
Steps for Performing Student Scheduling

Step Description Documentation

1 Maintain Staff

You will add any new teachers* coming 
to your campus.*New to BISD teachers 
will be added for you by the HELPDESK; 
*New to your campus, you will add (your 
princial will need to send in a service 
ticket to have their access changed to 
your campus).     You will also edit any 
teachers who have had a name change 
since the end of the last school year, 
making sure their Long Name, Short 
Name and Initials are correct.  NOTE: 
You will not inactivate the teachers that 
are gone until you have reassigned their 
courses to their replacement.

Staff File - 
Edit/Delete/Add

2 Update Room (Optional)

You will only perform this function if you 
assign room numbers to the meeting 
patterns in you master schedule.

How to Add/Edit/Delete 
Building Rooms

3 Update the Course Master

You will need to verify that you have a 
section for each teacher at each grade 
level built. Example - if you have 5 1st 
grade teachers you should have 5 
sections of each of the first grade 
courses. You will also need to set your 
deparmentalizations at this time (if you 
have any) as well.If you need a 'new' 
class added, you will need to contact 
TIMS.

How to Add/Edit/Delete 
a Section/Meeting 
Pattern to the Course 
Master

4 Verify Teacher Schedules

You will run this report to verify that you 
have all of the teachers assigned to the 
correct courses. Make the necessary 
corrections. With the exception of your 
PE and Music teachers, each teacher 
should have 10 classes assigned to 
them. 

Generating Teacher 
Schedules

5
Make corrections on Teacher 
assignments

You will use the Teacher Schedule report 
to correct those situations where the 
wrong teacher has been assigned to a 
Course/Section/Meeting Pattern. You will 
need to pay attention to those grade 
levels that departmentalize their classes 
(ie - one teacher for 5th grade teaches 
everyone's English, another 5th grade 
teacher teaches everyone's Science, 
etc.)

How to Add/Edit/Delete 
a Section to the Course 
Master - refer to Step 4
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6
Verifying/Adding Scheduling 
Groups

Once you have verified that the teachers 
have been assigned to the correct 
courses you will need to verify your 
scheduling groups. If you have added 
teachers to a grade level, you will need 
to add a group for that teacher as well. 
You do not have to add a group for those 
teachers that teach your special 
populations (ie BRAVO, Transition, etc.). 
THIS STEP IS VERY IMPORTANT - if 
this not correct, your students will not be 
scheduled correctly and your teachers 
will not be able to see them in their 
gradebook program.

Verifying/Adding 
Scheduling Groups
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7 Repeat Step 5
This is just to verify once again that the 
teachers are assigned to the correct 
courses. 

Generating Teacher 
Schedules

8 Schedule your students

Before you begin this process you will 
want to have your enrollments and 
withdrawals up-to-date. You will also 
need a copy of the latest class rosters, a 
list of those students who will be 
scheduled under special services 
(BRAVO, Transition, etc.)

Scheduling Students

9
Verify that all of your students 
have schedules

You will run the 'Free Period' report to 
determine if you have any students 
missing a class period or a whole 
schedule.

Free Period Report

10 Print Class Rosters

Once you have all of your students 
scheduled, you will need to run class 
rosters for your teachers.  You can also 
run class rosters to post by limiting the 
CLASS PERIOD on on the Class 
Ranges screen to 'Low' = 06; 'High' = 06.

How to Generate Class 
Rosters

11 Set the Lunch Count

You will need to go into the STAFF 
button and set the order in which your 
teachers will enter the cafeteria for lunch. 
You will get the order from your campus 
prinicipal or cafeteria manager. This has 
to be completed in order for the 
automated lunch count function to work.

Staff File - 
Edit/Delete/Add - Step 9

NOTES:
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