
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Quick-Start Guide for Scheduling 
at the Elementary Level 

 

 
You must configure the Academic Year School Term settings before you can create the calendar in Calendar 
Maintenance. Click School Term Maintenance / School Terms /Add.   
 
Define term Code, Order, Start and End Dates for each term. Click Submit. 

After the School Terms have been defined, in Scheduling System  
Click Maintenance – Scheduling>Academic Year Settings. 
 
Define your academic year settings by highlighting days, terms and periods. 
Enter the term start and end dates in the boxes below. Set the max periods 
per day and select rotating or fixed schedule. Once complete, you can create 
your school calendar. 

Create the School Calendar 
Click on Calendar Maintenance  
 
 
Verify/change: 
 
School Year 
Start Date 
End Date 
Click Submit if changes are made. 
 
Note:  
 
The Calendar Years table is District based.  
Additions/Modifications should be done by your iPass 
District Super User, who should notify all schools 
when this step has been completed. 

Step 1.  Define your Academic Year School Terms and Settings  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter/Modify Holidays 
 
Click on Enter/Modify Holidays 
 
Enter in any holidays or non-school 
days that affect your particular school. 

You will need to define Course Types, Rotation, School Terms, Day Names, Rotation by Grade Level, 
Term Codes, Grade Scheduling Weights, and School Periods by clicking on each tab and completing the 
requires data fields.  

Course Types 
Please note: Course 
types that are to be 
included in the EPIMS 
export report must have 
“is EPIMS” set to Yes. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

School Term 
Define Terms, 
Term order, start 
and end dates.  

Rotation 
Define 
Master 
Bell 
Rotation 

Day Names 
 
Day Names 
can be days 
of the week, 
Day 1, Day 
2, Day 3; or 
Days A, B, 
C, D, etc. Be 
sure to set the 
Day Order 
for proper 
rotation.  
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Grade Scheduling Weights 

Rotation by Grade Level 
Each grade level can have 
a separate bell schedule 

Term Codes 
Term codes 
may be 
defined as 
T1, T2, T3 
to represent 
trimesters, 
or Q1, Q2, 
Q3, Q4 to 
represent 
four quarter 
terms. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

School Periods  

Visit the Scheduling folder in the Resource Center to view videos, Help documents, FAQ, and Webex 
sessions. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2.  Define your Academic Year Schedule Parameters 
 
Select <Scheduling System> <Maintenance> <Academic Year Settings>.  This screen allows you 
to define those fields which dictate the basic format of your schedule.  These settings are unique for the school 
and the academic year. 
 

Step 3.  Define New Courses 
 
This is a District specific table that is shared by all schools.  Courses 
offered by the District are added and/or modified in this tab. 

 
⇒ Select <Scheduling System> <Course Catalog> <Course 

maintenance>. 
 
 

⇒ Click  to add a new Course. 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click  to add a new Course. 
 
 
Enter the name of the Course as it will appear on most 
documents and reports.  It will be truncated on some 
internal reports, such as the Master Schedule and 
Course Catalog reports.   
. 

 

Click SUBMIT 

The ID can be numeric, alpha or any combination of alpha-numeric characters.  The course numbers must be 
unique within the District.  If you want unique numbers for a specific school, then you must construct such a 
numbering scheme.   
 
Course IDs cannot contain spaces.  A Course ID of more that 6 characters may not print fully on all 
reports. 
 
NOTE:  If you modify the Name, ID, Short Name or Description of a course, then ALL courses in ALL years in 
ALL schools will automatically be modified, since this is the table that stores these values.  Transcript records are 
not affected by such a change unless you re-post a final grade. 
 
Helpful Hint! 
Rename all of your Courses to be Upper/Lower case format.  They look better and take up less space on critical 
documents like Transcripts and Report Cards 



 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 4.  Move Courses to the Course Catalog. 
 
Transfer courses into the Course Catalog for your school for a specific Academic Year. 
 
Select <Scheduling System> <Course Catalog> <Move Courses to Catalog>. 
 

Choose: 
 
Correct  School Year 
 
School Types – All 
 
Select All Courses 
 
Click SUBMIT 
 
 

Step 5.  Edit Course Details 
 
 The Course Details, including the sections, were rolled over in Step #5 as well as the schedule Rotation.  Based on 
the data in your reports, the number of sections, other values (number of seats, credits, curriculum level, etc.) and the 
rotation may need to be modified. 
 

Select <Scheduling System> <Course Catalog> <Course Details>        .  
 

Click on the 
course ID to edit 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Use these fields to: define 
newly created courses that 
have been moved to your 
course catalog, MODIFY: 

 
• Number of Terms  

 
• Number of Sections 
 
• Section Names  

 
• Course Type 
 
• Max Seats 
 
• Has Meeting Time  

 
• Department 

 
The Course Details data is 
unique to the Academic Year.   
 
Teacher, Room, Term and 
Meeting Time assignments 
can be changed in <Course 
Schedule> or by clicking on 
the Schedule link to the right 
of the section information. 
 
Every Course MUST have 
at least a single Section 
defined!  
 
The section can have 
whatever ID you wish, but it 
cannot be deleted. 
 
Helpful Hint: Naming your 
sections using teacher name or 
homeroom number can help 
you easily identify groups of 
students for scheduling and 
grading.  
 
Elementary schools may set 
all Core Elementary Courses 
to have a meeting time, and 
all “specials” to be non-
meeting time courses. 



 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 6.  Add/Modify Room Location  
 

Assign a room location for the course.   
In Administration click School Resources. 
 
 
Click on the Room Catalog tab. 

Click on ADD or the name of the school.  

Complete the data fields 
and click SUBMIT 



 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 6.  Schedule Course - Define Teacher and Room Assignments for each section 

Select Course Schedule from the tab menu.          
 
Click on the ID course name. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Schedule the course by  
 
Highlighting Term(s) 
 
Selecting Teacher(s) 
 
Teacher Name to Print 
 
Room Assignment  
and Grade Level. 
 
 
 
 

Select the Periods 
when the course 
will meet. 
 
 
 
 
Click SUBMIT 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 

Step 7.  Mass Load Students into Courses 
 

In Scheduling System select Requests. 
 
 
Select Mass Load Schedules & Requests 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Visit the Scheduling folder in the Resource Center to view videos, FQA, Webex sessions and Help .doc for 
more specific details for scheduling courses in the iPass system. 

Student Search Criteria: 
Use the lower part of the screen first to search 
for students to update; search by grade level, 
homeroom or gender. Select the students to be 
updated once the search is complete.  
 
Course to Add/Remove: 
Using the Course Lookup tool, add the Course 
ID# and then the Section # that you wish to 
add, delete or delete and unschedule to the 
selected student schedules. 
 
Click Submit 
 
 
 
 
 
 
 

Check the names of the students individually or use the Check All tool.   


