
Schedule Setup 
 
The Online School (OLS) provides a way for you to customize your child’s school schedule and days off from 
school. You will want to start with the school district’s calendar, and make changes from there. To get 
Steilacoom School District’s vacation days loaded in the OLS, follow the steps below. 
 

1. Under the Plan tab, click Schedule Setup: 

 
 
 

2. On the right side of the window, you will see what days off are scheduled so far (in this case, none!): 

  
 

3. To see an accurate list of the days where there is no school, click the button that says “Revert to school 
calendar.” This will show you all the days off in the Steilacoom School District for the 08-09 school 
year. 



The window will then look like this: 
 

 
 

4. If you have additional days that you take off (a family vacation, a holiday that is not in the school 
calendar, etc.), you may add them to the list of days off. Simply click a date in the calendar at the left. 
For example, if October 31 was a day off, you would click on that date. Notice what has happened in 
the picture below since I clicked that date: 

 

 
October 31 has now appeared in the Days Off list. 
You can also remove a date from the list by clicking that date in the calendar. It will then disappear 
from the list of days off.  It’s like a toggle switch. 



You may have noticed that there is a day missing from the Days Off: March 31. You can fix this very 

easily. Click the blue arrow  to the right of the month until you get to March, 2009. Click the 31 in 
the calendar, and it will change the Days Off window to look like this. That’s spring break! 

 
Click the Next button. 



5. In this screen, you can change the number of hours in a day that your child spends on each subject. If 
you prefer to do science or art on different days, you can move those numbers. Use this screen with 
caution, because the numbers add up to the required hours per week. This number will vary from 
student to student, depending on the number of courses in which he or she is enrolled. If you do make 
changes here, make sure that the Total Number of Lessons is the same as it was when you first opened 
this window (in this case, 25).  
 
In this example, the reason the Total Number of Lessons is slightly different from Total Lesson Hours 
is that art is designated as a 45 minute lesson. Two of those per week adds up to 90 minutes (1.5 
hours), hence the total of 24.5.  But the 100 minutes of PE (which only appears in the Attendance tab) 
will round out the total attendance, so you won’t come up short. 

 
 

 
 
 

6. If you made changes only to the Days Off section, just click the Close button on the upper right. 
 

7. If you made changes to the weekly schedule and are satisfied with them, click the Accept Schedule 
button. 
 



8. If you made changes and are not sure what you did, or need to start over, click the Close button. You 
will see the following message: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click OK if you want to it to go back to the way it was so that you can start again. 
 

 
NOTES: 

 
• Even though some days are specified as “No School for Students,” such as October 10, you might still 

choose to “go to school” on those days. Simply remove it from the Days Off section as described 
before, and then you can enter your attendance and progress for that day. 
 

• As is stated in the WAVA Parent Student Handbook, by following the daily and weekly planning 
schedule on the OLS, your child will easily fulfill attendance requirements. But if you add vacation 
days to those that are already in the school calendar, your child may not have enough hours of school to 
be compliant with Washington’s attendance laws. When adding vacation days, be sure to make up the 
time before or after your vacation. For example, if you plan to take several days off in February, you 
can plan ahead by doing some school during winter break. 
 

• Please do not click the Show/Hide Courses in Plan button. The temptation is to hide a course if it’s 
been completed, but that would be very confusing for the teachers when tracking student progress.  
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