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High School Scheduling 

 

Overview 

High School Scheduling consists of two processes, creating the Master Schedule and enrolling the students. Three 
methods exist for creating the master schedule, (1) entering sections 1 at a time, (2) copy the Master Schedule from 
the previous school year and make the changes for the new year, (3) have the system build the schedule based on 
student requests, teacher parameters, room availability, etc. The most efficient method varies by school, staff 
constraints, course offerings, etc.   Once the master schedule is in place, students may be scheduled by staff, the 
system using student requests entered from the student suite, or by allowing the students to schedule their classes 
directly into the Master Schedule using the student portal.   

Document Legend  

• Field names, or field values, will be displayed with double quotes and bold. Example, 
”Value”. 

• Paths to an application or a section of a page will be displayed as underlined and 
italicized. Example, Path → To → Application. 
 

Before proceeding, the next school year needs to be defined in EzStart -> District Setup -> 
District Setup -> District School Year Definitions and in EzStart -> District Setup -> District 
Setup -> School Building School Year Definitions.  Also, it is required to set up the marking 
periods and building class periods before beginning the scheduling process.  
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Student Requests 
 
Creating Grade Level Required Courses 
In this section, we will setup the rules describing courses a student in a grade level MUST take. 
EzStart -> Lumen Touch School -> School Course Management -> School Course Management 
-> Course Requests Required by Grade Level  

1. To set a course requirement click “ ADD NEW”  
2. Click “SEARCH” to find the courses that you are requiring for the grade level.  
3. Check the required courses for the grade level and click “PROCESS.” 
4. Select the “SCHOOL BUILDING” for next year.  
5. Select the “SCHOOL YEAR” for next year.  
6. Select the “GRADE LEVEL” of the required course  
7. Select the type Required.  Save and Finish or Save and Add  
8. When finished, click the button “MASS UPDATE REQUIRED COURSE REQUESTS.” 
9. Choose the course(s) to be required for All or Selected Students, Click Next  
10. Select the students for these Required Courses and Click Update Request to Selected 

or Update Requests to All    
11. This copies the requests to the students enrollment records as shown below. 
 

 
 
Creating Grade Level Selectable Courses  
In this section, we will setup the rules describing the courses a student in a grade level may 
choose. This is only needed for schools who will have the students enter course requests in the 
student portal.  (same as above except type is Student Selectable Course) 
EzStart -> Lumen Touch - School -> School Course Management -> School Course 
Management -> Course Requests Required by Grade Level  
 
1. To set a course requirement click “ ADD NEW 
2. Click “SEARCH” to find the courses that you are requiring for the grade level.  
3. Check the required courses for the grade level and click “PROCESS.”  
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4. Select the “SCHOOL BUILDING” for next year.  
5. Select the “SCHOOL YEAR” for next year.  
6. Select the “GRADE LEVEL” of the required course  
7. Select the type Student Selectable Course.   
8. Save and Finish or Save and Add 

 
Entering Course Requests for Students by Staff Person 
In this section, we will describe how to enter the requests for students by a staff member.  If 
student requests are collected from students on paper, this is the method to use. EzStart -> 
Lumen Touch School → School Course Management -> School Course Management -> Next 
Year Student Course Enrollment    
 
1. Select a student.  The Required Courses are listed as (U)nscheduled.  Click “Enter Course 

Requests”  
2. Click on the icons or type in the course number for each elective course.  
3. When all the selections have been made, Click on  “Process Course Selections”      

       
Setup for Entering Course Requests by Students 
 
1. Students can enter their course request using the student portal.  Please refer to the 

Parent Student Portal Management manual, page 2.   
2. The section for accepting student requests is “Student Course Requests”.  Allowing 

access to the module is controlled by grade level.  
3. Password to Process can be added in the following application.  
4.  EzStart -> Lumen Touch - School -> School Counselor -> External Course 

Enrollment Access Control ->External Course Enrollment Access Control 
5. It can be used to allow or not allow the students to process the requests, but still be 

able to view the requests they chosen. 
 

Tabulate and View the Course Requests  
In this section, we will describe how to tabulate and view the course requests once they have 
been completed.   
 
1. EzStart -> Lumen Touch - School -> School Student Scheduling System -> Next Year 

Scheduling Preparations -> Tabulate Student Course Requests   
1.1. Select “PROCESS”  

2. EzStart -> Lumen Touch - School -> School Student Scheduling System -> Next Year 
Scheduling Preparations -> Student Course Request Report 
2.1. Select All Courses or Select a group of courses. 
2.2. Choose Summary or Detail.  Detail will list the students requesting the classes. Click 

“RUN REPORT”  
2.3. With the request information entered, the preparations have been completed. Creating 

the master schedule and scheduling the students are the next steps. 
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Creating the Master Schedule 
 
Creating the Master Schedule One Class at a Time   
This method seems like a long and tedious process, but it's really not.  Once a section for a 
teacher is created, it can be copied and the only settings to change are the period and the 
course.  The process can be continued with the next teacher by changing the teacher name, 
course, and period. 
EzStart -> Lumen Touch - School -> School Course Management -> School Course 
Management -> Master Schedule  
 
1. Click “ADD NEW”.  Enter all the required fields. * Indicates required field.   
2. Click “SAVE AND EDIT”.  This saves the record and remains with the record open. 
3. A button appears at the top and bottom of the screen named “CREATE A COPY OF THIS 

SECTION”.  Click this button.  It creates a copy of the section with all the setting from the 
previous.  Make the changes for this new section and click “SAVE AND EDIT”.  Repeat the 
process.    
 

Creating the Master Schedule From the Previous School Year   
This method works well for many schools.  The Master Schedule is copied from the previous 
school year.  Course requests for electives are tallied to determine the desirable number of 
sections.  Sections are added, deleted, or moved to meet the needs.   
 EzStart -> Lumen Touch - School -> School Student Scheduling System -> Next Year 
Scheduling Preparations -> Copy Master Schedule  
 
1. Select the years to copy from and to.  Click “CREATE.” The system will ask if marking 

periods, class periods, and block days (if used) are entered for the next school year.  Click 
Ok.  

2. Course Requests can be tallied to determine the number of sections needed for each course 
in the Master Schedule.  
 EzStart -> Lumen Touch - School -> School Student Scheduling System -> Master 
Schedule Builder -> Tabulate Student Course Requests  -  Click Process.  

3. Two reports are available to analyze the requests.  Student Course Request Summary  
lists the number of requests by course.  The detail option will list the students requesting 
each course.  Student Request Count will display the number of required, elective, and 
alternative requests.  The detail option will display the course names of each type of 
requests per student.  

4. The Master Schedule can be edited in the Master Schedule.  It can also be modified using 
the Master Schedule Editor.  This application displays the classes by teacher and/or 
instructional area.  Clicking on a section will allow editing class period, teacher, or course.   
EzStart -> Lumen Touch - School -> School Student Scheduling System -> Master Schedule 
Builder -> Master Schedule Editor  
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Using the Master Schedule Builder (MSB) to Create the Master Schedule 
The system can build a Master Schedule based upon class sizes, student requests, instructor 
preferences, and course constraints.  This information must be provided in detail before 
attempting to build a Master Schedule.  The students requests needs to be completed.  See the 
document Course Requests. 
 
1. Maximum class sizes are entered in the Course Master.  EzStart -> Lumen Touch - School 

-> School Course Management -> School Course Management -> Course Master .   
This number can also be entered using the following application:  EzStart -> Lumen Touch - 
School -> School Utilities -> School Utilities -> Course Information Update Utility 

2. Tabulate the course requests.  (EzStart -> School Student Scheduling System -> Master 
Schedule Builder -> Tabulate Student Course Requests)   This will give the system the 
number of sections to create for each course and will generate a Course Master Schedule 
Builder list.   

3. Enter the Course Master Schedule Builder Information.  (EzStart -> School Student 
Scheduling System -> Master Schedule Builder -> Course Master Schedule Builder 
Information)  Click on each course and enter the required information (*).  If the number of 
sections calculated is different than what is desired, enter the number into the field “Sections 
to be Offered”.  If left blank in this field, the calculated number is used.  Select the Valid 
Starting Class Periods, Length, and Valid Marking Periods.  Note: If a class spans 2 
class periods, the last period of the day is not a valid starting period.  
3.1. Linked Courses are used to tie semester courses together that need to be offered the 

same class period.  A course can be linked to more than one course.  The link needs to 
be entered only once. Click on the tab and Add New to select the course.  It is not 
necessary to link the other course(s) back to the original.  

3.2. Dependent Courses are not used by the MSB, but are used by the Automated Student 
Scheduler. Students scheduled into the course will also be scheduled into the 
dependent courses.  Click on the Dependent Courses tab and Add New to select the 
dependent courses. 

3.3. Enter the Instructor Preferences.  Every teacher needs to be entered with the marking 
periods and class periods available to teach, and the courses to be taught.   
EzStart -> School Student Scheduling System -> Master Schedule Builder -> Instructor 
Preferences)   

3.4. Click ADD NEW, search for the instructor, SAVE & EDIT. Click on each tab to enter the 
information.  When finished, select SAVE & FINISH.  Note:  Planning Period is not 
required.  It can be used to schedule a specific planning period.  

4. Build the Master Schedule.   
EzStart -> Lumen Touch - School -> School Student Scheduling System -> Master Schedule 
Builder -> Master Schedule Builder)   
4.1. Select the option Master Schedule Builder. Click Run. The process will be sent to the 

Job Queue.  When finished, click refresh and the results of the schedule will be 
displayed.  

4.2.  Evaluating the Master Schedule Build by looking at the master schedule and the 
scheduling errors. To view the scheduling errors, EzStart -> Lumen Touch - School -> 
School Student Scheduling System -> Automated Scheduler -> Scheduling Errors.  This 
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application will list the types of errors with how many student schedules were affected 
by it.  Selecting the error(s) will show the students with the error.  Clicking on the 
student will give the student's enrollment screen.  Here the student's schedule can be 
edited if necessary.  

4.3. Recreating the master schedule using the Master Schedule Builder.  The instructor or 
course preferences can be changed. Then the Master Schedule Builder can be used 
again. This requires un-scheduling the students and deleting the Master Schedule. To 
un-schedule the students,  
EzStart -> School Student Scheduling System -> Automated Scheduler -> Student 
Course Schedule Run Preparation.  Click the button “Change All Std Crs Enrl 
Records to Unscheduled Status.” To delete the Master Schedule, select EzStart -> 
Lumen Touch - School -> School Student Scheduling System -> Master Schedule 
Builder -> Master Schedule Mass Deleting. Click Delete. Now the Master Schedule 
Builder can be used again to create a schedule.  See 3.5.  

4.4. After the Master Schedule is built, minor changes in the master schedule can be done in 
the Master Schedule Editor. (EzStart-> Lumen Touch - School -> School Student 
Scheduling System -> Master Schedule Builder -> Master Schedule Editor) To change 
a section's period or teacher or any other option, click on the section, make the change, 
and save.  Of course changes can also be made in the Master Schedule itself. 
Caution:  Make sure you are editing the correct school year Master Schedule. 

 
Enrolling Students 
 
Scheduling an Individual Student 
 
1. EzStart -> Lumen Touch - School -> School Course Management -> School Course 

Management -> Next Year Student Course Enrollment   
2. Click the Enroll in Course button. 

 

3. At the top of the window are two tabs. List and Course#/Section#. If the course numbers and 
section numbers are known, use the Course #/Section # tab. This is a quick way to enroll the 
student into class(es).  In School Course Management -> Reports is a report called Master 
Schedule by Class Periods. This report lists the Course and Section number by Class 
Periods. 
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4. List requires locating and selecting the class(es) by checking the checkbox(s) and then 
clicking the Enroll button. 

 

5. Either way, enter the enroll date before enrolling. If school is in session, the enrollment date 
should be the first day the student is in class. (For a schedule change, the drop date of the 
former class is one day and the enroll date of the new class is the next day.) If enrolling 
before school starts, no date is needed. The system will assume the first day of the class. 
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6. Another option is to enter Course Requests and let the system schedule the students.  The 
courses can be selected or entered by course number. 

 
 

Using the Automated Scheduler 
Once all students have course requests and the Master Schedule is completed, the Automated 
Scheduler can be used to schedule the students into their classes. 
 
1. Running the Automated Scheduler   

EzStart -> Lumen Touch - School -> School Student Scheduling System -> Automated 
Scheduler -> Automated Student Scheduling Process  
1.1. Select the school year and the grade level if scheduling one grade level at a time. 
1.2. Choose the “Student Scheduler” radio button. 
1.3. Click “Run.”   
1.4. There are 2 options, Quick Run and Optimized Run. For Junior High scheduling where 

all required classes are being schedule, the Quick Run would be the best option. The 
Optimized Run may run for hours. The system will evaluate the master schedule and 
requests.  Warnings are information about data in the system.  They will not prevent the 
scheduler from running. Anything marked Failed will prevent the process from running.  

1.5. Click the Run Student Enrollment button at the bottom of this window. 
1.6. The process will go to the job queue.  When finished, click refresh to see the results of 

the Run.  Use the legend to interpret the results.   
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Scheduling Errors 
EzStart -> Lumen Touch - School -> School Student Scheduling System -> Automated 
Scheduler -> Scheduling Errors 

1. This gives a list of scheduling errors. To view the students affected, click on the error 
description. 

2. To view the student's schedule, click on the student. The student's schedule can be edited 
here.  

3. Clicking on the problem class will allow changing the period.  
4. The screen is the same as the one in School Course Enrollment so all functions to schedule 

an individual student are present. Once its been corrected, the student's name will no longer 
show on the scheduling error screen. 

5. Another option is to un-schedule the classes, make adjustments, and click the schedule 
button to reschedule.  
 

Changing the Master Schedule and Re-Running the Scheduler. 
Besides the information from the Scheduling Errors above, a number of reports (listed in the 
Scheduling Report section) can be used to determine if changing the Master Schedule would 
increase the number of student course enrollments. 
 
1. If the errors show a need for changing the Master Schedule, the process is to un-schedule 

the students, edit the master schedule, and Run the Automated Scheduler again. 
2. To un-schedule the students, enter the application EzStart -> Lumen Touch - School -> 

School Student Scheduling System -> Automated Scheduler -> Student Course Schedule 
Run Preparation.  

3. Click the button “Change All Student Enrollment Records to Unscheduled Status”. This 
will change all records with SS (System Scheduled) to U (Unscheduled). This will not un-
schedule students that have been pre-scheduled into certain classes. These records have a 
status of S (Scheduled) and will not be changed. 

4. Next edit the Master Schedule. The following application can be used to quickly make 
changes in the master schedule. Clicking on a section will allow the setting to be changed. 
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EzStart -> School Student Scheduling System -> Master Schedule Builder -> Master 
Schedule Editor 

5. Repeat 1) Running the Automated Schedule 

Arena Scheduling 
 
Preparing the Master Schedule 
To prepare the Master Schedule for this method is the same as taking course requests. It can 
be copied from the previous year and modified. Changes to the Master Schedule after the 
process has begun are more restricted. Sections can still be added, teachers can be changed, 
but major changes would be difficult without starting over. 

Selecting Courses by Grade Level to Allow Student to Choose 
Courses can be selected as required (R) or selectable (S).  The system will warn students if 
they have not selected a required course when they enroll. 
EzStart -> Lumen Touch - School -> School Course Management -> School Course 
Management -> Course Requests Required by Grade Level 
 
1. To set a course requirement click “ ADD NEW”   
2. Click “SEARCH” to find the courses that you are allowing for the grade level.  
3. Check the courses for the grade level and click “PROCESS.”   
4. Select the “SCHOOL BUILDING” for next year. 
5. Select the “SCHOOL YEAR” for next year 
6. Select the “GRADE LEVEL” of the courses   
7. Select the “Type,” Required or Student Selectable Course. Save and Finish or Save and 

Add 

 

8. Note: Once created, these selections can be copied from one school year to another using 
the Copy Requests From Another Year button. 
 

Preparing the Student Portal 
EzStart -> Lumen Touch - District Admin -> Student Info Access Framework -> Student 
Summary Info Access Framework -> Student Info Access Framework Manager   
 
1. In this application, choose Students View. Enter the name you wish to use for the Name and 

Tab Name.  
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2. Enter the display sequence. (During Scheduling you may want to use a low number so it 
appears at the top.)   

3. For the Lumenation Application, click Search. The Name of the application is EA: Student 
Enrollment Course Selection.  

4. Define the School Year (current or next), Marking Periods (usually S1 & S2), and Class 
Periods in the Application Parameters.  Example below. 

 

5. Select the grade levels you wish to allow access to this application. This way you can control 
when a grade level can choose their classes.   For more information, please refer to the 
Parent Student Portal Management manual, page 2. 

Using the Student Portal to Enroll in Classes 
 
1. The students login and choose My Information Summary.   
2. To select the courses, click on the briefcase on the left of the class period.  The sections 

available to them for the class period will display.  Clicking on the class will enter the class. 
3. Repeat until the schedule is full.  Click Process.   
4. A warning displays if required courses have not been selected. 
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Password Option 
EzStart -> Lumen Touch - School -> School Counselor -> External Course Enrollment Access 
Control -> External Course Enrollment Access Control   
 
1. A password can be used to control when a certain group of students in a grade level can 

save their course selections.  
2. Example:  A group of students enrolling in a lab during a class period could be given a 

password that will allow them to schedule their classes. When the class period is over, the 
password can be changed and given to the next group of students. This allows the students 
to continue to view their choices without being able to change them. 

3. Leaving the password set to null allows the students to save/edit their schedules as long as 
they have access to the application. 

4. If a password is required, the students will need to enter it before they can Process their 
selections. 

Scheduling Reports 
 
1. EzStart -> Lumen Touch - School -> School Course Management -> School Course 

Management -> Reports – Student Course Requests Summary Report 
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2. EzStart -> Lumen Touch - School -> School Student Scheduling System -> Automated 

Scheduler -> Student Course Enrollment Status Report 
 

 
 
3. EzStart -> Lumen Touch - School -> School Student Scheduling System -> Automated 

Scheduler -> Potential Incomplete Student Schedules Report 
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4. EzStart -> Lumen Touch - School -> School Course Management -> School Course 

Management -> Reports – Teaching Load Report 
 

 
 
5. EzStart -> Lumen Touch - School -> School Course Management -> School Course 

Management -> Reports – Master Schedule Enrollment 

 
 

6. EzStart -> Lumen Touch - School -> School Course Management -> School Course 
Management -> Reports – Course Requests by Grade Level Student Enrollment 
Verification List  (Selecting Detail will list the student names) 
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7. EzStart -> Lumen Touch - School -> School Course Management -> School Course 

Management -> Reports – Master Schedule  
 

 
 
8. EzStart -> Lumen Touch - School -> School Course Management -> School Course 

Management -> Reports – Master Schedule by Class Periods 
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9. EzStart -> Lumen Touch - School -> School Course Management -> School Course 

Management -> Reports – Master Schedule Instructor by Class Periods 
 

 
 
10. EzStart -> Lumen Touch - School -> School Course Management -> School Course 

Management -> Reports – Student Schedule List 
 

 
  



____________________________________________________________________________ 
   High School Scheduling  

 

Copyright. Lumen Touch. All Rights Reserved  20 of 20 

 
11. EzStart -> Lumen Touch - School -> School Course Management -> School Course 

Management -> Reports – Student Schedule Report  (export student schedules) 
 

 
 
 


