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Student Schedules - Unscheduled Period(s)

To search for students with unscheduled periods:

e Start Page > *not_enrolled_in_period=enter period number

Report to search for students with unscheduled periods

e Start > Reports > Custom Reports (PSCB) > Scheduling (Current Year) > Students - Non Scheduled
Periods

Date = First Day of School
Submit

Troubleshooting this report:

e Classes that only meet some cycle days will appear on the report as having no class on those cycle
days if the date the report is run for a cycle day that the course is not in session.
o An example of this is labs and lunch.
o If cycle day 1 is 9/4 on the calendar, cycle day 2 is 9/5, cycle day 3 is 9/6. Since 9/5 is day 1 it's
not recognizing a cycle day 3-6 class (lunch) that isn't enrolled until 9/6.
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Student Schedules - Drop a Class
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Start Page > Search for and select student

Scheduling > Modify Schedule

Check the drop box next to each class the student will drop
Click Drop Selected
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Student Report

Enter the exit date, which should be the day after the student’s last day of class
Click Drop Classes
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Note about exit dates:

The exit date is always the day AFTER the last day the student was in class.
If the student's last day in class was 5/22, then the exit date is 5/23. This
applies even if 5/22 was the last day of the term, and even if school is not

in session on 5/23
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