
Steps for Performing Future Scheduling

Step Description Documentation

1 Setup campus

Clone the entity year, term definiations, 
course/class header, calendar files. Be 
sure to run SM/OF/FS/CM/Utility/Mass 
Add Control Sets Possible - run using the 
option of control sets that have already 
been assigned.

TIMS performs this step.

2 Review the Course/Class Header

Go to SM/OF/FS/CC. You will edit the top 
table fo the screen by activating or 
inactivating courses. If you need a 
courses added, you will need to contact 
either Deborah via email. DO NOT 
change the course descriptions. 

How to Activate/Inactivate/Edit 
Course Header

3 Maintain Staff

During the Future Scheduling process, 
you will want to be sure to mark those 
teachers who are unavailable during 
certain periods of the day. If you already 
know that you are adding a teacher, this 
may done at this time as well. You can 
also inactivate a teacher for the next 
year. TIP: To maximize your use of the 
scheduling board, you will want to assign 
your teachers to a department. If you do 
not see a department you need listed 
contact Deborah and it can be added.

Staff File - Add/Edit/Inactivate

4 Update Rooms (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

5 Bump students from feeder 
schools to your campus

TIMS will 'bump' the 5th and 8th graders 
to their respective feeder schools upon 
completion of the 3rd marking period 
report cards (sometime during the 4th 
marking period). Note:  Updates on 
students who have withdrawn and/or 
enrolled will be provided approximately 
every 2 weeks through the end of April.

TIMS performs this step

6 Be sure the grad year is correct 
for all students

Students whose Grade/Grad Yr do not 
match will not auto-schedule. You will 
need to generate this report and correct 
any discrepancies for the current year.  

How to Correct Grad Yr 
Discrepancies
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7

Generate WEB passwords for 
students - do this step ONLY if 
you are allowing students to enter 
their requests via the web

You will submit a HEAT ticket to TIMS; 
you will also need to specify the dates 
you will need WEB access active.  TIMS 
will generate the passwords. You will 
datamine the logons and passwords to 
generate your labels. 

Mail Merge Creating 
Logon/Password Labels

8 Split specified grade levels into 
teams 

If you need specific grade levels split into 
teams, you will submit a HEAT ticket or 
email to Deborah and/or Tonya. TIMS will 
perform this function and send you lists of 
the students who have been assigned to 
the teams. 

This step performed by TIMS.

9 Enter Course Requests

You will enter the course requests for 
your students - there are multiple ways to 
accomplish this task. You can use any 
one of these methods or a combination of 
these methods. This will include manually 
putting students into AP, Special Ed, 
Band, etc. classes.

a.  Mass add core course requests - this 
is the simplest way to add those courses 
that you know the students must take - ie, 
English, Math, Science, etc. 

How to Mass Add Course 
Requests

b.  Allow the students to enter their 
requests via the Web. 

How to Build Courses for Web 
Access

c. Manually enter students requests 
through SM/OF/FS/BS. This process 
allows you to enter requests one student 
at a time.

How to Enter Requests for a 
Student

10 Generate Student Course 
Selection Lists

You will need to generate and print the 
student course selection lists to distribute 
to students. You will also need to notify 
TIMS of your schedule if you are allowing 
students to select courses via the web. 
TIMS will have to turn the selection 
window on and off. 

How to Generate Availablity Lists 
for Student Selection

11 Verify you have requests entered 
for all active next year students

You will generate reports providing lists of 
those student who do not have any 
requests entered. 

How to Generate Report for 
Students with No Requests

HIGH SCHOOLS ONLY - you will also 
need to identify students who have too 
few or too many requests.

Too Many-Too Few Course 
Requests
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Optional  - you can also generate a 
report that will provide a list of requests 
by course. One use for this would be to 
determine if requests entered for 
students in the wrong grade level for the 
course or to make sure girls are not in 
boys PE or vice-versa.

How to Generate a Report 
Showing Student Requests by 
Course Number

12 Estimate the number of sections 
for each course

Once you have all of the requests 
entered, you will run the utility which 
updates the estimated number of 
sections based on the number of 
requests.

Estimated Section Utility

13 Course/Class/Count Report

You will generate and print this report. 
This will provide you with the number of 
sections each course will need for next 
year based on the number of requests. 
This report will also assist with any 
changes that need to be made to the 
scheduling board.

Course/Class Count Report

14 Update Course Master

Add or modify sections. Based on the 
Course/Class Count Report you will need 
to either add or delete sections and 
meeting patterns for courses. 

Deleting a Section From 
Course/Class; Page  3  of How to 
Delete/Inactivate/Edit Course 
Header (Step 2 )

15 Verify Accuracy of Master 
Schedule

Verify that you have your schedule setup 
as desired. You can do this by either 
generating the Teacher Schedules or 
viewing the Scheduling Board.

Generating Teacher Schedules

16 Run Auto Scheduler/PSEUDO

This step can be run as many times as 
needed. The directions will explain how to 
save runs and restore them. You will 
rerun this process any time you make 
changes to the master schedule in your 
efforts to resolve conflicts.

Running the Auto Scheduler

 

17 Resolving conflicts

There are several ways in which to 
resolve conflicts - Course Conflict Report, 
Student Conflict Report, Scheduling 
board - each are described in the 
directions.  You can also create a Conflict 
Matrix and a Room Conflict report. Note:  
When you are down to 10% or less in 
conflicts, you are probably to the point 
where you need to 'fix' the conflicts by 
individual student.

Resolving Scheduling Conflicts;     
Create Conflict Matrix;  Generate 
Room Conflict List
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18 Actual Run

Once you have the master schedule set, 
you will need to run the actual schedule 
process. This will convert the requests 
into a schedule. VERY IMPORTANT - 
THIS STEP MUST BE DONE BEFORE 
THE "BUMP-UP" IS DONE IN JULY.

Performing An Actual Run
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19 Distribute Student Schedules for 
Next Year

Generate and distribute student 
schedules according to the campus-
based timeline

Generating Student Schedules

NOTES:

5 11/29/2007


