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INFINITE CAMPUS SCHEDULE TAB 

The Infinite Campus Schedule tab allows staff to view and print ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǎŎƘŜŘǳƭŜ. Changes to 

student schedules can be made via the Walk-in Scheduler. 

SCHEDULING TAB OVERVIEW 
The Schedule tab displays student schedules in Day, Week, and Agenda views: 

 

A student schedule shown in Week view ŘƛǎǇƭŀȅƛƴƎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ Řŀȅ ōȅ Řŀȅ ǎŎƘŜŘǳƭŜ ǘƘǊƻǳƎƘ ǘƘŜ 

current week. Key items are numbered: 

1. Date Selection: Click the date to change the date or click the Today button ǘƻ ǾƛŜǿ ǘƻŘŀȅΩǎ 

schedule. 

2. Schedule View: Choose between Day, Week, and Agenda View.  

3. Period Rotation: the period rotation for the displayed day is shown. 

4. Current Time (Red Line). 

5. Reports: Student schedules suitable for printing, including the current view and Term 

summaries. 

6. Calendar / Term: Choose between a ŎŀƭŜƴŘŀǊ ǾƛŜǿ ǎƘƻǿƛƴƎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǎŎƘŜŘǳƭŜ ŦƻǊ ŀ ǎǇŜŎƛŦƛŎ 

day or week and a term view showing the Student schedule for each of the periods in the 

rotation for all of the terms. A filter is available in the Term view to customize the schedule 

display. 

7. Walk-in Scheduler: Covered in detail starting with Page 3 of this manual. 

8. Schedule Messenger: Schedules and changes can be quickly sent to affected staff members. 

9. Full Screen toggle: The schedule can be viewed full screen, without IC and browser headers. 
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SCHEDULE ²I9w9 5h LΧΚ 
The Schedule tab changed in September 2019. The following table shows how to perform common tasks 

after the tab changed. 

I want to... Former Student Schedule Tab New Student Schedule Tab 

Change the 
Schedule Format 

Choose the Dropdown list on the left 
hand side of the tab to show the 
schedule in a Table format grouped by 
course or day, or a List format grouped 
by course or day. 

Choose the Calendar button from 
the lower right corner;  then select 
the Day, Week, or Agenda buttons 
from the upper left corner. 

Or, choose the Term button from the 
lower right corner. 

See only the 
courses into which 
the student is 
currently enrolled 

Click the Display Active Courses Only 
icon. 

In the Term view, use the Filter 
options to turn off the Dropped 
Courses setting (only displays 
when a student has a dropped 
course). 

Dropped courses display in the 
order in which they were dropped. 

Print the student's 
schedule 

Click the Print icon or select a 
Schedule report from the Choose a 
report option dropdown. 

Click the Reports button to see the 
available reports from the side panel. 

See the period 
times. 

Scroll to the bottom of the page to see 
the Period Info table. 

Use the Calendar Day view to see the 
current period highlighted in blue. The 
schedule automatically moves to the 
current time, indicated by a red line. 

Access the Walk-In 
Scheduler 

Click the Walk-In Scheduler icon at the 
top of the screen. 

Click the Walk-In Scheduler icon at 
the bottom of the screen. 

Send a schedule 
related message to 
a student's 
teacher. 

Click the Scheduling Messenger icon 
at the top of the screen. 

Click the Messenger icon at the 
bottom of the screen. 

View the student's 
current course 
grades 

Click the Grade Book icon in the 
course grid. 

Click the course name. In the Side 
Panel, click the Grades button. 
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KEYBOARD SHORTCUTS 
The following shortcuts can be used when accessing the Student Schedule in the Calendar View: 

¶ Arrow through the time slots. Use all four directional arrow keys to highlight time slot cells 

and scroll through the  courses. 

¶ Press enter to open courses. Highlight a course using the tab key and press the Enter key to 

open the Course Side bar. 

¶ Tab through the courses and non-timed activities. Use the Tab key to move through the 

courses and click Enter to open the Course Side panel (shows the course name, teacher, period 

name and time). 

¶ Arrow to next and previous. Use the arrow keys in the Day and Week view to navigate to the 

next or previous day/week. 

¶ Escape to close side panels. Click the ESC key to close open side panels. 

¶ Switch between calendar views. Use 1, 2, 3 numbers across the top (not the number pad) to 

move between the Day, Week, and Agenda views. 

¶ Switch between term views. Use 1, 2 numbers across the top (not the number pad) to move 

between the Term views. 

WALK IN SCHEDULER 
The Walk-in Scheduler allows changes to the student schedule and course requests to be edited. 

 

Screenshot of Walk-in Scheduler showing a course selected to make changes with available periods to 

schedule into (green), full classes (red), and the selected period (blue). Key items are: 

1. Scheduling Units Available / Total: Scheduling Units are the number of periods times the number 

of terms in the schedule. This shows requested schedule units and total schedule units. 
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2. Effective Date: Set this to the effective date for changes. Leave blank to use term or enrollment 

dates.  

3. Set a Team (Scheduling Group): Assign a student to team. Team assignment can be done en 

masse ǿƛǘƘ L/Ωǎ ōǳƭƪ ǎŎƘŜŘǳƭƛƴƎ ǘƻƻƭǎΦ 

4. Unscheduled Requests: Requests that have not yet been scheduled. This displays the number of 

Scheduling Units and the wŜǉǳŜǎǘ ¢ȅǇŜΦ wŜǉǳŜǎǘǎ Ŏŀƴ ōŜ ŘŜƭŜǘŜŘ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ǊŜŘ Ψ·ΩΦ 

5. Scheduled Requests: These requests are already in the student schedule. 

6. Cancel Selection: Cancel the current Request selection. 

7. Full Screen toggle: The schedule can be viewed full screen, without IC and browser headers. 

USING THE WALK-IN SCHEDULER 

ES SCHEDULING 
Schedule a student into a classroom using the following steps. 

1. Access the {ǘǳŘŜƴǘΩǎ Schedule tab. 

2. Choose the Walk-in Scheduler. 

3. Choose the Search tool. 

4. Select the search by Teacher search (other options can be used as well). 

5. 9ƴǘŜǊ ǘƘŜ ǘŜŀŎƘŜǊΩǎ ƴŀme. 

6. Click Search ǘƻ ƎŜǘ ŀ ƭƛǎǘ ƻŦ ǘƘŀǘ ǘŜŀŎƘŜǊΩǎ ǎŜŎǘƛƻƴǎΦ 

 
7. Click on a course in the search results ǘƻ ŀŘŘ ƛǘ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǎŎƘŜŘǳƭŜ. 

8. Click on the green shaded section ƛƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǎŎƘŜŘǳƭŜ ǘƻ ŎƻƴŦƛǊƳ the section schedule. 
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9. Confirm the details on the Schedule Update box that pops up and click Save. 

 
10. Continue to add sections by clicking the course name. 

11. Confirm the section by clicking the green highlighted ǎŜŎǘƛƻƴ ƛƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǎŎƘŜŘǳƭŜ 

12. Elementary subjects will be ΨǎƪƛƴƴƛŜŘΩ ƻǊ ǎǘŀŎƪŜŘ ǘƻƎŜǘƘŜǊ ƛƴ ǘƘŜ Ψ/Ω ǇŜǊƛƻŘΦ ¢Ƙƛǎ ǊŜǉǳƛǊŜǎ ȅƻǳ ǘƻ 

choose the Keep option for Active Overlapping Course. Choosing Drop will replace the existing 

course(s). 

13. Click Save ŀŘŘ ǘƘŜ ŎƻǳǊǎŜ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǎŎƘŜŘǳƭŜΦ 

 

QUICK ADD REQUESTS WITH KNOWN COURSE NUMBERS 
Requests for known courses can be quickly added to ŀ ǎǘǳŘŜƴǘΩǎ ǎŎƘŜŘǳƭŜΥ 

1. /ƭƛŎƪ ƻƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ Schedule tab. 

2. Click the Requests tool. 

3. Click the dropdown widget on the + Add Requests button. 
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4. Click Quick Add. 

 
5. Type a course number and press the Enter key or click on the course. 

6. The entered course will be added to the list of Unscheduled requests. 

7. LƴŎƻǊǊŜŎǘ ǊŜǉǳŜǎǘǎ Ŏŀƴ ōȅ ǊŜƳƻǾŜŘ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ǊŜŘ Ψ·ΩΦ 

8. Click Done when requests have been entered. 

 

Additional requests can be added using the Search tab or other request tools in Campus. 

ADDING REQUESTS FOR COURSES 
Requests can be added by the course number or name of the course. 

1. Click the + Add Requests button and type the name of the course or the course number in the 

Request Search field. 

2. Courses matching the search will be listed. Click a course in the list to add it to the Requests. 

3. Click Done when the requests have been added. 
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LOADING REQUESTS  
All entered requests can be loaded at once ǘƻ ǎǘŀǊǘ ōǳƛƭŘƛƴƎ ƻǳǘ ŀ ǎǘǳŘŜƴǘΩǎ ǎŎƘŜŘǳƭŜΣ ǊŜǎƻƭǾƛƴƎ ǎŎƘŜŘǳƭŜ 

conflicts where possible. 

1. Press the Load button.  

2. The Load Rosters window will appear. By default all terms will be loaded, Terms can be 

unchecked to only load specific terms. 

3. Note the warning of the changes that will be made. 

4. Click Load to load the requested courses. 

 

The Load button pop-up contains additional tools to Unload all unlocked courses, End the current 

schedule, or Restore a schedule. 

CHANGING COURSES 
Schedule changes can be made during the school year. 

1. Open the Requests panel. 

2. Set an Effective Date ŦƻǊ ǘƘŜ ŎƘŀƴƎŜǎΦ bƻǘŜ ǘƘŀǘ ǘƘƛǎ Ŏŀƴ ōŜ ƭŜŦǘ ōƭŀƴƪ ǘƻ ǳǎŜ ǘƘŜ ǎǘǳŘŜƴǘΩǎ 

enrollment dates for the schedule. 

3. Click the unscheduled request for the course.  
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4. Available periods for the course are shaded green. Full sections will be shown in red and the 

current section is shaded blue. Click the section you wish to schedule the student into. 

 
5. Review the Schedule Update pop-up. Note the drop date on the previous course and that the 

effective date defaulted to the date set in step 2.  

6. Click Save ǘƻ ǎŀǾŜ ǘƘŜ ŘƛǎǇƭŀȅŜŘ ŎƘŀƴƎŜ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǎŎƘŜŘǳƭŜΦ 

 

WALK-IN SCHEDULER FEATURES 

Feature Image 

Use the Full Screen icon to display 
just the Walk-In Scheduler in the 
entire browser window. This 
removes all tabs, all indexes, all 
headers, and just displays the 
Course grid and the Requests and 
Search panels. 

Click the icon again or click 
the ESC key to return to a non-full 
screen view.  
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Opt out of seeing the pop-up 
Update windows that display when 
performing an action by marking 
the Don't Show Again checkbox. 

This applies to any active session 
(open browser tab), and only works 
for simple cases (one action per 
Update window). 

 

Access Schedule Reports by 
choosing the Reports button from 
the bottom of the page. Available 
reports display in the side panel. 
The Current View prints the current 
Walk-In Scheduler display; the All 
Terms view prints the courses on 
the student's schedule for all terms. 
The reports print in PDF Format. 
  

 

When selecting a course from the 

Requests or Search Panels, the 

course grid is considered active and 

cells where that selected course is 

scheduled are color-coded. When 

the grid is active, the Load button, 

Lock button and Reports button in 

the Action bar is not accessible. 
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Access other Scheduling tools from 
the Action bar. 

¶ View the student's Schedule by 
choosing the 
Calendar or Term buttons. Send 
scheduling related messages by 
choosing the Messenger button.  

 

Search for courses to add to the 
student's Schedule using the Search 
panel. Search by several different 
course related options, like Course 
Name or Number, Period, Term, etc. 
Up to five search values can be 
chosen. 

After searching for a course, click 
the right-facing chevron to display 
sections of the course and assigned 
teachers. 
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View a list of already requested 

courses, add more course requests, 

and see courses the student has 

dropped on the Requests panel. 

 

Load Course Requests using the 

Load button in the Action bar. 

Courses can also be ended en mass, 

completely unloaded (unless a 

course is locked), and restored 

(when a schedule has been ended 

on one date and the student returns 

at a later date). 

 

Lock courses or unlock courses as 
needed using the Lock All button. 
Locking keeps the courses on the 
schedule when a schedule is 
unloaded on the Walk-In Scheduler 
or in the Schedule Wizard. 
Unlocking a course allows that 
course to be removed and another 
course added in its place. 

The Lock All/Unlock All option in the 
Action bar locks or unlocks ALL 
courses on the schedule. To lock or 
unlock an individual course, click 
the padlock for that course in the 
grid. 

 


