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Scheduling New Students    

 
Vocabulary: 
 
Course Requests: Student requests for courses 
used to load schedules. 
 
Scheduling Group (Team): Identifies the 
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 new students not in a homeroom 
will need to be assigned to a: 
• Teacher 
• Scheduling Group (Team) 
• Homeroom  
• Fully scheduled 

 
The following steps will roster new 
students into their correct Homerooms, 
assign a Scheduling Group (Team), 
roster them into Core and Specials 
courses. 
 

Find a Student   
 

 
 

 
Once a student had been enrolled, 
identify the teacher, homeroom and 
Scheduling Group with which the 
student is going to be rostered. 

 
1. Index  Student Information  

General. 
 

 
 

 

 

 
2. Select the Search tab. 
 
3. Click Advanced Search. 

 
 
 
 



                                              EESS  SScchheedduulliinngg  NNeeww  SSttuuddeennttss  PPrriioorr  ttoo  11sstt  ddaayy  

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,3_ES 
Scheduling_NewStu_prior2009.doc   
  Page 2 of 5 

 
 

 
 

 
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. 
 
Note:  Both of which will be empty. 

 
3. Click on the Search icon. 

 
 
 
 

 

Section Search window will appear. 
Schedule Reading: 
 
Step 1. Search for the Team.  
Select from the drop-down list.  
Team (Scheduling Group) is the 
homeroom teacher’s last name. 

 

Step 2. Click Search 
 

A list of all classes that have been assigned 
to the Team (Scheduling Group) will be 
listed below.  
 

Chapman 
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 The student will need to be assigned to 
each of the classes listed. 

 

 
 

 
Step 3. Select the Reading section. 

Click on the section hyperlink 
below the Reading course name. 

 
The Reading course will show in the 
schedule in Alt1.  

 
 

 

 
 

 
Schedule Writing: 

Step 1. Select the Team. 
Step 2. Select Search. 
Step 3. Select the Writing section. 

Click on the section hyperlink below the  
Writing course name. 

 
The Writing course will show in the 
schedule in Alt1.  

 
Continue with this 3-step process: 

Step 1. Select the Team 
Step 2. Select Search 
Step 3. Select the Section  

 
until all courses for the Scheduling Group 
have been added to the schedule. 
 
 
Add ELD (English Language 
Development) as defined by the ELD 
rules.  See the “ES Scheduling Adding 
ELD” Quick Reference Guide. 
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A fully scheduled student will 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. 
 

NOTE:  All students are scheduled 
into a regular grade-level Homeroom. 
ELA E/S homeroom will not be used. 

 
Adding a Team (Scheduling Group) 
Assignment 

 

 

 

Adding a Team (Scheduling Group) to 
each student. 
 
 

1. Click Student Requests. 

 

 
 

 
2. Select the correct Team 

(Scheduling Group) from the drop 
down list. 

 
This will assign the student to a 
(Team/Scheduling Group). 

 
3. Click Save Reqs 
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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. 

 
Sample Elementary School Schedule 

 
 

 
 
 
 
 
 
 
 
 
 
 

Prior to start of school 


