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You are viewing a previous version of this article. See Scheduling Board for the most current
information.

Scheduling Board Navigation | Create the Schedule | Choose Settings for the Scheduling Board |
Next Steps

Classic View: Scheduling > Scheduling Board
Search Terms: Scheduling Board

The Scheduling Board provides a visual representation of a school's overall schedule, much like a
spread sheet or a magnetic white board to visualize and build the school's schedule. This
visualization has been digitized in the Scheduling Board.

Users can easily see the schedule being built in real time, along with any teacher and room
conflicts. Course sections can be dragged and dropped onto the schedule grid, and moved around
to other terms and periods, or removed completely. Quickly load and unload course sections, build
and unbuild all the courses, lock and unlock section rosters, all within one tool.

See the Scheduling Board landing page for the following:

e A Scheduling Timeline to stay on track for the entire scheduling season.

e Necessary tool rights for using the Scheduling Board.

e A comparison of what was done where in the Schedule Wizard and where that same task
is done in the Scheduling Board.
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This article provides information on how to use the Scheduling Board to place courses and
course sections, how to assign teachers and rooms to course sections, how to load student
course requests and provide guidance in creating the primary schedule for the next school
year.

It does not cover every possible schedule design or calendar structure, nor does it attempt
provide answers to optimizing student productivity.

Scheduling Board Navigation

Settings | Actions | Other Side Panels | Hover Boxes | Percentages

The Scheduling Board replaces the Schedule Wizard, which is still available and can be used
interchangeably with this new Scheduling Board.

At the top of the Scheduling Board are Settings, where changes to the schedule grid can be done,
updates to highlight options (conflicts, missing data, etc.) are managed, and access to other
scheduling tools are available. Settings determine how courses display in the grid.
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Scheduling Board Settings

Save & Stay - ‘ Cancel

At the bottom of the Scheduling Board are Actions that can be done. Build and unbuild courses,
load and unload courses, lock and unlock rosters, and save changes made or cancel any changes
that have been made. Actions determine what happens to the courses on the grid.

Scheduling Board # Scheduling & Courses > Scheduling > Scheduling Board
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Scheduling Board Actions

Settings

» Click here to expand...

Option Description
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Option

Set Placement Type

Set Period Axis

Collapse All, Expand
All

Settings

Restore

Description

Lists either the Course Number by department or the Staff Name by

department on the left hand side.

Scheduling Board #

|~ it st up opans |

‘Scheduling Board %

Determines where the Periods display - across the top with Terms and
Schedule Structure (X-axis), or down the side with the Course Names
and Staff Names (Y-axis).
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Collapses or expands all departments. This makes it easier to work with
just one or two departments at a time.

Opens a side panel to set what displays as highlighted (conflicts,
missing data, etc.); what displays on a course section (teacher name,
room, team, etc.); what can be toggled on or off to show locked rosters
and locked course builds; and what can be set to be show or hide
(terms/period schedules, departments, singletons, etc.). See the
Settings Side Panel section below for details.

Scheduling Board # Scheduling & Courses > Scheduling > Scheduling Board
View
+ Highlight

~ Display

View On Section

O Course / Section Number

() Teacher

) Room

() Team

Lunch

View Locked
Builds

Rosters

+ Show/Hide

Resets all settings to the original options.
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Option Description

Trial Name Lists which trial is displayed.

To choose a new trial, click Cancel or Save & Close in the Action Bar.
This closes the Scheduling Board and returns the user to the Scheduling
Board Trials to choose another trial or create a new trial.

More Scheduling Lists additional tools that may help with the scheduling of courses for
Tools the next year, like Staff Planner and Course Planner.

Hide/Display Setup Hides or displays all Scheduling Board Settings. Changes made to
Options courses that may be in a term or schedule or period that is marked as
hidden are still made, even when they aren't displayed on the grid.

Settings Side Panel

The Settings Side Panel determines what information is called out, highlighted or hidden in the
grid. These items may need additional work done on them. For example, a course is displaying in
red indicating there is a student to student conflict after loading student requests; or there are
some empty sections that could alleviate the extra students in some of the overloaded sections.

Scheduling Board # ing & Courses > ing > ing Board

‘
View

+ Highlight

~ Display

View On Section

O Course / Section Number

() Teacher

'Room

) Team

) Lunch

View Locked
Builds

Rosters

<+ Show/Hide

Settings Side Panel

» Click here to expand...

Option Description
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Conflicts (Red)

Missing Data (Green)

Description

Displays one or all of the following in redto show there is an issue
(conflict) with the placement of the course section:

e Teacher

e Room

e Roster

e Request

e Student to Student

While all of these options can be selected to display at once, it works
best when one checkbox is marked at a time.

The example below is highlighting a singleton course, where only one
instance of that course is placed on the board.

View

~ Highlight

) Missing Teacher
(] Missing Room
) Missing Team

() Missing Courses With Sections to Build

o] [

ighight (vllow)

Displays one or all of the following in greento show there is information
missing with the placed course section.

e Missing Teacher

e Missing Room

e Missing Team

e Missing Courses with Sections to Build

While all of these options can be selected to display at once, it works
best when one checkbox is marked at a time.

The example below is highlighting a course that does not have a room
assigned.

View

— Highlight

Conflicts (Red)
(7 Teacher
() Room
) Roster
Request (Singleton)

(] Student to Student

Missing Data (Green)

eacher
_ Missing Room

() Missing Team

() Missing Courses With Sections to Build

Highlight (Vellow)

[ Courses Without Enough Seats
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Option
Highlight (Yellow)

Mark Multiple
Terms/Periods
(Orange)

Description

Displays one or all of the following in yellow to highlight their
placement on the board:
e Courses without enough seats
Full Sections
Empty Sections
Singletons
Sections with Locked Rosters

While all of these options can be selected to display at once, it works
best when one checkbox is marked at a time.

The example below shows a course with an empty section.

View
() Student to Student
Missing Data (Green)

(") Missing Teacher

Missing Room

mwi@a [ Missing Courses With Sections to Build

(7 Sections With Locked Rosters
a1

Mark Multiple Terms/Periods (Orange)
0

Displays which courses have sections that meet in multiple terms and
multiple periods in orange. There may be instances where this section
placement is correct, but verify those courses to be sure.

The example below shows a course that meetings in period 1 and
period 7.

View

() Empty Sections.
() singletons

() Sections With Locked Rosters
Mark Multiple Terms/Periods (Orange)
— Display

View On Section

O Course / Section Number

Display

View On Section

Displays the selected option on the section placed on the grid. One of
the following can be selected:

e Course/Section Number. This is the default option, and displays
the Course Number and Section Number, along with the total
number of students placed with the maximum amount of seats for
that section.
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Option

View

+ Highlight
— Display
View On Section

() Course / Section Number

() Team

Lunch

View Locked
Builds

Rosters

e Room. This option lists the room number assigned to the sections.
Rooms are created in the Room Setup tool.

View
+ Highlight
— Display
'View On Section
() Course / Section Number
 Teacher
0om

() Team

O Lunch
View Locked

Builds

Rosters

e Team. This option lists the scheduling team/group assigned to the
sections. Teams are created in the Team (Scheduling Group) Setup
tool.

View
+ Highlight

— Display

View On Section

() Course / Section Number

Builds

Rosters

¢ Lunch. This option lists the lunch assigned to the sections.
Lunches are built in the Lunch Setup tool.
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Option Des

View
+ Highlight

— Display

View On Section

() Course / Section Number
() Teacher

Room

(Team

View Locked

When a section does not have the selected option populated, the
number of seats places vs. seats available displays instead.

View
+ Highlight
— Display

View On Section

() Course / Section Number

 Teacher

() Team
O Lunch

View Locked

Builds

Rosters
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Option

View Locked

Description
Displays icons that indicate the section build has been locked and the

roster of that section has been locked.

When the build has been locked, the section displays with a padlock
after the seats filled/seats available totals.

View
+ Highlight

— Display

View On Section

O Course / Section Number
() Teacher

(Room

() Team

O Lunch

View Locked

Builds

() Rosters

When the Rosters have been locked, the section displays with a crossed
out student image after the seats filled/seats available totals.

View
+ Highlight
— Display

View On Section
O Course / Section Number
() Teacher

Room
() Team
O Lunch

View Locked

O

Both of these options can be marked at one time, which displays both
the padlock and the student image to display.

ment Type dasis View
prnyey | ey | gy

+ Highlight

— Display

View on Section
O Course / Section Number

Show/Hide
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Option

Terms, Period
Schedules and
Periods

Description

Hides the terms, period schedules and periods that are marked from
the grid. All other terms, period schedules and periods display.

This is helpful when scheduling for just one term that has limited
course offerings (maybe a January Term, for example) or scheduling for
just the Activity or Homeroom period.

In the example below, the terms are named as Term 1, 2, etc., with a
single Period Schedule named Daily, and seven periods in the day, plus
an activity period. Terms 1, 2 and 4 are hidden, so the focus is on Term
3.

A more complex calendar structure might include less terms but more
period schedules and shorter days.

In the example below, the calendar has three terms - T1, T2, and T3.
Each term has 5 schedules - one for each day of the week - and seven
periods each day. Hiding all terms and schedules for Terms 2 and 3,
and hiding the schedules for the T, W, TH, F schedules and the HR
period for Mondays provides a smaller view of the calendar.
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Option

Departments

Courses

Hide All But
Singletons

Description

Allows certain departments to be hidden from the grid to focus on other
departments. Use the Select All button to add all departments in the
calendar to the field, then remove the ones you want to work with. Or
type in the field to select specific departments to hide.

Allows certain courses to be hidden from the grid to focus on other
courses. Use the Select All button to add all courses in the calendar to
the field, then remove the ones you want to work with. Or type in the
field to select specific courses to hide.

View

+ Highlight

When marked, only courses that meet once during a term display on
the grid. Due to the limited availability of these courses, it is advised
that requests for these courses be loaded first.
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Option Description

Hide All For schools that use Responsive Scheduling (e.g., Enrichment Days,

Exception/Special Flex Time, etc.), marking this checkbox removes those days from the

Days grid. Those days are scheduled a week or so in advance, so hiding them
from the schedule when in the building/loading phase isn't necessary.

"~ Fide Set Up Optons. )
‘Set Placement Type  Set Period Axis View

comn out | (st || s (e ]| e |

+ Highiight

+ Display

~ Show/Hide

Actions

» Click here to expand...

Option Description

Save Saves any changes made to the placement and loading/building of courses since the
last save. Two options are available:
e Save & Stay - saves any changes to the selected trial and the board remains
open for additional updates.
e Save & Close - saves any changes to the selected trial and the board closes.

In order to avoid a trial being locked after you have exited the Scheduling Board and
to avoid losing any changes that were made to the course grid, use one of these

options.
[ES00 Carcers I CHmina] Justoe T | 1
8570 Criminology B570-1 (2730
8913 Careers in Science
8914 Carcers in Mass 89141 (030)
8915 Careers in Public Service 89157 (0/30)
. Becive
3510 Yearbook Semester | 35104 3y15) 35102315 [ [
3520 Yearhook Semester I | ‘ | |
4 English
310041 {21425 31002 (22/25) 31003 (21125 3100-4(21/25) 31006 (22/25) 3
3100 English 9 - | | ‘ sz
| | ‘ 31751 (0/25)

Save & Close

Save & Stay v A

Cancel

‘ Build H Load H Lock Rosters

Cancel Closes the selected trial. When changes have been made but NOT saved, an
Unsaved Changes message displays asking whether those changes should be
saves. Choose Stay to remain on the board and continue working, or choose Leave
to close the board without saving the changes.
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Build Places course and section information on the board. It uses information from the
Course Planner and Staff Planner, and from any existing course information data
that has been rolled over from the previous calendar.

e Run Full Build - builds every active course across all terms and departments.
This may take some time, depending on the amount of courses and sections to
place.

e Run Full Unbuild - removes any course section from the board that is not
already locked. When there are no courses locked, the grid is completely blank
when finished.

e Settings - determines how courses and sections are built. This was previously
called the Builder Configuration tool. See the Build Settings section below for
more information.

A build does NOT add student requests. A build places the course sections on
the grid in a period that best fits the requirements of the course and the Builder
Configuration settings.

8532 Fashion Design | 83321 (2200

8534 Barment Consirction B5341 (1720)

8535 History of Fashion Design
8538 Alterations 853841 (1/20)
8539 Millinary Design | 85391 (1720}
8540 Iniro to Culinary Arts 83401 (3/20)
8550 Early Childhaod Education
8560 Carsers in Criminal Justice 8360 (0130
8570 Criminology B570:1 (2/30)

8913 Careers in Science
8914 Carcers in Mass BO14-1 (0/30)

8915 Careers in Public Service 8915 (0/30)

- Elective
3510 Vearbook Semester | [ | 3510905 35102 315) [ [

3520 Yearbook Semester | [ | |
- Engiish ' | Run Full Build i

E 31003 (21/25) 31004 (21/25) 31004 (22/25) 3

3100 Englich 3 Run Full Unbuild 31005 (22/25)
3175 HEnglish 9 31751 (0728)

< Settings
"

Save & Stay v ‘ Cancel ‘ ‘ Build H Load H Lock Rosters
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Option Description

Load Places student requests into the sections placed on the grid.

e Run Full Load - adds all entered student requests into a course section that
best meets the needs of the student.

e Run Full Unload - removes all entered course requests from the course
sections that are not locked.

e Settings - determines how the requests are loaded. This was previously called
the AutoLoader Configuration tool. See the Load Settings section below for
more information.

8538 Alterations 25331 (120
8539 Millinary Design | B301 (1,20}

8540 Intro to Culinary Arts 85404 ¢
8550 Exriy Childhood Education
8560 Carsers in Criminsl Justice 85601 (0/30)
8570 Criminology 257041 2730

8913 Careers in Science

8914 Careers in Mass

Communications 89141 (0,30

8915 Careers in Public Service 89151 (0/30)
4 Elective

3510 Yearbook Semester | [ | wwians 3510.2319)
3520 Yearbook Semester |

. English Run Full Load
e E e
3100 Englizh 9 ] | Run Full Unload

3100-4¢21/25)
00-5¢22/25)

3175 HEnglish |
< Settings

Save & Stay v ‘ Cancel ‘ ‘ Build H Load H Lock Rosters

Lock Locks or unlocks rosters for every course section placed on the grid for the students
Rosters in the selected Grade Levels (selected in the Lock/Unlock All Rosters by Grade Side
Panel). Only course sections with placed requests/students are locked/unlocked.

This means sections without any students assigned to them are not
locked/unlocked, allowing those sections to be manually loaded and manually
locked/unlocked.

538 Aterations s | |
3539 Millinary Design | 85301 (1/20)
8540 Intra to Culinary Arts
8550 Early Childhood Education
8560 Careers in Criminal Justice 85601 (0/30)
8570 Criminciogy E5T01 (2/30)
8913 Careers in Science
o Lot i M2 89141 (030}
8915 Careers in Public Service 89151 (0730}
4 Elective
3510 Yearbook Semester | [ | amimiang 35102(3/15)
3520 Vearbook Semester I | | |
4 English
1130 Engion 5 OO @S | SI002(EERY | FI00E (VIS | 00AZIER | H0060
| | | 00522729
3175 HEnglish 9 | |r—' 31731
- I Unlock Rosters
‘ Cancel ‘ ‘ Build ‘ ‘ Load |‘ ‘ Lock Rosters A ‘

Build Settings Side Panel

The following table defines the available Build Configuration options.

Copyright © 2010-2024 Infinite Campus. All rights reserved.
Page 15


http://kb.infinitecampus.com/#load-settings-side-panel

Infinite (=

Campus

Scheduling Board #

A Hide Set Up Options
Set Placement Type ~ Set Period Axis

Course  Staff ‘ X Axis vm;‘ Collapse All H Settings ‘ Restore

&Courses i ing Board
Build
Builder Search Depth
E g

‘Automatically Fix Builder Conflicts
B O

[
[

80251 (030) | 80252(0/30)
I

3 in Public S Settings
Build

/
[
[ Load H LockRosters | v

‘20001 (020) | a0z ‘20003 (0r20) / Drag and Drop: Engage Builder to Automatically Assign Teachers/Rooms
| emzssom0 amy @]
prrer— | ewaom / Drag and Drop: Enable Preferred Section Placement
|
83001 (0/30) /w0020
Periods Taught for 100% FTE *
sso0ffon) ‘ 7 ‘
s10m0 | w200 [ o
‘ 35251 (0/30) Max Different Courses Taught Per Day *
as261 030) —_————
sss01 020 I |7 |
85321 0720) | ssgflorn)
| Max ive Periods Taught Per Day *
ssau 020 / 7
es551 020 / |7 |
e sy,
o e a1 020 Min % Used In Sections Needed Calculation *
= o0 |
8S60CasersinCrminal wsice | Run Full Build J/ Limi ild by Sections to Build
8570 Cimincony / es701 030 Hmit Gourse Bulldby Sections foBulld
[T — RunFulUnbuild | 22 151050 | NoBuild Limit v
4G —1 I — — @@
2915 oreer i Pl Serice. T

‘ caneel

Build Settings Configuration

» Click here to expand...

Option Description

Selected numeric value
determines how far the
builder looks in the planning
tools to build the section the
selected number of times to
meet requests.

Builder Search
Depth

Comments

The default value for this option is 3, which
means the Builder attempts three different
placements to build the course sections on
the grid.

Start with this default value, and increase or
decrease as needed. Recommended search
depth is between 3 and 5. The higher the
value, the longer the wizard may run to place
sections.
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Option Description Comments

Automatically When marked, the builder The Builder attempts to find another teacher
fix builder automatically fixes the (when possible) when the first teacher has a
conflicts conflicts in section placement conflict.

before completing.
For example, Teacher A is scheduled to teach
Band during Period 3, but a new section for
that teacher for a different course is dragged
onto the grid. The Builder finds another
teacher to teach the new section.

In another example, a user builds the course
sections for the Math Department using the
building menu available when right-clicking
on the department name in the left hand side
of the builder. Then, a new section is
manually placed onto the grid. This hand-
built section is assigned a teacher, but the
teacher has a conflict due to an assignment
from the auto-built sections. When this option
is turned on, the builder finds a new teacher
to teach the manually placed section; when
this option is turned off, the user needs to
manually fix the teacher assignment or
rebuild the department.

Course Planner settings provide the building
with logic to fix the build.

Copyright © 2010-2024 Infinite Campus. All rights reserved.
Page 17


http://kb.infinitecampus.com/help/course-planner-course-planner

Infinite ;.

Option Description Comments

Drag and Drop: When marked, the builder When the Staff Planner and/or Course
Engage the automatically assigns Planner (takes priority) has data assigned for
Builder to teachers and rooms when each teacher and rooms are created and set
Automatically possible. The manual building for available sections, the builder assigns an
Assign of sections also does this. available teacher and an available room.
Teachers/Rooms

When there are not that many constraints
entered for teachers or for courses, turning
this on may cause more wrong assignments
than necessary. The section would stay
empty and flagged, alerting you to make an
assignment. When there are a lot of
constraints, using this option would reduce
the amount of manual assignments needed.

Options set in the Staff Planner override this
selection.

When selecting a room for a placed Section,
the logic in the build process of the
Scheduling Board follows this order:

1. Selects the Room from Staff Planner
when Rooms are designated in both
Course Planner and Staff Planner and
the Room for the Section to Build
displays in both Planners.

2. Selects the Room from Course Planner
when Rooms are designated in both
Course Planner and Staff Planner and
the Room for the Section to Build
displays only in the Course Planner.

3. Selects the Room from Course
Planner when Rooms are designated
only in the Course Planner.

4. Selects the Room from Staff
Planner when Rooms are designated in
only the Staff Planner.

5. When Rooms are not designated in
either the Staff Planner or Course
Planner, a room is not automatically
assigned for the section.
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Option

Description

Drag and Drop: When marked, the builder

Enable uses a Conflict Matrix or "heat
Preferred map" to determine the best
Section placement for the section.
Placement

Periods taught Entered numeric value is
for 100% FTE
Required

term.

This value is represented by a
zero (0) in the Staff Planner.

Max Different
Courses Taught a teacher can be assigned

per Day during the term.

Required

Max Maximum number of
Consecutive consecutive periods the
Periods Taught teacher can teacher during
per Day the day.

Required

Min % Used in

Sections filled to consider the creation
Needed of another section.
Calculation

Required

considered the teacher's full
time employment value per

Maximum number of courses

Minimum percentage of seats

Comments

The three best placements for that new
section are displayed, and includes the
teacher and room assignments. The first
placement is the same location the Auto-
Build logic would choose when a single
section was placed.

A teacher may have a prep period in a seven
period day, which means 100% capacity is
when the teacher is assigned to six course
sections during the term.

When a course section spans multiple
periods, each period associated with that
section is included in this value.

Options set in the Staff Planner override this
selection.

This reflects a negotiated or preferred
number of periods the teacher is allowed to
teach.

Options set in the Staff Planner override this
selection.

This reflects a negotiated or preferred
number of courses a teacher is allowed to
teach in a row without a prep period.

Options set in the Staff Planner override this
selection.

This value, when met, does not recommend
another section for the same course until the
current section(s) is at least at the entered
capacity for student requests. The default
value is 60%. It is an average of all sections.

For a course that has 100 requests, and
there are three sections of 30 students each,
the builder adds a fourth section to fit the
remaining 10 requests, and then reshuffles
the requests so all four sections have a more
even distribution of students (in this case, 4
sections of about 25 students).

When hovering over the course name in the
list of courses built, a total number of
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Option Description &cﬂmaMlt and sections needed displays.
This is a three-step calculation:

e A threshold value is calculated based on
the Max Students field times the
Minimum Percentage. When the Max
Students value is 30 and the Minimum
Percent field is 90, the threshold
returned is 27.

e A potential Recommended Sections
value is calculated to satisfy requests.
This is based on the Max Students field.
When a course has 65 requests, and the
Max Students field is 30, Section 1 is
filled to capacity (30), Section 2 is filled
to capacity (30) and Section 3 has 5
students.

e For each potential section, a balanced
average number of students that could
be placed across all sections is found
and compared to the threshold.

o When the balanced average is
greater than or equal to the
threshold, it is added to the
Recommended Section Count
(Calculating for Section 2 in #2
above: Section 1 = 30; Section 2 =
30; 30+ 30=60/2 = 30; Add
Section 2)

o When the balanced average is less
than the threshold, it is not added
to the Recommended Section
Count (Calculating Section 3 in #2:
Section 1 = 30; Section 2 = 30;
Section3=5;30+30+5=65/3
= 21.6; Do not add Section 3).
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Option Description Comments
Limit Course Selection limits the courses For courses with limited sections and high
Build by that are loaded to only those  student requests (i.e, Journalism or
Sections to that meet the section limits. Yearbook), building these courses first may
Build Options are: satisfy more requests and ensure students
e No Build Limit - no are scheduled into these sections.
preference is given to
any type of course When running a full build, the Scheduling
section. Board builds the lowest number of sections
e 1 (Singletons) - the first. The selection chosen is considered a
course section is only stopping point for the builder - when the

scheduled for one time value has been met, the builder is finished.
during the school year

e 2 or Less Sections
(Doubletons) - the
course section is
scheduled for two or less
times during the school
year

e 3 or Less Sections
(Tripletons) - the course
section is scheduled for
three or less times during
the school year

e 4 or Less Sections - the
course section is
scheduled for four or less
times during the school
year

Load Settings Side Panel

The following table defines the available Load Configuration options.
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Load Settings

» Click here to expand...

Option

Full Load Search
Depth

Default Course
Priority

Description

Selected numeric value (1-15)
determines the number of times
the wizard attempts to satisfy
each course request.

Course priority allows those
courses that do not have a load
priority to be mass-assigned a
load priority. This allows for the
prioritization or de-prioritization
of other courses by using
numbers greater or smaller on
other courses.

Comments

This field MUST have a value other
than zero (0) assigned. When it is set
to zero, a full load does not occur.

Change the setting to be a value between
1 and 15, depending on your needs at the
school.

When set to 1, all courses marked with a
Schedule Load Priority of 1 are loaded
first. Other courses are loaded after that
in least number of sections order.

Schedule Load Priority is entered on the
Course Information editor or Course
Masters Information editor.

Configure Auto Loading
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Option

Autoload Search
Depth

Autoload When
Section Is
Created or
Deleted

Autoload When
Section Is Moved

Description

Selected value (1-15) means the
wizard works to that level to
meet the entered requests and is
used in conjunction with the
Autoload checkboxes.

The wizard only tries to place the
request that is being moved, it
does not reshuffle the entire
schedule.

When marked, students are
placed in other sections based on
their other requested courses
and section placements when an
existing section is created or
deleted.

When marked, students are
placed in other sections based on
their other requested courses
and section placements when a
section is moved to a different
period.

Comments

When set to 3, the wizard reworks
student requests three times to place the
student in a matching course section.

N/A

N/A

Load Filters

Grades

Only those grade levels in the
selected school display. By
default, all available grade levels
are marked and student requests
for those grades are included in
the load.

When not marked, students
enrolled in that grade for the
next school year do not have
requests loaded.

One grade level can be loaded at a time
and those requests worked as needed.
Some prefer to complete senior schedules
first before the other grades.

When those schedules are complete, their
placement can be locked and then the
configuration can be reset to load the
remaining grade levels.
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Option Description Comments
Limit Course Selection determines in what For courses with limited sections and high
Load by Sections order course sections are loaded. student requests (i.e., Journalism or
to Build Options are: Yearbook), loading these courses first
¢ Not filtered - no may satisfy more requests and ensure
preference is given to any students are scheduled into these
type of course section. sections.

¢ 1 (Singletons) - the course
section is only scheduled for When running a full load, the wizard loads
one time during the school the lowest number of sections first. The
year. selection chosen is considered a stopping
e 2 or less sections - the point for the loader - when the value has
course section is scheduled been met, the loader is finished.
for two or less times during
the school year.
¢ 3 or less sections - the
course section is scheduled
for three or less times
during the school year.
¢ 4 or less sections - the
course section is scheduled
for four or less times during
the school year.

Other Side Panels

For each Term, Period, Course and Section, additional settings can be selected in the side panel.
To open these side panels, right-click on the term/period/course/section. The options are the same
for each item.

» Click here to expand...

Option Available Actions

Terms e Hide the Term.

e Check the number of rosters that
have been locked.

e Check the number of course builds
that been locked.

e Lock or unlock rosters for that term.

e Lock or unlock course builds for
that term.

e Load or unload the term.

e Cancel the selection.

e Save any changes to the term.

Copyright © 2010-2024 Infinite Campus. All rights reserved.
Page 24



Infinite (.~

Campus

Option Available Actions

Periods e Hide the Period.

e Check the number of rosters that
have been locked for that period.

e Check the number of course builds
that been locked for that period.

e Lock or unlock rosters for that
period.

e Lock or unlock the course builds for
that period.

e Unload the period.

e Cancel the selection.

e Save any changes to the period.

Departments e Hide the department.

e Check the number of rosters that
have been locked for that
department.

e Check the number of course builds
that been locked for that
department.

e Lock or unlock rosters for that
department.

e Lock or unlock course builds for
that department.

e Renumber the course sections for
the department.

e Load or unload the department.

e Cancel the selection.

e Save any changes to the
department.
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Option Available Actions

Courses e Hide the course.

e Check the number of rosters that
have been locked for that course.

e Check the number of course builds
that been locked for that course.

e Lock or unlock rosters for that
course.

e Lock or unlock course builds for
that course.

e Renumber the course sections for
the department.

e Load the course by Grade/Gender.

e Unload the course.

e Build or unbuild the department.

e Cancel the selection.

e Save any changes to the course.

Sections e View and/or change the Section

Number.

e Modify the Override Max Students
value for the section.

e Assign a teacher to the section.

e Assign a room to the section.

e Assign a Scheduling Team (Group)
to the section.

e Assign a Lunch period to the
section.

e Lock the build for the section.

e Load the section by Grade/Gender.

e Unload the section.

e Cancel the selection.

e Save any changes to the section.

e Lock or unlock the roster for the
section.

Hover Boxes

There are several places in the Scheduling Board where hovering over (placing the cursor over an
entry on the board and leaving it there to display an information box) a section, a course or other
area displays a window where key information may be found to aid the scheduler in placing
sections, detecting issues and determining how successful the current trial meets the needs of
students.

» Click here to expand...
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Hover Selection

Terms

Periods

Departments

Courses

What Displays

e Term Name (in bold)

e Seats Taken (total students placed
in sections out of total available
seats)

e Total number of Sections Placed
for all periods, courses and
sections in the term

e Term and Period

e Total seats taken out of total
available seats for that period

e Total sections placed in that
period for that term.

The image to the right shows the
information for Term 1, Period 1. Term
2, Period 2 could have different results
depending on whether sections have
been loaded or the same amount of
sections have been placed in that
period.

Department Name (in bold)
Total Sections Built

Total Requests Satisfied
Total Seats Taken.

The first number for any of these can
be greater than the second number
because sections, requests and seats
can be manually created.

Total Sections Built

Sections needed (based on the
requests)

Requests Satisfied

Seats Taken.

Scheduling Board #

St Placement Typs et Period Axis

o st | i vaie| | it ||

sssss

[ ide sotUp optons

Scheduling Board %

SetPracement Type et Peiod Axis

Gl san ) [ vt | | cumens | | s | | e |

°
: sem
%

St Placement Type  Sot Period Axis

comse s | xads vads

~ Hide SetUp Options.

e | [ soms | | e |
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Hover Selection What Displays Image

Sections e Course Number and Course Name [ schedingsoerd »

(in bold)

e Assigned Room (in bold)

e Total seats taken out of available
seats

e A breakdown of gender

e Assigned teacher

e A second display of the room
number

e Total Special Education students

e Total Discipline Event Count

Percentages

The information icon in the left corner displays statistics for the selected trial. The first statistic,
Requests, indicates the number of requests satisfied over the total requests for all students, and
the percentage of those two values. The second statistic, All Requests Satisfied, indicates the
total students who have all of their requests satisfied over the number of total students, and the
percentage of those two values. When a student does not have any course requests, that is
included in the All Requests Satisfied percentage.

When a student is hand-scheduled into a course (therefore, there are no requests for those
courses), or when the student has an alternate course request, the first number of the Requests
percentage increases.

A Hide Set Up Options |

Set Placement Type  Set Period Axis

Course  Staff ‘ X Axis YAxis| ‘ Collapse All ‘ ‘ Settings

zmmmspea

3950 Speech & Drama

Set Placement Type  Set Period Axis

Course  Staff X Axis YAxi=| ‘ Collapse All ‘ ‘ Settings
6000 20 Foundations A o o

6050 20 Foundations B
6100 30 Foundations A
6150 30 Foundations B
6200 Studio Art: Painting

6210 Studio Art: Drawing
20502 (1/25)

30503 (0/25)

60001 (3/30) 6000-2 {0/30)

These same values also display on the Scheduling Board Trials side panel.

Create the Schedule

The Calendar has been created, students have entered course requests, and it's about 10 weeks
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to the end of the school year. It's time to start creating your course schedule.

A few tips as you get started:

e Refer to the Checklist of Scheduling and the Scheduling Center to stay on top of all tasks that
need to be done for a successful scheduling season.

e Schedule subsets of students first.

o |t's easiest to build the schedule for smaller sets of students, like Special Education
students or those with a less than full time FTE at the school.

o When scheduling for the high school, start with the Seniors, as they have a limited time
to meet their graduation requirements. Then work backwards through the grade levels
(11, 10, etc.).

o Load singleton courses first. Students who request those courses have one chance to be
scheduled into them.

e At least one trial is always active for a calendar. That means you can make and save changes
in the board, mark that trial active, and navigate to the student's schedule to see how things
look as many times as you need to.

e Work in the Scheduling Board to get as close to 100% requests complete as possible, knowing
that at least some student schedules need to have gaps filled or be hand-scheduled
throughout the summer. A percentage of 75-85% complete is great!

e Course sections can be moved or rebuilt many times, and sections can be loaded and
unloaded many times. Keep working! You'll know when it's time to stop.

Let's get started!

NOTE: When saving changes takes minutes to complete AND your state uses Ed-Fi for
collecting student and school data, verify Ed-Fi Configurations for past school years have been
deleted.

The current school year and the last school year can remain. For example, a district that has
configurations for the 2019-20, 2020-21, 2021-22 and 2022-23 school years can safely delete
the 2019-20 and 2020-21 configurations.

Choose Settings for the Scheduling
Board

See the Settings section for more information.
These settings are defined here.

1. Select the Set Placement Type and the Set Period Axis preference.
2. Select the Settings button and mark the desired options in the View Side Panel opens. This
includes:
o Selecting which items to highlight in Red as a Conflict, in Green as Missing Data, and
in Yellow as a Highlight.
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o Selecting which items to View on Section and to View Locked.
o Selecting which Terms, Period Schedules and Periods to Show or Hide.
o Selecting which Departments to display as Show or Hide.
o Selecting which Courses to display as Show or Hide.
o Selecting whether to Hide All But Singletons.
o Selecting whether to Hide All Exception/Special Days.
3. Click the Save button when finished. All selected options are now set and courses can now be
built.

These settings can be changed at any time, or completely reset to return to the default settings.

The image below shows what the Board may look like when Settings have been marked to show
conflicts, missing data and highlight courses and courses have been built and loaded.

)
View
2] [ carmnt [ oo J| o | -
— — Highlight
]

Conflicts (Red)

(=]

() Student to Student

Missing Data (Green)

Missing Courses With Sections to Build

Highlight (Yellow)

() Courses Without Enough Seats

O ions
pty Sections

gletons

 PEMeath (] Sections With Locked Rosters
(- ]| EEEE -

Settings Marked for Course Build

Build All Courses

First, verify your Build Settings are marked appropriately.

1. Click the Build button in the Action Bar across the bottom, and choose Settings.
2. In the Build side panel, review the options listed and make any changes necessary.
3. Click Save when finished.
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Build Settings

Next, build the courses.

1. Click the Build button in the Action Bar across the bottom.
Choose Run Full Build. A Building progress bar displays indicating how far along the build is.
This process is fairly quick. For larger schools and schools with several terms, period
schedules and periods, it may take longer to build.

3. When the Build is finished, course sections are visible in the board based on the selected
Build Settings.
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At this point, you can:

Unbuild All Courses

Work with an individual course to load sections for it manually.
Load the course sections for a specific Department.
Move placed courses around to different periods to see what that does to the other courses.
Load the course sections to see how the course sections populate.

Set Placement Type  Set Period Axis
Course  Staff ‘ X Axis Y Axis ‘ | Collapse All ‘ | Settings ‘ Restore ‘
° _ SRR SRR
# Mo Department Course  Staff ‘ X Axis Y Axis ‘ | Collapse All ‘ | Settings ‘ Restore ‘
000 Senior Capstone Project | | |
" Bomn
8000 Keyboarding o
8025 Persanal Finance
i W No Department
8200 Accounting | 9000 Senior Capstone Project
8250 Accounting I Business/C
8300 MS Office Applications | 2000 Reyioario D)
8320 WS Office Applications II — ’
8300 Service Leaming 8050 Business Law 80501 (0/30)
8320 Intro 1o Marketing . 8200 Accouting | 82001 (0/30) 8200-2 (0/30)
25 s o Entrrenenreliy 8250 Accounting I
8526 Retail Management 8300 MS Office Applications | 83001 (0/30) 8300:2 (0/30)
S50 o s Do | ez e it |
8532 Fashion Design | 8500 Service Leaming B500-1 (0/30)
8533 Fashion Design I -
b 85201 (0/30)
Technique
8535 History of Fashion Design 2261 @30
8539 Millnary Design p—— =
8540 Intro o Culinary Arts F—
8550 Early Childhood Education 8534 Garment Construction
e Techni 85341 (0/20)
8560 Careers in Criminal Justice = p—
£570 Criminalogy 8538 Alterations: 85381 (0/20) BS38-2 (0/20)
8913 Careers in Science 5 —
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] | —— 5550 Eary Cridhood Edeation
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4 Englisn i 2570 Crmis
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Save & Stay v Cancel Lock . Engish
3100 Engish 9 1001 (0/25) 1002 (0725 21003 (0/23) 31004 (0725 31005 (0/25)
3175 HEnglish 9 [ [ [
<
Save & Stay v ‘ Cancel ‘ Build || Load || Lock Rosters A

It's possible the building of the courses was done prematurely, or you want to load only certain
courses first. Removing the placed courses can be done at anytime and as often as needed.

1. Click the Build button in the Action Bar across the bottom.
2. Choose Run Full Unbuild. This removes any course that has been placed on the board that
is not locked. A Building progress bar displays indicating how far along the unbuild is.

3. When finished, the board is empty, unless that section was locked.

Load All Courses

Loading is done AFTER Building. It loads the student requests into the course sections that were
built. Like the Build option, loading can be done for a specific course, a particular department or a
particular section. Or, load all courses all at once to see how many student requests are met.
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First, verify your Load Settings are marked appropriately.

1. Click the Load button in the Action Bar across the bottom, and choose Settings.
2. In the Load side panel, review the options listed and make any changes necessary.
3. Click Save when finished.

A Hide Set Up Options

Load
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Next, load the courses.

1. Click the Load button in the Action Bar across the bottom.

2. Choose Run Full Load. A Building progress bar displays indicating how far along the build is.
This process is fairly quick. For larger schools and schools with several terms, period
schedules and periods, it may take longer to build.

3. When the Load is finished, course sections now display on the grid and most sections have a

count total.
| | | | | |
4 Business/Career

50001 2630 | [ | ]
B000-1 Kevboarding 1
s 1
82001 (2/30) B200-2 (2/30) eacher: B b

Room: 431
830041 (3/30) 23002 (2/30) Special Ed Students: 0 1

Discipline Event Count: 0
5001 (4/30) |
85201 (2/30)

8526-1 (0/30)

In the image above, the Keyboarding class had 26 requests fulfilled, and there are 30 possible
seats for that section.

At this point, you can:
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¢ Unload the sections and change Settings to see how that changes the build.

e Work with an individual course section to alter how it is loaded by changing the maximum
students allows in the section or load by grade level and gender.

e Unload the section or all sections, and start over.

Unload All Courses

It's possible the loading of the course sections was done prematurely, or you want to load only
certain courses first. Removing the placed course sections can be done at anytime and as often as
needed.

1. Click the Load button in the Action Bar across the bottom.

2. Choose Run Full Unload. This removes a student from that section, as long as the rosters
were not locked.

3. When the unload is finished, the courses no longer have requests placed.

Lock All Rosters

In a school that has a small student population, limited course offerings and a standard schedule,
this first build of the courses and the first load of the requests may have met your completed
schedules threshold. You can lock the rosters now!

1. Click the Lock Rosters button. A Lock All Rosters by Grade side panel opens.

2. All grade levels are selected automatically. When all rosters for all grade levels should be
locked, click the Lock button at the bottom of the panel; when rosters for a certain grade
level should be locked, remove the checkbox from the other grade levels and click the Lock
button.

3. The board processes for a short time. When it's finished, a green message displays indicating
rosters have been locked. When the Display Settings for View Locked are marked for
Rosters, the course sections display with a crossed out student image, indicating the roster
has been locked.
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Unlock All Rosters

It's possible the locking of rosters was done prematurely and you want to unlock all course
sections. Or, you meant to only lock the seniors scheduled into those sections. Unlocking the
sections can be done at anytime and as often as needed.

1. Click the arrow next to the Lock Rosters button in the Action Bar across the bottom.

2. Choose Unlock Rosters. The Unlock All Rosters by Grade side panel displays.

3. Remove the checkbox from the desired grade levels to leave some rosters locked and some
unlocked. Or leave all grade levels marked for unlocking.

4. Click Unlock. When the process finishes, the course section rosters are no longer locked.

Build, Move and Delete Course Sections using
Drag and Drop

The Scheduling Board is designed to build all course sections for the entire school as easily and as
quickly as possible. There are situations where certain courses are best built manually, like when
that course is a singleton or when that course meets just once in a specific term in a specific
period.

Build New Course Sections

The Scheduling Board allows courses and sections to be dragged onto the grid and placed where
they best meet the needs of the course and students who requested the course. This requires
the Build Setting of Drag and Drop: Enable preferred section placement to be marked. A
Conflict Matrix or "heat map" locates the best placements for that section. The three best
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placements for that new section are displayed, and includes the teacher and room assignments.
The first placement is the same location the Auto-Build logic would choose when a single section
were placed.

Locate the course to build.

Click on it and drag it into the period grid.

Drop it in the desired period. The section is placed and the build for the section is locked.

At this point, requests can be loaded, teachers and rooms can be assigned, plus other options
listed in the section side panel.
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Drag and Drop Course Section

Move Course Sections

Moving course sections also uses a Conflict Matrix to determine the best placement for a section.
The three best placements for that new section are displayed, and includes the teacher and room
assignments. The first placement is the same location the Auto-Build logic would choose when a
single section were placed.

When a course is built, sometimes just one section of the course needs to be moved to a different
period. Use the same process of selecting that section and dragging it to a new period and
dropping it.

1. Locate the section on the grid that needs to be moved.

2. Click on it and drag it into the desired period.

3. Drop it in the desired period. The section is placed in the new period and the build for the
section is locked.

4. At this point, requests can be loaded, teachers and rooms can be assigned, plus other options
listed in the section side panel.

Copyright © 2010-2024 Infinite Campus. All rights reserved.
Page 36



Delete Course Sections

Delete a section by dragging the section completely to the left on the course grid.
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Next Steps

Continue loading and unloading courses, and moving course sections on the grid to get to
your desired percentage of requests satisfied. When you get to that point, mark the
Scheduling Board Trial active and congratulate yourself!

Access the Staff Planner and Course Planner to aid in the scheduling of the course sections.
Refer to the Scheduling Center to see what other actions need to be taken for scheduling.

Refer to the Beginning of Year checklist to see what other tasks can be considered complete
for the beginning of the school year.

Copyright © 2010-2024 Infinite Campus. All rights reserved.
Page 38


http://kb.infinitecampus.com/help/staff-planner-staff-planner
http://kb.infinitecampus.com/help/course-planner-course-planner
http://kb.infinitecampus.com/help/scheduling-center
http://kb.infinitecampus.com/help/beginning-of-year-checklist-article

