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Transferring a Course Section
You can transfer a course section assignment if a student has attended one class but should have 
been in another.

1. On the Course Section Assignments screen, in the row of the course section 

assignment you want to transfer, click .

2. Select the Transfer radio button.

3. Click .

The Course Selection Wizard window opens.

4. Search for and select the course and course section to which to transfer the student.

Note: The new assignment must have the same Course Type and Course Term 
as the original assignment.

The course code and course section information populate the fields in the Transfer 
section of the Course Section Assignments screen.
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5. Choose one of the following options:

• Drop – Allows you to set the Stop Date of the original course. The Start Date of the 
new course is set to the next available school day following the Stop Date. The 
original (dropped) course is still reported on the Student Subject Record.

• Remove – Sets the Stop Date of the original course and Start Date of the new 
course to the first day of the term. The original (removed) course is not reported on 
the Student Subject Record.

6. If you select Drop in step 5, in the Stop Date field, enter the last date the student was in 
or will be in this course section.

7. Click Save.

The Course Section Assignments screen displays the new course section assignment.

8. Click Save Changes.

Note: Any fees associated with dropped course section assignments follow the 
fee proration tables. For removed course section assignments, the associated 
fees are also removed.

Course Section Assignment Dates

Navigation: StudentInformation > Management > School Administration > Scheduling 
Administration > Course Section Assignment Dates
When a calendar is adjusted during the school year and an EMIS term start or stop date is 
changed (for example, due to non-attending days, snow days, etc.), student course section 
assignment records must reflect this change. If you are a privileged user, you can use the Course 
Section Assignment Dates screen to keep course section assignment records in sync with any 
changes to EMIS term start and stop dates throughout the school year.

In this example, the original course section assignment start date for the 2nd semester is January 
19.

During the school year, the term date is updated to January 17.
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Now, the course section assignments for 2nd semester must be updated to reflect this change.

On the Course Section Assignment Dates screen at the building level, in the row of the correct 
term, under Original CSA Start Date, enter the original start date of the course section 
assignment(s) that need to be updated to the EMIS term start date value (shown in the Start Date 
field).

Note: For a dropped course only, if you need to update the course section stop 
date to the EMIS term stop date value (shown in the Stop Date field), in the 
Original CSA Stop Date field, enter the end date for the dropped course.

Click Save Changes.
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A confirmation message displays, and the course section assignment dates are updated.

Bulk Course Section Assignment

Navigation: StudentInformation > SIS > Scheduling > Bulk Assign
Bulk assigning course sections, a process sometimes called “arena scheduling,” is used to assign 
several students into a single course section or list of course sections.

For more information on bulk course section assignments, refer to the appropriate topic:

• “Bulk Course Section Assignments: Create a List of Students Tab” 
• “Bulk Course Section Assignments: Create a List of Course Sections Tab” 
• “Bulk Course Section Assignments: Assign Students Tab” 
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Bulk Course Section Assignments: Create a List of 
Students Tab
Navigation: StudentInformation > SIS > Scheduling > Bulk Assign > Create a List of 
Students tab
The Bulk Course Section Assignments screen Create a List of Students tab determines which 
students will be added to a course section or sections. You can select students using the Search 
Mode of your choice – Search for Students, Enter Student IDs, or Search by Ad Hoc 
Membership.

 

Note: In the Search for Students mode, you can perform a wild card search on a 
field by selecting the checkbox beside the field.

Note: In the Enter Student IDs mode, duplicate student IDs are processed only 
once.

Note: In the Search by Ad Hoc Membership mode, you can repeat the process 
to add additional memberships to the list.
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In the mode you select, enter information in as many fields as you wish, and then click Create 
New List or Add to List. Only students who fit all search criteria you enter are included in the list 
at the bottom of the screen.

Note: To remove a student from the list, click .
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Bulk Course Section Assignments: Create a List of Course 
Sections Tab
Navigation: StudentInformation > SIS > Scheduling > Bulk Assign > Create a List of Course 
Sections tab

The Bulk Course Section Assignments screen Create a List of Course Sections tab 
determines which course sections will be assigned to each student in the list created on the 
Create a List of Students tab (see “Bulk Course Section Assignments: Create a List of Students 
Tab” ).

Group / course section – Enter a course or course group code in the first field and a course 
section or course group section number in the second field. Otherwise, enter at least 2 
alphanumeric characters of the course name or code to use the typeahead find feature, or click 

 to open the Course Selection Wizard and locate the course. Then, click Add Section to add 
the section to the list (“Course Selection Wizard” ).

Note: To remove a course section from the list, click .
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Bulk Course Section Assignments: Assign Students Tab
Navigation: StudentInformation > SIS > Scheduling > Bulk Assign > Assign Students tab

The Bulk Course Section Assignments screen Assign Students tab lets you review the 
information you previously entered and assign the students you selected on the Create a List of 
Students tab into the course sections you selected on the Create a List of Course Sections tab 
(see “Bulk Course Section Assignments: Create a List of Students Tab”  and“Bulk Course Section 
Assignments: Create a List of Course Sections Tab” ).

Enter or select the Assignment date you want the course section assignment to begin in the field. 
The field defaults to the current date. Then, click Assign.

Note: If any scheduling conflicts are found, the following table displays. Select the 
students you wish to schedule and click OK. Click Return to resolve the conflicts.
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Bulk Course Section Management

Navigation: StudentInformation > SIS > Scheduling > Bulk Course Section Management
The Bulk Course Section Management screen lets you manage any bulk course section 
assignments you previously created.

For more information on bulk course section assignments, refer to the appropriate topic:

• “Bulk Course Section Management: Choose Section Tab” 
• “Bulk Course Section Management: Choose Action Tab” 
• “Bulk Course Section Assignment: View Conflicts Tab” 
• “Bulk Course Section Management: Summary Tab” 

Bulk Course Section Management: Choose Section Tab
Navigation: StudentInformation > SIS > Scheduling > Bulk Course Section Management > 
Assign Students tab

On the Bulk Course Section Management screen Choose Section tab, you can select a course 
section to manage. Students in this section will be dropped, removed or transferred as selected 
on the Choose Action tab (see “Bulk Course Section Management: Choose Action Tab” ). You 
can remove individual students from selected section if you want those students to remain in the 
section.



ProgressBook StudentInformation Scheduling Guide 157

Scheduling

Enter a course code in the first field and a course section number in the second field from which 
to transfer students. If you do not know the course code and/or section number, enter at least 2 
alphanumeric characters of the course name or code to use the typeahead find feature, or click 

 to open the Course Selection Wizard and locate a course section. Then, click View to view a 
list of students currently assigned to the course section.

Note: To remove a student from the list, click .
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Bulk Course Section Management: Choose Action Tab
Navigation: StudentInformation > SIS > Scheduling > Bulk Course Section Management > 
Choose Action tab
On the Bulk Course Section Management screen Choose Action tab, you can select what 
action you want to perform for the students and course section selection on the Choose Section 
tab (“Bulk Course Section Management: Choose Section Tab” ). The Course Action tab operates 
using the same functions as the Course Section Management screen (see 
“Dropping/Removing/Transferring Course Section Assignments” ).
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Bulk Course Section Assignment: View Conflicts Tab
Navigation: StudentInformation > SIS > Scheduling > Bulk Course Section Management > 
View Conflicts tab

The Bulk Course Section Assignment screen View Conflicts tab is used only when you use 
the Transfer option on the Choose Action tab (see “Bulk Course Section Management: Choose 
Action Tab” ) The View Conflicts tab displays any course section assignment conflicts students 
would have (highlighted in red) after the transfer is complete. It also displays any students 
currently assigned to the target course section and if any of those students are in the list to be 
transferred (highlighted in yellow). If the target course section will be overfilled, a message 
displays listing the new total number of students.

Note: To remove a student from the transfer list, click .
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Bulk Course Section Management: Summary Tab
Navigation: StudentInformation > SIS > Scheduling > Bulk Course Section Management > 
Summary tab

The Bulk Course Section Management screen Summary tab displays the list of students you 
selected on the Choose Section tab (see “Bulk Course Section Management: Choose Section 
Tab” ) so you can confirm the list is correct. Once you have verified the correct students display in 
the list, click Submit.
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Student Schedules

Navigation: StudentInformation > SIS > Student > Student Schedule
After the master schedule and all student schedules have been finalized, you can view a student’s 
schedule on the Student Schedule menu or the Student Request Assignments screen. You 
can also access this read-only screen by selecting View Today’s Schedule from the I want to… 
drop-down list on the Student Profile screen.
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Viewing Student Schedules
Navigation: StudentInformation > SIS > Student > Student Schedule > View Schedule
On the View Schedule screen, you can view a student’s schedule for each day of the week.

Date – Enter or select a date in the field for which you want to view the student’s schedule. The 
schedule will display only active courses on the selected date. The field defaults to the current 
date. Once you enter or select a date, click Go.

Note: If the date you select occurs before the first date on the calendar master, 
then the student’s schedule for the first date on the master calendar displays. If 
the date you select occurs after the last date on the master calendar, then the 
student’s schedule for the last date on the calendar master displays. If the date 
you selected is not a school day, then the next school day displays.

View Student Profile – Click to display to the Student Profile screen for the student in context.
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Student Requests & Assignments

Navigation: StudentInformation > SIS > Student > Student Schedule > Request 
Assignments

Note: When navigating to this page before a final schedule result has been 
selected, select a Schedule and Schedule Result from the drop-down lists, and 
then click Reload Screen.

The Student Requests & Assignments - [student last name, student first name] screen 
displays all course request and course section assignment information on a student’s schedule. 
To use this screen, you must have a student in context. The student’s name displays in the screen 
title.

Note: This screen dynamically changes using a set of web techniques called 
Ajax. If your web browser does not support Ajax, use the standard Course 
Requests, Course Section Assignments and Student Schedule screens to 
perform the tasks you can perform on this screen. For more information on 
supported browsers, see the ProgressBook End User Requirements.

Close Assignments (or View Assignments) – Click to toggle between displaying (View 
Assignments) and closing (Close Assignments) the request/assignment grid.

View Schedule Graph (or Close Schedule Graph) – Click to toggle between displaying (View 
Schedule Graph) and closing (Close Schedule Graph) the schedule graph at the bottom of the 
screen. The schedule graph is a read-only graphical representation of the student’s schedule.

View Display Options (or Close Display Options) – Click to toggle between displaying (View 
Display Options) and closing (Close Display Options) the display options on the upper-right 
corner of the screen. Display options include the following:

• Display Requests – Select this checkbox to display the Request column in the 
request/assignment grid.
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• Display Inactive Requests/Assignments – Select this checkbox to display inactive 
course requests and course section assignments in the request/assignment grid.

• Course terms – A checkbox displays beside each course term included on the master 
schedule (for example, in the screen shot below, the course term that displays is ALYR - 
All Year). Select the checkbox beside each course term for which you want to display 
course requests, course section assignments, and courses on the student’s schedule.

• Rotation days – A checkbox displays beside each rotation day included on the master 
schedule (for example, in the screen shot below, the rotation days that display are           
M - Monday, T - Tuesday, W - Wednesday, H - Thursday, and F - Friday). Select the 
checkbox beside each rotation day you want to display on the student’s schedule.

For more information on the Student Requests & Assignments - [student last name, student 
first name] screen, refer to the appropriate topic:

• “Requests/Assignments Grid” 
• “Schedule Graph” 
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Requests/Assignments Grid

Navigation: StudentInformation > SIS > Student > Student Schedule > Request 
Assignments
The Student Request & Assignments - [student last name, student first name] screen 
request/assignment grid can be used to add or delete course requests, add or drop course section 
assignments, and assign course sections to course requests.

Note: To use this screen, you must have a student in context. The student’s name 
displays in the screen title.

 – Click to edit the course section request or assignment.

 – Click to drop, remove, or transfer the course section assignment.

Course and Sec – Click on a course code or course section number to display details for that 
course section on the right of the screen.

Show Active Only – Select this checkbox to display only active course requests and course 
section assignments on the student’s schedule.

Add Request – Click to display the Add Request box on the right of the screen where you can 
add a new course request.

Add Assignment – Click to display the Add Assignment box on the right of the screen where 
you can add a new course section assignment.

Note: All changes made to course requests or course section assignments will 
display as highlighted on the screen.

Note: Pressing the ENTER key while any add/edit box is open saves the data in 
that box. Pressing the TAB key displays the next field in the box.
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Run Scheduler – Click to run the single student scheduler to schedule the student into all course 
section assignments displayed on the student’s schedule.

Schedule Study Halls – Click to run the study hall single student scheduler to schedule the 
student into all study hall assignments displayed on the student’s schedule.

For more information on managing course requests and course section assignments, refer to the 
appropriate topic:

• “Adding Course Requests” 
• “Editing Course Requests” 
• “Adding Course Section Assignments” 
• “Editing Course Section Assignments” 
• “Dropping/Removing/Transferring Course Section Assignments” 
• “Viewing Course Section Details” 

Adding Course Requests
1. On the Student Requests & Assignments - [student last name, student first name] 

screen, click Add Request.
The Add Request box displays on the right of the screen.

2. In the Primary Course field, enter the primary course code for the course the student is 
requesting. Otherwise, enter at least 2 alphanumeric characters of the course name or 

code to use the typeahead find feature, or click  to open the Course Selection Wizard 
for help locating the course code.
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3. (Optional) In the Alternate Course field, enter the alternate course code for the course the 
student is requesting. Otherwise, enter at least 2 alphanumeric characters of the course 

name or code to use the typeahead find feature, or click  to open the Course Selection 
Wizard for help locating the course code. 

Note: If you enter an alternate course, the scheduler uses this course if it is 
unable to add the primary course to the student’s schedule due to scheduling 
conflicts.

4. (Optional) In the Priority field, enter a number between 1 and 9 (or click  to 
increase/decrease the value by increments of 1) indicating the scheduling priority of this 
request (9 being the highest priority). The default priority is 1. If you leave the Priority field 
blank, the primary course’s priority will be used.

5. (Optional) Select a teacher from the Teacher drop-down list. If you select a teacher, the 
scheduler will attempt to schedule the course request with the selected teacher (if 
available). Select the Exclude checkbox to request that the student be assigned to a 
course that does not have the selected teacher.

6. (Optional) Select a period from the Period drop-down list. If you select a period, the 
scheduler will attempt to schedule the course request in the selected period (if available). 
Select the Exclude checkbox to request that the student be assigned to a course that does 
not meet during the selected period.

7. (Optional) In the Request Status area, select any of the following checkboxes. (The 
checkboxes listed below are the only selectable request statuses. All other request 
statuses are read-only.)

• Locked – Select this checkbox if you do not want the student and/or guardians to be 
able to modify the course request. 

• Guardian Locked – Select this checkbox if the course request was requested by a 
guardian and you do not want the student to be able to modify the course request.

• Approved – Select this checkbox to approve the course request and allow the batch 
scheduler to schedule a course section assignment for the request.

8. (Optional) Select the Is Active checkbox if you want the course request to be active for 
use in the batch scheduler, single student scheduler, or for any course section 
assignments linked to the request to display on the student’s schedule.

9. Click Save.

The course request now displays in the Request column of the request/assignment grid if 
the request is active and the Show Active Only checkbox is selected.

Editing Course Requests
1. On the Student Requests & Assignments - [student last name, student first name] 

screen, in the row of the course request you want to edit, click .
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The Edit Request box displays on the right of the screen.

2. Make any desired changes, and then click Save.

Note: To delete the course request, click Delete Request.

Adding Course Section Assignments
1. On the Student Requests & Assignments - [student last name, student first name] 

screen, click Add Assignment.

Note: The Add Assignment button creates a manual assignment with no 
associated request.
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The Add Assignment box displays on the right of the screen.

2. In the Choose Course/Group (required) and section (optional) fields, enter a course 
code and course section number to assign to this student. If you leave the course section 
number field blank, you can view a list of course sections for the course code entered. 
Entering a course code and pressing TAB displays all course sections below the fields. If 
you do not know the course code, enter at least 2 alphanumeric characters of the course 

name or code to use the typeahead find feature, or click  to open the Course Selection 
Wizard for help locating the course code.

3. When the course sections for this course display in the grid, in the row of the course 
section you want to assign to the student, click Assign.

Note: Click  to display the details for the course section.

Note:  indicates that assigning this course section to the student would create 
a scheduling conflict with an existing course section assignment.

Note:  indicates that this course section has already been filled. You can 
assign the student to a filled course section only if you have the appropriate 
permissions.
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The course section details version of the Add Assignment box displays on the right of the 
screen.

4. In the Assignment Start Date field, enter or select a date indicating the date that the 
student began/was assigned this course/section. The field defaults to the first day of the 
course term for the selected course section.

5. Click Save Assignment.

Note: If you attempt to save a course section assignment that would create a 
scheduling conflict, a warning message displays. You can override the warning 
message and create the conflict by clicking Save Assignment again.

Editing Course Section Assignments
1. On the Student Requests & Assignments - [student last name, student first name] 

screen, in the row of the course section assignment you want to edit, click .

The Edit Assignment box displays on the right of the screen.

2. Make any desired changes, and then click Save Assignment.

Note: To drop, remove, or transfer the course section assignment, click 
Advanced Drop (see “Dropping/Removing/Transferring Course Section 
Assignments” ).
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Dropping/Removing/Transferring Course Section Assignments
1. On the Student Requests & Assignments - [student last name, student first name] 

screen, in the request/assignment grid, in the row of the course section assignment you 

want to drop, remove, or transfer, click . Or, in the Edit Assignment box, click 
Advanced Drop.

The Drop, Remove / Delete, Transfer, and Delete Request boxes display on the right of 
the screen.

2. To drop, remove, or transfer the course section assignment, click the radio button in the 
appropriate box (Drop, Remove / Delete, or Transfer).

3. Refer to “Dropping/Removing/Transferring Course Section Assignments”  and follow the 
instructions for the desired action.

4. (Optional) Select the Delete Request checkbox if you want to remove the course request 
associated with the course section assignment in addition to dropping the course section 
assignment. (This checkbox displays only if you are dropping a course section assignment 
with a related course request).

5. Click Save.
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Viewing Course Section Details
To view the details for any course section, in the request/assignment grid, click a Course code or 
a course section number (Sec). The Section Details box displays on the right of the screen. You 
can also access this screen by clicking View Details on the Add Assignment box.

The Section Details box displays the following information:

• Course code
• Course Section number
• Course section Term
• Course Name
• Course section Capacity
• Course section Filling Counts (Female, Male, and Total)
• Course section Program Builder Code (if any)
• Course section Special Population (if any)
• Course section Meeting Time Desc (description)
• Course section Teacher
• Course section Location
• Course section Start and End dates
• Period the course section meets during each rotation day
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Schedule Graph

Navigation: StudentInformation > SIS > Student > Student Schedule > Request 
Assignments
The schedule graph is a read-only graphical representation of a student’s schedule for the entire 
year. To view the schedule graph, in the upper-right corner of the Student Requests & 
Assignments - [student last name, student first name] screen, click View Schedule Graph. 
The schedule graph displays at the bottom of the screen.

If the student’s schedule varies on different rotation days, a separate schedule graph will display 
for each set of rotation days. Each graph is laid out with schedule terms listed across the top of 
the graph (x-axis) and periods listed down the side of the graph (y-axis). Course conflicts are 
highlighted in red and display both scheduled course section assignments.
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CTE Management

Navigation: StudentInformation > SIS > Scheduling > CTE Management
The CTE Management screen lets you view student course section assignments for vocational 
courses. On this screen, you can also bulk update students’ CTE Program Area or CTE Program 
of Concentration for a course section assignment. Select the checkbox beside a student’s name 
to update their CTE record (or, select the Check All checkbox to update the records of all students 
that display in the grid). Then, click Update.

Note: To sort any column, click the column heading.

Teacher – Select a teacher from the drop-down list. The drop-down list displays only teachers that 
instruct vocational courses (i.e., teachers assigned to a course or course section in the current 
school year where the value in the Curriculum field begins with “V”).

Section – Select a course section from the drop-down list. The drop-down list displays only course 
sections assigned to the selected teacher where the value in the Curriculum field for the course 
or course section begins with a “V.”

CTE Program Area – Select a CTE program area from the drop-down list.

CTE Program of Concentration – Choose a CTE program of concentration from the drop-down 
list. The available options in the drop-down list depend on the option selected for the CTE 
Program Area.
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Course Request Reports

Navigation: StudentInformation > SIS > Scheduling > Scheduling Reports
The Scheduling Reports screen displays all course request reports you can run on a particular 
schedule result set. On this screen, you can also run scheduling reports (see “Scheduling 
Reports” ).

For more information on course request reports, refer to the appropriate topic:

• “Course Curriculum (CRSE)” 
• “Students With No Requests or Assignments (NORQ)” 
• “Students Course Requests (REQU)” 
• “Student Request Specific Course (R404)” 
• “Students Requesting A Specific Course Pair (R405)” 
• “Potential Course Conflicts (R406)” 
• “Potential Course Conflicts Matrix (R403)” 
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Course Curriculum (CRSE) 

Navigation: StudentInformation > SIS > Scheduling > Scheduling Reports > Course 
Curriculum (CRSE)
The Course Curriculum (CRSE) report a list of all courses entered into StudentInformation. Each 
course displays as a separate record that includes all grades in which the course is offered.
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On the Selection Criteria tab, enter or select any of the following options to include them in the 
report.

Note: Each option you select will filter report results by that option, but the field 
will be displayed on the report only if you select the option in the Fields to 
Display dual listbox.

In the following dual listboxes, select the criteria you want to include. If you do not select any 
criteria in a given dual listbox, the report includes all criteria for that category by default. All fields 
below except for Grade display in the report only if they are selected as Fields to Display.

• Course Type(s)
• Grade level(s)
• Department(s)
• Subject Area(s)
• Course Area(s) of Study
• EMIS Subject Area(s)
• Difficulty Level(s)
• Add On Level(s)
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Fields to Display – Fields that display on the report. Select up to 10 of the following options 
(depends on the year in context):

Only include courses with requests – Select this checkbox to display courses in the report that 
have at least one course request. If deselected, all courses display even if they have no course 
requests.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.

• Abbreviation
• Area of Study
• CORE Subject Area
• Course Add On Level
• Course Type
• Course Weight
• Credit Flex
• Credit Units
• CTE College Credit
• Curriculum
• Delivery Method
• Demand Count
• Department
• Description
• Educational Option
• EMIS Course Level
• EMIS Language Used

• EMIS Location IRN
• EMIS Subject Area for Credit
• EMIS Subject Code
• Gender Directive
• Highly Qualified Teacher IRN
• Hours of Instruction
• Include in Total Credits
• Include in GPA
• In Graduation Count (use 

Include in Grad. Verification)
• In Honor Roll
• Include in Grad. Verification 
• Include on Permanent Record
• Is Active
• Is College Prep
• EMIS Course Type
• Is Dual Credit

• Is High School Credit
• Is Honors Course
• Is In Update History
• Is Requestable (i.e., Displays 

on Public Module)
• Language Code
• Level of Difficulty
• Print on Report Card
• Report to EMIS
• Rank Weight
• Roll Course to Next Year
• Scheduling Priority
• Short Name
• Student Population
• Subject Area
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Students With No Requests or Assignments (NORQ) 

Navigation: StudentInformation > SIS > Scheduling > Scheduling Reports > No 
Requests/Assignments (NORQ)
The Students With No Requests or Assignments (NORQ) report compiles a list of all students 
who have no course requests or course section assignments for the selected master schedule 
and schedule result set.

Note: It is recommended that you do not run this report for the current school 
year.
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On the Selection Criteria tab, enter or select any of the following options to include them in the 
report.

Homeroom Date (required) – Enter the date you want the report to use to retrieve students’ 
homeroom information in the field. The field defaults to the current date or, if the current date is 
not a school day, the most recent school day for the building and school year in context.

Schedule (required) – Select a schedule from the drop-down list. Default Schedule is selected 
by default and is the only option if no other schedules have been created.

Schedule Result (required) – Select the schedule result set on which you want to base the report 
from the drop-down list.

Select the radio button beside one of the following Run Types:

• No Requests – Display all students with no requests regardless of whether or not they 
have assignments.

• No Assignments – Display all students with no assignments regardless of whether or 
not they have requests.

• Neither Requests nor Assignments – Display only students who have neither requests 
nor assignments.

In the following dual listboxes, select the criteria you want to include. If you do not select any 
criteria in a given dual listbox, the report will display all criteria for that category by default.

• Grade level(s)
• Student Status(es)
• Administrative Homeroom(s)

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.
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Students Course Requests (REQU)

Navigation: StudentInformation > SIS > Scheduling > Scheduling Report > Students 
Course Requests (REQU)
The Student Course Requests (REQU) report compiles a list of student course requests for the 
selected master schedule and schedule result set.
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On the Selection Criteria tab, enter or select any of the following options to include them in the 
report.

Schedule (required) – Select the schedule for which you want to run the report (defaults to 
Default Schedule).

Schedule Result (required) – Select the schedule results on which you want to base the report.

Homeroom Date – The date the report uses to retrieve students’ homeroom information. The field 
defaults to the current date or, if the current date is not a school day, the most recent school day 
for the building and school year in context.

In the following dual listboxes, select the criteria you want to include. If you do not select any 
criteria in a given dual listbox, the report will display all criteria for that category by default.

• Grade level(s)
• Student Status(es)
• Administrative Homeroom(s)
• Counselor(s)
• Membership Group(s)
• Membership(s)
• Special Education Services (refers to the records entered for a student on the Special 

Education screen Services tab)

Note: This dual listbox displays only if school year FY13 or later is in context. In 
prior years, special education services were entered on the Edit Student 
Memberships screen and can be selected for this report using the Membership 
Code dual listbox.

• Ad-Hoc Membership(s)

Note: To display ad hoc memberships created by other users in the drop-down 
list, select the Public and Private checkbox.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:
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• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.
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Student Request Specific Course (R404)

Navigation: StudentInformation > SIS > Scheduling > Scheduling Reports > Student 
Request Specific Course (R404)
The Student Request Specific Course (R404) report compiles a list of all students that have 
requested a specific course or course group.

On the Selection Criteria tab, enter or select any of the following options to include them in the 
report.

Homeroom Date (required) – Enter or select a date indicating the date the report should use to 
retrieve students’ homeroom information. The field defaults to the current date or, if the current 
date is not a school day, the most recent school day for the building and school year in context.

Courses – Enter the course code(s) for which you want to view student requests. Enter the course 
code (if known) and then click Add. If you do not know the course code(s), you can enter at least 
2 alphanumeric characters of the course name or code to use the typeahead find feature, or click 

 to open the Course Selection Wizard for help with locating the course code. You can click  
to remove a selected course code.

Less Than Students – Only courses/course groups that have fewer requests than this number 
will be included in the report.

Sorting Options – Select one or more sort options for your report.
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Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen

Students Requesting A Specific Course Pair (R405) 

Navigation: StudentInformation > SIS > Scheduling > Scheduling Reports > Students Req. 
Specific Course Pair(R405)
The Students Requesting A Specific Course Pair (R405) report compiles a list of all students 
that have requested a pair of courses.
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On the Selection Criteria tab, enter or select any of the following options to include them in the 
report.

Homeroom Date (required) – Enter or select a date indicating the date the report should use to 
retrieve student homeroom information. The field defaults to the current date or, if the current date 
is not a school day, the most recent school day for the building and school year in context.

Course 1 (required) – Enter the course code for the first course that must be requested. You can 
enter the course code (if known), and then click Add. If you do not know the course code(s), you 
can enter at least 2 alphanumeric characters of the course name or code to use the typeahead 

find feature, or click  to open the Course Selection Wizard for help with locating the course 
code.

Course 2 (required) – Enter the course code for the second course that must be requested. You 
can enter the course code (if known), and then click Add. If you do not know the course code(s), 
you can enter at least 2 alphanumeric characters of the course name or code to use the typeahead 

find feature, or click  to open the Course Selection Wizard for help with locating the course 
code.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen
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Potential Course Conflicts (R406)

Navigation: StudentInformation > SIS > Scheduling > Scheduling Reports > Potential 
Course Conflicts (R406)
The Potential Course Conflicts (R406) report creates a table that displays the number of 
conflicts that would result if 2 courses were offered only once within the same block/period (i.e., 
singleton courses). You can also set up this report to display only courses for which the number 
of students requesting the course is less than or equal to the number specified on the Course 
Requests screen. Course groups also display on this report.
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On the Selection Criteria tab, you can enter or select any of the following options to include them 
in the report.

Include Courses – Enter the course code(s) you want to include in the list of requests. If you do 
not know the course code, enter or at least 2 alphanumeric characters of the course name or code 

to use the typeahead find feature, or click  to open the Course Selection Wizard for help 
locating the course code. Then, click Add to add the course code to the report.

Note: Click  to remove courses from the list of included courses.

Excluded Courses – Enter the course code(s) you want to exclude from the list of requests. If 
you do not know the course code, enter at least 2 alphanumeric characters of the course name or 

code to use the typeahead find feature, or click  to open the Course Selection Wizard for help 
locating the course code. Then, click Add to add the course code to the report.

Note: Click  to remove courses from the list of excluded courses.

In the following dual listboxes, select the criteria you want to include. If you do not select any 
criteria in a given dual listbox, the report will display all criteria for that category by default.
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• Course Types

Note: If you select to display course types, courses and artificial courses 
belonging to the selected course type(s) without a department also display in the 
report.

• Course Groups
• Course Grades

Note: If you filter by Course Grades, course groups will not display on the report.

• Course Department(s)

Note: If you filter by Course Department, course groups will not display in the 
report.

Sorting Options – Select one or more sort options for your report.

Only show courses / groups with fewer than  requests – Enter a number in the field 
if you want to select only courses where the number of students requesting the course is less than 
the number you entered. Leave this field blank to select all courses regardless of the number of 
corresponding requests.

Exclude course groups from the report – Select this checkbox to exclude course groups from 
the report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.



190  ProgressBook StudentInformation Scheduling Guide

Course Request Reports

Submit – Click to submit this report to the Batch/Report Management screen.
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Potential Course Conflicts Matrix (R403)

Navigation: StudentInformation > SIS > Scheduling > Scheduling Reports > Potential 
Course Conflicts Matrix (R403)
The Potential Course Conflicts Matrix (R403) report creates a grid (matrix) that displays the 
number of conflicts that would result if 2 courses were offered only once within the same 
block/period (i.e., singleton courses).
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On the Selection Criteria tab, enter or select any of the following options to include them in the 
report.

Department – In the dual listbox, select the department you want to include; course groups will 
not be included in the report if you select specific departments. If you do not select any 
departments, the report will display all departments.

Courses – Enter the course code(s) you want to include in the list of requests. If you do not know 
the course code, enter at least 2 alphanumeric characters of the course name or code to use the 

typeahead find feature, or click  to open the Course Selection Wizard for help locating the 
course code. Then, click Add to add the course code to the report.

Note: Click  to remove courses from the list.

Only return courses with conflicts – Select this checkbox to display only courses that have 
conflicts pertaining to prerequisites, scheduling times, etc. in the report.

Display courses that have requests – In the drop-down list, select whether to display courses 
with requests that are greater than or equal to (>=) or less than or equal to (<=) a particular 
number. Then, in the field to the right of the drop-down list, enter a number.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen

Note: The page numbers (formatted “Page x.x of x”) on this report allow the report 
to be arranged into a grid. The first number is the row where the printed page 
should be placed, and the second number is the column where the printed page 
should be placed. For example, a 4-page report that consist of Page 1.1 of 2, 
Page 1.2 of 2, Page 2.1 of 2, and Page 2.2 of 2 could be arranged as follows:

Page 1.1 Page 1.2

Page 2.1 Page 2.2
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Scheduling Reports

Navigation: StudentInformation > SIS > Scheduling > Scheduling Reports
The Scheduling Reports screen displays all available scheduling reports you can run for a 
particular schedule result set. On this screen, you can also run course request reports (see 
“Course Request Reports” ).

For more information on any of the scheduling reports, refer to the appropriate topic:

• “Student Scheduling Analysis (R426)” 
• “Students Scheduled with Free Time (R415-A)” 
• “Students Scheduled with Free Time by Period (R415-B)” 
• “Student Scheduled In Two Assigned Courses/Sections (R425)” 
• “Student Scheduled Into One Course/Section and Not Another (R424)” 
• “Teacher Schedule (R411)” 
• “Teacher Block Schedule (R427)” 
• “Timetable Grid (R422)” 
• “Class Arena Card (R418-A)” 
• “Class Arena Card (R418B)” 
• “Student Arena Card (R417)” 
• “Students Scheduled with Alt. Courses (R413)” 
• “Section Summary by Report Period (R807)” 
• “Location Schedule (R409)” 
• “Singleton List Report (R813-A)” 
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• “Singleton List Conflict Report (R813-B)” 
• “Class Master Schedule (R407)” 
• “Schedule Card Formatter (R701)” 
• “Add/Drop Audit Report (R209)” 
• “Course Section Summary Report” 
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Student Scheduling Analysis (R426)

Navigation: StudentInformation > SIS > Scheduling > Scheduling Reports > Student 
Scheduling Analysis (R426)
The Student Scheduling Analysis (R426) report compiles a list of student scheduling results for 
the selected master schedule and schedule result set. The report displays each course as a 
separate record with a status from the previous attempt to schedule students into each course.
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On the Selection Criteria tab, enter or select any of the following options to include them in the 
report.

Schedule (required) – Select a schedule from the drop-down list. Default Schedule is selected 
by default.

Note: If the schedule has already been finalized, this field is not selectable.

Schedule Result (required) – Select a schedule result set on which you wish to base the report 
from the drop-down list. You must select a Schedule for schedule result options to display. 

Note: If the schedule has already been finalized, this field is not selectable.
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Homeroom Date (required) – Enter or select a date in the field indicating the date the report 
should use to retrieve students’ homeroom information.

In the following dual listboxes, select the criteria you want to include. If you do not select any 
criteria in a given dual listbox, the report will display all criteria for that category by default.

• Grade(s)
• Course Type(s)
• Administrative Homeroom(s)
• Counselor(s)
• Team(s)
• Membership Group(s)
• Membership(s)

Ad-Hoc Membership – If you want the report to display only students associated with a particular 
ad hoc membership, select an ad hoc membership from the drop-down list. To display ad hoc 
memberships created by other users in the drop-down list, select the Public and Private 
checkbox.

Only Show Students with Number of Non-Assigned Requests >= – Enter the minimum 
number of non-assigned requests to be included in this report in the field.

Print Phone Number – Select this checkbox if you want student phone numbers to display in the 
report.

Compress Assigned Course Information – Select this checkbox if you want the report to 
display only the total number of non-assigned requests per student (rather than displaying the 
details of each non-assigned request for each student). 

Note: In the row of each student, the Non-Assigned area will display any request 
with a status other than Assigned or Removed.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.
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Submit – Click to submit this report to the Batch/Report Management screen.
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Students Scheduled with Free Time (R415-A)

Navigation: StudentInformation > SIS > Scheduling > Scheduling Reports > Students 
Scheduled With Free Time (R415A)
The Students Scheduled with Free Time (R415-A) report compiles a list of students who have 
free periods in their schedules (by student) for the selected master schedule and schedule result 
set. This report can be useful for school buildings to determine how many study halls may be 
needed to accommodate students’ free time.
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On the Selection Criteria tab, enter or select any of the following options to include them in the 
report.
Schedule (required) – Select a schedule from the drop-down list. Default Schedule is selected 
by default. 

Note: If the schedule has already been finalized, this field is not selectable.

Schedule Result (required) – Select a schedule result set on which you wish to base the report 
from the drop-down list. You must select a Schedule for schedule result options to display.

Note: If the schedule has already been finalized, this field is not selectable.

Homeroom Date (required) – Enter or select a date in the field indicating the date the report 
should use to retrieve students’ homeroom information.

In the following dual listboxes, select the criteria you want to display on the report. If you do not 
select any criteria in a given dual listbox, the report will display all criteria for that category by 
default.

• Grade(s)
• Student Status(es)
• Schedule Term(s)
• Period(s)
• Membership(s)
• Membership Group(s)
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Ad-Hoc Membership – If you want the report to display only students associated with a particular 
ad hoc membership, select an ad hoc membership from the drop-down list. To display ad hoc 
memberships created by other users in the drop-down list, select the Public and Private 
checkbox.

Minimum Free Periods in a Schedule Term for Student to Appear on Report – Enter the 
minimum number of free periods to be included in this report in the field.

Print Only Totals – Select this checkbox if you want the report to display only the total number of 
students with free time in their schedules (rather than displaying detailed summary information for 
each student).

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.
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Students Scheduled with Free Time by Period (R415-B)

Navigation: StudentInformation > SIS > Scheduling > Scheduling Reports > Students 
Scheduled With Free Time by Period (R415B)
The Students Scheduled with Free Time by Period (R415-B) report compiles a list of students 
who have free periods in their schedules (by period) for the selected master schedule and 
schedule result set. This report can be useful for school buildings to determine how many study 
halls may be needed to accommodate students’ free time.
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On the Selection Criteria tab, enter or select any of the following options to include them in the 
report.

Schedule (required) – Select a schedule from the drop-down list. Default Schedule is selected 
by default. 

Note: If the schedule has already been finalized, this field is not selectable.

Schedule Result (required) – Select a schedule result set on which you wish to base the report 
from the drop-down list. You must select a Schedule for schedule result options to display. 

Note: If the schedule has already been finalized, this field is not selectable.

Homeroom Date (required) – Enter or select a date in the field indicating the date the report 
should use to retrieve students’ homeroom information.

In the following dual listboxes, select the criteria you want to display on the report. If you do not 
select any criteria in a given dual listbox, the report will display all criteria for that category by 
default.

• Grade(s)
• Student Status(es)
• Schedule Term(s)
• Period(s)
• Membership(s)
• Membership Group(s)
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Ad-Hoc Membership – If you want the report to display only students associated with a particular 
ad hoc membership, select an ad hoc membership from the drop-down list. To display ad hoc 
memberships created by other users in the drop-down list, select the Public and Private 
checkbox.

Minimum Free Periods in a Schedule Term for Student to Appear on Report – Enter the 
minimum number of free periods to be included in this report in the field.

Print Only Totals – Select this checkbox if you want the report to display only the total number of 
students with free time in their schedules (rather than displaying detailed summary information for 
each student). 

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.
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Student Scheduled In Two Assigned Courses/Sections (R425)

Navigation: StudentInformation > SIS > Scheduling > Scheduling Reports > Student 
Sched In Two Assg Cor/Sec (R425)
The Student Scheduled in Two Assigned Courses/Sections (R425) report compiles a list of 
students scheduled for a primary course and one or more secondary courses for the selected 
master schedule and schedule result set.

On the Selection Criteria tab, enter or select any of the following options to include them in the 
report.



206  ProgressBook StudentInformation Scheduling Guide

Scheduling Reports

Schedule (required) – Select a schedule from the drop-down list. Default Schedule is selected 
by default. 

Note: If the schedule has already been finalized, this field is not selectable.

Schedule Result (required) – Select a schedule result set on which you wish to base the report 
from the drop-down list. You must select a Schedule for schedule result options to display. 

Note: If the schedule has already been finalized, this field is not selectable.

Homeroom Date (required) – Enter or select a date in the field indicating the date the report 
should use to retrieve students’ homeroom information.

Primary Course – Select the primary course to which you want to compare the secondary 
course(s) from the drop-down list.

Secondary Course – In the dual listboxes, select the secondary course(s) to which students are 
assigned to display in the report. If you do not select any secondary courses, the report will display 
all secondary courses.

Print Only Totals – Select this checkbox if you want the report to display only total number of 
students scheduled into the specified courses (rather than displaying the name of each student 
scheduled into the specified courses).

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.
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Student Scheduled Into One Course/Section and Not Another 
(R424)

Navigation: StudentInformation > SIS > Scheduling > Scheduling Reports > Student 
Scheduled In Course/Sec Not Another (R424)
The Student Scheduled Into One Course/Section and Not Another (R424) report compiles a 
list of students who are scheduled into only 1 of a specified pair of courses for the selected master 
schedule and schedule result set.

On the Selection Criteria tab, enter or select any of the following options to include them in the 
report.
Schedule (required) – Select a schedule from the drop-down list. Default Schedule is selected 
by default. 

Note: If the schedule has already been finalized, this field is not selectable.

Schedule Result (required) – Select a schedule result set on which you wish to base the report 
from the drop-down list. You must select a Schedule for schedule result options to display. 

Note: If the schedule has already been finalized, this field is not selectable.

Homeroom Date (required) – Enter or select a date in the field indicating the date the report 
should use to retrieve students’ homeroom information.
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Course Scheduled – Enter the course code(s) for the course(s) into which the students have 
been scheduled. If you do not know the course code and/or course section number, enter at least 
2 alphanumeric characters of the course name or code to use the typeahead find feature, or click 

 to open the Course Selection Wizard for help locating the course code.

Course Not Scheduled – Enter the course code(s) for the course(s) into which the students have 
not been scheduled. If you do not know the course code and/or course section number, enter at 
least 2 alphanumeric characters of the course name or code to use the typeahead find feature, or 

click  to open the Course Selection Wizard for help locating the course code.

Add Course Pair – Click to add the selected course pairs to the report. Continue to add as many 
course pairs as needed for this run of the report.

Note: Click  to remove course pairs from the list of included course pairs.

Print Student Phone Number – Select the checkbox if you want student phone numbers to 
display on the report.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.
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Teacher Schedule (R411)

Navigation: StudentInformation > SIS > Scheduling > Scheduling Reports > Teacher 
Schedule (R411)
The Teacher Schedule (R411) report generates a schedule for an individual teacher or for all 
teachers. It displays the courses the teacher is scheduled to instruct (by period) for the selected 
master schedule and schedule result set.
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On the Selection Criteria tab, enter or select any of the following options to include them in the 
report.

Schedule (required) – Select a schedule from the drop-down list. Default Schedule is selected 
by default. 

Note: If the schedule has already been finalized, this field is not selectable.

Schedule Result (required) – Select a schedule result set on which you wish to base the report 
from the drop-down list. You must select a Schedule for schedule result options to display.

Note: If the schedule has already been finalized, this field is not selectable.

In the following dual listboxes, select the criteria you want to include. If you do not select any 
criteria in a given dual listbox, the report will display all criteria for that category by default.

• Course Type(s)
• Staff Member(s)
• Schedule Term(s)
• Period(s)



ProgressBook StudentInformation Scheduling Guide 211

Scheduling Reports

Only Display Free Teacher Meeting Times – Select this checkbox if you do not want to display 
teachers with full schedules on the report.

Suppress Number Of Students Assigned To Courses – Select this checkbox if you do not want 
the number of students enrolled in each course to be displayed on the report when the report is 
printed.

Print One Teacher Per Page – Select this checkbox if you want each teacher’s schedule to be 
printed on a separate page for easier distribution to each teacher.

Include Conflict Messages – Select this checkbox if you want the report to display teacher 
schedule conflict messages.

Only Display Schedules For Teachers With Conflicts – Select this checkbox if you want the 
report to display schedules only for teachers with scheduling conflicts.

Common Text – Enter text in the field that you want to appear at the bottom of each teacher’s 
schedule.

Sorting Options – Select one or more sort options for your report.

Output – Select Report, Labels, or Both Report and Labels.

If you select labels, use the following Adobe page settings when printing the labels to ensure that 
the labels print correctly on the page.

• For Adobe 9:
• Page Scaling = None
• Auto Rotate and Center = Unchecked

• For Adobe 10:
• Size Options = Actual Size
• Orientation = Portrait

Note: If you are using Firefox, you must change a setting before printing labels. In 
Firefox, go to Options. On the Applications window, under Content Type, locate 
Portable Document Format (PDF). In the Action column of that row, change the 
selection from Preview in Firefox to an Adobe option (such as Use Adobe 
Acrobat).

Note: Since this report is used for teachers, to print labels for mailing purposes, 
the teacher’s address information must be available in StudentInformation.

Label Type – If you selected the Labels or Both Report and Labels radio button, select a label 
type from the drop-down list.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.
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Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.
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Teacher Block Schedule (R427)

Navigation: StudentInformation > SIS > Scheduling > Scheduling Reports > Teacher Block 
Schedule (R427)
The Teacher Block Schedule (R427) report generates a schedule for an individual teacher or for 
all teachers. It displays the courses the teacher is scheduled to instruct (by block) for the selected 
master schedule and schedule result set.
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On the Selection Criteria tab, enter or select any of the following options to include them in the 
report.

Schedule (required) – Select a schedule from the drop-down list. Default Schedule is selected 
by default. 

Note: If the schedule has already been finalized, this field is not selectable.

Schedule Result (required) – Select a schedule result set on which you wish to base the report 
from the drop-down list. You must select a Schedule for schedule result options to display. 

Note: If the schedule has already been finalized, this field is not selectable.

Only Display Free Teacher Meeting Times – Select this checkbox if you do not want to display 
teachers with full schedules on the report.

Print One Teacher Per Page – Select this checkbox if you want each teacher’s schedule to be 
printed on a separate page for easier distribution to each teacher.

In the following dual listboxes, select the criteria you want to include. If you do not select any 
criteria in a given dual listbox, the report will display all criteria for that category by default.

• Staff member(s)
• Course Term(s)
• Period(s)

Sorting Options – Select one or more sort options for your report.

Output – Select Report, Labels, or Both Report and Labels.

If you select labels, use the following Adobe page settings when printing the labels to ensure that 
the labels print correctly on the page.

• For Adobe 9:
• Page Scaling = None
• Auto Rotate and Center = Unchecked

• For Adobe 10:
• Size Options = Actual Size
• Orientation = Portrait

Note: If you are using Firefox, you must change a setting before printing labels. In 
Firefox, go to Options. On the Applications window, under Content Type, locate 
Portable Document Format (PDF). In the Action column of that row, change the 
selection from Preview in Firefox to an Adobe option (such as Use Adobe 
Acrobat).

Note: Since this report is used for teachers, to print labels for mailing purposes, 
the teacher’s address information must be available in StudentInformation.

Label Type – If you selected the Labels or Both Report and Labels radio button, select a label 
type from the drop-down list.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:
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• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.
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Timetable Grid (R422)

Navigation: StudentInformation > SIS > Scheduling > Scheduling Reports > Timetable 
Grid (R422)
The Timetable Grid (R22) report creates a grid of courses and their meeting times (by period). 
The grid that displays can be categorized either by Teachers or by Courses. The available 
options to include in the report change depending on which categorization option you choose. This 
report accounts for basic, intermediate, and advanced meeting times. For more information on 
meeting times, see “Course Sections: Meeting Times Tab” ).

Show Grid by Teachers
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On the Selection Criteria tab, enter or select any of the following options to include them in the 
report.

Schedule (required) – Select a schedule from the drop-down list. Default Schedule is selected 
by default. 

Note: If the schedule has already been finalized, this field is not selectable.

Schedule Result (required) – Select a schedule result set on which you wish to base the report 
from the drop-down list. You must select a Schedule for schedule result options to display. 

Note: If the schedule has already been finalized, this field is not selectable.

Show Grid by Teachers or Courses – Select Teachers.

Show Grid by Course Terms or Schedule Terms – Select the Course Terms or Schedule 
Terms radio button to indicate how you want the grid to display in the report.

Course Section Start and Stop Dates – Select the radio button beside Show Dates only for 
Course Sections with Advanced Meeting Times, Show Dates for All Course Sections, or 
Don’t Show Dates for any Course Sections to indicate what dates you want to display on the 
report.

In the following dual listboxes, select the criteria you want to include. If you do not select any 
criteria in a given dual listbox, the report will display all criteria for that category by default.

• Staff member(s)
• Course Term(s) – Only if you selected Course Terms for Show Grid by Course Terms 

or Schedule Terms)
• Period(s)
• Additional Fields to Display – Department, Subject Area, Area of Study, Course 

Grade Level, or Course Type
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Print One Teacher Per Page – Select this checkbox if you want to data for each teacher to 
display on a separate page for easier distribution to each teacher.

Paper Kind – Select a kind of paper from the drop-down list.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.

Teacher mode Course Term view
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Teacher mode Schedule Term view
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Show Grid by Courses
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On the Selection Criteria tab, enter or select any of the following options to include them in the 
report.
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Schedule (required) – Select a schedule from the drop-down list. Default Schedule is selected 
by default. 

Note: If the schedule has already been finalized, this field is not selectable.

Schedule Result (required) – Select a schedule result set on which you wish to base the report 
from the drop-down list. You must select a Schedule for schedule result options to display. 

Note: If the schedule has already been finalized, this field is not selectable.

Show Grid by Course Terms or Schedule Terms – Select the Course Terms or Schedule 
Terms radio button to indicate how you want the grid to display in the report.

Course Section Start and Stop Dates – Select the radio button beside Show Dates only for 
Course Sections with Advanced Meeting Times, Show Dates for All Course Sections, or 
Don’t Show Dates for any Course Sections to indicate what dates you want to display on the 
report.

In the following dual listboxes, select the criteria you want to include. If you do not select any 
criteria in a given dual listbox, the report will display all criteria for that category by default.

• Course(s)
• Course Term(s) – Only if you selected Course Terms for Show Grid by Course Terms 

or Schedule Terms
• Schedule Term(s) – Only if you selected Schedule Terms for Show Grid by Course 

Terms or Schedule Terms
• Period(s)
• Department(s)
• Grade(s)
• Subject Area(s)
• Course Area(s) of Study
• Course Type(s)
• Additional Fields to Display – Department, Subject Area, Area of Study, Course 

Grade Level, or Course Type
Print One Teacher Per Page – Select this checkbox if you want to data for each teacher to 
display on a separate page for easier distribution to each teacher.

Paper Kind – Select a kind of paper from the drop-down list.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.
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Submit – Click to submit this report to the Batch/Report Management screen.

Course mode Course Term view

Course mode Schedule Term view
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Class Arena Card (R418-A)

Navigation: StudentInformation > SIS > Scheduling > Scheduling Reports > Class Arena 
Card (R418B)
The Class Arena Card (R418B) report creates class arena cards used in arena scheduling (i.e., 
bulk assigning course sections). The generated cards can be used in one of the following ways:

1. Card cutout – Students who want a particular course can take the corresponding course 
card.

2. Sheets – Students can write their names beside a course section/seat that they want.
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On the Selection Criteria tab, enter or select any of the following options to include them in the 
report.

Schedule (required) – Select a schedule from the drop-down list. Default Schedule is selected 
by default.

In the following dual listboxes, select the criteria you want to include. If you do not select any 
criteria in a given dual listbox, the report will display all criteria for that category by default.

• Course Type(s)
• Course(s)
• Course section(s)
• Course Term(s)

Print Number of Cards Per Remaining Capacity Plus Extra Cards Percent Of Total Capacity 
– Indicate a percentage of cards over the available seating capacity of courses that you wish to 
be created by the report in the field.

Include Artificial Courses – Select this checkbox if you want to include artificial courses in this 
report.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.
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Class Arena Card (R418B)

Navigation: StudentInformation > SIS > Scheduling > Scheduling Reports > Class Arena 
Card (R418B)
The Class Arena Card (R418B) report creates class arena cards used in arena scheduling (i.e., 
bulk assigning course sections). Students who are given labels with their names (see “Student 
Arena Card (R417)” ) can then place their name label on the printed report sheets to indicate that 
they want a seat available in the class.
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On the Selection Criteria tab, enter or select any of the following options to include them in the 
report.

Schedule (required) – Select a schedule from the drop-down list. Default Schedule is selected 
by default.

In the following dual listboxes, select the criteria you want to include. If you do not select any 
criteria in a given dual listbox, the report will display all criteria for that category by default.

• Course Type(s)
• Course(s)
• Course section(s)
• Course Term(s)

Print Number of Cards Per Remaining Capacity Plus Extra Cards Percent Of Total Capacity 
– Indicate a percentage of cards over the available seating capacity of courses that you wish to 
be created by the report in the field.

Include Artificial Courses – Select this checkbox if you want to include artificial courses in this 
report.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.
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Submit – Click to submit this report to the Batch/Report Management screen.
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Student Arena Card (R417) 

Navigation: StudentInformation > SIS > Scheduling > Scheduling Reports > Student Arena 
Card (R417)
The Student Arena Card (R417) report creates student arena cards used in arena scheduling 
(i.e., bulk assigning course sections). The generated cards for each student can then be placed 
on label sheets to indicate that the student wants a particular course section/seat (see “Class 
Arena Card (R418B)” ).
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On the Selection Criteria tab, enter or select any of the following options to include them in the 
report.

Homeroom Date (required) – Enter or select a date in the field indicating the date the report 
should use to retrieve students’ homeroom information.

Calendar Date – Enter or select a date in the field indicating the date the report should use to 
retrieve student calendars.

Grade – In the dual listboxes, select the grade level(s) to display in the report. If you do not select 
any grade levels, the report will display all grade levels.

Select Only Students Who Have Any Requests – Select the checkbox if you want only students 
with at least one course request to be included in the report.

Number of Cards Printed for Selected Students – Enter a number in the field indicating the 
number of cards to be printed for each student.

Print the Requested Course on Each Card – Select this checkbox if you want to include the 
name of the requested course on each printed card.

Number of Cards Printed in Addition to Above Cards – Enter a number in the field indicating 
the number of additional cards to be printed above the amount entered in the Number of Cards 
Printed for Selected Students field.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.
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Students Scheduled with Alt. Courses (R413)

Navigation: StudentInformation >SIS > Scheduling > Scheduling Reports > Students 
Scheduled with Alternate Courses (R413)
The Students Scheduled with Alt. Course (R413) report compiles a list of students scheduled 
with an alternate course request rather than a primary course request for the selected master 
schedule and schedule result set.
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On the Selection Criteria tab, enter or select any of the following options to include them in the 
report.

Schedule (required) – Select a schedule from the drop-down list. Default Schedule is selected 
by default. 

Note: If the schedule has already been finalized, this field is not selectable.

Schedule Result (required) – Select a schedule result set on which you wish to base the report 
from the drop-down list. You must select a Schedule for schedule result options to display.

Note: If the schedule has already been finalized, this field is not selectable.

Homeroom Date (required) – Enter or select a date in the field indicating the date the report 
should use to retrieve students’ homeroom information.

Grade – In the dual listboxes, select the grade level(s) to display in the report. If you do not select 
any grade levels, the report will display all grade levels.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.
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Section Summary by Report Period (R807) 

Navigation: StudentInformation > SIS > Scheduling > Scheduling Reports > Section 
Summary by Report Period (R807)
The Section Summary by Report Period (R807) report compiles a list of courses and the count 
of students scheduled into each course, as well as the filling capacity for each course, for the 
selected master schedule and schedule result set. Any course in which the total number of 
students scheduled meets or exceeds the filling capacity is denoted by a ***CLOSED*** message.
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On the Selection Criteria tab, enter or select any of the following options to include them in the 
report.

Schedule (required) – Select a schedule from the drop-down list. Default Schedule is selected 
by default. 

Note: If the schedule has already been finalized, this field is not selectable.

Schedule Result (required) – Select a schedule result set on which you wish to base the report 
from the drop-down list. You must select a Schedule for schedule result options to display. 

Note: If the schedule has already been finalized, this field is not selectable.

In the following dual listboxes, select the criteria you want to include. If you do not select any 
criteria in a given dual listbox, the report will display all criteria for that category by default.

• Grade(s)
• Course(s)
• Course Section(s)
• Course Term(s)
• Period(s)

Print Only Open Courses – Select this radio button if you want the report to include only courses 
in which the student count is less than the filling capacity.

Print Only Closed Courses – Select this radio button if you want the report to include only 
courses in which the student count exceeds or is equal to the filling capacity.

Print All Courses – Select this radio button if you want the report to include both open courses 
(i.e., courses in which the student count is less than the filling capacity) and closed courses (i.e, 
courses in which the student count exceeds or is equal to the filling capacity).

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:



ProgressBook StudentInformation Scheduling Guide 235

Scheduling Reports

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.
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Location Schedule (R409)

Navigation: StudentInformation > SIS > Scheduling > Scheduling Reports > Location 
Schedule (R409)
The Location Schedule (R409) report creates a schedule for an individual location or all 
locations, indicating the courses scheduled within a specified time period in each location for the 
selected master schedule and schedule result set. The report is also used to confirm that the 
master schedule does not contain any course location conflicts.
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On the Selection Criteria tab, enter or select any of the following options to include them in the 
report.

Schedule (required) – Select a schedule from the drop-down list. Default Schedule is selected 
by default. 

Note: If the schedule has already been finalized, this field is not selectable.

Schedule Result (required) – Select a schedule result set on which you wish to base the report 
from the drop-down list. You must select a Schedule for schedule result options to display. 

Note: If the schedule has already been finalized, this field is not selectable.

In the following dual listboxes, select the criteria you want to include. If you do not select any 
criteria in a given dual listbox, the report will display all criteria for that category by default.

• Location(s)
• Schedule Term(s)
• Period(s)

Only Display Free Locations – Select this checkbox if you want only free (empty) locations to 
be included on the report.

Print One Location Per Page – Select this checkbox if you want data for each location to print 
on a separate page.

Display – Select All, Free Only, or Conflict Only from the drop-down list.

If you select All, course location conflicts will display on the report highlighted in red.

Group By – Select to either group data in the report by Location (default) or Period in from the 
drop-down list.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.
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Singleton List Report (R813-A)

Navigation: StudentInformation > SIS > Scheduling > Scheduling Reports > Singleton List 
Report (R813-A)
The Singleton List Report (R813-A) compiles a list of courses that meet during only 1 period 
during the day (i.e., singleton courses) for the selected master schedule.

On the Selection Criteria tab, enter or select any of the following options to include them in the 
report.

Schedule (required) – Select a schedule from the drop-down list. Default Schedule is selected 
by default.

Course Term – In the dual listboxes, select the course term(s) you want to include. If you do not 
select any course terms, the report will display all course terms.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)
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Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.
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Singleton List Conflict Report (R813-B)

Navigation: StudentInformation > SIS > Scheduling > Scheduling Reports > Singleton List 
Report (R813-B)
The Singleton List Conflict Report (R813-B) report compiles a list of courses that meet during 
only 1 period per day (i.e., singleton courses) and a list of students who requested 2 or more 
singleton courses that meet during the same period.

On the Selection Criteria tab, enter or select any of the following options to include them in the 
report.

Schedule – Select a schedule from the drop-down list. Default Schedule is selected by default. 

Course Term – In the dual listboxes, select the course term(s) you want to include. If you do not 
select any course terms, the report will display all course terms.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
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• Email Notification – Receive an email with a link to the report when the report is ready to 
view.

• Email Delivery – Receive an email with the report included as a PDF attachment.
Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.

Class Master Schedule (R407)

Navigation: StudentInformation > SIS > Scheduling > Scheduling Reports > Master 
Schedule (R407)
The Class Master Schedule (R407) report creates a list of the master schedule for a given school 
year. Additionally, schedule balancing information for each term is printed at the end of the report. 
The report layout is as follows:

• Course groups (displays all course sections within the course group with course section 
capacity and course group capacity)

• Courses
• Class master schedule balancing
• Demand detail (course and group)



ProgressBook StudentInformation Scheduling Guide 243

Scheduling Reports

Filling counts only include students who are enrolled in the course section on the date on which 
the report is run. The report checks course section assignment start and stop dates.
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On the Selection Criteria tab, enter or select any of the following options to include them in the 
report.

Schedule (required) – Select a schedule from the drop-down list. Default Schedule is selected 
by default. 

Note: If the schedule has already been finalized, this field is not selectable.

Schedule Result (required) – Select a schedule result set on which you wish to base the report 
from the drop-down list. You must select a Schedule for schedule result options to display. 

Note: If the schedule has already been finalized, this field is not selectable.

Filling Count Date (required) – Enter or select a date in the field indicating the date the report 
should use for filling count calculation and period filtering.

In the following dual listboxes, select the criteria you want to include. If you do not select any 
criteria in a given dual listbox, the report will display all criteria for that category by default.

• Course Term(s)
• Course Grade Level(s)
• Department(s)
• Period(s)

Print Only Totals – Select this checkbox to display only totals on the report when printed (rather 
than class meeting details for each course).

Print Course Groups Only – Select this checkbox to display only course groups on the report 
when printed (rather than both courses and course groups).

Show Active Only – Select this checkbox to display only active course sections and course group 
sections.

Display Demand Detail – Select this checkbox to display the Demand Detail section of the 
report, which displays the demand for each course.

Show only courses/groups with demand greater than 0 – Select this checkbox to display only 
courses and course groups with demand greater than 0.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.
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Schedule Card Formatter (R701)

Navigation: StudentInformation > SIS > Scheduling > Scheduling Reports > Schedule 
Card Formatter (R701)
The Schedule Card Formatter (R701) report determines the information included on student 
schedule cards and the layout of the schedule cards, such as the headings, demographic 
information, class sequence and selection controls, student selection and sequence controls, and 
totaling information. All schedule formats include grade, birth date, gender, homeroom, locker, 
and phone number unless otherwise noted.
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On the Selection Criteria tab, enter or select any of the following options to include them in the 
report.

Report Layout – Select the desired layout from the drop-down list. For more information on the 
different official layout types available, see the following table.

Report Layouts

Schedule 
card format 

number
Orientation

Displays 
request 
status?

Displays 
locker and/or 

locker 
combination?

Printing 
fees? Notes

1 Landscape Yes Locker only No When printing, choose Page Scaling = Fit to 
Printable Area

2 Portrait No Locker only No

3 Portrait No Locker and 
combination No

Similar to format 2 but with smaller print;
Displays student ID number

4 Landscape No Locker only No
2 schedule cards for the same student per 
page;
Displays student SSN

5 Landscape No Locker only No
2 schedule cards for the same student per 
page;
Similar to format 4

6 Landscape No Locker and 
combination Yes

Can display unassigned fees;
Displays program;

11 Landscape Yes Locker only No Same as format 1

12 Portrait No Locker and 
combination No

Similar to format 2;
Displays program;
Does not display gender or homeroom
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Note: On Schedule Card Format 6, the font size is 8.5 and will accommodate 17 
assignments on a single page with default margins of 0.4. For students with 17 
assignments (or more), text will print on the second page. You can fit more 
assignments on a single page by reducing the top and bottom margins or using 
the Adobe Page Scaling setting of Fit to Printable Area or Shrink to Printable 
Area.

Schedule (required) – Select a schedule from the drop-down list. Default Schedule is selected 
by default. 

Note: If the schedule has already been finalized, this field is not selectable.

Schedule Result (required) – Select a schedule result set on which you wish to base the report 
from the drop-down list. You must select a Schedule for schedule result options to display.

Note: If the schedule has already been finalized, this field is not selectable.

Left Margin – Enter a number in the field indicating the size (in inches) of the left margin for 
printing. The field defaults to 0.4 if left blank.

Right Margin – Enter a number in the field indicating the size (in inches) of the right margin for 
printing. The field defaults to 0.4 if left blank.

13 Portrait No Locker and 
combination No Same as format 3

14 Landscape No Locker only No Same as format 4

15 Landscape No Locker only No Same as format 5

16 Landscape No Locker and 
combination Yes

Can display unassigned fees;
Similar to format 6;
Displays student SSN

21 Landscape Yes Locker only No Same as format 1

22 Portrait No Locker only No Same as format 2

23 Portrait No Locker and 
combination No Same as format 3

24 Landscape No Locker only No Same as format 4

25 Landscape No Locker only No Same as format 5

26 Landscape No Locker and 
combination Yes Same as format 6

27 Portrait No Locker and 
combination No

Similar to format 13;
Footer displays school’s return address and 
parent’s mailing address for use with 
self-sealing paper (mailer).

Report Layouts

Schedule 
card format 

number
Orientation

Displays 
request 
status?

Displays 
locker and/or 

locker 
combination?

Printing 
fees? Notes
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Top Margin – Enter a number in the field indicating the size (in inches) of the top margin for 
printing. The field defaults to 0.4 if left blank.

Bottom Margin – Enter a number in the field indicating the size (in inches) of the bottom margin 
for printing. The field defaults to 0.4 if left blank.

Note: If you create large margins for the report, some information on the report 
may not display when printed.

In the following dual listboxes, select the criteria you want to include. If you do not select any 
criteria in a given dual listbox, the report will display all criteria for that category by default.

• Course Term(s)
• Course Types
• Period(s)
• Grade(s)
• Program(s)
• Homeroom(s)
• Home School(s)
• Counselor(s)
• Membership(s)
• Membership Group(s)
• Special Education Service(s) – If you select special education service codes in the dual 

listbox, the system refers to the student records entered on the Special Education 
screen Services tab.

Note: The Special Education Services dual listbox displays only if the school 
year in context is FY13 or later. In prior years, special education services were 
entered on the Edit Student Memberships screen and can be selected for this 
report in the Membership dual listbox.

Ad-Hoc Membership – If you want the report to display only students associated with a particular 
ad hoc membership, select an ad hoc membership from the drop-down list. To display ad hoc 
memberships created by other users in the drop-down list, select the Public and Private 
checkbox.

Student Status – In the dual listboxes, select the student status(es) you want to include. If you 
do not select any student statuses, the report will display students assigned to all student 
statuses.

Student Numbers – If you want to run the report for individual students (rather than an entire 
group/grade), indicate the students for which the report is to be processed by entering each 
student’s ID number in the field separated by commas.

Homeroom Date – Enter or select a date in the field indicating the date the report should use to 
retrieve students’ homeroom information.

Common Text for Schedule Cards – Enter text in the field that will display on all student 
schedule cards.

Common Text for Schedules with Results that have No Assignment – Enter text in the field 
that will display on all schedule cards for students whom have at least one course with an 
Unassigned status.
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Suppress Requests That Have No Matching Assignment – Select the Yes radio button if you 
do not want course requests with no matching course section assignments to display on the 
report.

Position For Requests That Have No Matching Assignment – In the drop-down list, select 
whether course requests that have not been assigned a course section should display Before, 
After, or in Any location in proximity to assigned course sections.

Suppress Results That Have No Assignment – Select the Yes radio button if you do not want 
unassigned courses to display on the report.

Position For Results That Have No Assignment – In the drop-down list, select whether 
unassigned courses should display Before, After, or in Any location in proximity to assigned 
courses.

Print Only Schedules With Results That Have No Assignment – Select Yes radio button if you 
want only course requests with no matching course section assignments to display on the report.

Note: Below are 4 examples on how to configure the previous 5 options when 
running the report:

• Example 1: printing schedule cards to hand out to students. The schedule cards will 
include only assigned course requests for students that meet the selected report 
criteria.

• Example 2: printing schedule cards that include both assigned course requests and 
course requests the scheduled attempted to schedule, but for which it could not find a 
valid course section assignment (e.g., due to scheduling conflicts or all course sections 
being at/over filling capacity). Only schedules for students who meet the selected report 
criteria will display.



ProgressBook StudentInformation Scheduling Guide 251

Scheduling Reports

• Example 3: printing schedule cards that include only unapproved course requests for 
students that meet the selected report criteria.

• Example 4: printing schedule cards that include only unfilled course requests (whether 
the scheduler has been run or not) for students that meet the selected report criteria.

Print Schedules Changed After Date – Enter or select a date in the field to indicate that only 
student schedules created after this date should be printed.

Print Blank Schedule Card for Student With Unpaid Fees – Select this checkbox if you want 
to print blank schedule cards for students who have unpaid fees.

Show Meeting Time By Description or Periods/Days/Locations – Select one of the following 
options: 

• Meeting Time Description – Select the radio button to display all meeting time 
descriptions on the report.

• Periods, Days, and Locations – Select the radio button to display course section 
period(s), day(s), and location(s) in separate columns on the report. If a course section 
meets during multiple periods, on multiple days, or in multiple locations, each 
period/day/location displays in a list separated by commas. 

Note: The Periods, Days, and Locations options may not display the complete 
meeting time information for a course section if that course section has advanced 
meeting times (see “Course Sections: Memberships Tab” ).

Omit Unlisted Phone Numbers – Select this checkbox if you do not want students’ unlisted 
phone numbers to display on the report.

Omit Locker Information – Select this checkbox if you do not want student locker information to 
display on the report.

Omit Credit Information – Select this checkbox if you do not want student credit information to 
display on the report.
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Omit Credit Total Information - For schedule card formats that display credit totals below the 
course list for each student, select this checkbox if you do not want credit totals to display on the 
report.

Note: The Omit Credit Total Information checkbox is applicable only if you 
select Schedule Card Format 6, Schedule Card Format 16, or Schedule Card 
Format 26 in the Report Layout drop-down list.

Omit All Phone Information – Select this checkbox if you do not want student phone information 
to display on the report.

Omit Social Security Number – Select this checkbox if you do not want student SSNs to display 
on the report.

Print Two Students Per Page – For schedule card formats that display in portrait orientation, 
select this checkbox if you want two students to display per page in the report. The report output 
PDF file will have dimensions of 8.5 inches by 5.5 inches per page (rather than 8.5 inches by 11 
inches). and the report footer will be hidden if there is no text entered in the common text fields. 

Note: The Print Two Students Per Page checkbox is applicable only if you 
select Schedule Card Format 2, Schedule Card Format 3, Schedule Card 
Format 12, Schedule Card Format 13, Schedule Card Format 22, or Schedule 
Card Format 23 in the Report Layout drop-down list.

Omit Teacher Information – Select this checkbox if you do not want teacher information to 
display on the report.

Omit Counselor Information – Select this checkbox if you do not want counselor information to 
display on the report.

Omit Team Information – Select this checkbox if you do not want team information to display on 
the report.

Omit Homeroom Info – Select this checkbox if you do not want homeroom information to display 
on the report.

Omit Course And Section Info – Select this checkbox if you do not want course code, course 
name, and course section number information to display on the report.

Omit Home School Information – Select this checkbox if you do not want home school 
information to display on the report.

Omit Program Info – Select this checkbox if you do not want program information to display on 
the report.

Student Sorting Options – Select one or more sort options.

Course Sorting Options – Select one or more sort options.

Note: The Schedule Card Formatter (R701) report sorts first by period, then by 
all periods in which a course section may meet. If 2 course sections begin in the 
same period, but 1 lasts for a single period while the other lasts for 2 periods, then 
the single period course section will be sorted first.

Sort Students by Course Section they’re in during Period – Select a Rotation Day or one of 
the Calendar Periods in the appropriate drop-down list.
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Output – Select the radio button beside the intended output for this run of the report (Report, 
Labels, or Both Report and Labels).

Note: If you select Labels or Both Report and Labels, use the following page 
settings in Adobe when printing the labels to ensure that the labels print correctly 
on the page:

• Page Scaling: None
• Auto Rotate and Center: Deselected
• Size Options: Actual Size
• Orientation: Portrait

Note: If you are using Mozilla Firefox as your web browser, you must change a 
setting before printing labels. In Firefox menu, click Options. On the 
Applications window below Content Type, locate Portable Document Format 
(PDF). In the Action column of that row, change the selection from Preview in 
Firefox to an Adobe option (such as Use Adobe Acrobat).

Label Type – If you selected the Labels or Both Report and Labels radio button, select a label 
type from the drop-down list.

Address – Select either the Use Student Address or Use Parent Address radio buttons to 
indicate which address should be used if labels are created (i.e., if you select Labels or Both 
Report and Labels in the Output area).

Use custom address text – Select this checkbox if you want to include custom text that will 
display above each address on the report. Enter your custom text in the field to the right of the 
checkbox if selected.

Include Copied on Correspondence – Select the Yes radio button if you want to include 
contacts marked as “copied on correspondence” when creating address labels.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.

Description – If entered, displays on the Batch/Report Management screen.
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Submit – Click to submit this report to the Batch/Report Management screen.

Schedule Card Format 1

Schedule Card Format 2
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Schedule Card Format 3

Schedule Card Format 4
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Schedule Card Format 5

Schedule Card Format 6
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Schedule Card Format 12



258  ProgressBook StudentInformation Scheduling Guide

Scheduling Reports

Schedule Card Format 16
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Add/Drop Audit Report (R209)

Navigation: StudentInformation > SIS > Scheduling > Scheduling Reports > Add/Drop 
Audit Report (R209)
The Add/Drop Audit Report (R209) compiles a list of course section scheduling activity for 
students enrolling and withdrawing from course sections for the selected master schedule and 
schedule result set.
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On the Selection Criteria tab, enter or select any of the following options to include them in the 
report.

Ad-Hoc Membership – Select an ad hoc membership from the drop-down list to include only 
students associated with the selected membership in the report. To display ad hoc memberships 
created by other users in the drop-down list, select the Public and Private checkbox.

Schedule (required) – Select a schedule from the drop-down list. Default Schedule is selected 
by default. 

Note: If the schedule has already been finalized, this field is not selectable.

Schedule Result (required) – Select a schedule result set on which you wish to base the report 
from the drop-down list. You must select a Schedule for schedule result options to display. 

Note: If the schedule has already been finalized, this field is not selectable.

Date Range (required) – Enter or select dates in the fields indicating a date range encompassing 
the scheduling activity you want to display on the report.

Add/Drop/Remove Date – Select this radio button to run the report based on the effective date 
the student added, dropped, or was removed from the course.

Modified Date – Select this radio button to run the report based on the date you performed the 
add/drop/remove transaction.

Homeroom Date (required) – Enter or select a date in the field indicating the date the report 
should use to retrieve students’ homeroom information.

In the following dual listboxes, select the criteria you want to include. If you do not select any 
criteria in a given dual listbox, the report will display all criteria for that category by default.

• Course ID(s)
• Course Section(s)
• Course Term(s)

Action Type – Select the checkboxes beside each of the action types you want to display on the 
report (Add, Drop, or Remove). 

Page Break on First Sort Term? – Select this checkbox if you want the report to skip to a new 
page based on the first Sorting Option selected. For example, if Teacher Code is selected as 
the first Sorting Option and Page Break on First Sort Term? is selected, then the report will sort 
by Teacher Code and skip to a new page when a new Teacher Code is encountered.

Sorting Options – Select one or more sort options for your report.

Delivery Method (required) – Select how you want to receive the report:

• Pickup – Retrieve the report on the Batch/Report Management window.
• Email Notification – Receive an email with a link to the report when the report is ready to 

view.
• Email Delivery – Receive an email with the report included as a PDF attachment.

Email Address (autopopulated from your StudentInformation account)

Report Format – Select an output format of Adobe PDF, Rich Text File (RTF), Text, Excel 
Spreadsheet, or HTML.
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Description – If entered, displays on the Batch/Report Management screen.

Submit – Click to submit this report to the Batch/Report Management screen.

Course Section Summary Report

Navigation: StudentInformation > SIS > School > Course Section Summary Report
The Course Section Summary Report displays all course section information for the criteria you 
select.

Enter or select the following report criteria.

Term (required) – Select a course term from the drop-down list.

Period (required) – Select a period of the day from the drop-down list.

Course/Section – Enter a course code and course section number in the fields. If you do not 
know the course code and/or course section number, enter at least 2 alphanumeric characters to 

use the typeahead feature or click  to open the Course Selection Wizard for help with locating 
the course code and course section number.

Section Status (required) – Select a section status from the drop-down list (All, Open Only, or 
Closed Only).
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When you are finished selecting your report criteria, click Show Results. A results grid displays 
course information based on the criteria you entered or selected.

Note: To sort by column, click any blue column heading.

The following information displays in the results grid:

• Course code
• Course Section number
• Title (name) of the course
• Course Term
• The Teacher assigned to the course section
• The Room where each course section meets
• The maximum student Capacity of each course section
• The number of students currently Enrolled in this course section
• The course section Status: open (blank) or closed (**CLOSED**)


