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Student Scheduling for Next Year:  Overview

What is “scheduling for next year”?
The planning process for, and the creation of, the Master Schedule for the next school year.  
There are three major steps in the process:

1. Gather Course Requests Find out what courses next year’s students will take. Recorded in 
the SSS table (Course Requests). 

2. Build the Scheduling Master Schedule Create a planning schedule (the Scheduling Master Schedule or 
SMS), which contains all the sections for the Courses that students 
will take next year. Recorded in the SMS table.

3. Schedule Students Let Aeries schedule the students into the sections (run the 
Scheduler) and/or hand schedule students into sections.



Student Scheduling for Next Year:  Terminology

In use this year For use next year

School

Master Schedule (MST):  the sections 
(classes) in the current year at your 
school

Scheduling Master Schedule (SMS):  the sections (classes) that will be in the Master 
Schedule next year
Max (SMS.MX):  the maximum number of students in a section (note:  SMS.MX = 0 means 
no students will schedule into the section)

Student

Classes (SEC): the list of sections a 
student is taking during the current 
year  

Course Requests (SSS):  the list of Courses each student will take next year. When a Course 
Request is “scheduled,” that means a specific SMS section is recorded for the Course
Reject:  if a student does not schedule into a section (plus why)

Grade Level:  STU.GR Grade Level Next Year:  STU.NG

Curriculum; 
subject; what 

is being taught

Courses (CRS): used by all schools in the district



Scheduling Timeline

Also see the Master Schedule timeline article:

https://support.aeries.com/support/solutions/articles/14000133635-master-schedule-timeline

January February March April May June July August September

Start planning 
for next year. 
Will there be 
any adjustments 
to curriculum? 
Will you change 
any existing 
Courses? 
Will you offer 
new Courses? 

Copy feeder 
schools’ student 
records as Pre-
Enrolled 
(STU.TG = *)

Gather Course 
Requests; 
analyze Course 
Request reports

Hand 
schedule;  
manage 
rejects; 
update 
Class 
Calendars

Run the Scheduler; 
analyze scheduling reports; 
adjust the SMS to increase the 
percentage of students 
scheduled by the Scheduler

New Year 
Rollover

Re-run the 
Scheduler; 
continue 
adjusting the 
SMS to increase 
the percentage 
of students 
scheduled by the 
Scheduler

Print Locator Cards; 
make any changes to the 
schedule in the Master 
Schedule (MST)

Scheduling Setup

Create Scheduling Master 
Schedule (SMS); 
analyze SMS reports

Summer Break

Copy 
SMS 
to 
MST

Flex schools:
Flex Periods setup;
Class Calendars setup
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Setup:  Staff
• This is an HR/district level task; it may not be your 

responsibility! 

• Staff table (STF) is district-wide
• One Staff record
• One or multiple schools

• Sections need Section Staff (teacher)
• Section Staff won’t display unless a Staff record exists

• On Staff page, Scheduling Info (SSI table) stores Room and 
Max Stu/Period

• Both will “flow” into section with the Section Staff if data 
exists in SSI

• On Staff page, Job Assignments (STJ) is reported to the state
• If Staff record exists, but the Section Staff still doesn’t 

display to add to the section, check to see if they have a 
Job Assignments record for the school



Setup:  Create Pre-Enrolled Students

• If you are a new implementation district, you 
do not need to do this in your first year

• This is an Aeries Admin district-level type 
thing; it may not be your responsibility! 

• Why? To add “pre-enrolled” student records 
to your school (students in the highest grade 
levels at your feeder schools)

• Pre-enrolled records can then be used for 
scheduling

• Query first to check the feeder schools’ data:
LIST STU ID LN FN TG GR NG SC NS IF GR = 
5 AND TG = ‘ ‘ 
• NG should be 6 in this example, for students 

who are not being retained
• NS should be the middle school
• Demographics page:  STU.NG and STU.NS



Setup:  School Options
This is an “Aeries Admin” task; it might not be your 
responsibility!

At Flex schools  using Period Attendance: 

If you are scheduling in the current year database (2024-
25) and Scheduling for Next Year, DO NOT CHANGE the 
School Options page, since the options control the current 
year’s database.

After the New Year Rollover, in the 2025-2026 database, 
verify these fields:

• All Day Attendance Management:  Manual
• Schedule Type:  Flexible (3)
• Track Primary Classes for Students:  No
• Use Staff in Sections:  Yes 
• Att Type:  Period
• Use Staff ID Based Counselor Tracking:  Yes 



Setup: Portal Options
• This is an “Aeries Admin” task; it may not be your 

responsibility! 

• If you are scheduling in the current year database (2024-25) 
and Scheduling for Next Year, DO NOT CHANGE the Portal 
Options page yet, since this page controls the options for 
this year.

• After the New Year Rollover, Portal Options can be changed.

• Portal Options’ Attendance tab controls how teachers are 
allowed to take attendance:  lots of options here! 

• Attendance to be Taken (Marked as Complete) by Section 
must be checked in a Flex school, in order for the 
Attendance Submission Log to display correctly.

• The Attendance Submission Log displays which teachers 
have (or have not) taken attendance.



Setup -- Security (Permissions) Documentation:

Flex Scheduling:

https://support.aeries.com/support/solutions/articles/14000108487-flex-scheduling-security 
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Setup -- Security:  Users/Groups will need permissions:
If scheduling using SSS/SMS:  Scheduling using SEC/MST (current year):

SSS – Course Requests   SEC – Current sections
SMS – Scheduling Master Schedule  MST – Master Schedule
SSM – Section Staff Members   SSE – Section Staff Members
*CRP – Course Request Packets   *CRP – Course Request Packets
*SPK – Section Packets   *SPK – Section Packets
*SMP – SMS Section Packets   *MSP – MST Section Packets
SED – Scheduling Exclusions   CAR – Course Attendance Reporting
*SWL/AWL – Wait Lists 
*CRQ – Courses that can be chosen on the Portal

FTF – Flex Periods    FTF – Flex Periods    
 (includes FTT – Flex Period Times)   (includes FTT – Flex Period Times)
CCL – Class Calendar    CCL – Class Calendar
       (includes CCD – Class Calendar Dates)  (includes CCD – Class Calendar Dates)
     BSD – Bell Schedule Definitions
         
Additionally, other data will need to be maintained by appropriate personnel:
STF – Staff Data    STF – Staff Data
SSI – Staff Scheduling Information                                        SSI – Staff Scheduling Information
                                                            
CRS – Courses    CRS – Courses

     DAY -- an Aeries admin or a user with DAY permissions (school 
     Calendar) can link a Custom Bell Schedule to Calendar dates. 

Schedulers
* typically for 

secondary level

Bell Schedulers

Specific areas used in 
scheduling and other places 



Scheduling Process Dashboard

Also, make sure that:  

• STU.NG (Next Grade) and STU.NS (Next School) are correct for your students and your feeder school students 

• Pre-enrolled records are created in your school, for the students who are coming from feeder schools:  Create 
Pre-Enrolled Students page



Scheduling Process Dashboard



Scheduling Process Dashboard

• Also:  add Complex Schedules “tags” to students and sections if needed



Scheduling Process Dashboard



Scheduling Process Dashboard

One more section exists in the Scheduling Dashboard:  F. Current Master 
Schedule. That section is current year scheduling:  Classes and Course 
Attendance pages.



Typical Scheduling Setup at Flex Secondary, if starting from scratch:

1. Selections:

• Use Flex Scheduling for Next Year (unless 
you’re already in the “next” year, in which 
case you’d select Scheduling students into 
classes for the current school year)

• Use Staff-Section Association instead of 
Teacher Numbers(TN) with SMS Sections 

• Blank out the SSS Table (typically)

• Blank out the SMS Table

2. Press Initialize Scheduling

3. Make a backup:  blank “Starting Point”

Another Note:  if an MST exists, instead of 
“starting from scratch,” you could copy the current 
Master Schedule to the SMS and modify as 
needed (see next slide).



How to Copy the MST to the SMS on the Scheduling Setup Page (if an MST exists)

1. In SMS & SSS Initialization, select 
Blank out the SMS Table. Typically, 
you’d also Blank out the SSS Table, 
(Course Requests).

2. Press Initialize Scheduling button.

3. After receiving the email indicating 
the process ran, return to the 
Scheduling Setup page.

4. In SMS & SSS Initialization, select 
Copy current master schedule (MST) 
table to the new SMS table.

5. Press Initialize Scheduling button. 
After receiving the email indicating 
the process ran, proceed with SMS 
modifications.



Scheduling Setup:  More Details

Scheduling Setup is the very 
start of the scheduling process. 
What are we doing? 

1. Telling Aeries how we are 
going to schedule.

2. Telling Aeries what to do with 
the Course Requests (SSS) 
table and the Scheduling 
Master Schedule (SMS) table, 
which contain last year’s data 
at this point.

To make changes on this page, 
Admin to SMS permissions are 
required.

When scheduling for next year, 
STU.NG (Next Grade) field is 
used for a student’s Grade Level.



Courses

Course information impacts many areas:  Scheduling, Grade Reporting/Standards 
Based Grade Reporting, Transcripts/Graduation Status, Career Pathways, State 
Reporting, Academic Plan. 

The Courses table (CRS) is used by all schools in your district, so make sure everyone 
agrees with changes before changes are made. In other words, permissions to the CRS 
table should be assigned conservatively.

When to make changes?  

• If Courses are used in current year, make changes AFTER the New Year 
Rollover and before the new school year starts

• New Courses for next year can be added now

Courses can be inactivated for this year (Status) or next year (Next Yr Status). 

Data in these fields populate newly created sections in the SMS or MST:

• Default Credit (CRS.CR)

• Low Grd/High Grd (CRS.LO/CRS.HI)

These fields will display on Course Requests Entry on the Student./Parent Portal:

• N/H (CRS.NH):  Academic/non-Academic/Honors

• Course Description:  add Course Catalog data

• Courses are grouped by Subject Area on the Portal

Prerequisite Crs (CRS.PR):  Does not check credits/grades, etc.  

• Sets two Courses to not schedule into the same term 

• For example, if Course 100 is a prerequisite of Course 101, a student who 
requests both Course 100 and Course 101 is scheduled into Course 100 
in the Fall and Course 101 in the Spring.

• If not used correctly, this field may cause scheduling errors



Methods for Gathering Course Requests

• Import from Academic Plan
• Mass Change or Add Course 

Requests page
• Course Requests page
• Student/Parent Portal

. 



Course Request Packets

• Course Request Packets can be created for any 
set of courses commonly requested by 
students

•  Examples at a high school:  
• 9th Grd Honors
• 10th Grd Regular w/Geometry
• 11th Grd College Prep

• Once a packet is created, it can be assigned to 
a student using:

• Course Requests page
• Mass Change or Add Crs Requests page
• Classes page (current year scheduling)

• Duplicate Course IDs can be added to a packet; 
for example, if Fall and Spring sections will be 
created for the same Course



Course Request Section Packets

• For existing MST or SMS sections, 
Course Request Section Packets 
can be created for any set of 
sections that “go together”

•  Examples:  
• Section “spokes” of a wheel

• Econ/Govt section “pairs”

• Once a packet is created, it can be 
assigned to a student using:

• Course Requests page (SMS 
sections)

• Classes (MST sections)



Import Course Requests from the Academic Plan

• Can import for specific Terms/Grade Levels.

• Include Inactive Students (not needed to include pre-
enrolled).

• Select Location(s) to Import:  schools other than the 
Home school where the student has chosen to take a 
Course. If other schools are included, they are imported 
along with the student’s home school requests. If there are 
no Course Requests from other Locations, leave blank.

• Limit by Student Group with Query opens a Query 
window where a KEEP statement can be used.

• Delete Existing Course Requests? allows the process to 
be run again with updated Requests without creating 
duplicates.

• Preview Only button will let you know how many records, 
the student names, and the Course Requests, so you can 
review before importing.

• Update SSS button will create the Course Requests.

• An 'Updating...' message will be displayed while the 
process is running. When the process is completed, the 
User will receive an email notification indicating the 
number of records updated. You do not need to stay on 
this page while the process is running.



Mass Change or Add Course Requests

The Mass Change or Add Crs Requests page can be used to add, modify, change or delete students' Course Requests. Multiple Courses can be 
added, dropped, or changed for all students, for students by Grade Level, or for KEEP/SKIP groups of students. 

PermLked Course Requests will not be updated during the Mass Change process.



Mass Change or Add Course Requests

Add Course Requests:

1. Enter the Course number(s) to be added on the right side of the 
form.

2. Leave the left side of the form blank.

3. Click the Preview Only button. A list of students displays. 

4. Verify the list of students.  If correct, click the Update button.

Drop Course Requests:

1. Enter the Course number(s) to be dropped on the left side of 
the form.

2. Leave the right side of the form blank. 

3. Click the Preview Only button. A list of students displays. 

4. Verify the list of students. If correct, click the Update button.



Mass Change or Add Course Requests

Change an existing Course Request:

1. Add the existing Course number to the 
left side of the form. 

2. Add the new Course number to the right 
side of the form. 

3. Click the Preview Only button. 

4. A list of students will display on the right, 
under Students to be Updated. 

5. An Alert popup provides the total number 
of students who would be updated if the 
change is made.

6. Verify the list of students. If correct, click 
the Update button to complete the mass 
change.



Mass Change or Add Course Requests

Using Course Request Packets:

Course Requests can also be added, changed, or dropped 
using Course Request Packets.

To add a Course Request Packet:

1. Select the students’ Grade Level(s) to add the Packet to. 

2. Leave the left side of the form blank.

3. Press the CrsReqPackets button on the right to display 
all packets.

4. Select the packet to add.  The Courses contained within 
the packet display on the right side of the form. Press 
OK to continue.

5. A confirmation message displays. Press OK to continue.

6. The Courses from the selected packet will be listed.

7. Click the Preview Only button at the bottom of the form. 
A list of students will be displayed on the right. An Alert 
displays telling you how many students would be 
updated if you click the Update button. 

8. If the number and names of students seem correct, press 
the Update button at the bottom of the form.



Course Requests/Schedule

The Course Requests/Schedule page is used to add or change Course Requests and/or to schedule an individual student 
into sections.

New Edit View supports:

• Class Links

• Replacing an Existing Course Number

• Functionality similar to Classes page (editing all Course Requests at once, then saving)



Course Requests/Schedule

In New Edit View:  Press the Edit button to move into Edit Mode:

The Add New Record button will add one new Course Request:

1. Use the Crs ID field to search for a Course name or Course 
number. 

2. Select the appropriate Course from the drop-down. 

3. If you know the specific section number, it can be added.

4. Press Save to save all changes.

The Add Many Records button will add multiple Course Requests:

1. Ten empty records will be displayed. Search using the Crs ID 
field by entering a Course number or the name of a Course. 

2. Specific section numbers can be added for any Course Request.

3. Press Save to save all changes.

The View SMS popup can be used to add Course Requests based on SMS 
sections:

1. Press View SMS. 

2. A popup window will display selected data for each section in the 
Scheduling Master Schedule.

3. Use the Filters in the top header to limit the displayed sections.

4. Press the green + icon to add the Course Request and section to the 
student’s schedule.

Delete a Course Request:

1. Press the trash can icon to the left of the Course Request. 

2. On the confirmation popup, confirm deletion.

3. Press Save to save all changes.



Add an Alternate Course Request on Course Requests/Schedule

Alternate Course Requests allows an alternate course 
to be selected, when the primary course request is 
unavailable. 

If an Alternate Course Request is added, it must also 
be linked (associated with) a primary Course Request.

To add Alternate Course Requests:

1. Press Add New Record button in the Alternate 
Course Requests section, under the grid of a 
student's Course Requests. 

2. Enter the Course Number for the Alternate Course 
Request. Press the magnifying glass button to 
search for a Course by Course Name or Course 
Number, if necessary. 

3. Select the desired course to set the Course 
Number.

4. Press the save button. 



Linking Alternate Course Requests to Primary Course Requests on Course Requests/Schedule

The Manage button is used to associate or "link" one or more 
Alternate Course Requests to a primary Course Request. 

Each Alternate Course Request must be associated to at least one 
primary Course Request; this is how the Scheduler knows which 
Alternate Course Requests to choose, based on the primary Course 
Request which did not successfully schedule.

Next to the Manage button, the number of Alternate Course 
Requests assigned to a primary Course Request is displayed. 

There is no limit to the number of Alternate Course Requests that 
can be linked to primary Course Requests.

Alternate Course Requests can be linked to multiple primary Course 
Requests.

To link an Alternate Course Request:  

1. Press the Manage button next to the appropriate Course 
Request.

2. The Manage Alternate Request Association popup window will 
be displayed for the selected Course Request. 

All Alternate Course Requests recorded for the student will be 
displayed in a single list in their priority order, which can be 
modified. 

Select the check mark to the left of any Alternate Course 
Request that will be linked to the selected Course Request. 

3. Click the Save button.



Setting Alternate Course Requests Priority on Course Requests/Schedule

If multiple Alternate Course Requests exist, they should be 
be prioritized. The scheduling process will always try the 
primary Course Request first. If rejected, it will try the first 
associated Alternate Course Request, then the second, 
and proceed down the list of associated Alternate Course 
Requests.

To set priority, Alternate Course Requests need to be 
sorted: 

• Press Priority Sort. 

• A move button with a vertical arrow will display to the 
left of the delete button.

• Drag and drop any Alternate Course Request that 
needs to be adjusted.

• When finished moving Alternate Course Requests, 
press Done.

The priority sort order is stored in the ACR.SRT field.



Scheduling Exclusions on Course Requests/Schedule

Teacher, Student, and Period exclusions may be specified.

When the student is scheduled, the Scheduler will not put the student into 
sections with the specified teachers or students or into sections during the 
specified periods. 

If an exclusion prevents the student from being scheduled into any sections, 
the affected Course Request will be assigned an appropriate reject reason.

When a student exclusion is added, records are automatically added to both 
students, so that they are both excluded from each other. When an exclusion 
is deleted from one student, it is automatically deleted from both.

Scheduling Exclusions are recorded in the SED table.

How to add an exclusion:

1. Press the Add New Scheduling Exclusion button. 

2. Select the Type of Scheduling Exclusion. 

3. Once the Type has been specified, enter the period, teacher name, or 
student name. Search for the appropriate teacher or student, if necessary. 

4. Press the save icon to save the exclusion. 

5. Press the delete icon to delete an exclusion.



Update Course Request Options

What Courses should parents/students be able to choose 
from, when they are choosing Course Requests on the 
Student/Parent Portal? Create that list here and it will be 
saved in the Course Request Option (CRQ) table.

The CRQ list must be managed separately for each Grade 
Level. 

Initialize New Course Request Option Table button:  if 
CRQ is blank. The list are on the left will be blank and read 
No data is found for these options.

Recreate Course Request Option Table button:  if CRQ 
was created before. The list on the left will contain Courses 
and checkboxes. 

Checked Courses will be available on the Student/Parent 
Portal for selection during Course Requests Entry.



Initialize a New Course Requests Options Table on Update Course Request Options

1. Press Initialize New Course Request Options button. 

2. A Confirm form popup will display.

3. Select how the Courses should be sorted. Course ID and 
Course Title will display regardless of the option selected. 

4. If desired, check box to Bypass courses with a 0-0 grade 
range (note:  0-0 is Kindergarten). 

5. Click the Yes button when finished.

The list will now display all Courses available for the lowest 
grade level from your school’s grade range. All Courses are 
initially checked to Allow (so they will be available on the 
Portal for that grade level). In the example at right, the grade 
level is 9 and 339 is the number of courses made available.

All courses with a check mark in the Allow column will be 
available for parents and students to select. If a Course is not 
checked:  will not be available for that grade level. 

Courses can be manually selected for inclusion by checking or 
un-checking the Allow checkbox. Courses can also be added 
or removed using one of the methods described on the next 
slides.



Use Update Totals from MST on Update Course Request Options

Quickly create the CRQ table based on whether students took 
the Course this year (current MST totals).

1. Press Initialize or Recreate Course Request Options 
Table.

2. Choose a Grade Level Shown.

3. Press Update Totals from MST.

4. Press Tag and Un-Tag Based on Totals.

5. Repeat for each Grade Level Shown.

6. Check Hide Un-Tagged Courses.

7. The Add a Course button can always be used to add 
another Course (a new one or one that no students took 
this year).

There is no Save button; it saves as you go.

If sections exist in the MST with grade ranges that are 
different from the Course’s grade range, a table will be 
displayed with their information. Those sections’ totals will not 
be included in the Actual MST Total column.



Student or Parent Portal:  Primary and/or Alternate Course Requests Entry

On the Student or Parent Portal:  Classes > Course 
Requests Entry. 

The Course Requests Entry page is also available from the 
Course Requests page Add from Course Requests Table 
button.

The Course Requests Entry page will allow entry of 
Primary and Alternate Course Requests. On the right, the 
courses within the Course Request (CRQ) table (by grade 
level) can be displayed using the filter. 

The CRQ table must be populated and set up for parents 
and students to view the courses here; see the Update 
Course Request Options documentation for more 
information.

The student's existing Course Requests, if any, will display 
on the left side in the Course Requests area of the page, 
ordered by Subject Area.

Security:  Portal Groups need permissions to SSS table for 
Course Requests Entry.

The Portal Options Scheduling tab includes options and 
date range windows for Course Requests Entry.



Student or Parent Portal:  Primary and/or Alternate Course Requests Entry

Filter Courses:  find a specific Course Name or Course 
Number or a specific Subject Area. Enter the name, partial 
name or course number into the Name or Nbr field or 
select a Subject Area from the dropdown. Press the Enter 
key or click the Search button to search. 

In the example, the filter is set to Sbj Area:  English.

To request a course, locate the Course from the Filter 
Courses menu and click on the Course. If more information 
is about the Course is needed, click the Information icon to 
the left of the Course.

A pop-up will display allowing you to select whether this 
course will be added as a Primary or Alternate Course 
Request. In this example, a Primary Course Request is 
being added. Click on the Request Primary button to add a 
Primary Course Request.

Once a Course has been requested, it will display by 
Subject Area as a Primary or Alternate Course Request.



Student or Parent Portal:  Primary and/or Alternate Course Requests Entry

If students/parents cannot access the Course 
Request Entry page to choose Course 
Requests, check the following:

• Portal Options > Security tab > Date 
Ranges for Allowing Student/Parent 
Updates to Course Requests

• Portal Options may not be your responsibility; 
this is an “Aeries Admin” task

• Check Security to ensure Students/Parents 
Portal Groups have the correct permissions 
to the SSS table



Key Course Requests Reports

• Students With No Course Requests

• Students with More/Less Than N Course 
Requests

• Scheduling Reverse Verification Listing

• Scheduling Course Request Listing

• Course Request Tally

• Scheduling Course Request Letter to 
Parent

Reports tab:  Scheduling

View All Reports:  Scheduling category

Report History tab will display reports you 
ran in the past



Scheduling reports:  Scheduling Reverse Verification Listing 

• Lists the students who have a Course 
Request for the Course

• Print for:
• Advanced courses

• Courses with grade or credit  requirements 

• Courses with teacher approval or tryout or 
audition requirements

• Give the report to the appropriate 
personnel (teachers or counselors or 
administrators) for approval

• If denied, change the Course Request



After Course Requests are gathered, plan for the SMS using these reports:

Scheduling Course Request Tally report
• Total / Max = Number of Sections Needed
• Look for potential issues (courses not offered; 

grade levels); then print the Scheduling Reverse 
Verification Listing to see who requested it

• Large school?  Print report to Excel; add a column 
to do the Total / Max math

Scheduling Conflict Matrix report
• Compares Courses and tells you how many 

students requested both
• Which Courses could have sections in the same 

period? Or should not be in the same period?
• Run for ALL singletons and doubletons

The Tally + The Matrix + Your Time = the Scheduling Master Schedule



Identify school-specific factors that will impact building your Scheduling Master Schedule: 

• Teacher turnover (can create placeholders if necessary, if a new teacher has not been identified/hired)

• Teachers on campus only certain periods/part-time

• Teacher contracts

• Common prep periods for groups of teachers (departments? Co-teachers?)

• Room availability and capacity (desks? space?)

• Sections required to be in specific period/term (ex: 6th grade PE in 7th period)

• Repeating teacher year after year (ex:  math teacher teaching all levels of math)

• Linked courses split by lunch/break

• Avoiding future schedule disruptions by placing section(s) of certain Courses into specific periods with other 
section(s) of specific Courses (Academic Workshop; advanced math, etc.)

• Can teacher teach two sections during same period? For example, Art II with fifteen students and Art III with 
ten students, at the same time and with the same teacher

Make a list of “have to haves” and “want to haves” and “nice to haves,” but don’t let
“nice to haves” turn into “have to haves” !!!!



Order of creating/placing sections:

1. Place all sections that are required to be in a particular period. 

2. Place singleton sections in period with least conflicts.
• Start with the singleton with the most requests, then next most, etc.
• A singleton is when a course is offered once.

3. Place doubletons in same way. A doubleton is when a course is offered twice.

4. Place tripletons in same way. A tripleton is when a course is offered three times.

5. Start checking seat counts.* Place sections in periods where more seats for that 
Grade Level are needed.

• Try to balance known small classes with known large classes.

6. Continue adding sections based on the number of sections per course. Check 
the seat counts after each addition.

* Seats counts are provided by this report:  
   Scheduling Class Load Averages report – Display Only Totals option



Three options for how to build a Scheduling Master Schedule:

1. On the Scheduling Setup page, copy the current MST to the SMS; modify as 
needed. 

2. On the Flex SMS Board or SMS Board:
• Use the SMS Builder to mass add sections.
• Use Add Class/Copy Class buttons to add more sections and copy existing sections.

3. On the Scheduling Master page:
• Add sections one at a time.
• Add one section, then Copy the section as many times as needed.

How many sections do you need to add?
Just a few? Use the Scheduling Master page, since ALL the fields are there.
Lots? Use the SMS Board, since you can mass add sections.



Build a Scheduling Master Schedule using Copy the MST to the SMS on the Scheduling Setup Page

1. In SMS & SSS Initialization, select Blank out the SMS Table. Typically, you’d 
also Blank out the SSS Table (Course Requests).

2. Press Initialize Scheduling button.

3. After receiving the email indicating the process ran, return to the 
Scheduling Setup page.

4. In SMS & SSS Initialization, select Copy current master schedule (MST) 
table to the new SMS table.

5. Press Initialize Scheduling button. After receiving the email indicating the 
process ran, proceed with SMS modifications using SMS Board or 
Scheduling Master page.

To identify inactive sections in your MST, run this Query:

LIST MST CRS MST.SE CRS.CN CRS.CO MST.STG MST.STG? IF MST.STG > ' ' 



Build a Scheduling Master Schedule using the SMS Builder:

On the SMS Board, press the 
SMS Builder button.
1. Type the Course Number or 

Course Name.
2. Check the Conflict Matrix for 

period(s) with fewest 
conflicts.

3. Add the count of how many 
sections per period to add. 

4. Each section specified in No. 
3 will have its own row. Add 
data for each section.

5. Press Add Sections button.



Build a Scheduling Master Schedule using SMS Board buttons:

Using Add Class:

1. Click on the cell corresponding to the 
period/teacher.

2. Press the Add Class button.

3. Add the section’s information at the top.

4. Press Save.

Using Copy Class:

1. Click on the section that should be copied.

2. Click on the Copy Class button; the button 
will change to Cancel Copy.

3. Click on the cell corresponding to the 
period/teacher where the new section 
should be copied.



Add a Section on Scheduling Master page

• Add a new section
• Change or Delete an existing 

section
• Credit and Grd Range come from 

Course
• Grd Range 0-0 is Kindergarten

• Max and Room come from 
Scheduling Info section on Staff 
page. 

• Room prints on Locator Cards report.
• Max of 0 means that no students will 

schedule into it.



More fields on the Scheduling Master page

• Exclude (don’t show this section on Grades, 
Attendance or both)

• SemGp (same SemGp will force two 
sections for a pair of courses into different 
terms)

• Use the Copy button to quickly  create 
multiple sections:  

• Add a section
• Copy the section 
• Change fields as needed
• Save
• Repeat

• Sch Exc field
• Only at a Flex school
• If checked, the Scheduler will not put 

students into this section; students will need 
to be hand-scheduled into it



Even more fields on the Scheduling Master page

• MultiTchr 
• CALPADS is green

• If it is green, don’t guess!



Complex Scheduling tag fields on the Scheduling Master page

Student has Course Requests, but you want to apply rules for 
the Scheduler to follow, to guide which section(s) the student 
will schedule into.

Complex Scheduling tags:

• SchGrp:  Schedule Group

• TmCrsGp and Team#:  
Team Course Group and Team Number

• Class Link

Keep in mind:  the student’s Course Requests provide the 
Courses that the student will take. Complex Scheduling tags 
affect which section(s) will be scheduled, for a Course.

Documentation:

• Complex Schedules category:  https://support.aeries.com/support/solutions/folders/14000118502

• Group Scheduling Examples:  Which Strategy to Use? https://support.aeries.com/support/solutions/articles/14000138889-
group-scheduling-examples-which-strategy-to-use-
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Complex Scheduling tags:  why use Schedule Group tags?

• Specific students should go into specific sections

• Often called Teams, Houses, or Academies

• Schedule Group tag:
• For students (STU.SG) 
• For sections (SMS.SG; MST.SG)

Documentation:

Complex Schedules:  Teams, Houses, Academies, etc.:  
https://support.aeries.com/support/solutions/articles/14000081449-complex-schedules-teams-houses-academies-etc-
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Complex Scheduling tags:  how to apply Schedule Groups?

1. Confirm, create, or ask your Aeries Administrator to create Schedule 
Group codes on Update Code Table page (field MST.SG). 

2. Tag sections with appropriate Schedule Tags (field SMS.SG) on either 
Scheduling Master page or on SMS Board.

3. Tag students on Demographics (or Course Requests page or Classes 
page – these are all the same field STU.SG) with appropriate Schedule 
Tags.

4. Mass Schedule (Schedule All Students or SMS Board), or schedule one 
student using Reschedule button on Courses Requests.

• Students tagged with a Schedule Group will scheduling into sections tagged with 
matching Schedule Group OR into sections with blank Schedule Group.

• Students with blank Schedule Group will not schedule into sections with a 
Schedule Group.
Students with blank Schedule Group will schedule into sections with blank 
Schedule Group.



Complex Scheduling tags:  Schedule Group example

Students tagged with Schedule Group AA go into sections 
tagged Schedule Group AA OR into sections with a blank 

Schedule Group.

Students tagged with Schedule Group BB go into sections 
tagged Schedule Group BB OR into sections with a blank 

Schedule Group.

Students with a blank Schedule Group go into sections 
with a blank Schedule Group.



Complex Scheduling tags:  why use Team Course Group and Team# tags?

• Certain sections (or all sections) are “teamed”

• If a student schedules into one of the sections in a team, 
the student should schedule into the other sections of the team

• Two or more sections are in a team

• No tagging of students

• Team / Course Group and Team# can be added on the SMS 
board

• Class Link will accomplish the same result (but uses a different 
tag/field)

• Pro:  it is easier to “get” the concept of Class Link
• Con:  Class Link can’t be added on the SMS Board 

Documentation:

Complex Schedules:  Team / Course Group and Team Number Fields:  
https://support.aeries.com/support/solutions/articles/14000081450-complex-schedules-team-course-group-and-team-number-
fields
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Complex Scheduling tags:  how to apply Team / Course Group and Team Number?

1. Confirm, create, or ask your Aeries Administrator to create 
Team / Course Group codes on Update Code Table page (field 
MST.CG). 
• The Team# field does not need codes.

2. On Scheduling Master page or on SMS Board, tag ALL sections 
that will be part of a team with a TmCrsGp code (SMS.CG).
• This tag identifies that these sections are included in a group of 

teams.

3. On Scheduling Master page or on SMS board, tag the sections 
in a specific Team with the same Team# (SMS.TM).

• This tag identifies that these sections are on the SAME team in 
group.

4. Mass Schedule (Schedule All Students or SMS Board) or 
schedule one student using Reschedule button on Courses 
Requests.
• Students will schedule into the specific sections of one single team.



Complex Scheduling tags:  Team / Course Group and Team Number example

Middle School core classes:  all Language Arts 
and Social Studies sections are tagged with 
TmCrsGp A.

Teacher Smith’s Language Arts section in period 
1 and Social Studies section in period 2 are both 
tagged Team 100.

Teacher Lopez’s Language Arts section in period 
3 and Social Studies section in period 4 are both 
tagged Team 101.

Students schedule into Language Arts and Social 
Studies sections in Team 100 or Team 101.



Complex Scheduling tags:  why use Class Link tags?

• Certain sections (or all sections) are linked

• If a student schedules into a section with a Class Link, 
the student should schedule into the linked section(s)

• No tagging of students

• Team / Course Group and Team# will accomplish the 
same result (but uses two different tags/fields)

• Pro:  it is easier to “get” the concept of Class Link
• Con:  Class Link can’t be added on the SMS Board 

Documentation:

Class Link:  
https://support.aeries.com/support/solutions/articles/14000136569-class-links
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Complex Scheduling tags:  how to apply Class Links?

1. On Scheduling Master page, tag each section that should 
be linked with the same Class Link (up to 6 characters; 
numbers and/or letters).

• Can’t be added on SMS Board.

2. Mass Schedule (Schedule All Students or SMS Board) or 
schedule one student using Reschedule button on Courses 
Requests.
• Students will schedule into sections that are linked.



Complex Scheduling tags:  Class Links example

Middle School core classes:  all Language Arts and Social 
Studies sections will be Class Linked.

Teacher Smith’s Language Arts section in period 1 and Social 
Studies section in period 2 have Class Link of S1. (If Smith 
teaches another set of LA/SS, those could be S2 or S3 or S4.) 

Teacher Lopez’s Language Arts section in period 3 and Social 
Studies section in period 4 have Class Link L1. (Ditto:  other set 
could be L2 or L3, etc.)

Students schedule into Language Arts and Social Studies:   S1 
sections or L1 sections.



Scheduling Students:  Key Topics

• Backup and Restore Scheduling Results 

• Reports to run before running the Scheduler (mass scheduling students)

• Mass scheduling students
• Schedule All Students page
• Flex SMS Board/SMS Board

• Course Requests page 
• Add/delete/modify course requests
• Lock courses
• Address scheduling conflicts/rejects
• Schedule individual students 

• Use reports to guide building/modifying/finalizing the Scheduling Master Schedule

• Copy existing sections, including sections with students 

• Where to go next

Running the Scheduler to 
mass add students to 
sections

Hand scheduling students 
to fix rejects



Backup and Restore Scheduling Results:

Create a saved backup of scheduling tables, including SSS (Course Requests) and SMS (Scheduling 
Master Schedule).

Backup often.                                                           Restore carefully! Existing data will be written over!



Reports to Run Before Scheduling Students

Prescheduling Edit Listing
• Run after SMS built, but before 

scheduling
• Predicts potential rejects



Reports to Run Before Scheduling Students

Students with Duplicate Course Requests

• Should the student have two Course Requests and/or sections 
scheduled for the same Course?

• For one student, delete the duplicate on Course Requests

• Mass deletion on Delete Duplicate SSS Records



Reports to run before scheduling students:  Scheduling Master Schedule Errors

• Scheduling Process Dashboard C. 4. 
• Sections missing:

• Flex Period
• Class Calendar

• Primary Teacher
• Sections with wrong year’s Flex Period or Class Calendar



Reports to run before scheduling students:  Scheduling Master Schedule

• Sort by Course and Period (or maybe by Teacher and Period)

• Check data entry for the Scheduling Master Schedule:
• Teacher, Grade Range (Low/High), Max
• Check complex scheduling section tags
• At Flex schools, be sure to look for sections

missing a Flex Period (Period) or Class Calendar (Days)



Schedule All Students:  Mass Schedule

• Mass lock/unlock scheduled 
sections

• Run the Scheduler; run 
reports; move sections; 
repeat



Flex SMS Board:  Mass Schedule

• Same options as Schedule 
All Students page, except 
you can’t mass lock/unlock 
scheduled sections here

• Run the Scheduler; run 
reports; move sections; 
repeat



As the Scheduler runs:

• Pre-scheduled (locked) sections stay 

• Courses with fewer available sections are scheduled first (in other 
words, singletons first, then doubletons, etc.)

• Sections with most empty seats are tried first; it tries to keep an 
empty seat in every section

• So different maxes might cause effects you don’t expect

• Core classes are scheduled before non-core classes
• NCLB Core (CRS.NCC) and N/H (CRS.NA) fields



Do you need to add sections?  Check the Scheduling Course Request Analysis report

• Quickly see Seats Short:  not enough sections for the number of students 
requesting the Course



Do you need to move sections?  Check the Scheduling Class Load Analysis by Course and Period report

• For each Course, Dev reflects the difference between the Total in one section vs. the Class Average of all the sections

• Over the Class Average (too full) and under the Class Average (not full enough) are both issues to solve

• We want balance: each section’s Total is equal to the Class Average (or near the Class Average)

• Look at > 5 Dev (deviation) if not Flex. Add a section? Move a section?

• Don’t move the singletons or doubletons!



Do you need to move sections?  Check the Scheduling Class Load Averages report

• To print the Seat Counts, choose these 
Options:

• Skip Inactive Students

• Display Only Totals

• Total requests by Grade Level divided 
by the total number of sections.  

• Seat Count:  the Total number of seats 
per period by Grade Level, if each SMS 
section contained the average number 
of students per Course

• Compare Average Requests per 
Section to the Total Students

• Much higher? Seats (sections) for that Grade 
Level could potentially be moved to another 
period

• Much lower? Seats for that Grade Level are 
needed in that period 

• Don’t move singletons or doubletons!



Mass scheduling students:

1. Add/move sections

2. Run the scheduler

3. Run reports

Repeat steps 1 – 3 until:

• Students are 100% scheduled, or

• You have no other possibilities for adding/moving sections, or

• You have run out of time



At some point, you are going to stop running the Scheduler:

• After you stop mass 
scheduling:

• Run the Scheduling Optimizer

• Hand schedule students on the 
Course Requests page



Hand Scheduling on Course Requests page:  Old Edit View

• Display Options:  view Flex Periods 
horizontally or vertically

• Reject column:  why the Scheduler didn’t put 
the student into a section

• Temporary Lock:
• Apply using button under All

• Display as Locked in Reject column

• Can be mass cleared on Schedule All Students page

• PermLk set when editing the Course Request 
• Display as *Permanent Lock* in Reject column

• More/different PermLk codes can be added on Update 
Code Table page for SSS.PL field

• Can’t be mass cleared on Schedule All Students page

• Alternate Course Requests can be added and 
associated with primary Course Requests

• Scheduling Exclusions for Student, Teacher, or 
Period

• Student can be added to the Wait List for a 
full section



Hand Scheduling on Course Requests page:  New Edit View

• Display Options:  view Flex Periods 
horizontally or vertically

• Reject column:  why the Scheduler didn’t put 
the student into the section

• Temporary Lock:
• Apply using button under All

• Display as Locked in Reject column

• Can be mass cleared on Schedule All Students page

• PermLk set when editing the Course Request 
• Display as *Permanent Lock* in Reject column

• More/different PermLk values can be added on Update 
Code Table page for SSS.PL field

• Can’t be mass cleared on Schedule All Students page

• Alternate Course Requests can be added and 
associated with primary Course Requests

• Scheduling Exclusions for Student, Teacher, or 
Period



Course Requests page:  guide to Reject reasons

• Conflict could be one of the following:

• A scheduled section is preventing sections of other Courses from being scheduled in the same Flex Period.

• Too many Course Requests exist for the number of periods or Flex Periods available.

• A Time Range or Period Range restriction is preventing available sections from being scheduled.

• Full Classes:  All sections of the Course are full.

• Grade Range:  All sections of the Course are set to a Grade Range that does not include the student’s Next Grade.

• Invalid Crs:  

• No sections of the Course are offered.

• In a Flex school, sections may be offered but are missing their Flex Period or Class Calendar.

• StuGrp Restrict: The Scheduling Group code for the sections does not match the student’s Scheduling Group code (SMS.SG <> STU.SG).

• Tchr Pref Err:  The Pref value does not match any section’s Teacher (SSS.TN <> SMS.TN for traditional scheduling; SSS.PS <> SSM.ID for Flex scheduling).

• Sex Restriction:  All sections of the Course are restricted to a different Gender (SMS.GN <> STU.GN).

• Track Restrict:  All sections of the Course are restricted to other Tracks (SMS.TR <> STU.TR).

• ALTERNATE:  An alternate Course was scheduled in place of the original Course Request.

• Locked:  The section is scheduled and temporary locked.

• *Permanent Lock*:  The section is scheduled and perm locked.

• PD Excls Err:  A period scheduling exclusion is preventing a section from being scheduled.

• Tchr Excls Err:  A teacher scheduling exclusion is preventing a section from being scheduled.

• STU Excls Err:  A student scheduling exclusion is preventing a section from being scheduled.



SMS Board/Flex SMS Board helpful buttons after you’ve scheduled students:

Rejected Courses button:
• Which Courses have rejects and why
• Use the SMS and STU buttons to drill 

down to sections or students

Crs Changes button:
• See all sections at a glance
• Change key information for all 

sections or selected sections

Rejected Stus button:
• Same as STU column button on 

Rejected Courses
• Students with rejects
• Can remove the Course Request
• Probably easier to manage these on 

their Course Requests page



Mass Move/Copy Students on the Scheduling Master page

1. Select the section students will be 
moved/copied from. 

2. Add the section number the 
students will be moved/copied into 
the New Section field on the 
Students tab near the bottom of 
the page.

3. If a subset of students should be 
moved/copied, tag them (click on 
the student names).

4. Press appropriate button based on 
whether all or tagged students 
should be moved or copied.



Wait Lists on the Scheduling Master page

• Scheduling Setup:  Allow Wait Lists

• Scheduling Master Schedule:  section must be full 

• Add Student to Wait List for the section

• Change Priority Order of the students

• Delete students from the Wait List for a section



Scheduling reports:  Scheduling Reject Analysis Listing 

• All students with rejected
Course Requests

• Look for patterns



Scheduling reports:  Locator Cards

Student Locator Cards
• Print for SMS/SSS (or wait to print them from the MST/SEC)
• Schedule to print out for students
• Lots of options for what is included and how it prints



Copy Scheduling Results to SEC & MST

• After New Year Rollover and after the Scheduling Master Schedule is 
finalized, but before school starts.

• Copies the Scheduling Master Schedule to the Master Schedule; 
copies students’ Course Requests’ scheduled sections to Classes.

• Check here to continue:  you must acknowledge the warning before 
the rest of the options are displayed

• Got inactive sections in the SMS, but you don’t know why? Run this 
query:

LIST SMS CRS SMS.SE CRS.CN CRS.CO SMS.STG SMS.STG? IF SMS.STG > ' '

• After running this process, scheduling is over, so:
• Use Master Schedule page (not Scheduling Master page) to modify sections.
• Use Classes (not Course Requests) to modify students’ schedules.
• The Flex SMS Board/SMS Board will be inactive (use the Master Schedule page 

instead).
• Be aware that many reports have scheduling (SMS/SSS) versions and Master Schedule 

versions (MST/SEC). Choose the correct report for your needs. 
• If you are concerned about whether parents/students can see student schedules, you 

may need to take steps to prevent it. See the article Hiding Gradebook, Class and 
Teacher Information Before the First Day of School:  
https://support.aeries.com/support/solutions/articles/14000118198-hiding-gradebook-
class-and-teacher-information-before-the-first-day-of-school
(p.s. don’t forget 3rd party integrations!)
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Epilogue:  next year, do you have a LOT of mid-year scheduling changes?

Issue:  lots of changes to students’ schedules, all starting on the first day of the Spring Term, in Year long 
Courses/sections. The regular process for a schedule change is to use the Classes page. But there are hundreds . . . 

Problem:  if you make changes for future dates in Classes (SEC):

• The Classes page shows the change immediately (CAR will be correct, though)

• GRD initialization after these changes will reflect the sections on Classes (SEC), so students may be included/not 
included incorrectly

• In Gradebook, students will show up to be added to sections on Classes (SEC)

What are your options?



Epilogue:  next year, do you have a LOT of mid-year scheduling changes?

Option Pros Cons
Wait until the last day of the Fall Term 
to make all those changes on Classes 
page

Simple but effective • Potentially too many changes for one 
day

• No one wants to do this during their 
winter break

Wait until GRD has been initialized at 
the end of the Fall Term and make 
changes on Classes (but warn everyone 
that Classes may be incorrect until the 
Spring Term starts)

Confusing for the people who use Classes 
to find the student

Do mid-year scheduling in SSS and 
SMS

More time to make 
the changes

• Maybe scary the first time? 
• May need training? 

Change all Courses to Semester long 
and use Fall/Spring pairs of sections for 
all Courses

• Big project; 
• You are doubling every schedule 

change and many schedule-related 
areas

• Needs to be in place before school year 
starts



Where to go for more information:

Student Scheduling for Next Year category on support.aeries.com:
https://support.aeries.com/support/solutions/folders/14000116178

Secondary Scheduling Videos (Flex and Non-Flex):
https://support.aeries.com/support/solutions/folders/14000128208

New! Flex Scheduling Process Flow Chart
https://support.aeries.com/support/solutions/articles/14000157283-flex-scheduling-flow-chart

New! Flex Scheduling Process Guide and Checklist
https://support.aeries.com/support/solutions/articles/14000156351-flex-scheduling-process-guide-and-checklist

https://support.aeries.com/support/home
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We value your feedback:

Training:  Master Schedule
Trainer:  Carole Williams

https://survey.alchemer.com/s3/8287619/Aeries-Training-Survey
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