
Are you sure you want to continue?

Cancel

A green check mark and confirmation message is displayed at the top of the screen.

@ When determined appropriate, the Unfilled Requests report can be utilized to
determine if creating new sections would increase the percentage of fully scheduled
students. The remaining Loading Reports would be utilized once the school decides to
no longer run the scheduler.

Loading Reports: Unfilled Requests Report

1. In the Scheduling menu, click Loading Reports.

The Courses with Unfilled Requests tab is opened by default. This report displays the course
name, course number, subject, number of unfilled requests, number of sections, number of
available seats, and number of requested seats. If the number of unfilled requests equals the
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difference between the number of requested seats and available seats, that is expected. If
there are enough seats, but a lot of requests are still not filled, this indicates an issue with
the master schedule. If the number of requested seats is greater than the number of
available seats, then the scheduling team needs to determine if more sections are needed or
if seat counts should be increased. If there are just a few students with unfilled requests,
then their schedules need to be looked at by the scheduling team.

with with Ci

Overfilled Sections  Underfilled Unfilled of
67 Courses with Unfilled Requests | Search
Course Course Number Subject Number of Unfilled Requests Sections Available Seats Requested Seats
THEATRE 1 0400310 Performing Fine Ars 10 1 a5 25
TEAM SPRTS 1 1503350 Physical Education 10 2 70 57
LEAD SKLS DEV 2400300 Electives 8 2 50 a8
AP PSYCH 2107350 Saocial Studies 7 3 125 67
COMPRE LAW STUDIES 2108370 Social Studies 7 1 40 28
PERS,CAR.SCH DEV 1 0500500 Electives ] 7 200 187
CRIT THINK ST SKLS 1700370 Electives ] 1 a5 26

2. Click on the course name link to view the course information in the Courses & Sections
screen, opened in a new tab. Add or adjust sections as needed. Close the tab when finished.

3. Click the number of unfilled requests link to view a list of the students with unfilled requests
for the course in a new tab.

If the list has more students than the number displayed on the report, this indicates that
some of the students entered this request as an alternate. Review the Priority column to
determine which requests are alternate requests (priority greater than 1).

4. Click a student's name to view his/her requests.

Loading Reports: Percentage of Students Scheduled

The Percentage of Students Scheduled report displays the percentage of students fully
scheduled (all periods are filled for the semester or year) based on the periods marked as
"Required for Scheduling" and that have Length (minutes) set in Setup > Periods. If the
setup is incorrect for periods, the percentage of students scheduled will not be correct. This
report allows the district to review how close each school is to being 100% scheduled.

1. In the Scheduling menu, click Loading Reports.
2. Click the Percentage of Students Scheduled tab.

The report displays the school name, the number of fully scheduled units, the number of
students enrolled at the school, the number of underscheduled students, the percentage of
students fully scheduled, and the percentage of students scheduled for semester 1 (or
semester 2, depending on the marking period selected at the top of the screen).
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Students with Incomplete Schedules Students with Conflicting Schedules
Courses with Unfilled Requests Overfilled Sections Underfilled Sections Unfilled Requests Percentage of Students Scheduled

This report lists the percentage of students fully scheduled. The units required is calculated based on the periods marked Gradelevels:
"Required for Scheduling" in School Setup -> Periods. Go
63 schools | Search #
School School Fully Scheduled  Number of Underscheduled Percent Percent
Num Units Students Students Scheduled Scheduled S2
Crange Groves School - 0321 0321 2 400 47 88.25% 88.25%
Owl Elementary - 0161 0161 16 541 68 B7.43% 87.43%
Focus Charter School - 0341 0341 2 458 184 59.83% 58.83%
Orange High School - 0131 0131 14 670 297 55.67% 45.67%
Applicants 0291 2 754 492 34.75% 34.75%
Owl School - 0111 0111 14 1129 897 20.55% 20.55%
Focus Mant. Charter Schi - 0351 0351 2 138 120 13.04% 13.04%
Home Educated Students - N998 N998 0 47 ] 100% 100%
Mon-Public In State Schools N993 N293 0 1 ] 100% 100%
Owl High School - 0101 o1 0 1200 ] 100% 100%
Owl Montessori - 0371 0371 0 236 ] 100% 100%
John MeKay Scholarship - 3518 3518 0 31 ] 100% 100%

3. To view specific grade levels on the report, select one or multiple grade levels from the
Gradelevels pull-down.

4. Click Go to regenerate the report.

The report now displays the information for students of the selected grade level(s).

Students with Incomplete Schedules Students with Conflicting Schedules
Courses with Unfilled Requests  Overfilled Sections  Underfilled Sections  Unfilled Requests [0 P DT 8- 0L 8- PRI T

This report lists the percentage of students fully scheduled. The units required is calculated based on the periods marked [ Gradelevels: |

"Required for Scheduling” in School Setup = Periods. 12 Go

7 schools | Search

School School Fully Scheduled Number of Underscheduled Percent Percent Scheduled
Num Units Students Students Scheduled s2

Focus Collegiate School - 0382 0382 8 23 22 4.35% 4.35%

Orange High School - 0131 0131 14 85 52 38.82% 16.47%

Home Educated Students - N998 N998 0 8 0 100% 100%

Owl High School - 0101 0101 0 267 0 100% 100%

John McKay Scholarship - 3518 3518 i) 2 i 100%% 1006

Focus High School - 0041 0041 14 175 172 1.71% 99.43%

Focus Center - 0106 0106 16 g a4 0% 0%
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Loading Reports: Students with Incomplete Schedules

The Students with Incomplete Schedules report displays students who have one or more
periods in which no courses are scheduled. This report is used once the Scheduler is no
longer being run and student schedules need to be manually completed. After manually
adjusting student schedules, re-running the Scheduler will override any individual changes
made to student schedules. This report is also useful if continuing to run the Scheduler to
see trends by period per grade level and determine if any courses may need to be adjusted
or changed.

Individual students can be hidden on the report. This may be useful if certain students
(such as juniors and seniors) do not need to have all periods scheduled to be considered
“fully scheduled.” This is controlled by the permission “Allow User to Dismiss Students on
Loading Reports” in Users > Profiles.

1. In the Scheduling menu, click Loading Reports.

2. Click the Students with Incomplete Schedules tab.

ge of

Courses with Unfilled Requests Unfilled Requests

tage of Students with Incomplate Schedulas | with

Search Screen  Simple List Customized List

Student Student Group

' [ search All Schools
More Search Options [ Include Inactive Students

Search || Reset

3. On the Search Screen, enter search criteria to locate a specific group of students and click
Search, or do not enter any search criteria and click Search to view all students who have
incomplete schedules.

4. The Effective Date defaults to the first day of the marking period selected at the top of the
screen. Adjust the Effective Date as needed to see incomplete schedules for semester 2.

5. In the Periods to Check section, select the periods to display on the report. If you have
periods set up for after school activities or for other purposes, do not select those periods.

6. Click Update to regenerate the report.

Running the Scheduler Page 18



of
Courses with Unfilled Requests  Overfilled Sections Underfilled Sections Unfilled Requests

with i who have a period open in their schedule. You can exclude periods from being
part al 1he normal sehml day b]r unthecklng them below. Click the student's name to view or modify his or her schedule.

Effective Date: 2023w || Marking Period: 1st @ Weeks
Periods ta Check: E 01 02 ® 03 B 04 © o5 Eos W o7 08 |Update

Search Screen | Simple List Customized List

749 Students with incomplete schedules |-
Dismiss Student Student Student ID Grade Period 1 Period 2 Period 3 Period 4 Period § Period 6 Period 7

= Abe,_Chariie Noel (%) 00055879 10 x x

(] Abott, Charlie Christopher 00082221 03 A A

- Abregan, xenna Joy @ 00061843 10 A X

O Acevedo, Diem Donna 00023057 03 A

(] Acevedo, Emarald Vonn 00056443 1z A

0 Acosta,_ Dexter D 00086685 10 X X X X A A r .

The report displays the student name, student ID, grade level, and a column for each period.
A red X displays in a column if the student is not scheduled into a course for that period as of
the effective date for the marking period selected.

7. If the school uses rotation days, select the rotation day to display on the report in the
Rotation Day pull-down.

8. If you have the profile permission “Allow User to Dismiss Students on Loading Reports,” you
can hide students on the report by selecting the Dismiss Student check box next to each
applicable student and clicking Save Dismissed Students.

The selected students are hidden on the report. The total number of students with
incomplete schedules indicated above the report will not change since the students are not
permanently removed from the report, just hidden.

9. To re-display the students that were hidden, click Show Dismissed Students.
The dismissed students are re-displayed on the report.

10. Click Hide Dismissed Students to hide the dismissed students again.

of

Courses with Unfilled Requests  Overfilled Sections Underfilled Sections Unfilled Requests
ge of d Students with Incomplete Schedules with Schedul:

with i ‘who have a period open in their schedule. You can exclude periods from being
part ul' the normal schuol day bv uncheckmg them below. Click the student's name to view or madify his or her schedule.

Effective Date: 2023w | | Marking Period: 1st 9 Weeks
Periods to Chegk; 04 @ 05 @ 06 @ o7 [) 08 | Update
Hide Dismissed Students || Save Dismissed Students |
Search Screen | Simple List Customized List
749 Students with incomplete schedules ||
Dismiss Student Student Student ID Grade Period 1 Period 2 Period 3 Period 4 Period 5 Period 6 Period 7
Abe, Chariie Noel ®/ poosoars 1 A ~
(] Abott, Charlie Christopher J0082221 03 A A
- Abrogan, Kenna Joy @ ¥ 10061843 10 A X
(] Aceveds, Diem Donna 10023057 [a:] ?\
o Acevedo, Emarald Yonn 10056443 12 A
] Acosta, Daxter D 0086685 10 A A * A ~ ~ ~
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11. Click the student name link to open the student's schedule in the Student Schedule tab.
Adjust the student's schedule as needed, and close the tab when finished.

@ Any unfilled requests are displayed at the bottom of the Student Schedule pop-up
window.

Loading Reports: Students with Conflicting Schedules

The Students with Conflicting Schedules report displays students who have more than one
couse scheduled into a single period during any period of the school day. This report is
used once the Scheduler is no being longer run and student schedules need to be manually
completed.

1. In the Scheduling menu, click Loading Reports.

2. Click the Students with Conflicting Schedules tab.

of

Courses with Unfilled Requests  Overfilled Sections Underfilled Secti

of with Ii Students with Conflicting Schedules

Search Screen  Simple List Customized List

Student Student Group
[_] Search All Schools
More Search Options [Include Inactive Students

e

3. In the Search Screen, enter search criteria to locate a specific group of students and click
Search, or do not enter any search criteria and click Search to view all students with conflicting
schedules.

4. The Effective Date defaults to the first day of the marking period selected at the top of the
screen. Adjust the Effective Date as needed.
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of
Courses with Unfilled Requests Overfilled Sections Underfilled Sections Unfilled Requests

Students with Conflicting Schedules

with are who have two sections scheduled into any period In their schedule. If some
periods allow students to be enrolled in two sections, you can exclude periods from being part of the normal school day by
unchecking them below. Click the student's name to view or modify his or her schedule.

ge of with T

Marking Period: 15t 8@ Weeks

Effective Date: |August  v[10 v| 2023 v | I

Perlods in the School Day: E 01 02 & 03 E 04 € 05 E o6 @ 07 [ 08 | Update

Search Screen Simple List Customized List

3 Students with conflicting schedules |

Student
Acevedo, Emarald Vonn

Baker, Duane Marig

Elliott, Torcuato Rose

Student ID
00056443
100060028

00060838

Grade Period 1 Period 2 Period 3

[Cinclude Sections That De Net Take Attendance
Period 4 Period 5 Period & Period 7

~
A

5. In the Periods in the School Day section, select the periods in the school day to display on
the report. If you have periods set up for after school activities or for other purposes, do not
select those periods. Click Update to refresh the report.

6. To include sections that do not take attendance on the report, select Include Sections That
Do Not Take Attendance.

The report displays the student's name, student ID, grade level, and a column for each
period. A red X displays in a column if the student is scheduled into more than one course
during that period as of the effective date for the marking period selected.

7. Click the student name link to open the student's schedule in the Student Schedule tab.
Adjust the student's schedule as needed, and close the tab when finished.

Activity

1. Review all Loader Reports and determine changes to the Master Schedule as needed.
2. Re-run the scheduler and note any change in the percentage scheduled.
3. BE SURE TO DELETE EXISTING SCHEDULES before re-running the scheduler.

Schedule Report

The Schedule Report displays the number of requests, open seats, and total seats for each
course and section, and lists students enrolled in each course and section.

1. In the Scheduling menu, click Schedule Report.
2. Click the subject in the Subjects list.

The courses for the selected subject are listed with the number of requests for the course,
the number of open seats for the course, and the total number of seats for the course.
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14 Subjects 13 Courses

Subject Course Requests Open Total
Dual Enrgllment AP ENG COMPO 0 90 90
Electives AP ENG LIT COMPO o] T2 T2

Exceptional Student
Math

Mo Credit
Performing Fine Arts
Physical Education
Practical Arts
Science

Social Studies
Temp

Vocational

World Languages

ENG 1 THROUGHESOL 0 25 25
ENG 2 o 100 100
ENG 2 THROUGH ESOL 0 25 25

ENG 3 0 101 125

ENG 3 THROUGH ESOL

ENG 4 THROUGH ESOL 0

ENG HOMN 1 0 75 75
ENG HOM 2 0 125 125
PRE-AP EMGLISH 1 0 1]

3. Click the course in the Courses list.

The sections of the course are listed with the room number, number of open seats, and total

number of seats.

4. To list students enrolled in the course, click List Students in this Course at the top of the

screen.

The students enrolled in the course are listed along the right side of the screen, along with
their grade level, birthdate, whether they are an inclusion student, and their schedule start

date for the course.

5. To view inactive students in the course, click Show Inactive Students at the top-right of the

screen.
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1 List Unfilled Requests in this Section

Show Inactive Students

23 Students ||
Student Grade Birthdate (clasion  Schedule
Abe, Charlie ® 10 Jan 14,2004 Aug 1, 2022
Abregan, Kenna®" 10 Aug 1, 2022
Acevedo, Diem o0s Feb 10, 2007 Aug 1, 2022
Acevedo, Emarald 12 Sep 3, 2008 Aug 1, 2022
. Acosta, Dexter 10 Aug 13, 2004 Aug 1, 2022
Acosta, Har/® 10 Apr 7, 2004 Aug 1, 2022
Adams, Peter 10 Aug 31, 2007 Aug 1, 2022
M;mmmﬁ 09 Mar 1, 2011 Aug 1, 2022
Eglggng&ggaa+ 12 Jul 11, 2005 hug 1, 2022

The list of students is updated to include inactive students. Inactive students are highlighted
in gray. The Schedule End Date and Enrollment End Date columns are displayed and list
these dates as applicable.

6. Click Hide Inactive Students to remove inactive students from the list.

7. Click a student's name to open the student's schedule in a pop-up window, and close the
pop-up window when finished.

List Students in this Section

23 Students | -I;'i
Student

-

Abregan, Kenna

Acevedo, Diem

Grade Birthdate

Inclusion Student
10

] Feb 10, 2007

List Unfilled Requests in this Section Show Inactive Students

Schedule Start Date

Aug 1, 2022

Aug 1, 2022

8. To view unfilled requests in the course, click List Unfilled Requests in this Course at the
top-right corner of the screen.

Students with unfilled requests in the course are listed at the right side of the screen,
including their grade level and birthdate.

9. Click a student's name to open the student's schedule in a pop-up window.

10. Scroll down to the bottom of the screen to view the student's unscheduled requests, or click
Requests at the top of the screen to view the Student Requests screen.
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Student Schedule Nicholson,

Brian Thomas
D graphic Er Grades Absences Activities Referrals TestHistory Audit Trail Grad ISP Page Files 5SS Choice Billing
o = CIshow Florida Fields
i : [September v | = =1 Pri Course List  Weekly P|
Effective Date: [September v Include Inactive Courses =t Print Schedule sekly Planner .\ iocational WDIS F\elds
6 Classes |1} [Customize Columns| [Mass Update| .
Delete - . n . n
O Course Period - Teacher Course Number Section Meeting Days Room Term Enrolled Dropped Credits Last Modified
Ashley Weiss
] NC STUDY HALL 1 02 02 - 001 - Ana Alvaro 2200300 001 MTWHFE 4 101K Full Year 0.00
MTWHF Full Year Sep 01, 2022 10:42 AM
N ) . Ashley Weiss
(] PRE-CALCULUS HON 03 03 - 001 - Dianne Wischmeier 1202340 001 MTWHFE 4214 Full Year 1.00
MTWHF Full Year Sep 01, 2022 10:41 AM
. Ashley Weiss
] AP HUMAM GEOG 04 04 - 003 - Malissa Welch 2103400 003 MTWHFE 2218 Full Yaar 1.00
MTWHF Full Year Sep 01, 2022 10:43 AM
R . Ashley Weiss
(] SPANISH 2 Period 5 - 005 - Henry V Alanis 0708350 005 MTWHF 2205 Full Year 1.00
- : Sep 01, 2022 10:43 AM
Ashley Weiss
] 2-D STUDIO ART 3 HOM  Period € - 001 - Benton K Snow 0101320 001 MTWHF 4102 Full Year 1.00
MTWHE Full Yoar Sep 01, 2022 10:44 AM
. ) Ashley Weiss
] ENV SCI 07 07 - 002 - Catherine Frier 2001340 ooz MTWHF 4211 Full Year 1.00
LY ettt Sep 01, 2022 10:44 AM
+ Add a Section
Search for a section to add
Any Subject hd X [Any Period v | [Any Teacher ]| Full Year v
- Course Numberl:l Course 'ﬁt\el:l Section IDI:' - — Torm
1 Request [Auto-Schedule this Student| | .
Request Available Seats Sections Elective Priority Has an Un-filled Alternate? Has a filled Alternate? Teacher Period
+ ENG 3 102 5

11. Close the pop-up window when finished.

12. To view the course's information in Courses & Sections, click View/Edit this Course at the
top of the screen.

I View/Edit this Course ILisl Students in this Course  List Unfilled Requests in this Course

14 Subjects 13 Courses 2 Students |
Subject Course Requests Open Total ) Inclusion Schedul
Student Grade Birthdate g ..~ Start
Dual Enroliment AP ENG COMPO o a0 90 Date
Elactives AP ENG LIT COMPO a 72 72 Nicholson, Brian 11 Feb 8, 2006
T --: o w s s 1 osin e
Exceptional Student ENG 1 THROUGH ESOL a 25 25
Math ENG 2 o 100 100
Mo Credit ENG 2 THROUGH ESOL a 25 25
et oo e
Physical Education ENG 3 THROUGH ESOL o 25 25
Practical Arts ENG 4 o 100 100
Science ENG 4 THROUGH ESOL o 25 25
Social Studies ENG HON 1 o 75 75
Temp ENG HON 2 o 125 125
Vocational PRE-AP ENGLISH 1 o 0
Waorld Languages

The Courses & Sections screen is displayed with the course information.

13. Make any necessary changes to the course if needed and click Save.
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