
Schedule
Builder Guide



The schedule builder allows you to bulk schedule your
students and tutors.

HOW TO BUILD A SCHEDULE
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The schedule builder can be found in
‘Locations’ 

Select the school for which you would
like to create a schedule. 



If students or instructors are missing
from your school’s roster, you can add
them by clicking on the corresponding
“assign” button. 

Step 1: Make sure all your students and tutors are rostered to
the school location. 
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View who is currently
rostered to the selected
school location. 

Check the box of
the people you wish
to add and click
“Assign” to add
them to the school
roster. 



Step 2: Name your schedule and select the start and end
dates. 
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Select
Schedule
Builder.

Select the
appropriate
semester
from the
drop down.

Create a new schedule by clicking
on the green plus sign. Use the
drop down if you need to select
an existing schedule. 

“Schedule” “Letter” starting with A and
continuing for each following schedule
build. “Date Created.” “Initials” of
individual who created it.  
Example: Schedule A 12.1.23 DB 

Name each schedule as follows: 
1.

2.

Enter the schedule’s
start and end date.



Step 3: Enter the details for the schedule. 
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Click the plus sign
next to a weekday to
open the Periods
form.

Click finish
when done. 

Title: Subject, Days, Time (e.g.
Reading TWR 11-12pm)  
Grade 
Group Size
Start Time
Duration  
Select Days (same as in the
title),  
Type: In-Person
Turn off billable (i.e. grey-ed
out),  
Location: type in the specific
school 
Program: semester and grade
(ex: 6-8 math, 3-5 elementary,
etc),  
Description: Leave this blank

Enter the schedule requirements:  

Repeat this process for each period you wish to create on your schedule. 



Enter any dates you know you
know there will not be regular
tutoring (e.g. holiday, assembly,
school closed) 

Step 4: Enter any days tutoring off days for your school site. 
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Name the event and select
whether it is one day or multiple
days. Click finish when done. 



Step 5: Match your students and instructors for the period
you’ve created. 
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Manually create pairs between
students and instructors. You
can choose to pick instructors
first and then add students to
each instructor or create
student groups and add
instructors to those groups. 

Check the people you wish to
add. 

Then choose to add students or
have Pearl automatically find
matches. 

Manual Matching



Step 6: Match your students and instructors for the period
you’ve created. 
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 Use Pearl’s built-in algorithm
matching system to automatically
find matches between students and
instructors. 

Automatic Matching

 Edit automatic choices to set up
your matches exactly the way you
want them. 



*Do not click submit schedule until you have had your
schedule approved by Central Office.

Step 7: Get your scheduled approved and submit. 
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Click here to watch a tutorial video on how to use the
schedule builder.

Process to submit your schedule 

Notify central office that your schedule is ready. 
Central Office reviews and approves. 
Invite instructors to the schedule. 
Submit the schedule once all instructors have
approved to finalize. 

1.
2.
3.
4.

Invite your tutors to the schedule. 

https://watch.screencastify.com/v/HvYccYXaxDsrpVOMKQEp
https://watch.screencastify.com/v/HvYccYXaxDsrpVOMKQEp


Locate the period you wish
to edit. 

All edits to your schedules created in the schedule builder
must be made from the calendar or sessions grid. 

HOW TO EDIT A PUBLISHED SCHEDULE

iti.tutorwithpearl.com

Click the pencil icon to
select the specific session
in the period that you would
like to edit. 



Cancel a session or the rest
of the sessions in the series
from here. 

All edits to schedules created in the schedule builder must be
made from the calendar or sessions grid. 
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You cannot delete one session from the series. Pearl will indicate that 
it will delete all sessions from the series.
If you need to add a new session series for a tutor/student match, go
to the schedule builder and build a new schedule for them from there. 

Important things to note about editing published schedules: 

Make your edits to the
session. Click save changes
when you are done. 

Whether you are
editing or
canceling a
session it will ask
you if you wish to
do this for this
session or for the
rest in the series. 


