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Overview
Several canned reports may be used to analyze the active schedule 
and determine if it is ready for any manual clean-up.

Schedule Batch/Teacher Schedule Batch
The Schedule Batch & Teacher Schedule Batch may be used for two 
purposes:

Spot checking students and teachers with complicated schedules•	
Distributing to students and teachers to be ready for next year•	

Open Rooms
The Open Rooms report will list the rooms that are not scheduled with 
a course section for the term and corresponding period.

To generate the report:
Select a Term for which to 1.	
view open rooms from the 
dropdown list. This selection 
can be set to the ALL option 
to see open rooms for the 
entire calendar year. 
Click the Generate Report button. 2.	
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Section Rosters
This report displays the rosters for each section taught by a specific 
teacher.

To generate the report:
Select the Term from the dropdown list. 1.	
Select the Period in the list of periods to include 2.	
on the report. 
Check the box to Exclude the address and 3.	
phone number from the report. 
Select the Date of the term by typing in 4.	 mmddyy 
format or clicking the calendar link to select a 
date. 
Select the Teacher(s) from the list. 5.	
Click the Generate Report button. The report will 6.	
display in a PDF (Adobe) document that lists the 
students enrolled in each section. 

Room Usage
The Room Usage Report will display what course sections meet in 
each term and period for each room. 

To generate the report:
Click the Generate Report 1.	
button.
The report will display in a 2.	
PDF (Adobe) document, list-
ing the room usage for the 
chosen calendar.


