
Navigating Through the E-Scheduler 
1. Once you’ve logged-in to the STAR Media Center and clicked on the E-Scheduler box, you can 

freely navigate through the E-Scheduler tool. 
 

2. When you log in to the E-Scheduler tool, you will land on the “My Schedules” page. From there, 
you can use the tabs near the top to navigate between “My Schedules” and “STAR Templates”: 
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3. On the “My Schedules” page, you can click on the schedule name (yellow circle) to view or print 
the schedule. Use the “Edit” button (red circle) to edit the schedule including start and end times, 
activity name and description, enter staff directions, and manage staff members. Use the “ellipsis” 
button (green circle) to print, duplicate, download as a PDF, or delete. Click the “Create” button to 
develop a new schedule from scratch. 

 
4. On the “STAR Templates” page, scroll down to see all the available schedule templates. Click the 

schedule name (yellow circle) to view or print the template schedule example. Click the “Edit” 
button (red circle) to make a copy that will appear on your “My Schedules” page for you to edit and 
customize. Use the “ellipsis” button (green circle) to print or duplicate the schedule. 
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5. Here’s an example of a Preschool full-day schedule incorporating three staff members created 
using the E-Scheduler: 

 


