
Scheduling Courses for Elementary School Specialist 
 
To schedule specials like Art and Music, you need to do the following.  First, you must 
be logged in with Counselor or Administrator rights.  Then do the following: 
 
1. Click on Scheduling 
2. Click on Step 3, Subject Scheduling 
3. Find the elective courses and click on the check box in front of the course name.  Then 
open one course.  This way you will be able to click Next and move from one course to 
the next. 
4. Where it says teacher is the "Default teacher" click on the radio button that says 
"Specify." 
5. Change that to the correct specialist and the class will show up when the specialist logs 
into SMS. 
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