
Scheduling Training:
Part 1

February 11, 2026



• Once we have a preliminary overview of what your 
calendar will look like next year, this is the first step for 
the scheduling process.

Roll Calendars

• After cleaning up the Calendar portion, we will roll 
courses, reports, attendance and behavior codes.Roll Courses

• When you are ready to begin scheduling a group of 
students, we then roll forward your students. Roll Students

• This can be entered through student portal, walk-in 
scheduler, Request & Rosters or the course plan area of 
academic planner.

Student Request

• Staff Planner

• Course PlannerPart 2 Prep

Training Overview
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Rolling Calendar

• Once the District requests to have their Calendars rolled, 
META will conduct this step utilizing the Calendar Wizard. We 
will then notify you to overview and edit the following…

• NOTE: ENSURE YOU ARE MAKING 
EDITS/CHANGES TO THE 26-27 
CALENDARS ONLY!
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Utilize the following User Group Label for each school within your district: 

❖ 0 School Name (to express the Current School Year)

❖ - School Name (to express Past School Years)

❖ + School Name (to express Future School Years)

*Recommendation*

NOTE:
Review the 

Membership 
Summary to verify 

who has access and 
add/edit staff 

members 
appropriately.

Calendar Group Rights
Ensure those working on the Calendar/Scheduling Setup process have access to your + Calendar group. 

Path: User Management > User Groups > Calendar Rights
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District Steps:
Path: Scheduling & Courses > Calendar Setup > Calendar Information
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1. Grade Levels

If students are not in the grade 
level for this calendar, check the 

Exclude from state reporting box.

If there is an Attendance Pattern associated with this grade 
level, add the pattern name to this box.

NOTE: These are created in the Attribute/Dictionary: 
System  Settings > Custom Data and Links > Core 

Attribute/Dictionary >  Definition > Attendance Pattern > Dictionary

On this tab, verify the grade levels 
are in their correct sequence, and 
the State Level Code corresponds 

accurately.
*Contact us if you are considering 

changing these items* 
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2. Terms:
If you are switching to Semesters, Trimesters, etc. it is important to delete the old term schedule and input the type you 

will use for the 26-27 school year, before the courses are requested to be rolled. 
NOTE: If you do not have your exact Term Dates, you can use generic dates in the meantime. Just REMEMBER TO UPDATE to this area 

once your district determines the correct term dates.  

The Start and End dates cannot 
have a gap between them. 

They need to be consecutive, 
even if that makes the next 
term start date a weekend, 

holiday, etc.
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3. Periods:
Verify, Update, or change your period schedule here. If there is a Period Schedule you are completely changing, 

it may be best to delete, HOWEVER please contact META if this is something you are considering. 
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• If your district has multiple Period 
Schedules, it will be best to remove them 
at this stage and then re-add once the 
base period schedule is setup. 

• Remember, if you have a special day (2hr 
delay, late start, etc), be sure to mark the 
“Exceptional/Special Day” checkbox. 

• Note: Prior to rolling 
courses, it is best to EDIT 
your main period schedule. 
DO NOT DELETE and 
reenter, as that will remove 
section placement (unless 
discussed with META). 

• Remove all 
Exceptional/extra period 
schedules to make the 
scheduling process easier 
to view/edit. 



4a. Days: Day Reset

For a typical Calendar these are 
the following steps to conduct a 
Day Reset. 
If your district does something 
unique, please consult with 
META for further assistance. 

1. Enter your Start Date: 
07/01/2026

2. Enter End Date: 06/30/2027
3. Uncheck ‘Fill Missing Days 

Only’
4. Ensure Mon-Fri is checked
5. Click Create Days
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4b. Days: Multi Day Event

&

The First Day of Event is 
07/01/2026 and the Last day of 
Event will be the day BEFORE 

your first day of school. 
The Type is your districts No 

School code.

You will then run the Multi Day 
Event Wizard again, but this time: 
The First Day of Event is the day 
AFTER your last day of school, 

and the Last day of Event will be 
06/30/2027. 

The Type is your districts No 
School code.
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Important step for accurate EMIS reporting!



4c. Days: Day Rotation
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This step is only necessary for those districts that have a calendar with multiple period schedules for rotations (A/B days, 
etc.) and need to assign a period schedule to school days. 

NOTE: Period schedules marked as Exception/Special Day are not included when using the Day Rotation option. If a Day has an 
Exception/Special day period schedule attached to it or a Non-instruction day prior to running the Day Rotation, it will be skipped.



5. Calendar:

Verify the data on the Calendar Tab is correct. 

The Student Day (Instruction Minutes) should 
match what is showcased on the Period 

Schedules Instructional Minutes. 

12



Rolling Courses

• After the previous steps have been completed, notify 
META and we will get your courses rolled for you. 

• If you are making major course changes, let us know so 
we can first roll courses without the sections first. 

• During this step we will also roll your Reports, 
Attendance/Behavior Codes.

• REMEMBER: ENSURE YOU ARE MAKING 
EDITS/CHANGES TO THE 26-27 CALENDARS 
ONLY!
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6. Course Screen
Verify the data is up to date and accurate, paying close attention to the items important for scheduling.

Note: We have an inclusive training over the summer outlining important EMIS fields on the course screen. Please reference 
our Secure Documents area to review in depth insight on creating and updating the additional course fields. 
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6. Course Screen Continued

Title Description

Department: Used to organize courses to help the scheduling process

Max Students: The maximum number of students that can be scheduled into the sections of the 
course.

Terms: Indicates the number of terms the course will cover

Schedules: The total number of period schedules the course will meet (Typically 1)

Periods: The number of periods the course will utilize

Allow Student Request: Allows students to request the course through the Portal

Allow Teacher 
request/recommendations:

Indicates teachers can recommend students to take a course in the next years calendar 
(Through Course Request and Student Course Recommendations)
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7. Course Rules:
Scheduling Rules VS Planning Rules

Scheduling Rules are 
used to tell 

Scheduling Board the 
relationship between 
courses, teachers, etc.

NOTE: Less is more, as 
the more rules you place 
for a course, the harder it 

becomes for the 
Scheduling Board to 

handle the constrictions. 

Planning Rules are 
used for Academic 

Planner/Course 
Plan and define 
relationships to 

courses across the 
years. 

If you are using Course Plan to create student request, and the 
Scheduling Wizard to schedule students, you will need both Planning 

and Scheduling rules attached to the course, because  each only effect 
their respective areas and have no barring on one another. 

16



Scheduling Rules Examples:
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Keep in mind Scheduling rules only takes effect when a student has requested both courses during the same scheduling year. 
Note: Scheduling rules may not operate as expected when a section spans multiple terms. 



Planning Rules Insight:
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Remember! Planning rules are NOT used in the scheduling process

Important Details

✓ If a year or semester course is broken down into multiple 
courses, the Parent Of/Child Of rules should be used. 
*Any other planning rules for this sort of setup is only 
necessary to be included/defined on the Parent course

✓ Courses that require instructor approval need to ensure 
the ‘Allow Student Request’ checkbox on the course 
screen is UNCHECKED. Instructors will use the ‘Student 
Course Recommendations’ area in Instruction to 
recommend these courses. 

✓ If a connecting course is inactivated, the Course Planning 
Rules need to be adjusted



Roll Students

• Once your Courses are cleaned up and 
prepared, META will Roll your Students into 
the new Calendar

• NOTE:  From this moment forward, students 
that are rolled forward will have to be edited 
in both calendars if an enrollment or 
withdrawal need to take place.
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Student Constraints: 
An optional step if you would like IC scheduling tools to enforce when students should not be placed in a class together. 

Path: Scheduling & Courses > Build Schedules > Student Constraints Setup
*Can also be rolled each year* 
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Scheduling 
Request

• There are several options for how 
students may receive Scheduling 
Request based on your district settings.
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Preferences:
Districts will need to enable their future calendar portal preferences if they are allowing students to 

update their Course Plan and/or input requests via Campus Student. 
Path: System Settings > Portal  Preferences > Portal Display Options
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It is not recommended that both Academic Planner and Course Registration options be turned on at the same time. It is 
best to have a window of time when students can add courses to their course plan (Academic Planner rights), and a time 

when students can enter course request (Course Registration). This will eliminate the risk of overwriting course request or 
planned courses. 

Options Description

Enable Academic Plan Tool Displays information related to a student’s course plan

Enforce All Rules When not marked, students can save their plan without meeting all requirements, but all planning rules must 
still be met. When marked ALL planning rules and requirements must be fulfilled before saving.

Approval by parent When marked, parent/guardians have the option to mark a box indicating they have reviewed the plan.

Display Course Fees Any fees assigned to a course will display when viewing that course in the course catalog search results

Allow to change course 
plan

When marked for campus student or parent, they can add or remove courses from the course planner. When 
not marked only district staff can change plans for students. 

Enable Course Registration 
Tool

List the requested courses for the next school year for the student. 
(This is the only Course registration portal preference to check.)



1, Request & Rosters:
Allows users to create, modify or remove Required course request for groups of students (Grade level, 

prior enrollment, ad hoc, etc.)
Path: Scheduling & Courses > Scheduling > Request & Rosters
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If mass entering request, at 
this time, it is imperative to 

have “Include Inactive 
Students” checked, and the 
calendar you would like to 
filter students based on. 



1a, Request & Rosters:
Batch Edit Student Request
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1

4

2 3

1) Ensure you are on the View By 
Student Category.

2) Click Filter to view the flyout 
menu

3) Make selections for the 
students you would like to 
batch add a request.

4) Click Close and verify the 
number of students in the 
Filter results area. This will be 
the student who will be 
affected by the batch.



1b, Request & Rosters:

Once your filter is finalized, Click on “Batch 
Edit Student Requests”
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Select the Course you would like to Mass add the filtered students 
to, choose the Request type and click Add. 



2a. Course Plan:
Counselors can work with students to map out their anticipated classes for the upcoming school year. 

This area considers Planning Rules and the Allow Student Request checkbox on the course screen.
Path: Student Information > Academic Planning > Course Plan

Important Information:

If your district plans to use 
the Course Plan for requests, 

the student can NOT have 
any scheduled courses in the 

respective year.
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2b. Student Course Recommendations:

This tool allows teachers, who have the tool right to this instruction area, to recommend future 
courses for students within the same Credit Type or Department as the current course if the student 

has a future enrollment. The recommendations will display on the students Course Plan. 
Path: Campus Instruction > Student Course Recommendations
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2c. Academic Plan-Campus Student:

Students can add courses to their Course Plan through Campus Student. Ensure the Portal Preferences 
are updated for Students to utilize this area if applicable.
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2d. Course Plan to Request:
The ‘Create Course Requests’ mode takes the courses selected in the students' course plan for the next 

grade level and turns them into scheduling requests. 
Path: Student Information > Program Admin > Course Plan Admin

Important Note:

❖ Planned courses turned to requests are considered priority
❖ Courses from a course plan replace all previously created 

course requests for that student
❖ Changes to a course plan, will not automatically update to 

course requests. 
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3. Student Portal:

Allows students with future enrollments (and their parents) to select which courses they would like to take. 
Path: Campus Student > More > Course Registration > Select future enrollment

Important Information:

❖ Courses the Counselor added will display as 
Required and cannot be changed by the 
student

❖ Students can change a course from a Request 
to an Alternate by clicking on the course and 
selecting the Convert to Alternate button.

 
*Required and requested courses are given a 

higher priority for placement on your schedule.* 
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4. Teacher Course Request:
This tool allows a teacher to recommend a course for any student in their course section, and the 

request will appear in the students Walk-In Scheduler. 
Path: Campus Instruction > Course Request

Important Information:

Before/After Course Rules must be 
established in the current year’s 
calendar to use Course Request.
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5. Walk-In Scheduler:
The Request Panel stores the courses that are requested for the student. Click the Add Request panel 

to enter course information to add courses to the students’ request list.
Path: Student Information > General > Schedule > Walk-In Scheduler

Each request is assigned a request type:
➢ R- Required (Those entered by school personnel)
➢ E- Elected (Entered by student or staff member)
➢ A- Alternate (Entered by student or staff member and will display in the order they were entered. These type of request will not be 

automatically loaded and will need to be manually placed when another course request could not be met)

32



Scheduling > Reports:

• Schedule Units*: Shows a count of units the student has requested. 

• Request Detail: Returns a list of student request by course.

• Request Batch: Provides a one page per student list of their request.
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Tools in Infinite 
Campus
• The following are helpful set up tools 
within IC to help prepare your district to 
utilize the Scheduling Board.

• NOTE: ENSURE YOU ARE MAKING 
EDITS/CHANGES TO THE 26-27 
CALENDARS ONLY! 34



35Staff Planner

The Staff Planner allows schools the ability to establish various boundaries as it relates to a teacher and a course. 
The main view of Staff Planner list the max number of periods and courses a staff person can teach. 

Field Description

Max Periods Maximum number of periods the teacher can teach during the day (default values are determined based on Build Settings)

Max Courses Maximum number of courses the teacher can teach during the day (default values are determined based on Build Settings)

Max Cons. 
Periods

Maximum number of consecutive periods the teacher can teach during the day without a prep period/break (default values are 

determined based on Build Settings)

FTE% Value is automatically calculated from Max Period field divided by the Max Course Field

Courses Number of courses teacher can be added to teach. Show detail toggled on will display the specific courses

Min Sections Least number of sections that can be assigned to a teacher

Max Sections Maximum number of sections that can be assigned to the teacher

Rooms The room numbers that the teacher can teach in. 

Classic Path: Scheduling & Courses > Scheduling > Staff Planner



36Staff Planner: Individual Edits
Edit individual teacher items by clicking their name to display this flyout menu.

The Placement Restriction section creates a constraint on 
the selected period or term that a teacher should not be 
teaching. When a restriction is added, the No symbol is 

added to the period (to remove, click the item again).

Users can modify the min/max values as needed 
for the selected courses that the staff can teach. 
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The Batch Edit Staff option adds or replaces the values for the staff information that displays on the main view of the Staff Planner
*It is recommended that Filter options be added prior to utilizing the Batch options*

Staff Planner: Batch Edit Staff

Add will add the entered 
values to the filtered staff 

list who do not already 
have values entered

Replace UPDATES the entered 
values for the filtered list. 
Note: When there is existing 

data for staff, using replace with 
overwrite the previous data.
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The Batch Edit Constraints modifies the Course Constraints, Room Constraints, and Placement Restrictions for the Filtered 
staff by adding where values do not exist, replacing existing values with new values, or removing values.

*It is recommended that Filter options be added prior to utilizing the Batch options*

Staff Planner: Batch Edit Constraints
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Classic Path: Scheduling > Scheduling Center > Course Planner

Course Planner

Displays request tallies, computes sections needed and compares students' requests and sections to last year’s calendar. 
Course Constraints, Room Placement and teacher assignments can also be modified in this area.

•How many Terms the 
course takes place.

•How many schedules 
should the course appear
•How many period(s) the 

course covers.

•Max Student: Seat 
count for the section(s) 

of the course. 

•Priority: tells the Wizard 
importance of loading 

students into the course.

•Request: list the current 
number of request that 
have been made. 
•Red arrow indicates it is 

less request/sections 
than last year.
•Green arrow indicates 

there are more 
request/sections needed 
than last year.
• Yellow caution triangle 

indicates the values do 
not total correctly.

• Sections area showcases 
recommendations based 
on student request, Max 

Students, etc.  



40Course Planner: Individual Edits



41Course Planner: Batch Functionality

The Batch Edit Course Information tool will allow you to bulk modify 
the same values from the individual courses. 

*Ensure the include checkbox is checked for items you want to update*

The Batch Edit Constraints modifies the Teachers, Room and 
Placements Restrictions for the filtered courses. 



Build Schedules: 
Part 2

• Creating the Master Schedule 

• Using the Scheduling Board

• Loading students into their Courses

• Walk-In Scheduler for cleanup

• Elementary scheduling (Part 3)

*NOTE: Those using scheduling Board will 
need to have that portion completed by 
6/30*
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We are here to assist throughout this process, so please feel free to contact 
our META Help Desk for any additional guidance (add all individuals from your district 

that are working on calendar/scheduling setup in the email. That way there is understanding throughout 
your district on the current progress). 

infinitecampushelp@metasolutions.net

Also, be on the look out and/or check our website 
(https://www.metasolutions.net/member-resources/infinitecampus/) 

for information regarding the future Scheduling Training Dates*

Questions?
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