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Check that you are in the correct school Year. 

Scheduling Students rostered in section 999    
Vocabulary: 
 
Course Requests: Student requests for courses used 
to load schedules. 
 
Scheduling Group (Team): Identifies classes 
associated with homerooms. 
 
Core Courses: Reading, Writing, Math, Science and 
Social Sciences. 
 
Specials Courses: PE, Visual Arts, Library 
Information Literacy, Music, World Language, 
Technology, Drama, Theatre and ELD 
 
Roster:  Class list. 

 
All students not assigned to a homeroom in IC at 
the end of the previous school year have been 
rostered into a course named “1st Homeroom”, 
section number 999 (as a temporary holding 
center). 
 
All students in the 999 section have been assigned 
Course Requests for Reading, Writing, Math, 
Science, Social Science and Specials. 
 
The following steps will walk through the proper 
way to move these students into their correct 
Homeroom, assign a Scheduling Group (Team), 
and roster them into Core and Specials courses. 
 

Printing a Section 999 student roster  
 

 
 

 

 
1. Index  Scheduling  Courses 

 

 
 

 
2. Search  Search for a : Course/Section  

Advance Search 
 

3. Section # :  999  Search 

08-09 
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4. Click on “999) TBD ES, Teacher”. 

 
 

 

 
 

 
 

5. Select the Roster tab. 
 
6. Click the Print icon. 

 
This will give you the list of all students that have 
been rostered into the 999 section; these students do 
not have a full schedule. 

Find a student in Section 999   
 

 
 

 
Using the roster of students from Section 999, 
select a student to be scheduled.  Decide which 
teacher, homeroom and Scheduling Group the 
student is going to be rostered. 

 
1. Index  Student Information  General. 

 
 
 

 

 

 

 
2. Select the Search tab. 
 
3. Click Advanced Search. 
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4. Enter the Student Number. 
 
5. Click Search. 
 
 
 

Scheduling a Student using Walk-in Scheduler  
 

 
 

 
1. Select the Schedule tab. 
 
2. Click Walk-in Scheduler. 
 

 
 

 
 

  
The Walk-in Scheduler window will open.  The 
student’s schedule will be displayed on the left. The 
courses that have been requested for the student 
will be displayed on the right. 
 
A 1st Homeroom, section 999 has been temporarily 
scheduled for the student in periods 01 and 02.  
This needs to be changed to the correct homeroom 
for the student, periods 01, 02. 

 
 

 
 

 
3. Click on the Section number 999 XX 

Homeroom, from the left side of the schedule 
screen.(the blue hyperlink of the course) 

4. Select Delete to delete this section from the 
student’s schedule in the popup window. 

 
Select OK from the warning screen only if you are 
deleting prior to the first day of school. 

 
 
If moving the student as of the 1st day of school and 
thereafter, enter an End Date and save. 
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 6. Click OK. 
 

 
 

 
The Schedule will now be filled with the word 
Empty. 
 
7. Click Search. 

 

 
 

 
A Section Search window will appear. 

 
8. Search for the Team.  Select from the drop-

down list. 
 
(Team (Scheduling Group) is the homeroom 
teacher’s last name.) 
 
9. Click Search 
 
A list of all classes that have been assigned to that 
Team (Scheduling Group) will be listed below. 
 

10. Click on the section hyperlink below the 
Homeroom course name. 
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The schedule on the left will now show that 
Homeroom has been scheduled in period 01 and 02. 

 
11. Click Search. 
 

Continue to Click Search until the Search button 
turns into a Student Requests button. 
 

 
 

Changing Team (Scheduling Group) Assignment  
 

 

 
1. Click Student Requests. 

 

 

 

 
2. Select the correct Team (Scheduling Group) 

from the drop down list. 
 
This will allow all the requested courses to be 
scheduled with the correct teacher 
(Team/Scheduling Group) at one time. 

 
3. Click Save Reqs. 

 
 

 
 

 



  EESS  SScchheedduulliinngg  --  999999  SSttuuddeennttss        

Infinite Campus data confidentiality must be maintained in accordance with DPS Board Policy JRA/JRC. 
Department of Technology Services ‐ Revised 7/31/2008 – lg, Sched,2_ES Scheduling 999_2009.doc   
  Page 6 of 7 

6

Loading Course Requests  
 

 

 

 
1. Click Load. 

 

 
 

 
A dialog window will open:  
Requests will be loaded into the schedule.  Do 
you want to continue? 

 
2. Click OK. 

 

 

 

The left side will now show a full schedule. 
 

Every student should have: 
Homeroom 
Reading 
Writing 
Math 
Science 
Social Sciences 
PE 
Visual Arts 
Lib & Info Lit 
Music 

 
Specials will vary according to schools. 
 
This will automatically SAVE. 

Additional Information  

 

• Non-ELA E/S ECE students should be scheduled 
only in a homeroom, no specials or cores. 

• ELA-E/S ECE students should be scheduled in a 
homeroom and ELD, no specials or cores. 

• Non-ELA E/S KG students should be scheduled 
in a homeroom with specials and cores. 

• ELA E/S KG students should be scheduled in a 
homeroom and ELD with specials and cores.  

• Platooning is included in the team schedule. 
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Elementary School Schedule 
 

Sample 
 

 
 
 


