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When to use Requests & Rosters?

• AFTER calendars for the next school year are created.

• AFTER rolling student enrollments forward to the next school year.

• IN BETWEEN using the Scheduling Board to build courses.

• BEFORE using the Course Planner to plan the total number of courses and 
sections.

• IN BETWEEN using Scheduling Board and other scheduling tools to complete 
the scheduling process.

* Limit its use after the start of the new school year.
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Requests & Rosters

• Creating Requests

• Create, modify, or remove required course requests for groups of students.

• Filter students by student groups or scheduling teams, roster data from a 
previous year, or from other existing requests

• Will not duplicate requests for students who already have generated 
requests.

• A message displays indicating how many requests were created when using 
this process
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Filter/View Options

Select “inactive students” to view students 
who do not have an active enrollment record 
in the selected calendar. 
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Student List

NOTE – Student must have a 
locked IEP in the selected 

calendar for the flag to 
appear.
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Batch Edit Student Requests

• Allows the addition or removal of course requests for students

• This process can be done prior to, during or after students have 

entered their course requests.

Some examples for editing student requests:

• Add a Homeroom course for all incoming freshmen.

• Remove requests for a course that is no longer being offered.

• Add a required request for a computing course for all sophomores.

• Remove a request for a student because they haven't met the course's 
prerequisites.
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Batch Edit Student Request Information
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Add Requests

RATS:
Read All The 

Screens
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Add Requests – Clipboard Results
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Remove Requests
Student View-filter as desired (E.G., grade 7, unsatisfied request for 6000 Reading)
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Remove Requests
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Student Constraints
• Students who have a Strict Student Constraint with other students selected 

to be in the same course section display with a warning icon. 

– This displays in the Batch Edit Course Roster and the Roster Builder.
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Batch Edit Student Rosters
Allows the addition or removal of students from section rosters. 

Some examples for using Batch Edit Student Rosters:

• Copying the section roster from last year's 5th grade homeroom to this year's 6th 
grade homeroom.

• Ensuring the Second Grade STAR Team has the same teacher as the Third Grade 
STAR Team.

• The Football team can't be scheduled into instructional courses during the last 
period of the day, and all of the players need to be scheduled into a Study Hall 
instead.

• A few seniors need to take Sociology, but it only meets once during the semester.
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Batch Edit Student Rosters - Add Students to Section Rosters
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Batch Edit Student Rosters –
Add Students to Rosters with a Specific Start Date

NOTE – Do not add a start date unless 
it is after the first day of the term. 
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Roster Builder

• Course View

• Select course section for rostering

• Roster Builder

• Select students from list - filtering options

*Only for Active Trial; rosters must then be locked in the Schedule Board

• NOTE: Cross-Site students are NOT INCLUDED in the Roster Builder because 
they cannot be added, removed, or updated in the Requests & Rosters tool.

• Placeholder courses may be used for Cross-Site students until schedule is 
finalized
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Roster Builder, cont.
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Roster Setup

Courses View

• Click on section

+ Roster builder

• filter on unsatisfied 

requests if requests exist

+ Student Name

* Using requests and filtering by unsatisfied, removes the students from the 
list when navigating to the next section
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Roster Builder
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Roster Copy

View by Students

• Filter by Course Roster / Sections
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Roster Copy – Batch Edit Student Roster

Batch Edit Student Roster

• Filter by (if desired)

• Course

• Teacher

• Department

Select course(s)

• Add to or remove

from Roster
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Batch Edit Student Roster
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Roster Copy

Students View

• Filter by 

• Calendar

• Course

• Section number
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Roster Copy, cont.

Use Batch Edit Student Rosters

• Locate course / section

• Filter by 

• Course number / name

• Department

• Teacher

• Team
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Batch Edit Course Rosters

Updates - adds or removes - students from the selected course sections.

- Some examples for managing course rosters using this option:

• Add students in a specific Team to the Course.
• Add students in a specific grade level to a grade level specific course.
• Remove specific students from the course.

• Remove unsatisfied requests for a course.

Unlike the Batch Edit Course Requests, this option modifies the students who are 
scheduled to be in the selected course sections.
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Batch Edit Course Rosters

Add students to Courses
• Filter the course list to just the Concert 

Band 1A and 1B courses.
• Search for the Concert Band courses in 

the Unsatisfied Requests field to return all 
students who have a request for the 
Concert Band courses that have not been 
added to their schedule.

• Select all the students (blue check mark is 
added next to name) and click Add

* Same process to Remove students
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Questions
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Thank you!

• Please contact your account manager for any training needs

– Lori Ratzke

– Shelley Krane
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