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Next Year Scheduling Reports – Master Schedule 
The following reports can be generated to assist after you have entered your Master Schedule.   These 

reports are utilized prior to running the Student Scheduler. 

Printing a Master Schedule 
To print a list of course-sections in the master schedule:  

Step 1 – Navigate to Master Schedule 

¶ Click on Menu | Scheduling | Courses | Course Sections | Master Schedule  OR 

Type “Master” in the Quick Search bar and select Master Schedule 

Step 2 - Enter Search Criteria  

¶ Click on Advanced 

o Enter the following criteria to search for all courses in your building 

 

¶ Click on the Load Records icon   

o Enter  the following search criteria to Search by Department 

Á Place cursor in Value box for list of Departments  

¶ Click on the Load Records icon  

¶ After records are loaded click on the Additional Options icon  

¶ Select Master Schedule List Report 

¶ Click Run on Pop Up Master Schedule List Report Box 

Step 3 – Open Report 

¶ Click on the Tasks/Reports dropdown to retrieve your report  

¶ Click on Report Title to open  
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¶ To Print, click on Printer icon  

 
¶ To Save, click on Save icon 

 
 

Identifying Students with NO Requests 
The Error Scan report is used to produce a list of students who have no requests entered.  

Step 1 – Navigate to Scheduler Error Scan 

¶ Click on Menu | Scheduling | Student Schedules | Student Scheduler | Scheduler Error Scan OR 

Type “Scheduler” in the Quick Search bar and select Scheduler Error Scan 

 

Step 2 – Enter Criteria 

¶ Only check the Scan Registration box 
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¶ Click on the Run icon  

Step 3 – Open Report 

¶ Click on the Tasks/Reports dropdown to retrieve your report   

¶ The report will be titled Student Scheduler Error Scan 

 

¶ The report lists the students who have  no requests  

 

 

 

 

 

Running the Conflict Matrix Book (and Conflict Matrix Grid) 
This report provides a count of how many students have requested any two courses in the Course Catalog.  

It is used to determine which courses should not have section scheduled to meet at the same time due to 

scheduling conflicts.  

 

The Conflict Matrix Book shows each course as a heading, with all courses that have conflicts and the 

number of conflicts per course listed below. 

 

The Conflict Matrix Grid shows every course along the horizontal and vertical axes of a grid, with the 

number of conflicts at the intersections in the grid.  

 

Step 1 – Navigate to Conflict Matrix (book/grid)  

¶ Click on Menu | Scheduling | Student Schedules | Pre-Scheduler Reports |Conflict Matrix 

(book/grid) OR 

Type “Conflict” in the Quick Search bar and select Conflict Matrix (book/grid) 

 

Step 2 – Enter Criteria 

¶ The report is generally run for Singletons and/or Doubletons.  The following prompt and filter 

selections are commonly used 
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o Matrix Type – Select  Book or Grid 

o Singletons or Doubletons -  Select ALL, Doubletons Only, Singletons and Doubletons or 

Singletons Only 

o Conflict Threshold – Select conflict of your choosing.  In the example above, if at least 2 

students taking Course A are also taking Course B, then this will show as a conflict for these 

two courses.  When running the report for ALL courses, a higher threshold is normally used 

(perhaps 5 to 10) 

Note:  The Conflict Matrix Grid report is run in the same way, although there is no Conflict threshold 

option, so this report should never be run for ALL courses, or the grid report would be enormous.  Run 

the report for Singletons and/or Doubletons only. 

Step 3 – Open Reports 

¶ Click on the Tasks/Reports dropdown to retrieve your report   

¶ The report will be titled Conflict Matrix Book or Conflict Matrix Grid 

¶ To Print, click on Printer icon  

 

 

¶ To Save, click on Save icon 
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Running the Student Request Summary 

This report lists students and their requests.  This report includes many students per page. 

Step 1 – Navigate to Student Request Summary  

¶ Click on Menu | Scheduling | Student Schedules | Pre-Scheduler Reports |Student Request 

Summary OR 

Type “Request” in the Quick Search bar and select Student Request Summary 

 

Step 2 – Enter Criteria 

¶ The following criteria is commonly used 

 

¶ Click on the run icon  
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Step 3 – Open Report 

¶ Click on the Tasks/Reports dropdown to retrieve your report   

¶ The report will be titled Student Request Summary 

 
¶ To Print, click on Printer icon  

 

 

¶ To Save, click on Save icon 

 
 

Running the Student Request Detail 

This report lists students and their requests.  This report includes one student per page. 

Step 1 – Navigate to Student Request Summary  

¶ Click on Menu | Scheduling | Student Schedules | Pre-Scheduler Reports |Student Request 

Detail OR 

Type “Request” in the Quick Search bar and select Student Request Detail 

 

Step 2 – Enter Criteria 

¶ The following criteria is commonly used 
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¶ Click on the run icon  

 

Step 3 – Open Report 

¶ Click on the Tasks/Reports dropdown to retrieve your report   

¶ The report will be titled Student Request Detail 

 
¶ To Print, click on Printer icon  

 

 

¶ To Save, click on Save icon 
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Running the Student Request Verification Report 

This report provides student requests in a format that can be sent home for parent verification and 

approval.  

Step 1 – Navigate to Student Request Summary  

¶ Click on Menu | Scheduling | Student Schedules | Pre-Scheduler Reports |Student Request 

Verification OR 

Type “Request” in the Quick Search bar and select Student Request Verification 

 

Step 2 – Enter Criteria 

¶ The following criteria is commonly used 

 

 
 

¶ Click on the run icon  

 

Step 3 – Open Report 

¶ Click on the Tasks/Reports dropdown to retrieve your report   

¶ The report will be titled Student Request Verification 
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¶ To Print, click on Printer icon  

 

 

¶ To Save, click on Save icon 

 
 

 

 


