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This Academic Scheduling Tool has been designed for
all people involved in the scheduling process from
classroom instructors to the Lead Academic
Scheduler. There are many features that are common
to all types of users and those will be explained in this
first section. The following sections will be divided
based on the type of user, such as an Executive
Assistant or a Department Chair, and will discuss the
functionalities that are particular to each.
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Select a term.

Erail Support

Select your
department.

The system will automatically display any
previous work you have saved. If this is the
first time working in the department, an
empty table is presented.
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Scroll bars.
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The columns to the left of the dotted line are your core values.
These will stay fixed on the left side of the screen so that you may
see which specific course section you are working with. There are
too many columns on the right side of the dotted line to fit on one
screen so they may be scrolled in to view when needed via the

scroll bar on the bottom.




To add a new course, place cursor
on the row just after you wish the
new row to appear and then click
the Add Course button. This
creates a new course, or row, with
empty default values.

Buttons

To delete a course, click
anywhere within the row you
would like to delete to
highlight it and then click
the delete button.
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Only available for

No courses are displayed
until you click the Pre-
Populate button.

Clicking the Save button
produces a message once the
changes have been saved
successfully.

Department Chairs.
Submits the saved schedule
to Academic Scheduler.

If you would like your work
to be exported to a Microsoft
Excel spreadsheet, just click
the Download button.
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If you would like to search for an
instructor by using part of his/her
name, click the magnifying glass icon.
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Column Re-ordering:

| »

Academic Scheduler Tool  EnelSuw

m@UmmwofSanDiego
*Tem 201102 vI‘DeparTment BIOL vIEio\ogy
-u-PrePopLdate| {5 | New! Add Eourse| deete Dawnload‘ ﬂSubmJtsmedee‘

I I I I
Opton Eﬂ ﬁg‘m Sechon | (st | P (Atrbute  Approvl Mesting Pattern Days (St Fnd [Puidng  Room |Units [Mex [Techlevel [Layout
[ Hi s @ 0 07 How B | Hw s HT 5 [ i H
[ Hem w [0 07 How H B foofws| HT B T ke
[ Heo w @ 07 07 | [ B ol HT 3 T k@
[ Ha [w pif0 07 H [ Bowe foofws | BT 3 T e @
T @ @ w0 [T How 3 wolk AW w4 1w d
(Hm @ @ [T 07 [ et @AW s (m | A 3 [ Tedrd
I’_;l W ’T'r ‘ r l‘ | | B LI Sience For Edducators _J |M ﬁlﬁ| J ’_’r’_lm ’_
"_;l a0 ’F'r ‘ r " - |Cha\r B Ll Scignce For Exducators _J |MW w,ﬁ| J ’—’r’_'m ’_

To rearrange columns, simply
click on the column title and
drag right or left.
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Comment Editor:
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A pop-out box is presented when
you click on the orange help square
in the Comments column.
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Filters:
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niliwsafting:

For appropriate columns, if you hover over
the column title, two arrows will appear
that will allow you to sort the records in

either ascending or descending order.
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Meeting Patterns:
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Common meeting patterns are already supplied
in this column which will populate the Days,
Start, and End columns automatically. You may
override these values by typing in specific Days
or Start and End times.




>

Col/ulnn Titles and their meanings: —
7

Last Modified:
Displays the date that the section was last changed in
any way.

*Modified By:
Displays the user ID who made the last modification.

*Status:
Can be either “IW”(In-Work) or “SUBMITTED” and
once the schedule has been submitted you may not
make any changes.

*Option:
Can be either “S1” (first choice), “S2” (second choice),
or “S3” (third choice). This can be used to indicate to
a superior preference over course section meeting
patterns for instance.

*OK: (EA’s and Dept. Chairs only)

Distinguishes between a course that should be
considered in the Primetime and Level gauges. Also,
only classes that have this value checked will be
submitted when clicking the Submit Schedule
button.
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-Subj Code: — o

r The Subject Code for the course. Ex: COMM

*Course No:
The Course Number. Ex: 101

*Section:
The Section of the course. Ex: 02

*Part Term Code:
*Part Term Start:

ePart Term End:

This value must be checked if you require the Course
Title to change from its Banner catalog version.

*Title:
Title of the course. Ex: Calculus I

X-List:
A space for entering another course that is to be cross-
listed with the current course/section. Ex: COMP494
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_—~ Thisvalue indicates a Preceptorial class.—

Attributes:
Can be “C” (Community Service Learning), “D”
(Diversity), “H” (Honors), “I” (International), “L”
(Lab), “S” (Law Professional Skills), or “W”
(Writing). You may select multiple attributes.

*Approval:
This option shows the level of approval needed by
a student to enroll in the class. Values are:
Instructor, Chair, Faculty, Dean, Honors Ady,
Honors Sect, Instr/Chair/Dean.

*Meeting Pattern:
All of the common time periods for classes to be
scheduled are listed here. By selecting a meeting
pattern the program will automatically fill in the
subsequent three columns for you (Days, Start, and

End).

*Days:
Days that the class meets (M, T, W, R, F, S, SU).
Ex: MW, F

eStart:

The starting time of the class in military time.
Ex: 1400
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‘End:— e o
= The ending time of the class in military time. Ex: 0goo

*Building:
The building in which the class should meet (Pre-
assigned only). Ex: Serra

*Room:
The room in which the class should meet (Pre-assigned
only). Ex: 155

*Units:
How many units a class is worth. Ex: 4

*Max:
The maximum number of students this section is
allowed. Ex: 35

*Tech Level:
Signifies how much technology is needed to teach this
class. The higher the number, the more technology. A
more in-depth description of each level and its meaning
can be found by clicking the orange help icon in the top
left corner of this column.

*Layout:

Describes the type of desks or classroom layout
configuration needed for this class.
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B *Wait List: b S5

The number of students allowed to be on the wait list
for this class. Ex: 10

*Primary Instructor Lookup:
The primary instructor’s name.

*Secondary Instructor Lookup:
The secondary instructor’s name.

Comments:
Additional comments such as a third instructor’s name
or extraneous information can be noted here. For
example, list the percentage of time for primary and
secondary instructors.

*Prerequisitions/Restrictions:

All prerequisites or other restrictions for the class are
displayed under this column (from the previous year).
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Check Schedule Spread Button

This feature is designed to remind you if too many
classes are not evenly distributed throughout the day.
There are two types of warnings. The first warning that
is checked is if more than 80% of the classes are
scheduled during Primetime (starts before 16:00). The
second warning that is checked for is if a certain time
block, such as MWF 7:45 to 9:05, is overloaded. This
means that a significant chunk of your classes occur
during this block. These are only warnings/guidelines
and will not prevent you from submitting your schedule.
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~ Gauges

There are two different types of gauges to help evaluate the diversity

of your classes: Upper/Lower Division and Primetime/Non-Primetime.
The gauges will only factor in the classes that have a check mark in the
OK column and have a specific Start time. If either of these values is
missing, the course section will not be factored into the gauge.

Upper/Lower Division

This gauge displays the percentage of classes that are considered
lower division and upper division.

Lower Division %a Upper Division %a

o
(1)

A
|I_ 1<
1T T

T
a0 100 0 20 a0 100

Primetime/Non-Primetime

This gauge displays the percentage of classes that are considered
primetime and non-primetime. Primetime classes have a start
time before 1600. It is suggested that no more than 80% of your
classes should occur in primetime.

FPrimetime Mon-Primetime %

%a
— = A —r
| 9 ¥ r 1
I I I 1
1] 20 a0 100 0 20

a0 100
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