
Checking for Highly Qualified Entries 
 

Go to Applications>Scheduling>Master Schedule 
 
Click on the Advanced button 
 

 
 
You will get the following screen 

 



Make the fields look like this: 
 

 
Master Schedule        End 
                  User Defined Field3 
                                                                    Equals                         (1,2,3,4,5 or 6)  
                              Course Building                                                   one @ a time                            
            Building number   
 
 
Click the Save button and enter in a name like (HQT Search at the top) 
 
Click OK again to save 
 
Click OK search for the names of Highly qualified teachers with matching criteria. 
  (For example:  this search would list all teachers that are marked as 2 @ building 24) 
 
You will come to the next screen that lists the courses and teachers who matched the 
criteria.   
 
 
 
 
 
 
 
 
 



Click on the Print button 
 

 
 
This will print this list of all the HQT’s that are marked with the criteria status. 
Mark at the top on the print off what criteria it is (for: example 1,2,3,4,5, or 6) so you 
don’t get any mixed up. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Since you have saved the first criteria search you will go to the Load button on the 
Advanced search screen  
 

 
 
 
It will let you pick you saved search  (it will show in blue) 
 

 
 
Click the one you want and Click OK 
 



Changed the HQT criteria to another number  (1-6) 
 

 
 
 
Click OK and your next search will be displayed 
 
 
 
 
Go through this procedure for each of the 6 possible entries. 
You will end up with six print offs. 
 
You may also edit your HQT’s within this search window of you find a mistake. 
 


