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Staff Access

Goto Creating Schedules from Preferred Plan (pg. 9) if you have accessed Schedules through Planner. If
not, below are steps to access Schedules through the Degree Audit system.

1. Goto UCDAccess and click on the NavBar in the upper right hand corner
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2. Click on CU Resources and then select Business Tools
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3. Click on Degree Audit Denver

iLab Solutions

OnBase

4. Onceinthe Degree Audit system, to search for a student - either click on Students drop down
menu and select Search or click on Students Icon
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5. You can either search by Student ID or Student Name
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6. Two new tabs, Plans and
Schedules, will appear in the
Degree Audit system, select
Schedules
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7. Ifnoplans had been made in the Planner to be applied to Scheduler, go to

(pg-5)
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1. If courses are not in the Planner, courses can be manually added to Schedules
2. Onceinthe Degree Audit system, click on Schedules tab
3. Following the directions that pop up: Pick the term from the drop down list

NOTE: Depending on when a student is planning — there may be two terms open for registration

4. You can either add a course in the box, a department prefix or just click on Search Classes
a. Make sure to put a space between Department and Course Code
5. Onceinside Schedules application, it will walk you through a series of steps to initially set up
your schedule
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6. Continue adding the courses:
a. Eithertype in the department prefix for a complete list of department courses or the
‘department prefix SPACE course code’
b. To view course details, click on Hide/Show All Course Details or Details under a
specific course
i. This also displays pre-requisite/co-requisite for courses
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c. Click onthe green button to add under Classes on the left hand side
i. A notification will pop up on the upper right hand corner Added Course to your
Cart
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ii. Ifadded classes do not initially show up on the left hand side, click on Classes to
view the list of recent adds
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d. Click on Finished Adding Classes to continue and view all added courses
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NOTE: After adding classes, you may receive a notification of holds preventing you from registering, but
you can continue to create schedules. Also, courses may already appear on the calendar if the student is
Enrolled or Pre-Enrolled.
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7. Add Busy Time
a. Scheduler will direct you to block busy times on your schedule, click on Add Busy Time
-OR-
b. You can click on Skip this step if you do not need to add busy times
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c. Oncein Busy Times
i. Enter name for your busy time
ii. Selectfrom the drop down menu for Start Time and End Time
iii. Checkthe days of the week
iv. Click on Save and busy times will show up on the schedule in grey
v. Click on Finished Adding Busy Times
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8. Schedules
a. The scheduler will then prompt you to build your schedule by either Create Your Own
or Auto-Generate
b. You canjump to: (pg. 16 ) or (pg. 19) for how-to
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1. As mentioned in the Planner guide, if multiple plans have been made, a Preferred/Starred or
Locked Plan is the only plan that can be applied to Schedules

Rade Moty . Eir\mhi rcerhorny Taarnber Dve e

Manage Plans @

Peagresy 0% TWEATIN FLV S TOLDASCN AT
Coaog P o

l (0Ms 5 Nwyr Sy

Praberred ok P Acern knien e e por
- e E ST [ |
-ﬁ e Taeaw T AI17 308 [ ow |
Ao m 8 pen ol 2oOoset e
2. The calendar icon will not appear if it is not the Preferred Plan
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3. After clicking on the calendar icon through Plan, it will take you directly to the Schedules
application
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4. When you first enter, a pink pop up notification will let you know what all has been added

NOTE: It currently says “added to your cart”, it has NOT been added and the wording is going to be
fixed. The classes have just been added to the scheduler. You must click on Pre-Enroll and then courses
will actually be added to the cart.

a. Anerror may appear: No sessions could be found for your selected course. Please see
your advisor if this error continues.
i. If this occurs, this means that this class is not offered for the upcoming
registration term
b. You can manually add a different class if this error pops up, go to (pg. ) section
on how to

NOTE: Courses may already appear on the calendar if the student is Enrolled or Pre-Enrolled.
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Other information when first accessing Scheduler:

1. Change Term: You may change terms depending on if two registration terms are available

Bl Change Term
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2. Eligible:
a. This section will display enrollment appointment dates and if the student is eligible

to enroll
b. If dates are in green —eligible to enroll and push courses to shopping cart to register

Eligible:

c. Ifdatesareinred oritsays Date Not Found — not eligible to enroll. Student can still
create Schedules, but are unable to push classes to their cart to register. The Pre-
Enroll button will become clickable once they are within their enrollment

appointment.
i. Date Not Found — means the date has not been updated yet

Eligible
Date Mot Found

11
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E Classes
1. Clickingon , the imported classes will appear as a list on the left hand side
2. If you would like to add classes, you can manually add by clicking on Add Classes
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a. There are several ways you can search for a class:
i. You can enter the department prefix and it will show a full list of that
department’s courses

ii. Ifyou know the full course code, enter the department prefix SPACE and then
add the number
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b. Clicking on Hide/Show All Course Details will show all details for courses

c. Click onthe green button to add
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d. Anotification will appear in the right hand corner that the course has been added,
the class will display on the classes list
e. Click on Finished Adding Classes once you are done
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NOTE: Although the Scheduler initially highlights the Schedules section after adding classes, it is better to
first go to Busy Times if a student wishes to block busy times.

Fall 2008 & sy
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If you first create or generate schedules, an error may appear when adding busy times as it could conflict

with already scheduled classes.
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It is better to set Busy Times before generating schedules, see (pg. 34) section if schedules have
already been generated and want to add a busy time.

1. After selecting Busy Times
a. Click on Add Busy Time
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b. Enterthe Name e.g. Work
c. Select from the drop down menus of both Start Time and End Time
d. Checkdays of the week
e. Click on Save
f. Once saved click on Finished Adding Busy Times
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Click on Schedules once done adding classes and/or busy times, two options will appear:
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1. Adrop down menu will appear with each course that you selected
2. Selecting a course from the drop down will set up a list of different course times/options
a. Section
i. E## - Online Class
ii. H## - Hybrid Class
iii. ###-InPerson
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b. Clicking on the blue @ will show full section details

Spring 2010
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3. Clicking on the blue = will add the course time to the schedule

a.

Busy Time Conflict means the class time conflicts with your busy time

b. Agreen check mark ¥ means the class has been added to the schedule
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A clock symbol @ means that the course conflicts with an already scheduled class
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4. Once you have finished adding courses to your schedule, click on Finished Editing Sections
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5. This will create your Primary Schedule
a. The Primary schedule is the only one a student can use to Pre-Enroll
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NOTE: Student or staff can immediately generate schedules instead of setting preferences, click on Skip
this step and go to (pg. 25) for more info

Also, if Busy Times have not been added, it’s best to add first before generating schedule. Scheduler
reminds you to add with a link to Add Busy Times.

To add Preferences, click on Configure Preferences and it will direct you through every preference
section. Or click on any of the Preference on the left hand side.
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Time Between Classes
= Allows you to enter minimum and maximum minutes between classes
Number of Days
= Allows you to choose classes per day
Time Block — "While Busy Times is where you identify times when you can't take classes, Time
Blocks is where you set the days and times when you want to take classes.”
1. Fillout Name i.e. Available
Select Start and End times from the drop down list
Check the days that correspond with available times
Click on Save
Once all preferences are set, you can either click on Next or Save & Finish
Save & Finish will direct you right back to Auto-Generate Schedules
NOTE: Clicking on Finished Auto-Generate Schedules will just take you to the main view
and not generate schedules
8. You also can Reset All Preferences to Default
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Per the instructions —
select either Take them all

or I planned extra Tma b I Number of Classes
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All Preferences to
Default

FATTH S0 Ui b ke Ll S ki

BLRTid WG o Ry gl Bermemns:

T

21



Scheduler Guide-Staff

Office of the Registrar Version I

UNIVERSITY OF COLORADC DENVER

= Professor Preferences — identify professors you most prefer over others
- Want/Don't Want - limits calendar options as schedules must include/not include
these delivery type preferences
- Prefer/Don't Prefer - more flexible than Want/Don’t Want and will generate more
calendars with this preference, but not necessarily remove calendars that don’t
follow it
- Neuvutral - just how it sounds, generate any schedule without any preferences
1. Once all preferences are set, you can either click on Next or Save & Finish
2. Save & Finish will direct you right back to Auto-Generate Schedules
NOTE: Clicking on Finished Auto-Generate Schedules will just take you to the main view
and not generate schedules
3. You also can Reset All Preferences to Default
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This section depends mostly on the courses that were selected and delivery types, below is a list
that may populate based on which courses were selected

= [nPerson
= Hybrid
=  Online
- Want/Don’t Want - limits calendar options as schedules must include/not include these
delivery type preferences
- Prefer/Don't Prefer - more flexible than Want/Don’t Want and will generate more
calendars with this preference, but not necessarily remove calendars that don‘t follow it
- Neutral - just how it sounds, generate any schedule without these particular
preferences
Once all preferences are set, click on Save & Finish
Save & Finish will direct you right back to Auto-Generate Schedules
NOTE: Clicking on Finished Auto-Generate Schedules will just take you to the main view
and not generate schedules
3. You also can Reset All Preferences to Default

Additional Preferences
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1.

2.
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Version Il

This section shows locked courses which can be done AFTER auto-generating schedules, go

to for where to lock courses

Fall 2018

m B Lotksd tactzm .{_

| Time-based Preferences | = |
| hurnber of Classes = |
| Prifessor Prefprances = |

Ardtiong Praferences | @ |

Fanistid Auto-Genesaling Schedibes

Auto-Generate Scr

We can snc-generate differant schadides basad on

Wi cad oredenia S saitiegs 40 help e penerate schadoles miceeicllened o 1R

I pl | B et ey Bapty Thvs podi v sk U 0 Pl BRE s w B0m T adect flpene
zan da wa et Sk Buee Times

If you have locked sections already set, you may unlock by clicking on the red X under Unlock

& Locked Sections

When auto-generating schedules, if you find a particular section of a class that
you really like, lock it by pressing the f& button. This means that every schedule

you auto-generate after this will include this section.

Class Section Title Time
- 003 General Biology 12:30pm-
I 1:45pm

Day More Unlock
MW @ »
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1. Once you are ready to generate schedules
a. Under How many schedules do you want to generate, select the number from the drop
down menu
b. Click on Generate Schedules
c. Configure Preferences — will just direct you to Preferences section

NOTE: An alert may appear claiming "No schedules were generated based on your current
preferences please change them and try again.” This may appear as the more preferences you
set, the narrower the search.

Sgrrling 20149 Fim i Famt) skt - G 1 g S b

Auto-Generate Schedules

We can autc-generate dFerant scheduies tabed on e dagses vy added 1o this

| Parbse of Clauss

e

Il alinial

Ak rionsl Peferences

b Ay il . T 5 i

- ‘—r

2. After generating several schedules, you go through schedules and either:

i e

Primary Schaduls: !: | !':! lEl:
B E =3
ST - = = = =
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a. Click on Save, Name your schedule and either check as Primary Schedule or it will save
as a Backup Schedule

NOTE: Hidden means courses are online

e e . L Save Schedule x
Won Tue Vied The Fri -Sai - Son
RLCEE I hexme poar schedule

‘g!* My Favarite

Mk Frimary Sohaduls

ey EI-:I:-
-OR-
b. View Details e @ sam
i. This option allows you to fully view the calendar and courses Msn Tig Mea Thd #A St Sun
ii. Calendarview T 1 i -
1. Courses are color coded
2. Online courses will appear at the top as a horizontal bar IW!::'

3. You can click on courses to view details

"i'lﬂ'.l Diztails
CORIRHOE - 082 s
o fia (=] L - s ks
T T — T ™ i 1 i 1B

i B - ol Bt S s
e A —
i

aans (= P gl W RN 1AL T8

b Sl o s |

w11 v maana Lty
r—y

Bl B

r
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iii. Sections
Sections
Lock Class Section Title Timea Dy Stasrt End Siala
o [ComiTooe ooz Prasermational Spaaking 1Z30pe-1:45pm MW 0102272010 a5/8/2000  Filkel
o af 25
& (EAGlERE B Care Compasition | OV32/2018 Q582098 Filled
ol 23
o [(EEEENEeeE oo Garmary and the Gemeans  Zo0pe-315pea RN D1A2200H OSASE00E il
0 of 20

1. Lock-allows you to lock a class section you want to have appear on every schedule
2. Class — Course code and color coded to calendar
3. Section
H## - Hybrid course
E## - Online
### —In Person
4. Displays: Title, Time, Day, Start & End Dates
Seats - It also allows you view how many seats are available

o

The blue @ icon gives full details of course

iv. Locked Sections - lock which ones you prefer to have appear on every schedule every
time it is generated

Click on the lock icon next to the course you wish to set for each calendar

This will be saved in the locked section on the left hand side — you can unlock by

clicking on the red X

NoR

kon Tuis )
i Lo Sy
P
Y S { LU W | i o -
2§ barioar, THiY measas
ey itz-gueatats alber ik ! tizn T
Class Section Tite Time Doy More Unboak ™
RN 052 Sresubond 133 MW D E
Srasking 145em As
s
fin
T
Ayd e 14 K8 e g
Hern o
L1
Sectiens
Lagk  Clagx fectmn Tk

& oomedoEl 00 Erasenialicnal Epaaking
- T e Comipoation |

3 _ | Jurmiarry and tha Cammans
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v. You can click on Save button to save this calendar as Backup or Primary Schedule

T —

e Save Schedule X

Lo T il =
e =

e
n
E

1

P P i el dlm

Eackup Schedule |

. B '

vi. Click on Return to go back to other auto-generated schedules

NOTE: This is live and linked to CU-SIS, course availability will update constantly and be sure to
double check the saved calendars if courses are filled. This is why backup schedules and planning
for extra can be helpful.

—
= Tl
e
i S -
|

- A

- T r
I TRV e

-

3. Clicking on Finished Auto-Generating Schedules will take you back out to the main view and
note that it will not auto-generate schedules
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1. Once back out in the main view of Schedules, you can access your Primary and Backup
Schedules
a. Remove Primary —selecting another schedule and clicking on Make Primary will allow
you to remove your previous Primary schedule that you no longer want

l H Cmisnm m W By Torme
g —— | # conzo e o | 2 s S |

e H PRLLACES i . Primary Schedule:

Primiry Schiduia:

i ki

Prirnaing
Backiup S dules S PR - i R ! !
. FIWE - FIITHE &=

B bl s ] i | Backug Schegdul= 1 1]
|

Spring 2070 S

b. Remove Backup - if you wish to delete a specific schedule, you will need to select a

different schedule in order for the trashcan to appear
2. Clicking on the schedules will display visual schedule blocks where you can:

a. Print—this pulls up another tab to allow you to print either a Short Calendar or Full
Calendar

b. Export - this will export to your webmail calendar
Email — this can be sent to anyone’s email

d. You can also Rename or Make Primary if it's already not set as Primary

3 I B z
rrmany I Ornmmm ! ks Brime E E- i | B Faport || B Cmal
|
Hon I A= Tha 3 Tr e
sadll P eSS BT LS, A et e £ N
-
T =
L orn
e
L=
In
1k
e
M [ o] I Hifpr @
Rap b o R ) ETTTaE e
b
1pr S @
s TR, i
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3. Sections

Famrge; | r.\.-..-m | bk Tivegyy i-ﬂnr- ;I_-dq.;.u _i_-|-m-_:

T Ll DR B by TR D B iy

U e L] L] L] Tar L

Wtaum _ o
A o
|

Primary Schadule

_ LS

Backup Schechilng &
| backp Setectie2 & L oo iy
| maak e L]
Sa———— JRESRET
Caslions | B sl wesiern |
L Grilms Tl Trm [ [(T=] J-lu.-. ;
R 8] CramhndChanGwess  YHpm-bilps W HGRO0E INTEBE S & =
sl 45
e e o LT EIRTME M fiu
Fud 2
e A L T e T P Hipe-iilpgw TH TLOTH O CAVIRTENE Ml 8
ol i
[ Fryuren gl T #a
ld!
a. Class— Course code and color coded to calendar
b. Section
i. H## - Hybrid course
ii. E## -Online

iii. ###—InPerson
c. Displays: Title, Time, Day, Start & End Dates
d. Seats - Allows you view how many seats are available

e. Theblue @ icon gives
full details of course

f. Thered ®will remove a
courses from Sections
and the calendar

Co Bepmaren TARTAL
o gy B A L
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g. Edit Sections
i. Click on Edit Sections
; [ e ———
Sections il [ kit Sactions
e —|
Clagd Sextieri THie Tires Dy Sty End Sty
AR L0« Irivo Bobagicdd Andhvopgiody  Sidem-fEEQm W DS2NAME 2ARDIE Fled o
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L F i el Bikogy Lab| Sigm-SdSpn Fo DE@02KE BRI Fled X
T
anfEs o |arpigm tartiy, B Prrses IRt TH O ESATIR DAL eElwiFhed iR
0of e

Spring 200

[ R

Baria' B Provdn p il | 1%

e B Thia

+

B Bits By ey L
e e =
i i oD e
l—hmuﬁ
S Forr by Tl (6%
e W oo N L
i ooty ke
i B bocdogy STy L

ii. Thisallows you to select different classes from the drop down menu

times/option

Spring 2019
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iv. Clicking on the blue € will show full section details
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Selecting a course from the drop down will set up a list of different course
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v. Clicking on the blue F will add the course time to the schedule
a. Busy Time Conflict means the class time conflicts with your busy time
b. Agreen check mark ¥ means the class has been added to the schedule

c. Aclock symbol @ means that the course conflicts with an already scheduled

class

RAATHI L0 - Math tor Liberal Ars ¥
Slaiiis Sectian Tida Ther Dyl SEart Enad Seaks Mara
ot Fdath for Liberal 9230 AR - 1045 sV 0422373019 O5/18/200% Filad 0
Certliict At AH (roff 30
B2 ManEelberd  1230PM-TA5 MW OVEN2013 S0EZDIS Filed o
Az P E 1]
44- 003 Pdthfor Liberal 200 PR - 205 PMY - AW DT23752000 D5M122000 Fied (1]
ans [pdf 303
E G Mioth for Uberal 3230 PRA - £45 PR MW 02302000 05182000 Filed (1]
A Dl 303
-+ 015 Pldath for Liberal 100 AR - 125 TH  {7/2200010 051322000 Filed 1 ]
ane PId [l 30
e e Bdertiy far Libeeral 1230 P - 1:45 TH ﬂT,rE.:."."EI]';E O5152089 Filed 5}
At PM D.of 20
vi. Once you have finished editing courses to your schedule, click on Finished
Editing Sections
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1. Once a student determines which schedule to enroll with
a. Make sure the calendar is set as Primary
b. Courses will be added to the registration shopping cart

IMPORTANT: Students will still need to fully register for classes in their student portal according to their
enrollment appointment. All registration rules will apply.

2. After astudent registers for courses and decided not to take some scheduled classes, they can
sync their calendar with their registered courses by clicking on Sync w/ Reg Sys
a. This button will only appear after a student Pre-Enrolls

Eligible:
Begin: 04/16/18 at 4:00 PM
End: 04/13/18 at 11:59 PM
Sync wy Reg Sys
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No, the Scheduler wording is saying that but classes are actually being added to the Schedules application.
Please disregard that notice as it is currently being fixed and note that they’re only being added to
Scheduler. Courses will be pushed to the shopping cart when you select the Pre-Enroll button. [

Vheevs eme RS Added Coprgs o Can
FIMETD0T has boon addad o your

coonie. Messs 200 yuae adatea’ Il thes wrat coutlnass. cart

Fover: Bl wmwionns CLAA2 B Tusan] Pie st wiwised

This area is where your enrollment appointment dates will appear. Date Not Found means that
information hasn't been updated to the system yet.

Planner will not alert you if courses are not offered for particular semesters. In Scheduler, you will receive
an error message if they are not offered that semester. You can manually add another class similar to what

you are trying to fulfill or plan it for a different semester.
LI'!? Lrémrsity of Colomao
7 Doty | Arssctune Neciosl Camipus
Aulin « P S herien e teraald v L

Foll 2010 @

Select a different schedule that may have been created or create your own schedule on the list that does
not conflict with your busy time. Add the time and the Busy Time will appear on all saved schedules and
may overlap on some classes. Check all schedules to see if there is overlap.
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Your search rebumed mg results. Try to search with words that could be in the course title,
department, and department number,

Make sure you put a space between the department prefix and course code.

argl 1030

i . Hoefhom & Coprym Dlakais

ENGL 1020 e T

Don't Want H Don't Prefer |‘ Prefer H Want ‘

Want/Don’t Want - limits calendar options as schedules must include/not include these delivery type

preferences

Prefer/Don’t Prefer — more flexible than Want/Don’t Want and will generate more calendars with this
preference, but not necessarily remove calendars that don‘t follow it

Neutral - just how it sounds, generate any schedule without any preferences

There could be several reasons:

1. You are not within your enrollment appointment, you can pre-enroll if your enrollment dates are
green under Eligible

i Dl
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2. You may have holds on your account, there will be a notification in Scheduler on the left hand side

notifying you of this and your enrollment appointment shows up as red
Fall 2018 B S

3. You may be trying to pre-enroll with a schedule that is not marked as Primary, make sure to
change your Schedule to Primary if that’s the schedule you want applied to the registration

shopping cart.
Fall 2018 &
"'--..___H_HH
e | = i | HEs =
] m L B Lt

No, the scheduled classes will then be pushed into your registration shopping cart and you can proceed
with registering for classes in the CU Denver registration system.

No, but you can sync your schedule with the courses you registered for by selecting Sync w/ Reg Sys after
you register for classes. This button will only appear after you Pre-Enroll.

Eligible:
Begin: 04/16/18 at 4:00 PM

End: 04/18/18 at 11:59 PM

Sync w/ Reg Sys
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