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Chapter 7: Requests

Figure C-1.  Scheduling processes. 
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Figure C-2.  Steps in the scheduling process. 
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Master Schedule Builder 

Requirements for Using the Master Schedule Builder and Student 
Schedule Loader 2 

Periods
All
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INITIALIZATION (PART ONE) 

Maintenance

Step 1: Create new academic year 

Maintenance

Academic Year to Create

Based on Academic Year

i.e.

Clear New Year

Clear Existing Course Requests
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Set Scheduling Grade 

Use Next Year Grades

OK
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ADMINISTRATION MAINTENANCE 

Chapter 3: Setting Up

Step 2: Set up the scheduling data in Administration Maintenance 

Maintenance Periods

Schedule Build? Builder Block

Schedule Build?

Builder Block

Can Schedule? Schedule Build?

Scheduler

Chapter
3: Setting Up

i.e.

Y
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Y

Directory Location

Install

Preferences

What is the default value for the Default Section Maximum Class Size? 

What is the default value for the Default Section Minimum Class Size? 

What is the default value for the Default Section Optimum Class Size? 

What is the default value for the Course Request Priority? 

When taking a course, are credits earned [I]mmediately, at the end of the [Y]ear, or 
each [T]erm? 

When creating a new Section ID from the Master Schedule Builder, how many digits 
should the section number be? 

Which program should be used for automatic scheduling? 2

Should the scheduling interface be saved between loading runs? Y
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INITIALIZATION (PART TWO) 

Step 3: Copy courses and sections to the next academic year 

Maintenance

Copy All Courses

Copy Only Courses with Students Scheduled

Copy Only Courses where Type Status Group

Copy All Sections

Copy Only Sections with Students Scheduled

Copy Only Sections where Group

Don’t Copy Any Sections
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Assigned Faculty 
Next Year 

Assigned Rooms 
Next Year 

Section Schedule (Blocks)
Next Year i.e.

Class Resources

OK

The requested information was successfully copied.

Clear Next Year Courses and Sections 

Step 7: Enter course 
requests through Student Request Maintenance

Maintenance

Are you sure you wish 
to remove all of the courses, sections, and schedules for next year? Yes
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Step 4: Review and establish your master schedule for next year 

Step 5: Set up options for the master 
schedule builder

General

Step 12: Run the Schedule Loader

Step 7: Enter course requests through Student Request Maintenance
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MAINTENANCE FOR MASTER SCHEDULE BUILDER 

Step 5: Set up options for the master schedule builder 

Chapter 4: 
Maintenance

Courses

Request Priority

1 5

Link Code
e.g.

Subject Area 1 9

Grading
Max. Class Size Min. Class Size Optimal Class Size

Sections
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Rooms

Name
Capacity

Scheduling Options

Scheduling Options

Subject Area 1 9

Department

Free Time

Override selectable free time
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Faculty/Staff 

Active Name

Department Employment

Scheduling Options

Maximums Scheduling Options

Periods per day 
Unique courses per term

Sections per term

Contact periods per year

Contact periods per year calculation 

(terms in which section meets)  (meeting times per rotation)  (periods per day) 

Figure C-3.  Calculation for the number of contact periods per year. 
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Reserved Room

Subject Area 1 9

Free Time

Override selectable free time

Scheduling Options
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COURSE RECOMMENDATIONS 

Step 6: Use Course Recommendations Maintenance

Step 6: Use Course Recommendations Maintenance (optional) 

Enable Course Recommendation Entry
School

Review and Edit Course Recommendations 

Recommendations
Chapter 7: Requests

Reports

Convert Recommendations to Requests 

Recommendations
Default Request Priority

OK

SENIOR SCHEDULING SYSTEM v.6.0 C-15 



Appendix C 

Clear Course Recommendations 

Recommendations
This will 

clear all of the student course recommendations currently entered in the system!
Clear
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COURSE REQUESTS 

Step 7: Enter course requests through Student Request Maintenance 

Student Request Maintenance by Student 

Chapter 7: Requests

1. Requests

2.

3.

4. Student Name New

5. Course ID
Search

6.

7. OK

Student Name

Student Request Maintenance by Group 

1. Requests

2.

3. Group
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4. OK

Appendix A: 
Building Queries

5. New

6.
ID Search

7.
Delete

8. OK

9.

Delete Entries in this Group
Delete This Group

10. Update

Figure C-4.  Query criteria to retrieve next year’s tenth graders. 

Step 8: Review course requests using the available reports 

Step 9: Enter data into Class 
Resource Maintenance

Chapter 10: Reports
Reports
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Step 7: Enter course requests through Student 
Request Maintenance

Diff.

Report Description 

Student/Course 
Request List 

This report can be run either by student or by course request to 
indicate the course requests that have been entered into the system.  
By Student will list each student and his or her course requests (this 
report must also be sorted by RG_COURSE_REQ.SORT_KEY).  By 
Course lists each course and the students that have requested it (this 
report must be sorted by RG_COURSE_REQ.COURSE_NAME or 
COURSE_ID in addition to selecting the By Course radio button). 

Student/Course 
Confirmation List 

This report prints each student’s primary course requests and any 
first and second alternate course requests that have been entered 
into the system. 

Course Request 
Tally Report 

This report will display each course and indicate the total number of 
student course requests.  It also breaks the total student course 
requests down by gender and grade level. 

Conflict Matrix This report is located under Conflict Reports.  It will help in 
determining where not to schedule classes when establishing your 
master schedule.  Along with the Conflict Matrix report, you may also 
look at the Potential Conflicts Query that is located under the Query
menu.  This will allow you to select two or more courses to see how 
many students have requested those courses. 

Figure C-5.  Reports that can be used to review student requests. 
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CLASS RESOURCE MAINTENANCE 

Step 5: Set up options for the master schedule builder

Step 5: Set up options for the master schedule builder

Step 9: Enter data into Class Resource Maintenance 

e.g.

Chapter 4: Maintenance

1. Maintenance

2.

3. New
Edit

4. Section

5. Max Seats

6.

7. Each section will meet
for

term
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8. To teach these sections select no one to teach 
these sections based on resource courses, 
subject area, or department

Scheduling Options
select this teacher

9. Meeting Times

10.
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BUILD MASTER SCHEDULE 

Step 10: Run Master Schedule Builder 

Requests
Automatic

Chapter 6: Requests
OK

Step 11: Review the master schedule lists and reports 

Step 5: Set up options for the master schedule builder Step 9: Enter data into Class 
Resource Maintenance
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STUDENT SCHEDULE LOADER 

Step 12: Run the Schedule Loader 

Step 8: 
Review course requests using the available reports

Chapter 7: Requests

Requests
Automatic

Chapter 7: Requests
Schedule Loader One Schedule Loader Two Schedule Loader Three

OK Build

Step 13: Review the Schedule Loader results through Reports 

Reports

Report Description 

Student/Course 
Request 
Statistics 

This report will provide you with a running percentage of Full, Partial 
and Unscheduled students, broken down by grade/form.  You can 
review this to see if specific grades are not being scheduled for some 
reason or why students may be only partially scheduled. 

Student/Course 
Request List 

This report, which you may have run prior to running the schedule 
loader, can be run again with the Show Request Status and Show
Statistics checkboxes selected.  It will then print out the scheduling 
codes used by the loader to indicate why a request was not 
scheduled, as well as the percentage loader for each course. 

Course Schedule 
Tally Report 

Similar to the Course Request Tally report, this report will display 
each course and indicate the total number of students scheduled for 
each section.  It also breaks down the students scheduled by gender 
and grade/form. 

Figure C-6.  Reports that can be used to review schedules. 
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Step 14: Re-run Master Schedule Builder and/or Student Loader 

Step 10: Run Master Schedule Builder

Step 11: Review the master schedule lists and reports

Step 12: Run the Schedule Loader

Step 13: Review the Schedule Loader results through Reports 

Step 16: Hand schedule course requests

Step 15: Freeze generated sections 

Requests
Generated Schedule
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MANUAL SCHEDULING 

Chapter 7: 
Requests

Step 16: Hand schedule course requests 

Requests

Automatic
Scheduling

Schedule Requests By Course 

1. Requests

2.

3.

4. Course Name

5.

6. Schedule

7.
Unschedule

Unschedule All
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Schedule Requests By Student 

1. Requests

2.

3.

4. Student Name

5.

6. Schedule

7.
Unschedule Unschedule All

The Auto button in  can be
used to have the system attempt to schedule any unscheduled

course requests.  The system will select different potential  
schedules for the student.  It will not create partial schedules. 

1. Auto

2. N

3. Override MAX Seats for Sections

4.

5. Select

6.
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COPY CLASSES/SCHEDULES TO THIS YEAR 

Step 17: Copy classes and student schedules to the current year 

1.

2. Maintenance

3.

4.

Chapter 7: Requests

5. OK

6.

Step 17: Copy classes and student schedules to the current year
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