
Walk In Scheduler
The Walk-In Scheduler allows modification of a student's schedule, whether a student
needs to drop a course, add a course, or a new student enrolls in the school at any time
during the year. Changes made to the student's schedule occur in real time, which means
when a student is added to a course section, the teacher of that course section can see the
student was added to the course roster, and can record attendance for that student and
begin tracking assignments for that student.
The Walk-In Scheduler is accessed from the Student Information > General > Schedule tab.
Click theWalk-In Scheduler button in the action bar at the bottom of the page.

Filter Options

When first accessing the Filter, the schedule grid displays all terms and period schedules,
both active and dropped courses, and any special days marked on the Calendar Days tab.
Click on the Filter to change the display. The blue dot on the Filter indicates the schedule is
filtered. To go back click on Reset.



Settings

There are five different settings that can be turned on or off when working with course
requests and searching for courses. Each option also includes a short description of that
setting that displays when clicking the info icon. Note that some of the settings may
increase the overall height of the grid, which could limit the amount of data that displays.
This image shows the default settings.

Display Course and Section Numbers in Active Grid

With the setting on, the course number and section for the currently placed course displays.

With the setting off, the course number and section for the currently placed course does
not display, and only the name of the course displays.

Display Full Sections

With the setting on, sections that have reached the entered max seat count display in
search results and in the schedule grid. Full sections display in red.

With the setting off, sections that have reached max seat count do not display in search
results or in the schedule grid.



Drop/Add Default: Keep

With the setting on, the Update modal highlights the option to keep the course in the
schedule when courses overlap or meet in the same period. (ELEMENTARY Scheduling turn
ON)

With the setting off, Update modal highlights the option to drop the course in the schedule
when courses overlap or meet in the same period.

Section List Default in Search: Open

With the setting on, searched courses return expanded, showing available course sections.
(Recommend this be ON)

With the setting off, searched courses returned collapsed.

Filter Requests By Team

With the setting on, searching for requests restricts the results to those courses taught by
the team assigned to the student or assigned to no other team.

With the setting off, there is no restriction on the request search.

ManageCourse Requests

This is mostly for HS and MS and is done during Course
Registration.

Here, users can see which requested courses have been
scheduled, and how many total scheduling units (periods
times terms) the student has filled. Use the Add Requests
button to add more course requests. Use the Search
panel to find and place additional courses for the
student.



Adding CoursesManually

Use Search Panel

Search for courses by entering one or more of the following options:

● Course Name (or part of the course name)
● Course Number
● Teacher's last name
● Term in which the course meets
● Period in which the course meets
● Schedule
● Team Name
● Department

If an Effective Date is not necessary then Clear it out.

For Elementary Scheduling the easiest search is the Teacher’s Last Name. It’s not
necessary to enter the entire last name. With the recommended Settings turned ‘On’ Add
courses is quick.

Click on each section. The Schedule Update box will appear. Click on Save.



For Middle/High School Scheduling double clicking on the period will display all available
sections for that period. The search will Display will indicate Period and Term. Click on the
correct section. The Schedule Update box will appear. Click on Save.




