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	Entering Student Schedule Requests


	Complete the following steps to enter student schedule requests:

	1. In STIOffice select Courses – New Year Scheduling – Add/Edit Student Information.

2. Click on the Requests button.
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	3. At the Course Requests dialog box (shown at right), place a check mark in the box to the left of Cycle.


4. Click Insert. 
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	5. Insert Course Number.


6. Press Tab.


7. Verify Information.


8. Click OK.
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	Optional:  Selecting Courses from Valid Courses
	

	1. At the Record will be Added dialog box (shown at right), click the ellipsis button [image: image4.png]


.
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	2. At the Valid Courses dialog box, select the course the student has requested.


3. Click the Select button.


4. At the Record will be Added dialog box (shown below), verify course information is correct.
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	5. Click OK.
	

	6. Continue adding the student’s requests.  When finished, click the X in the upper, right corner of the dialog box to break the cycle.


	Printing Student Request Verification Sheet
	

	7. At Course Requests dialog box, click the printer icon.
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	8. At the Request Verification dialog box, make the changes shown at right.
(Note: If you do not want to show demographic information, remove the check mark from the box to the left of Demographics.)


9. Click Print.
	[image: image9.png]Studerts Selected:
Select Fiter

=

Beport Optons.

1D To Piin: [Student Number <]

 Bemgaphisd I Unitedinio
I Eess
T Students With Mo Requests






	At the Request Verification dialog box, close the door to complete the request process.


Posting Requests from Models

	Models are groups of specific, pre-defined Course Sections or Course Requests that may be applied to a student or to a group of students for scheduling purposes.  The model shown at right could be applied to all 6th grade students taking vocal music.  Please email your requests for model creation to the I.T. department.  Please include the name of each model and the courses that will be attached to the model.
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	Complete the following steps to apply a model to a student’s requests:
1. At the Course Requests dialog box, click on the Pick a Model icon [image: image11.png]


.

2. At the Apply a Model dialog box, select the correct model from the drop down list.  Click Apply.
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	3. The requests attached to the model will automatically be applied to the student’s requests.
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