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About Infinite Campus
Infinite Campus is a comprehensive, Web-based K-12 student information system (SIS)
with real-time access to administration, instruction, communication, curriculum,
reporting and analysis, data warehousing functionality and more. For more than 20 years,
Infinite Campus has successfully implemented its solutions for customers of all sizes.
Managing 7.8 million students in 45 states, Infinite Campus is the most trusted name in
student information. Infinite Campus customers range from school districts with fewer
than 100 students to those with more than 600,000, as well as regional consortia, state
departments of education and the federal government.

About Custom Computer Specialists, Inc.
Headquartered in Hauppauge, NY, Custom Computer Specialists, Inc., is a leading
privately held Long Island based technology solution provider. Custom delivers a wide
array of technology services including: project management, on-site staffing, managed
services, networking and wireless solutions, desktop installation, and service and support.
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COUNSELOR MANUAL
The purpose of the Counselor manual is to aid counselors in learning the functions of the
Counseling tools including the Walk-In Scheduler used for scheduling students. Other
areas included in the manual are the Scheduling Messenger and the Counseling Tabset.
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 and/or transcript within the Counseling
Tabset.

Vocabulary
Period – The period is the scheduled timeframe for courses (i.e., Period 1 meets 8:008:40; 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 do not 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 – Term represents a school time period for which grades are recorded (i.e., term,
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.
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
calendar year in which to make changes. It is very important to be in the correct
calendar year when working on the students’ schedules.

Counselor
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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 a Calendar has been created for the coming 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, reviewed, and edited.
2. Student Course Requests are entered. They can be loaded manually through the
Walk-In Scheduler, en masse through the use of the Request Wizard, en masse
through the use of the Multi-Year Academic planner (MYAP), 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 cannot be created en masse using the Wizard and
will need to be added or changed manually. For example, all 9th graders might
be given a request for ‘Spanish 9’, schedulers or counselors will change the
course request to ‘French 9’ or ‘Italian 9’ if the individual student requests a
different language. In addition, requests for elective 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 built and students are rostered into courses/sections, the
school’s schedulers can address students’ unsatisfied requests and complete their
schedules using the Walk-in Scheduler.



Special Note:

Often several of these steps will run concurrently, therefore when counselors are
changing students’ requests, they may see partial schedules on the screen.

2
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ADD OR CHANGE COURSE REQUESTS
Every year, the school administrators will create the calendar for the coming academic
year. School counselors and scheduling staff will use the various request tools to create
requests for the students. The Walk-in Scheduler can 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 and alternate requests.
1. Choose the correct Year and School. This is usually the next school calendar
year.

2. Navigate to Student Information > General.
3. Use Student search tool to locate the desired student.
4. Click on the Schedule tab.

5. 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.

Add/Change Course Requests
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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)

The Course # (number)
and Name will display.
All requests created by
the Request Wizard
will display with a
Type of R (Required).

6. To change a course:
a. Type the new course number over the existing course number.
b. Click on the <Save Reqs> button.
7. 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 #.



Special Note:

If a course number entered is incorrect, the system does not display an error,
but the course will disappear from the screen after clicking on the <Save
Reqs> button. Therefore, check the schedule and course numbers carefully.

4
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Changed ‘English
10B’ to ‘Creative
Writing’
Added Elective:
‘2D Foundations A’

Add/Change Course Requests
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SCHEDULE A NEW STUDENT
When a student enrolls in the school after the scheduling process for the coming year has
been completed, the student’s schedule must be created using the Walk-in Scheduler.
There are two ways to create a schedule:
1. Create the schedule ‘on paper’ by using the Master Schedule report, determining
the courses and sections needed by period. The ‘Search’ feature may be used to
produce the student’s 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. Note: The ‘Load’ feature
should only be used to create a new schedule, never to change an existing
schedule.

When using the Walk-in Scheduler to create a student’s schedule using
either method, the courses entered save automatically.
Be aware that the student may display in Attendance, then disappear as
changes are made.

Create a Schedule Using the ‘Search’ Feature
This feature is to be used when creating a schedule ‘on paper’ first, then putting in it
period-by-period into the student’s schedule.
1. Choose the Year and School calendar for the appropriate academic year.

1. Navigate to Student Information > General.
2. Use the Search tool to locate the desired student.
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.
6. Enter search criteria. A user can search using any of the fields listed. The more
fields completed, the more precise the resulting list will be. When entering
6
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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.

Enter the Search
criteria. Usually the
Course Number &
Period are entered.

Click on the <Search>
button to display the
results of the search.

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.

7. Click on the <Search> button in the Section Search box. The system will display
all the courses that match the criteria. The courses display with all pertinent
information:


Course number and section number (i.e., 3200-1, 3200-2, 3200-3).



Students in roster/maximum number of students (i.e., 30/30 [full class], 25/30
[class has 5 seats empty]). Any sections that are full or overbooked will
display in red.



Teacher name – last name, first name (i.e., Haberney, Jeta).



Terms – the terms that the section meets (i.e., T: 1-4 is a section that meets all
year, T: 1-2 is a section that meets in the Fall only).



Period – the period that the section meets (i.e., P:5, P:6).



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:

Schedule a New Student
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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. The default date is the first day of
school, if the course is being added prior to the start of school year. The default
date is the current date, if the course is being added after the school year has
started. 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 starts. Note: Warning messages will appear when
the start date is entered on the schedule that is before the student’s enrollment
start date.
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).

When using the Search feature of the Walk-in Scheduler to create a student’s
schedule, the ‘Scheduling Rules’ set at the course level 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.
10. Repeat steps 5 – 9 for all courses needed.

8
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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
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. Change the Format in the dropdown box to view or print different formats of the
schedule. The Format selected will become the new default format for the user.

3. Click on the <Print OR> 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> icon in the Adobe window to print the schedule. Close the
Adobe window by clicking on the <Close> (X) button in the top right corner.

Schedule a New Student
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Example Four-Term Schedule

Create a Schedule Using the ‘Course Request’ and ‘Load’ Features
These features are to be used when the system should create the student’s schedule based
on the requests entered. 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 Year and School calendar for the appropriate school year.

2. Navigate to Student Information > General.
3. Use the Search feature to find the desired student.
4. Click on the Schedule tab.
10
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5. 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).
6. Click on a blank box in the Course # field.
7. Type the course number needed. Repeat for all course numbers. The Type field
will default to ‘R’ indicating ‘required course’.

8. Click on the <Save Reqs> button. The system will save the requests and sort
them in alpha/numeric order.



Special Note:

If the course number entered is incorrect, the system will not display an
error. The course number will disappear from the screen after clicking on
the <Save Reqs> button. Therefore, check the schedule/course numbers
carefully.

Schedule a New Student
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Click on the <Load> button. The system will display a warning that it is 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 periods
without
courses will
display as
EMPTY.

10. 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.

Courses that
could NOT be
loaded will not
have a Sn#

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’
12
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function does) of using a ‘Start Date’. Therefore, the start date must be manually entered.
If no date (or the wrong date) has been entered, the student may display on Roster reports
before he/she starts. This date should match the date of the enrollment start date.



Special Note:
Although the Course Request feature will attempt to load all of 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.
1. On the left side of the screen, click on the course/section number (displays as
a blue link). The Roster Edit screen will display.

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.

2. Enter the Start Date and click on the <Save> button. The start date will
display in red under the course name.

3. Repeat for all courses.

Schedule a New Student
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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 may need to override the system manually 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 the unscheduled courses does not ‘fit’ easily into the schedule, try ‘unloading’
(see page 18) 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 will highlight in yellow.
 Hovering over any section on the schedule 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 is currently scheduled for the
course. If a user is searching for a course that is not scheduled (i.e., AP
Music Theory), 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
desired and the course/section will be scheduled. A user can also click on the
Section desired if the course displays in Pink in the Empty period. A warning
message that the course is full will appear. Click on the <OK> button to override
the warning and overbook the class. Note: Only users with appropriate User
Rights will be able to overbook the section.

14
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Example 1 – Looking for a non-rostered course: Click on the @ for the AP Music
Theory course:

Note that not all sections meet every day

Example 2 – Locating other options for a rostered course (to see if it can be moved):
Click on the @ for the course to see if it can be moved:

The
requested
course is
currently
scheduled
in Period
08
(yellow).

The requested
course is also
being offered in
Period 09 and it is
not full (green).

The Walk-in Scheduler’s Features
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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 needed (i.e., for a Fall course,
click on Term 1 or 2).
The requested
Term and
Period will
display.

Click on the
<EMPTY>
link.

The courses
matching the
request will
display.

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 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. 09/25/2017).
b. Course number and section number (i.e., 7650-2).
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., Clement, Donald).
e. Terms – the terms that the section meets (i.e., T:1-4 is a section that
meets all year; T:1-2 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:5, P:6). 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

16

©2018 Custom Computer Specialists, Inc. All Rights Reserved

The Walk-in Scheduler’s Features

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.
The course/section
chosen will display
on the schedule.

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.

The Walk-in Scheduler’s Features
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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 Error!
Bookmark not defined.4.
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).

Click the
<Unload>
button to unload
the schedule.

Lock the Courses
This is used to lock a specific course/section after a schedule has been loaded so it does
not unload when revising the schedule.
1. With the Walk-in Scheduler displayed, click on the Lock checkbox for all
course/sections not to be unloaded.

Unloading a student’s schedule will remove them from the roster and
their attendance data for that course therefore the unload feature
should only be used on a student who has not attended the classes that
are being unloaded.

18
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Click the Lock
checkboxes to
lock the courses.

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. Click on the
<OK> button to accept the message.
5. All the courses will unload except the ones previously locked.

All courses will
unload except
the ‘locked’
courses.

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.
Click on the <OK> button to accept the message.

3. All of the student’s requests will be deleted, including locked ones. Note: If a
student has locked courses on their schedule it will not delete them from the
The Walk-in Scheduler’s Features
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schedule if the unload button is hit. The Roster editor must be opened (by
clicking on the blue hyperlink on the schedule) and the lock button unchecked for
sections to be unloaded.

Click on the <Clear Reqs> button to
clear out the student’s requests.

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 ‘Honors
English’ to ‘English 9’.
Example of a schedule before running the Get Scheduled Requests feature:

‘English 9/English 9B’ is on the schedule, but
‘Honors English’ is listed on the requests.

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.

20
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‘English 9/English 9B is now on both sides: the
schedule and the requests.

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 will still display on the Requests section of the Walk-in
Scheduler (i.e., ‘Honors English’ in the prior example). 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).

The Walk-in Scheduler’s Features
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CHANGE A STUDENT’S SCHEDULE
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. It works best for courses that are held every
day.
1. Choose the Year and School calendar for the current school year.

2. Navigate to Student Information > General.
3. Use the Search feature to find the desired student.
4. Click on the Schedule tab.
5. 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.
Student’s original schedule:

Type the new
course
number in a
blank field.

6. 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.
7. 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.
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Click on the @ to the left of
the course to be added.

8. Type the ‘Start’ date for the new course (or section) in the Effective Date field.
9. Choose ‘Drop & Add’ from the drop down list in the Manual Mode field.
10. Select in which Terms the course should appear on the schedule.
11. 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 nonfilled 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.

Change a Student’s Schedule
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Type the date the student
will start the new class.
Select the Terms.
Choose Drop & Add.

Click on the section to
be added.

12. 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.



Special Note:

‘Drop & Add’ mode should be used with caution. If a schedule has
multiple rotations and two or more courses scheduled into the same period,
the ‘Drop & Add’ mode will drop ALL of the courses scheduled in the
period and add only the one selected. It is best to use it for courses that are
held daily. To avoid this, see the section on manually dropping and adding
courses on p. 28.
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Student’s revised schedule:

13. Whenever the schedule is changed, it should be printed and distributed to the
student. For instructions, refer to Print the Student’s Schedule on page 91. The
user has the option of viewing/printing all of 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.

Change a Student’s Schedule
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Change a Schedule by Entering the ‘Drop’ and ‘Add’ Dates Manually (or
Deleting 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 Year and School calendar for the current school year.

2. Navigate to Student Information > General.
3. Use the Search feature to find the desired student.
4. Click on the Schedule tab.
5. 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.
6. To add a class to the period, click on the <Search> button.

7. Enter the search criteria. The user can search using any of the fields listed.
Usually when replacing a course, it is best to enter the Course Number and the
Period.
8. Click on the <Search> button in the Section Search box. The system will display
all of the courses that match the criteria. The courses display with all pertinent
information.
Change the Start
Date to the first
day the student will
attend the new
class/section.

Click on the
course/section
to choose it.

9. Change the Start Date to the date the student will start their new course/section.
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10. 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).

11.

11. On the left side of the screen, click on the course/section number to be
ended/deleted. The Roster Edit screen will display.

Click on the
course/section to be
ended or deleted.

Change a Student’s Schedule

Enter the End Date or click on
the <Delete> button.
The <Delete> button should
be used only if the student
has not started attending the
class.
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12. 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.

13. Repeat for all courses to be ended or deleted.

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.
14. 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 11.
The user has the option of viewing/printing all the courses or just the Active
courses.
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RESTORING A SCHEDULE
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 previous course/section on the date before
the date input (i.e., Effective date = 9/26/2017, Drop date = 9/25/2017, Start Date
= 9/26/2017.
2. Use the ‘Roster Edit’ feature to add or drop individual courses. End Date the
course/section to be dropped on the day before the Start Date of the new course
to be added (i.e., End Date = 9/25/2017, Start Date = 9/26/2017). This can also
be used when deleting a class (instead of ‘dropping’ it).

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.

Dropped courses should be End Dated and the new added courses should be
Start Dated to preserve historical data.
If a student leaves the school, the schedule will be ended automatically when the
student’s enrollment ends. If the student returns to the school within that school year, the
school can restore the student’s schedule using the Restore option. This option will place
the student into his/her previously scheduled classes, even if they have since been filled
and are now overloaded.

Restoring a Student’s Schedule
To use the Restore option:
1. Navigate to Student Information > General.
2. Click on the Schedule tab.
3. Click on the <Walk-In Scheduler> button.
4. Enter the date that the student will begin in the Effective Date field.
5. Select the <Restore> button.

Restoring a Schedule
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6. A pop-up message will appear warning the use that all dropped and future
sessions will be recreated and that classes may be overloaded.

7. Select <OK> to continue. There is no further save button. The previous schedule
will be restored. Start and drop dates for courses will appear in red.
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8. Select the <View Schedule> button at the top right to view the new schedule.

Example of new view of schedule.

9. Notice that Term 1 is grayed out on the schedule view because Term 1 has
already concluded. Previous Start and Drop dates are also visible in red.
10. Print the schedule for the student if needed. In this example, Term 1 is grayed out
as the term has already concluded. For more information on printing out student
schedules, see p. 91 - Print the Student’s Schedule as schedule views can vary.

Restoring a Schedule
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Example of a student’s restored schedule
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THE SCHEDULING MESSENGER
The Scheduling Messenger allows users, usually counselors, to send messages to a
student’s affected teacher(s) to inform them that changes have been made to one of their
course section rosters. This is tool rights based. Counselors must be given the proper tool
rights to use the Scheduling Messenger.

Using the Scheduling Messenger
1. Navigate to Student Information > General.
2. Click on the Schedule tab. Click on the <Scheduling Messenger> button.

3. Sections that were ‘Modified Today’ display in the Recipient Selection field by
default, making it easier to notify teachers about roster changes.
4. Clicking on the <Select All> button will move all potential recipients to Message
Recipients.
5. Message Recipients can be removed from the list by clicking on their names.
Likewise, Message Recipients can be added individually by clicking on their
names.
6. Teachers who appear in the Message Recipients field will receive one message for
each course/section.

The Scheduling Messenger
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7. Delivery Device options include the process Inbox, Email, or both. If the
<Email> button is selected, the user must provide a Sender’s Email (unless a
default one is set up by the district). Select which devices should receive the
message.
8. Type in a Sender’s Email in the field provided (if it is not hardcoded with a
district provided one).
9. A default message is provided, but the user may create and save his/her own
templates.
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10. Enter Delivery Date and Send Inbox/Email time information. The current date and
time automatically populate but can be modified.
11. If desired, the sender can send a test email by clicking the <Test> button and
entering a test Destination Email.

12. If the digital repository is enabled, users also have the option of adding an
attachment to the email message.
13. The <Preview/Send> button allows users to see the number of recipients, the
number of messages going into Process Inboxes as well as those going to email. It
is recommended to Review Recipients before sending.

14. Click on the <Review Recipients> button to review the recipients and the
message. Click on the <Preview> button to review the message.

The Scheduling Messenger
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15. A Message Recipient Preview will appear in a new window for the user to review.
Messages will be sent to
both the Email account
and the Process Inbox.

16. If the message conveys the correct information, click <Close>. The user will
return to the Review Recipients screen.
17. Teachers can be moved from the recipient’s list by unclicking the check mark on
the teacher’s name, Process Inbox or email box.
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Teachers can be removed
from the recipients list by
unchecking their names,
their email address, or
their Process Inbox.

18. If all of the information is correct, click <Save and Return>. This will return the
user to the Preview message screen from which the user can send the message.
19. Once the message has been sent, the user will receive a message that the messages
have been delivered. Click <OK>.

20. Navigate to System Administration > Messenger > Sent Message Log to view the
Sent Message Log as needed. Note: Access to this log may be limited by tool rights.
Contact the building or district admin to verify the contents of the Sent Message
Log.

The Scheduling Messenger
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21. Navigate to System Administration > Messenger > Recipient Log to confirm recipients
of the Schedule Change Message as needed. Note: Access to this log may be limited
by tool rights. Contact the building or district admin to verify the contents of the
Recipient Log.
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STUDENT COUNSELING
Student Counselor information tabs act as a filing cabinet for a student’s Counselor data.
Counselor staff can easily access a student’s Counselor information by selecting the
associated tab. The information should only be viewed or modified by users who have a
Counselor designation on their district assignment or are a system administrator.

Summary Tab
The Summary tab displays the same information as the Student Information > General
tab. It is like an emergency contact card for the student. It displays the demographics,
address(es), phone number(s), and emergency contact(s) for the student as it has been
entered in Census.
1. To view the student Summary tab, navigate to Student Information > Counseling >
General > Search for a student. The Summary tab will display unless another
Counseling tab has been previously viewed in which case the previous tab being
viewed will display.

2. The Summary tab gives the Counseling staff three printing options:
a. Person Summary Report- this report generates a PDF copy of the
information on the Summary Tab.
b. Print Mailing Label- this generates mailing labels for the student. They are
compatible with 1" x 2-5/8' labels (Avery 5160).
c. Print Envelope- generates the address(es) as entered into Census for
printing on a #10 envelope (4 1/8 x 9 1/2).

Student Counseling
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Team Members
The Team Members tab lists all current and previous members of a student's counseling
team. This team may include special education teachers, principals, counselors,
parents/guardians, etc.

1. To view the student team tab, navigate to Student Information > Counseling >
General > Team Members
2. Adding new team members -select <Find & Link New Team Member> to add a
person who exists in Infinite Campus. Use <Enter New Team Member> if the
team member is from an external organization and has not been entered into
Infinite Campus (e.g. private tutor).
3. If <Find & Link New Team Member> was selected, select the person to be added.
a. Guardians will be located under the Census dropdown list.
b. Teachers that have this student on their roster will be located under the
Classroom Teachers dropdown list.
c. Counseling staff will be located under the Counselor Staff dropdown list.
d. Other staff that may be listed in the Advisor Staff dropdown list.
If <Enter New Team Member> was selected, enter as much of the data that is
needed.
4. If adding a counselor, his/her role may be identified by selecting Counselor in the
Role drop down list. Selecting this or any other role is for notation purposes only
and has no effect within Campus.
5. Click the <Add Team Member> button at the bottom.
6. Repeat steps 1 through 4 for all members on the team.
7. <Fetch Classroom Teachers> adds all active teachers with start and stop dates
based on scheduling terms with a read only role automatically.



Special Note:
Team Members that are already tracked in the system should be added using the
<Find & Link new Team Member> tool. Team Members added through this
interface will not appear in that user's caseload.
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Counseling Documents Tab
The Counseling Documents tab allows districts to list all Counseling-related forms for a
student. Educational documentation found within this tab is determined by the district
and added using the forms established in System Administration.

Documents available for uploading or adding must first be created in the Counseling
Form Documents tool in System Administration. If a document is not in the Form
Documents list or is in the Form Documents list but is not marked as active, Counseling
staff will not be able to add a document to the student’s Documents.
When viewing the Documents List, Documents are separated into different folders based
on the form type and the calendar school year.

Adding a Document to the Document Tab from Existing Fillable Forms
1. Navigate to Student Information > Counseling > General > Documents tab.
2. The Documents List appears. If any Documents apply to a student, they will
appear in this list.
3. Select <New Document> to add a new document to the student.

4. The Create New Document Wizard appears. Click the radio button to put a
checkmark next to “Create Custom Form” then select which Form to use from the
drop down. Reminder: The forms are created by the district in System
Administration.
5. Select an Enrollment to which the form will be attached in the Link to an
Enrollment dropdown. This determines in which year the document displays.
NOTE: When creating new forms, it can be linked to a specific enrollment as long
as the enrollment does NOT have an end date. This includes future and current
enrollments regardless of the selected Service Type.
6. Click <Create Document>.
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7. The document should automatically open in the workspace. Depending on the
browser being used, it may need to be downloaded. In which case, click download
and check the downloads folder to open the document.

8. Documents that have been created by the district in fillable-format will autopopulate with the student’s name and any information that pertains to the student
(DOB, Grade, etc.) as needed on the form.
9. Type in the information to the form as needed. When finished, click <Save>.
Note: <Save> appears on the top and bottom of FDF forms. By clicking either of
the <Save> buttons it will save it to the students Documents Tab in the Forms
folder.



Special Note:

Users can upload PDF, FDF, and MS Word documents. These must be created and be
made available by the district. The warning will appear and specify the type of
document being downloaded. Certain types of documents require software that may
not be available in all districts.

Uploading a Document to a Student’s Document Tab
If there are documents that are not created by the district but need to be stored in
Counseling information, such as scanned transcripts or other documents, these can also
be uploaded to the Documents tab.
1. While on the Documents tab, click on <Upload Document>.

2. The Document File editor will appear.
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3. Name the document how it should appear in the Documents list. This is a required
field.
4. The default Date is the current date but can be modified. It is a required field.
5. May add Comments as needed.
6. Click <Browse> to select the file to upload. In the browse window, click <Open>
when the document is selected or double-click on the document name to select it.
Only .pdf, .txt, .doc, and .odt file types can be uploaded.
7.

Click <Save> when finished. Uploaded documents will appear in the Uploaded
Forms folder of the Document List.

Student Counseling
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Counseling Contact Log Tab
The Contact Log offers the ability to store all instances of communication by the
Counselor personnel regarding a particular student. This communication can be with the
student, their guardians, or others, and could include letters, email, phone calls, and inperson meetings. Contact Types are determined at the district level. There is also the
ability to filter and sort the Contact Log entries by date, contact, type of contact, who
made the contact, and/or details. The Contact Log may also be printed for any student.

Adding an Entry to the Contact Log
1.

Navigate to Student Information > Counselor > General > Contact Log tab. The
Counseling Contact Log will appear.

2. Click <New>. The Contact Log Detail editor will appear.
3. The Date will default to the current date but can be modified to reflect the correct
date of contact. It is a required field.
4. The Time of contact will automatically populate with the current time but can be
modified to reflect the correct time of contact. It is a required field.
5. Contacted By will be hard coded to the person who is entering the Contact Log
entry.
6.

Choose a Contact Type. This is how the person was contacted. These options are
determined by the district in the Attribute/Dictionary.

7. Contact is who was contacted. Could be used to record the name of the individual
or their relationship to the student, such as Parent/Guardian. It is best practice to
have a common format for this field for sorting purposes. For example, if one
time the counselor types “Mother” in this field and the next time types “Mom,”
when the counselor tries to sort the log to see how many times the mother was

44

© 2018 Custom Computer Specialists, Inc. All Rights Reserved

Student Counseling

contacted, the system does not recognize “Mom” and “Mother” are the same
person. See the Sorting and Filtering section for more details.
8. Details are additional information regarding the content or purpose of the
communication. The field is limited to 500 characters. Only 65 characters show in
the log list, but additional text is available upon hover. These can be pulled out in
an Ad Hoc report.
9. Click <Save> to save the entry and add it to the Contact Log.

Sorting and Filtering Entries in the Contact Log
1. Entries in the Contact Log can be sorted by clicking next to the header titles.
2. Hold the shift key to sort by multiple columns.
3. Clicking on an entry in the log opens that entry in the detail window below.
4. To filter the log, enter or select a value below the column header. Only entries
containing that value will be shown.
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Printing Entries from the Contact Log
1. The entries of the Contact Log can be printed by selecting the <Print> button.
2. A dialog box will appear with print options.
3. Choose the Date range to print by selecting a Start date and End date. Start date is
the earliest date for which contact records should be included. End date is the last
date for which contact records should be included. These are required fields.
4. If desired, the user can choose a specific Contact Type, multiple Types or all
Types. To select more than one but not all Types on a PC hold the Ctrl key and
click on the Types to print. On a Mac hold the Command key and click on the
Types to print.

5. If desired, the user can choose to print only entries by who initiated the contact by
selecting one, some, or all in the Contacted by field. To select more than one but
not all Contact initiators on a PC hold the Ctrl key and click on the names to print.
On a Mac hold the Command key and click on the names to print.
6. The Contact field allows a user to filter the report to include only who is typed
into the text. Caution: This field will only pull what is put in, or similar. For
example, if the user wants to pull all contact made to the Mother and someone put
Mom instead of Mother, the Contacted report will not display Mom; it will only
pull contacts that include Mother.
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What is entered
in the
Contacted field
will be what
displays on the
report.

7. The user also has the option to sort the entries by Date in ascending or descending
order or by who made the contact (Contacted By).
8. When the options have been selected, click <Print>. A PDF report will generate to
print and/or save.
Note: To print all Contacts, leaved the Contacted field blank.
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Transcript Tab
The Transcript tab displays the same information as the Student Information > General>
Transcript tab. However, it is in a new format.
1. To view the student Transcript tab, navigate to Student Information >
Counseling > General > Search for a student select the Transcript tab
2. Required fields are marked with asterisks. Depending on the screen and
resolution a slider bar appears allowing the user to view all transcript
information.
3. The default view shows information grouped by year sorted by course
number.

Drag column headers here to change grouping

4. Columns not grouped can be sorted by clicking on the arrow to reverse the
existing sort.
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Manage Transcript Records from the Master Screen
Use the following procedures to add new transcript records and modify existing records
on the Master Screen.
Add a New Row
1. Click the <Add Row> icon at the bottom of the page. A blank row for the current
school year displays. If the record is for a different school year, choose that year
from the dropdown.
2. Type or search for the correct values for the columns. A value can only be entered
if the correct tool rights are assigned.
3. Click the <Save> icon at the beginning of the row when finished.
Click the <Cancel> icon to remove any values that were entered but should not be saved.

Update Existing Record
1. Select the row that needs to be updated and click the <Edit> button to use in-row
editing functionality.
2. Make the necessary updates in the row.
3. Click the <Save> icon at the beginning of the row when finished.
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Manage Transcript Records from the Detail Screen
Use the following procedures to add new transcript records and modify existing records
on the Detail Screen.

Add a New Detail Record
1. Click the arrow next to the <Add Row> button from the bottom of the Master
screen to choose the <New Details> option. A new blank Detail record displays.
2. Enter the transcript information into the appropriate fields. Note that when certain
selections are made, like the School Name field is populated, other fields autopopulate.

3. Click the <Save> icon when finished. The new record is saved and the Transcript
returns to the Master screen.
4. To continue adding detail records, click the <arrow> next to the <Save> button
and choose <Save & New>. A new blank detail record displays for additional
entry. School information is automatically populated from the previously entered
record.
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Delete a Transcript Record
When a record needs to be permanently and completely removed, click on the item from
the Master Screen. The Detail Screen displays. Then, click the <Delete> button.
Acknowledge the pop-up that indicates the record will be permanently deleted by
clicking <OK> (record is deleted) or <Cancel> (record is not deleted).
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Schedule Tab (Counseling)
The Schedule tab allows users to view and print the student's scheduled courses in
multiple formats. The student's schedule can be used to find where the student is during
the day, to determine which courses the student should be taking in future years and to
print the student's schedule.

Navigating the new Scheduling Tab
General Navigation

<Reports>

Access Schedule Reports by choosing the <Reports> button from the bottom
of the page. Available reports display in the side panel. The current view and
the print view options that are selected when the Reports panel is open is what
prints in PDF format.
A report can also be printed for courses scheduled into periods without times by
selecting the Current View or the Periods without Times print options while in
the Calendar View.

<Calendar>

<Term>

Any scheduled Responsive courses are included in the reports. Any courses that
are dropped in the future are included in the reports.
When displaying the schedule in the Calendar view, the student's schedule can
be displayed for the Day, for the Week, or in an Agenda layout. See the
Calendar View section for more information on each of these options.
Automatic scrolling to the current time of day occurs when viewing the
schedule. If a counselor is looking for a specific student at 10:15, opening the
schedule tab lets the counselor see which class that student is in and where.
Choose the Term View button to display the Schedule organized by the term
(Quarters, Trimesters, etc.).
For schools that use multiple period schedules, the schedules are labeled within
each term.
For schools that use more than one term structure, the switcher in the top right
displays options to navigate to the correct term structure.
Periods where the student is not scheduled into a course section are gray and
the field displays No Scheduled Course.
Periods where the scheduled course section does not meet (school holiday or
other non-instruction day) are gray and the field displays No Scheduled Course.
Diagonal gray bars indicate the calendar does not contain courses in those
periods for those days.
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<Walk-in
Scheduler>

Use the <Walk-In Scheduler> to modify the student's Schedule. The Walk-In
Scheduler button can be selected from either the Term View or Calendar View;
modifications to the student's schedule (course requests, drop/add courses, etc.)
can only be made in the Walk-In Scheduler.

<Messenger>

Use the Scheduling Messenger to send messages to the student's current
teachers by choosing the <Messenger> button.
Use the <Full Screen> icon to display just the schedule in the entire browser
window. This removes all tabs, all indexes, all headers, and just displays the
schedule. This can be done in either the Calendar View or Term View.
Click the icon again or click the ESC key to return to a non-full screen view.

Feedback

Submit feedback for the new Schedule using the Feedback button in the
bottom right hand corner. This takes you to the Campus Community Schedule
forum topic where you can add your concerns or suggestions for potential
future development related to the Student Schedule.

Walk-In Scheduler (Counseling)
The Walk-In Scheduler allows modification of a student's schedule, whether a student
needs to drop and add a course, or a new student enrolls in the school at any time during
the year. Changes made to the student's schedule occur in real time, which means when a
student is added to a course section, the teacher of that course section can see the student
was added to the course roster, and can record attendance for that student and begin
tracking assignments for that students.
The Walk-In Scheduler is accessed from the Student's Schedule. Click the <Walk-In
Scheduler> button in the action bar at the bottom of the page.
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Manage Course Requests
Course requests are managed using the Requests Panel, which opens on the right hand
side of the student's Schedule.

Requests Panel and Add Requests Panel Details
The Requests Panel stores the courses the student has requested. Courses into which the
student is already scheduled display in the Scheduled section in a gray table. Courses into
which the student has not been scheduled display in an Unscheduled section.

Requests Panel
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Item

Description
The total number of Scheduling Units (potential credits) the student has scheduled
displays at the top right. The bottom number indicates how many total units can
be scheduled for a complete course schedule; the top number indicates how many
units the student currently has requested, including the total already scheduled.
The total number of scheduling units is the number of instructional course periods
(set on the Course tab in the Terms field) multiplied by the number of terms in the
calendar.
The color of the circle changes depending on the number of units requested, as
does the total completion of the circle.

Scheduling
Units



A complete schedule (100%, top number is the same as bottom number) is
green.



A schedule that is between 67% and 99% completed is yellow.



A schedule that is between 34% and 66% completed is orange.



A schedule that is between 0% and 33% completed is red.

Decimals are rounded to the nearest whole number. A value of 33.8% rounds to
34 and displays orange; a value of 32.4% rounds to 32 and displays red.
When a student has no requests, the completion circle does not display. Dropped
course units are not included in the total scheduling units. When requests are
added or removed, the Scheduling Units value changes accordingly.
Effective
Date

Team

The entered date determines when the student begins attending the course section.
Entered dates must be within the term dates of when the course meets.
Teams are created in Scheduling Groups and can be used as a cohort function
(often at Middle or Elementary schools), so all students assigned to that team are
together in all courses. Teams are assigned to course sections, and when using the
Schedule Wizard to create schedules for the next year are included in the logic of
loading section rosters. This only appears when Scheduling Groups are created for
that school.
A student can only be on one team at a time. If a section of a course has been
designated for a particular team, only students on that team may be loaded into
that section. However, a student can be manually added to that section, overriding
the team feature if needed.

Add
Requests

Opens the Add Requests panel where courses can be requested for placement.

Course
Types

Requested courses are organized into the following groups:
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Inactive - courses that are currently not offered in the selected calendar
(the Active checkbox is not marked). These display in red background.



No Sections - courses that do not have any course sections created, which
means the course cannot be placed on the student's schedule. These
display in a yellow background.



Unscheduled - courses that were added as requests, but have not yet been
added to the student's schedule. These display in a white background.



Scheduled - courses into which the student is currently scheduled and
attending on a regular basis. These display in a gray background.



Dropped - courses into which the student was scheduled at one time
during the school year, but the student is no longer scheduled into them.
These display in a gray background.

Each group can be collapsed or expanded by clicking the arrow to the left of the
header.
For Unscheduled, Inactive or No Sections types, click the red X to remove the
course from the list of requested courses.
Course
Name

The name of the course is listed in bold text, as it was entered into Campus (either
in the Course Master or in Courses). The Course Number displays below the
course name.

Units

Indicates the number of scheduling units that course meets. It correlates to the
number of terms for which the course meets, and is used in the Scheduling Units
calculation.
Each request is assigned a request type - Required, Elective or Alternate. These
are used in the Schedule Wizard logic when placing courses sections for students.


Type




Number
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A Required Request (R) must be on the student's list of course requests.
If using MYAP functionality, required requests are also entered when
adding courses to academic plans (if they are not locked).
An Elective Request (E) is a request from the student (or parent) asking
for the course to be in the list of course requests.
An Alternate Request (A) is a request that is used to fill gaps in the
schedule or if required and elective requests could not be placed on the
schedule.

The assigned types can be changed as desired.
Indicates the order in which requests were added, and is used in placing the
student into those courses (requests with a number of 1 are attempted to be placed
before a request with a number of 4). The count of requests is per Course Type.
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Description

Item

Request
Search

Course
Name

Units

Allows the searching courses for which to add a request. A course name or a
course number can be entered, either in its entirety or part of the
name/number.
The search field returns results based on the entered values. If part of a
course number is entered, or part of the course name, the list of matching
courses changes. For a course number of 123456, if the entered value is 234,
any courses that 234 value are returned. A value must be entered.
The name of the course is listed in bold text, as it was entered into Campus
(either in the Course Master or in Courses). The Course Number displays
below the course name.
Indicates the number of scheduling units that course meets. It correlates to
the number of terms for which the course meets, and is used in the
Scheduling Units calculation.
Indicates the course can be added to the list of requested courses.



Add



Done

Blue plus sign - the course can be added
Green check mark - the course already exists on the student's
schedule. These courses display in gray background.
Red X - the course can be removed from the Request Panel.
Red down arrow - the course has been dropped. These courses
display in gray background.

Closes the Add Requests Panel.

Add Requests
1. From the Requests panel, click the <Add Requests> button. An Add Requests
panel displays with a list of active courses in the selected calendar. Courses that
are not marked active are not included.
2. Search for courses by typing in a course number or a course name.
3. When the desired course is found, click the <blue plus sign>. A green message
displays indicating it's been added the list of requested courses. The added course
also displays in a list of Unscheduled courses, meaning the course has not yet
been added to the student's schedule.
4. Repeat steps 1-3 as needed.
5. When finished added course requests, click the <Done> button in the Add
Requests panel. The Add Requests panel closes.
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Remove Non-Scheduled Course Requests
It is possible that some requested courses could not be placed on the student's schedule
after requests were loaded. This could be due to the requested courses being full, or the
courses didn't fit into available periods for the student. These requested become
“Unscheduled requests”, and can be left alone. Or, to keep the Request panel clean
(perhaps after the next year's schedule process is complete), these requests can be
removed.

Remove a Single Non-Scheduled Course Request
Click the red X next to the course request that is to be removed. A confirmation that the
course request was removed displays.

Student Counseling
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Remove All Non-Scheduled Course Requests
Click the red <X> in the Unscheduled Course Types. A pop-up displays indicating this is
the desired action - that all courses from the list of Unscheduled Requests should be
removed. Click OK to continue. A confirmation that the course requests were removed
displays.
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Change Request Types
For each course request, it is assigned a Type of R (required), E (elective) or A
(alternate). Requests marked as R or E are given a higher priority in placement on a
student's schedule, and tend to indicate the student would like to take those courses more
than course requests marked as alternate. Note that these request types do not indicate a
certain course is required for graduation. Those courses are set in Graduation Programs
and are given even higher priority in the scheduling process.
Any request type can be changed to another request type by choosing the arrow next to
the type and selecting a different option. A green checkmark indicates that is the
currently selected type. The change is automatically saved and the list of course requests
is updated.

The number associated with the course request may change. Since required and elective
requests are given priority when loading the schedule, a request marked as Required that
is in position 1 may change to position 2 if the type is changed to Elective, and it might
change to position 5 if the type is changed to Alternate.
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Assign a Student to a Team
Teams need to be created in Scheduling Groups to assign a team and for this option to
display.
Select the desired Team from the dropdown list. A green checkmark indicates that team
is selected. The update is automatically saved. As noted above, a student can only be
assigned to one team at any given time, and the student is only scheduled into course
sections where that team is assigned.

If a student is already scheduled into a course section for one team, and their team
changes, those courses need to be manually changed (dropped, rescheduled) to keep the
student with the appropriate team.
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Add Requested Courses Using Manual Mode
Course requests can be added to the student's schedule without loading the requests. This
is called the Manual Mode, and allows counselors or other staff to schedule an individual
course.

Add Unscheduled Courses
1. Select a course from the list of Unscheduled Courses Request by clicking on it.
The course is placed on the schedule in cells highlighted in green. This action also
closes the Requests panel.
2. To place the unscheduled course into a period, click the Select button on one of
the highlighted periods. A pop-up message displays confirming the addition of the
course.
3. Enter the Effective Date in mmddyy format, or click the calendar icon to choose a
date, or click the <Today> button to add the current date as the effective date.
This is the date the student BEGINS attending the course and is actively
scheduled (on the roster) into that course section. The date can also be added to
the Request Panel and applied to all added course requests. Entered dates must be
within the term dates of when the course meets.
4. Click the Roster button on the pop-up message. The course is added into the
chosen period and term, and the course request moves to be within the list of
Scheduled courses.

When adding requested courses, the course grid removes extraneous course information
in an effort to display the entire schedule without needing to scroll. Depending on the
calendar layout (amount of periods, terms, etc.), this may not happen. Currently
scheduled courses only list the course name. For periods where there is no course
currently scheduled, the words "No Course" display (instead of "No Scheduled Course").
After canceling the selection, or after adding a requested course, the full details of the
course return. This also happens when placing a searched for course.
Student Counseling

© 2018 Custom Computer Specialists, Inc. All Rights Reserved

63

Search Panel
Use the Search Panel to find specific courses to add to a student' schedule by entering
search criteria, or do a full course search by not entering any search criteria (this option is
not recommended).

Search for courses by entering one or more of the following options:
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Course Name (or part of the course name)
Course Number
Teacher's last name
Term in which the course meets
Period in which the course meets
Schedule
Team Name
Department
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Click the Add Search Option to add additional search criteria. This adds an additional
Search criteria fields. In the example below, the search criteria is currently looking for
Course names that begin with "eng" and are scheduled into Term 4. A third option could
be added to narrow the results to courses that begin with "eng", scheduled into Term 4,
and meet during Period 2.

Click the dropdown arrow next to the search field to change the search option, and select
specific values (Terms, Periods, Schedule Names, Department Names). Searching by
Course Number, Course Name or Teacher Name requires entry of a value.

Courses added to the student's schedule from the Search list are added as a Request and
are visible on the Requests panel.
Student Counseling
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MODIFY STUDENT'S SCHEDULE
When the Enable Scheduling Validations System Preference is set to Yes, any
action/change to the student's schedule that results in a gap in the schedule displays a
warning message.

Load Requests
This process loads courses included in the Requests panel.
1. Choose the Load button from the action bar. A Load Rosters confirmation
message displays.
2. Review the information in the confirmation message, specifically the indication
that unlocked courses (rosters) in the schedule are deleted from the selected terms,
and with that, any recorded attendance, grades and course section information is
also deleted.
3. Click the Load button in the confirmation message to continue.
The student's requested courses are added to the schedule.

Unload Requests
1. Click the arrow next to <Load> button and select <Unload>. An Unload Rosters
confirmation message displays.
2. Review the information in the confirmation message, specifically the indication
that unlocked courses (rosters) in the schedule are deleted from the selected terms,
and with that, any recorded attendance, grades and course section information is
also deleted.
3. Click the <Unload> button in the confirmation message to continue.
66
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When completed, the student's schedule displays No Scheduled Course for the terms
where scheduled courses were unloaded.
Courses in all selected terms (all terms in the calendar are automatically selected) are
unloaded (deleted). Remove the checkboxes from the confirmation message to unload
courses for specific terms.

End Entire Schedule
This option is used to end the student's schedule as of the entered date when the student is
choosing other courses to attend, or needs to rework their schedule for a specific need.
This process assumes the student has attendance the current courses for at least one
instance (a day, a course meeting, etc.).
1. Click the arrow next to the <Load> button and select <End>. An End Rosters
confirmation message displays.
2. Enter the Effective Date for the day prior to when the student is no longer
attending the course. This date defaults to the current day. Click the <Calendar
icon> to choose a different day. For example, if the student is enrolling in new
courses on January 15, the entered effective date would be 1/15/2018; the
student's enrollment in existing courses is through January 14. This date
(1/14/2018) is the Drop date.
3. Click the <End> button in the confirmation message to continue. Entered dates
must be within the term dates of when the course meets.

Student Counseling
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The student's schedule is ended the day prior to the entered date. New courses can be
added for the current term and future terms beginning with the entered date, in this
example for January15.

Restore Entire Schedule
Use this option if the action of ending a student's schedule was done incorrectly, or if a
recently dropped course needs to be restored.
1. Click the arrow next to the <Load> button and select <Restore>. A Restore
Rosters confirmation message displays.
2. Enter the Effective Date for the day the schedule should be restored. Entered dates
must be within the term dates of when the course meets.
3. Click the Restore button in the confirmation message to continue.
The student's schedule is restored as of the entered date. Courses for the term in which
the date falls becomes the start date.
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MODIFY SECTION ROSTERS IN STUDENT'S SCHEDULE
Changes can be made to existing courses on the student's schedule that affect the Course
Section Roster list, and modify the list of students the teacher may see in their class
roster. The Roster Update panel displays when existing courses are selected.

Student Counseling
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Roster Update Panel
This panel may vary by state, as information in these fields may be used for state
reporting purposes. See your specific state reporting content for information on those
fields.
Item
Course
Name
Course
Number
Section
Number

Description

Indicates the selected course. The course name displays in bold, followed by the course
number and then section number.

Indicates the date the student began enrollment in the course. If blank, it is assumed the
student began enrollment in the course on the first day of the term.
Start Date

Entered dates need to be within the selected term dates. Warnings display on the Roster
Update panel when dates fall outside of the term for the selected section, outside of the
student's enrollment or outside of the calendar dates.
Indicates the date the student began enrollment in the course. If blank, it is assumed the
student is (1) currently enrolled in the course section, and (2) was still enrolled in the
section at the end of the term.

End Date

Entered dates need to be within the selected term dates. Warnings display on the Roster
Update panel when dates fall outside of the term for the selected section, outside of the
student's enrollment or outside of the calendar dates.
When marked, the course section remains on the schedule, even when the Unload option is
used to remove all scheduled sections.

Lock

This applies when unloading a course from the Walk-In Scheduler or from the Schedule
Wizard.

No Credit

When marked, indicates the student received no course credit for the selected course.

Repeated

Indicates the student has taken the course previously. This is a label that is noted on the
student's transcript.
Lists the last staff person who made changes to the selected course section, along with the
date and time.

Modified
By

When a section is deleted from a student's schedule or when an end date is added to a
course section on the student's schedule and attendance data is deleted, a record of this
action is recorded in the Audit Attendance table.

If you are changing the dates for a course that is scheduled in the fourth term, entered
dates can only be within the dates of that term.
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Add a Start date to a Scheduled Course
When a student begins enrollment AFTER the start of the term, enter the date the student
began attending the course. The start date may be different because the student's
enrollment started after the start of the term, or the student switched course sections after
the start of the term, or it's a temporary class that doesn't follow the standard term dates.
1. Select the appropriate course from the student's schedule. The Roster Update
panel opens.
2. Enter the Start Date in mmddyy format, or use the calendar icon to select a date,
or click the Today button to enter the current date. To remove the date, click the
<Clear> button.
3. Click the <Save> button when finished. The entered start date displays with the
course.
Changing start dates may affect assignments that have been entered or historical
attendance data.

Add an End Date to a Schedule Course
When a student ends enrollment in a course (dropping a course, rather than ending
enrollment in the school), enter the date the student stopped attending the course.
1. Select the appropriate course from the student's schedule. The Roster Update
panel opens.
2. Enter the End Date in mmddyy format, or use the calendar icon to select a date, or
click the <Today> button to enter the current date. To remove the date, click the
<Clear> button.
3. Click the <Save> button when finished. The entered end date displays with the
course as the Drop date.

Delete a Student Completely from a Roster
Only delete a course completely if the student has NEVER attended any instance of the
course.
1. Select the appropriate course from the student's schedule. The Roster Update
panel opens.
2. Click the <Delete> button when finished. A warning message displays indicating
that ALL attendance and grading information is removed.
3. Click the <OK> button to continue. The course is removed.
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Lock a Student's Course Selection
1. Select the appropriate course from the student's schedule. The Roster Update
panel opens.
2. Mark the Lock checkbox.
3. Click the Save icon. Notice on the Schedule that the course now displays a locked
padlock icon.
If the student's schedule is unloaded, this locked course remains in the scheduled period.
To remove the lock, select the course from the schedule, and remove the selection from
the Lock checkbox.
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COUNSELING MEETINGS TOOL
The Meetings tool allows counselors to schedule meetings for students, staff, and others.
With this tool counselors can schedule and modify meetings, view their calendar, and
send meeting notifications. Users with meetings administrator tool rights can also view
other users' meetings.
Creating a Counseling Meeting
Student Information > Counseling > Meetings
The Counseling Meetings tool allows counselors to schedule and manage all aspects of a
meeting.

1. Click <New Meeting> or the desired meeting time slot on the calendar.
2. Enter the subject of the meeting being scheduled in the Meeting Title dropdown
list. The title will be displayed on participants' calendars.
3. Select where the meeting will take place in the Location drop down list.

4. Enter the meeting's start/end dates and times. If the meeting is being scheduled for
an entire day, mark the All Day checkbox and enter the appropriate start and end
date. The time fields will be removed.
5. If this is a recurring meeting (i.e. weekly or monthly), mark the Recurrence
checkbox.
6. Enter the purpose of the meeting to search for the matching predefined purpose of
the meeting in the Purpose list. Other checkbox and enter the appropriate
information.

Meetings Tool

© 2018 Custom Computer Specialists, Inc. All Rights Reserved

73

7. If desired, enter the agenda in the Meeting Agenda field.

8. To add meeting participants, click <Add Participants>. The user creating the
meeting will be added as a participant by default.

9. Enter the name (or part of a name) of people to include in the filter.
10. If desired, a previously created ad hoc filter may also be selected in the Filter
dropdown list. This may be used in conjunction with the Name field. The names
that overlap between the two fields will be returned.
11. Select the people to include in the search results, by selecting by marking the
checkbox in front of the desired people - Students, Staff or Other People.
12. Click <Search>.
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13. People matching the entered search criteria will be displayed. Selecting the
person's name will display the Person Summary Report. Selecting one of the
Show links will display additional information pertaining to the person
(relationships, sections taught, section rosters, team members, caseload, etc.).
14. Click <Add> to select a person. The person will be displayed in the participant
list.
15. To search for and selected additional people, click the <Back to Search> link to
display the search fields.
16. If a person is selected in error, click <Delete> next to the person's name.

17. Select <Delete All> to remove all people in the participant list.
18. If desired, select the role participants will have in the meeting. Selecting a role in
the Role dropdown list in the header will act as a "fill all" option and assign the
role to all participants.
19. All participants will be marked as "invited" by default. To uninvite a participant,
uncheck the appropriate Invited checkbox.
20. The attended and Log Contact checkboxes will be completed following the
meeting.
21. If desired, the participant list may be saved as a filter for use with ad hoc filters by
clicking <Save as Filter>. This is helpful if the meeting is a recurring one.

22. The Outcome and Meeting Minutes fields will be completed during/following the
meeting.
23. When finished, click Save. A confirmation window will be displayed.
Meetings Tool
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24. The message that will be sent to participants will be displayed for review.
25. The number of participants that will receive the meeting invitation will be
displayed in addition to those who won't due to not having an active Campus
account.
26. Click the <Show link> to view who and how they will receive the invitation.
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27. When finished, click <Save and Send Notifications>. Clicking <Save> will save
the invitation but will not send notifications.

28. The meeting will now be displayed on the calendar.
Modifying a Meeting
Selecting a meeting from the calendar opens a dialogue box allowing the user to Delete,
Edit or Copy meeting information.

Deleting a Meeting

Selecting the <Delete> option brings up meeting information with options to
allow <Show> affected participants <Delete>, or <Delete and Send
Notifications>.

Meetings Tool
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Editing a Meeting
Selecting the meeting and clicking on the <Edit> option brings users to the meeting detail
screen where they can edit all details.
Users needing to only change the time and or date may drag meeting to new date and or
time while in the calendar view. Pop up window with options to <Save and Send
Notifications>, <Save> or <Cancel> changes appears automatically for the drag option
and upon <Save> in the detail screen.
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Copy Meeting
Copy Meeting opens a detail view that is an exact duplicate. Then any changes to date,
Time, Participants or reason(s) may be modified. This is good for meetings that do not
reoccur on a regular pattern.
Print Counseling Meetings
Student Information > Counseling > Meetings
Print an individual meeting beforehand to take notes, or print afterwards for recordkeeping purposes.
1. Click on the meeting in the calendar and then click <Print>.

2. If the user is the owner of the meeting or have meeting administrator tool rights,
options display for <Limited Print> or <Full Print>. When <Limited Print> is
selected it includes only the date and location of the meeting and a space for
taking notes on the Agenda. This format could be useful for distributing to
students or mailing to participants who don't have a Portal account or an email
address.

Meetings Tool
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<Full Print> includes all the information entered for the meeting.
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