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Overview
Courses and sections are the foundations for scheduling students, 
organizing teachers’ grade books, assigning grades and credit amounts 
to students, and attendance.  Proper setup is crucial to the success of 
a Campus school.

Objectives
During this lesson, you will learn how to

Create a new course.•	
Edit existing courses.•	
Define the fields on a course.•	
Create sections of courses.•	

Adding a New 
Course

In the Index outline, 1.	
expand the Scheduling 
module.
Select Add Course2.	
Enter the data for the 3.	
new course in the fields 
provided.  Consult the 
next page for course 
field definitions.
When finished, select 4.	
Save.

Searching for an Existing Course
Select the Search tab.1.	
Select Course/section in the drop down on the search tool.2.	
Enter either the number or part of the name of the course.3.	
Click Go.4.	
Courses that match the search criteria will display in the search 5.	
results area.
Select the course by clicking the course name.6.	

Course—a unit of a school’s 
curriculum with a specific set of 
content to be taught.  Biology, 
Language Arts or French are 
courses.

Section—an offering of a 
course with a specific teacher, 
meeting place and time, and a 
particular roster of students who 
meet together.  Mr. Cortez’s 4th 
hour Biology class is a section.

Courses that have sections 
attached to them will have the 
plus sign to the left of the name.  
Expanding the search result (by 
clicking on the plus sign) will then 
display all sections of the course 
and the teacher assigned to that 
course.

Course tab-holds basic information for grading and scheduling.
Sections tab-the instances of the course.
Grading Tasks tab-a grading task is a mark that the teacher is expected to submit. Selecting the tasks and the 
reporting frequency is done on the Grading Tasks tab.
Standards tab-allows the course to be aligned to standards from the Standards Bank
Composite Grading tab-  a place to set a mathematical formula between grading tasks, such as having quarter 
grades averaged with a semester test to calculate a semester grade.
Scheduling Rules tab-defines how requests for this course are loaded by the Schedule Wizard in relation to 
other courses.
Fees tab- defines fees (such as a material fee) that students should be assessed for taking the course.
Build Constraints- used by the Schedule Wizard when building sections.
Assessments -define a list of teacher-scored assessments that display scores on the student assessment tab.

The Elements of a Course are Divided into 9 Tabs

Course & Section Setup (E)
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Sections
A section is an instance of a course.  When a teacher meets with a 
particular group of students (a roster) at a particular time on the sched-
ule in a certain room, this is a section.  If any of those items are differ-
ent (a different teacher with a different roster), another section will be 
required.

Adding a Section of a Course
To create a new section, navigate to the course by searching for the 
course in the search tool.

Select the Sections tab.1.	
Click the link to “Add a Section.”2.	
Enter the Section Number.3.	
Enter a Maximum Number of 4.	
Students for this section if it is 
different than the course-defined 
maximum number.
Select the Room that the course 5.	
will meet in.

                  6.  Lunch Count and Milk Count will add fields
 

                                   to 
 

 6.  Select the                                        
story Detail windo
           

            7.  Once t
 
Select any additional 
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to the attendance tool for this section to allow these counts to be taken in the classroom.
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7. Skinny Sequence is used to determine which course (if two or more courses are skinnied
    together into a particular period) prints first on the student schedule.
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8. If scheduling groups/teams have been defined for the school, select the
    Team the section belongs to.
9. In the Section Schedule Placement Grid, select                      
    the terms(s), day(s) and period(s) this section will meet.
10. Click Create section.
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11. Select the Staff History Tab to add the teachers who will be teaching the section.
      Choose New Primary Teacher and on the Staff History Detail window,
      use the drop down menu to select the
      Teacher's name. Start Date and End Date 
      are left blank unless there is a teacher
      change to the section during the school
      year.
12. If additional teachers will be teaching this section,
      choose New Teacher and use the drop down menu
      to select the Teacher's name. After all teacher's
      have been added to the section, access the
      Teacher Display Name on Section to choose
      how you want the Teacher name to display.
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NAVIGATE TO AN EXISTING SECTION
           1. Select the search tab in the outline.
           2. Choose the option to search for a course/section.
           3. Enter either the number or part of the name of the course.
           4. Select go.
           5. Courses that match the search criteria will display in the search results area.
           6. Select the course by clicking the course name and then select the Sections tab,
               OR Click on the plus sign to the left of the course name to see existing sections.
               Select the section by clicking on the section number or teacher name.
           7. Make changes as needed. Select Save when finished.
ROSTER TAB
           The roster will show all students who have been placed into that section.  Students who 
            are actively enrolled in the sections as of that day will display in the Active Students section.
            Students who are future enrolled will display in the Incoming Students section.
            Any students who have had a schedule change and have been dropped will automatically
            be moved to the Dropped Students on the bottom of the roster along with any students
            who have withdrawn from school.
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Attendance Tab
The attendance tab 
presents a view of the 
teacher’s attendance 
tool for that section.  This 
tool allows attendance 
data for a section to be 
viewed or changed for 
any attendance date.  
All attendance events 
that are created here 
will be an unknown type. Excusing absences is done in the Attendance 
module.  

Grading by Task/Grading by Student
The grading tabs  on 
a section allow for 
changes to be made to 
submitted grades in the 
case of teacher error.  
The fields are available 
at any time, irregardless 
of the grading window 
(active mask) being 
open or closed.

To change a grade for a student:
On grading by task•	

Select the grading task that needs to be changed.1.	
Change the score and percent for the correct student.  2.	
Enter any new comments if needed.3.	
When finished, click Save.4.	

On grading by student•	
Select the student whose grade needs to be changed.1.	
Change the score and percent (if needed) for the particular 2.	
grading task or standard.
Enter any new comments if needed.3.	
When finished, click Save.4.	
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Roster Setup
The Roster Setup tool 
allows a roster to quickly 
be created by select-
ing students and adding 
them to a course.  This 
tool is often used in 
elementary schools to 
create the roster for 
a particular teacher’s 
homeroom course.

To manually build a roster for a section:
Search for the course and select the proper course from the search 1.	
results.
Click the Sections tab.2.	
Select the section you wish to build a roster for.3.	
Click the Roster Setup tab.4.	
In the text field on the right, click the student’s name you wish to 5.	
add to the section. To reduce the amount of scrolling you may filter 
the list to a particular grade level by selecting that grade level at the 
top of the text field.
When finished, click Save Student List.6.	

Roster Batch Edit
The Roster Batch Edit 
tab allows changes to 
be made to the exist-
ing roster for the current 
section, determine if 
the student will receive 
credit for the course and 
whether or not the stu-
dent will need to repeat 
the course.

A student’s placement 
in the selected course 
section may by ended by entering an end date in the appropriate fields.  
This will move the student from the active student list to the dropped 
student list, and modify the student’s schedule tab to indicate the stu-
dent dropped the course.

Enter the date the student began attending the course section as 1.	
the Start Date, if applicable.
Enter the date the student stopped attending the course section as 2.	
the End Date for the appropriate student.
If the student should repeat the section, mark the Repeat checkbox.3.	
If the student is not receiving credit for this section, mark the No 4.	
Credit checkbox. The course will still post to the student’s transcript 
with Credits Attempted field set to zero.
Click Save when finished.5.	

Roster setup should 
only be used prior 
to the start of 
school to build 
rosters for courses; 

it should not be used once the 
section has started to change 
the roster, as it will remove all 
traces of the student being in 
that section.  
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Overview
The Roster Copy Wizard allows students to be copied from one sec-
tion to another section.  This can be used for copying rosters from one 
school year to another or within the same school year.

Objectives
During this lesson, you will learn how to:

Copy rosters between school years.•	
Copy rosters within a school year.•	

The Roster Copy Wizard
Path: Scheduling > Roster Copy

The Roster Copy Wizard will copy some or all of the students from one 
section to another.  If a student exists in the destination section, the 
student will not be duplicated.  Students who have dropped the source 
section will not be copied.  Only students who are enrolled in the desti-
nation calendar will be copied.

Select the calendar 1.	
that the roster is being 
copied from in the 
Source Calendar drop-
down list. 
Select the schedule 2.	
structure that the roster 
is being copied from in 
the Schedule Structure 
dropdown list. 
Select the schedule 3.	
structure that the roster 
is being copied to in the Destination Schedule Structure dropdown 
list. 
Select the course that the roster is being copied from in the Source 4.	
Course dropdown list. 
Select the course the roster is being copied to in the Destination 5.	
Course dropdown list. 
Select the section the roster is being copied from in the Source 6.	
Section dropdown list. 
Select the section the roster is being copied to in the Destination 7.	
Section dropdown list. 
When finished, click RUN. The 8.	
students will be copied from the 
source section into the destina-
tion section.  A message will 
appear when the copying is 
complete stating how many ros-
ters (students) were copied.

Roster Copy Wizard
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Overview
Several canned reports may be used to analyze the active schedule 
and determine if it is ready for any clean-up.

Master Schedule
The Master Schedule Report 
will show key information 
about the active trial.  The data 
included on the report will show 
the teacher assigned to each 
section, when and where the 
section meets, and information 
about the students scheduled 
into that section, including 
counts by gender, team, room 
number and students with active IEP’s.  This report will also show the 
current number of seats still available in that section.

To generate the report:
Select the Master Schedule Report for the report options1.	
If desired, the master schedule report may be ran for a particu-2.	
lar subset of the schedule by selecting the options on the report 
screen.
When ready, select generate report.3.	
The report will open as a PDF in a new window to be printed or 4.	
saved as needed.

 

 Elementary Scheduling Reports
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Teacher Load
Teacher Load report will 
show for each selected 
teacher the number of  
courses (preps) each 
teacher has (useful in 
determining balance 
of prep work between 
teachers to insure 
compliance with teacher 
union contracts), 
number of sections and periods they teach (to avoid any overload 
situations), and the number of students scheduled to be taught by the 
teacher.  The student number will include the total number from section 
rosters and an indiction of unique students (names/faces the teacher 
would need to learn).

To generate the report:
Select the Teacher Load Report1.	
Select the teachers for analysis.2.	
Click Generate Report.3.	

Schedule Batch/Teacher Schedule Batch
The Schedule Batch & Teacher Schedule Batch may be used for two 
purposes:

Spot checking students and teachers with complicated schedules•	
Distribution to students and teachers to be ready for next year•	
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This report displays the rosters for each section taught by a specific teacher.
To generate the report:
1. Select the Term from the dropdown list.
2. Select the Period in the list of periods to 
    include on the report. 
3. Check the box to Exclude the address and 
    phone number from the report.
4. Select the Date of the term by typing in mmddyy
    format or clicking the calendar link to select a date. 
5. Select the teacher(s) from the list.
6. Click the Generate Report button. The report will
    display in a PDF (Adobe) document that lists
    the students enrolled in each section. 
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Overview
The Walk-in Scheduler allows a counselor or secretary to build a 
schedule for a student or make changes to an existing schedule. The 
moment changes are made in the Walk-In Scheduler, the change is 
made to the teacher’s roster and in the teacher’s grade book, thus 
minimizing the amount of time spent in duplicate data entry.

Objectives
At the end of this lesson the learner will be able to:

Create a full schedule for a student.•	
Change a student’s schedule for a current term in the proper way—•	
preserving all grading and attendance data from the old section and 
the dates of the change.
Change a student’s schedule for a future term in the proper way.•	
Fill an empty period with a course that is available at that given •	
time.
Restore a student’s schedule to put them back into their sections.•	

Accessing the Walk-In Scheduler
Expand Student Information.1.	
Select General.2.	
The Student Information for the last student whose data you worked 3.	
with will display.  If this student is correct, skip to step four.  If the 
incorrect student displays, click the Search tab. Select Student as 
the search type, and search for the student using part of their last 
name [comma] first name (e.g. A, Dylan).
Click the Schedule tab to bring up the current schedule for the 4.	
student.
On the Schedule tab, select Walk-in Scheduler.5.	

 Elementary Walk-In Scheduler (E)

Period  numbers/names that 
are  shaded in light  grey are 
Non-Instructional periods.  
These are commonly used 
as placeholders for academic 
courses at the elementary 
level. 
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Creating a Schedule Based upon Search Results
If not already in Search mode, click the Search button at the top of 1.	
the student Schedule tab. 

Any one of the fields 2.	
provided or a combina-
tion of fields may be 
used for searching. The 
Start Date field at the top 
of the Section Search 
will be used as the start 
date the student will 
begin attending that sec-
tion. It will also trigger 
the teacher’s roster to 
include that student on 
that date.
Search results will 3.	
appear below the section 
search. 
The search results will 4.	
show course number, 
section number, current 
student count/maximum, 
teacher, term, period and 
the number of students 
currently in that section 
with a locked (active) 
IEP. Courses in red have 
reached capacity and 
may not be added to a 
student’s schedule unless the right to overload sections has been 
granted.
To add a course, select the section in the search results.5.	

Start Date - This is the 
date the student will begin 
attending the course.

End Date - The date the 
student will stop attending 
the course.

Unload - This will re-
move all courses from the 
student’s schedule. This 
option should not be used 
after the student has at-
tended any course on his/
her schedule.
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If a student has 
attended the class 
even once, it is 
critically important 
to preserve any 

and all data associated with 
that roster entry, such as 
grades in the teacher grade 
book and attendance data.  
Preserving this information 
will be done if a drop date 
is added for the last day of 
attendance in the class. 

Filling an Empty Hole in the Schedule
Clicking on the word “EMPTY” in a particular term and period in the 
left area of the Walk-In Scheduler will automatically do a search for 
the sections that meet during that time. Search results will show in the 
white area in the lower right. 

Select the period for which to add sections by clicking on the hyper-1.	
linked word Empty. 
When this is done, the right-hand side of the screen will provide a 2.	
search screen. The term and period search fields will be entered 
by default, and matching course sections will appear in the search 
results area. 
Select the desired section from the search results. The selected 3.	
section will appear in the student’s schedule grid.

Ending a Course for a Student in the Current Term
Select the section number in the student’s schedule.1.	
A new window will open.  2.	
Enter the End Date. 3.	
When finished, save the dates by clicking Save.4.	

Ending a Course for a Student in a Future Term
If a student has NEVER attended a course, and there are no 
grades or attendance data, a course may be deleted from the 
student’s schedule.

Select the section number in the student’s schedule.1.	
A new window will open where the roster entry can be deleted.2.	

End - This will end the 
student’s enrollment in all 
course sections on the 
schedule.
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Restoring a Schedule for a Re-Enrolled Student.
If a student has left the school and an end date was put on their enroll-
ment, the schedule will automatically be ended. If the student returns 
to school, their schedule can be restored once a new enrollment in the 
same school and year is created.

Enter an Effective Date.1.	
Click Restore.2.	
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