Scheduler Training
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  SMS Scheduling Check List

	Steps
	Task
	Reference
	Notes
	Date & Initials

	1
	Create Planning Calendar
	p. 1
	
	Done

	2
	Check Room Setup
	p. 2
	
	

	3
	Check Staff Setup
	p. 3 & Appendix B
	Should be done before training
	

	4
	Check Course Setup
	p. 3
	
	

	5
	Set Scheduling Group(s)
	p. 5
	
	

	6
	Set Scheduling Term Sets
	p. 5
	
	Done but should be checked

	7
	Set Day Pattern
	p. 7
	
	

	8
	Set Bell Schedule(s)
	p. 8
	
	

	9
	Set Meeting Patterns
	p. 10
	
	

	10
	Set Course Offerings and Meeting Patterns for all courses
	p. 13
	
	

	11
	Enter Student Course Requests
	p. 19 & Appendix A
	Verify that all students have correct number of requests.  Must be completed prior to scheduling training.
	

	12
	Configure Student Loading Rules
	p. 13
	
	

	13
	Create Master Schedule
	p. 19 & Appendix E
	
	

	14
	Set Student Loader Options
	p. 20 & Appendix D
	
	

	15
	Load Students
	p. 20
	
	

	16
	Modify Master Schedule (as needed)
	
	
	

	17
	Modify Student Schedules (as needed)
	
	
	

	18
	Complete Master Schedule and all student schedules
	
	Prior to last week of school.
	

	19
	Print reports for year-end clearance
	Appendix H
	Must be completed prior to principal clearance.
	

	20
	Select Planning Schedule to be used for SY 2006/2007
	
	Must be completed prior to principal clearance.
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Configure scheduling aspects of rooms, staff & courses

Boom Setup
Staff Setup
Course Setup

117 rooms
90 teachers
-32 courses assigned to school

Create one or more planning schedules

Set up the schedule structure
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+ Configure student loading rules

Constraints

Class Loading Rules
Team Loading Rules

0 class constraints
0 class rules
0 teams

Step 5:

Configure terms & meeting patterns for courses
Step 10 Course Offerings & Meeting Patterns 0/-32 courses with offerings conf

Step 6:

Create the school's master schedule
Class Scheduling Options

Over-allocation 0%

Step 13 Course Request Tally 489/82 students with requests
Teacher allocations 0/90 teachers allocated
Master Schedule 0/0 classes scheduled
Step 7: Load student schedules
Step14  Student Loader Options Class overfill 09; unscheduled rex

Step 15
step

Load Students

Select Current

0/82 students with full schedules

: Select one planning schedule to become active when YEP is run

No planning schedule selected




