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Goto (pg. 8) if you have accessed Schedules through Planner. If
not, below are steps to access Schedules through the Degree Audit system.

1. Goto your UCDAccess portal and click on Degree Audit Tools

Q’ University of Colorado

Vaoert Favny O

New student access to Skillsoft

2. Select Scheduler

) Iviusreds £ Ml U
University of Coloradc
nver | Anschutz M

Student Faculty ©

XOred AN TOos «

Degres Audt

LIBRARY ACCESS --.... ,
Schutz students with University 1Dl W7 ~

14/7 butige access to the library. r\

5

Health Sciences >

I S




Scheduler Guide-Student

Office of the Registrar Version

UNIVERSITY OF COLORADC DENVER

3. This will take you directly into Scheduler
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4. Ifnoplans had been made in the Planner to be applied to Scheduler, go to
(pg- 4)
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1. If courses are not in the Planner, courses can be manually added to Schedules
2. Once in the 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 you are 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
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i. This also displays pre-requisite/co-requisite for courses
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c. Clickonthe 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 you are Enrolled
or Pre-Enrolled in classes Eall 2008 &
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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
i. Youcanjump to: (pg. 15) or (pg. 18) for how-to
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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. 15) or (pg. 18) 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
2. The calendar icon will not appear if it is not the Preferred Plan
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4. 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. 11) section
on how to

NOTE: Courses may already appear on the calendar if you are Enrolled or Pre-Enrolled in classes
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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

(= Change Term
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2. Eligible:
a. This section will display your enrollment appointment dates and if you are eligible
to enroll
b. If dates are in green —eligible to enroll and push courses to shopping cart to register
Eligible:

Begin: 04/16/18 at 400 P
End: 04/13/18 at 11:59 PM

c. Ifdatesareinred oritsays Date Not Found — not eligible to enroll. You can still

create Schedules, but are unable to push classes to your cart to register. The Pre-
Enroll button will become clickable once you are within the enrollment
appointment.

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

Eligible
Date Mot Found

10
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H Classes
1. Clickon and 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 added classes, it is best to
first go to Busy Times if you wish to block off 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.

ik Eriows editing bucy tima

It is better to set Busy Times before generating schedules, see (pg. 33) section if you have already
generated schedules and want to add a busy time.

1. After selecting Busy Times
a. Click on Add Busy Time
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Enter the Name e.g. Work

Select from the drop down menus of both Start Time and End Time
Check days of the week

Once saved click on Finished Adding Busy Times

b.
C.
d.
e. Click on Save
f.
Buzy Times
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Version |
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Click on Schedules once done with adding classes and/or Busy Time, two options will appear:

Spring 2008 3 i
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== Build your schedule
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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 you 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. 24) 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

1. 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.”

Fill out 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

Sh o Qo N T w

NOTE: Clicking on Finished Auto-Generate Schedules will just take you to the main view and
not generate schedules

g. You also can Reset All Preferences to Default

w-_?l Time-Based Preferences
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Per the instructions —
select either Take them all
or | planned extra Number of Classes
TIP!I planned extra is . I : o
useful for planning backup
classes in place if some are et '

filling up fast or may not T e e )
be offered during that
specific semester

.
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T e
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1. |planned extra
walks you through T—— vk i

preferences on extra O P E——
planned courses |

2. Once all preferences s pe—— . =
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are set, you can
either click on Next
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or Save & Finish

3. 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

4. You also can Reset
All Preferences to
Default
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= 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

———— [« Professor Preferences
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This section depends mostly on the courses that were selected and their 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. This section shows locked courses which can be done AFTER auto-generating schedules, go
to for how to on locking courses

Fall 2018 Fanistid Auto-Genesaling Schedibes

[ b e ]  Auto-Generate Scf

| hurnber of Clases & :
| We can snc-generate differant schadides basad on
| Professon Preferances & |
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2. Ifyou have locked sections already set, you may unlock by clicking on the red X under Unlock

i Locked Sections

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

you auto-generate after this will include this section.

Class Section Title Time Day More Unlock
(BIOL2051) 002  General Biology 12:30pm- MW @ @ x
I T45pm
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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 — i ™ i 1 i 1B

i B - ol Bt i
e P
i

£ ain Fie Mg (RS (R | AL TR

T — [ e T

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 - 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
1. Click onthe lock icon next to the course you wish to set for each calendar
2. This will be saved in the locked section on the left hand side — you can unlock by
clicking on the red X

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 =

P P i el dlm

Eackup Schedule |

o Makos Frimaey Bhedube

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=
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1k
e
M [ o] I Hifpr @
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b
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3. Sections

I | —
P S — Fauegey e Wik ey | = ] [ e { s :

U e L] L] L] Tar L

Wtaum _ o
A o
|

Primary Schadule

_ LS

Backup Schechilng &
| backp Setectie2 L L = ol e v
| maak e L]
Sa———— JRESRET
Caslions | B sl wesiern |
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ol i
[ Fryuren gl T #a
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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

29
Return to Table of Contents




Office of the Registrar

Scheduler Guide-Student

Version |
UNIVERSITY OF COLORADQ DENVER
g. Edit Sections
i. Click on Edit Sections
; [ e ———
Sections il [ kit Sactions
e —|
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ii. Thisallows you to select different classes from the drop down menu

times/option
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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
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vi. Once you have finished editing courses to your schedule, click on Finished
Editing Sections
Sping 21 T
KT 110 - kiw Litaral fut ¥ pl'i"'lir'!.' Srhadule: Prrnay Schedule
ks Eodian ik Tierm iy Sl A Haak Bmmm Ao The S T L] =Tl T
Sapfime BY atwines SI0AE- DS VER  DVERGEF DSRNETY e - G TR .
oy dry i EPUN. l::.- ] 'r:al'
o BT vomiwhbd  EDPA-GD OGS TUEUIHE LR SR & =
LY. ] = b iz
o} [ ] VI R kb D -k P e DS SRMREnE P -1 o
s N -
0 Wl Wb by SR PR RSP GEE IR DTN el ]
T Pea 1=
+ e Verbrieed  EEAMLISTY TH O OVENTEIR DNTSTON Mg 8 g ﬁ
e el ]
s B veRtwiemd  EEACEEOTH VG OO Smd o .
e Lt [ 1)
-+ T Vad o i SFIFM - I3 L Th - DRSS CWAS010 e (-] -
s 2 B
* S bk ABPM- SRR TH  CUGLHHE BRI Sl - :
~rd udl 10 s
o+ [15] P b e O [ T [ A T T = TN & -
. —— Sections
s fctes T T B e Dol
A 1 R Ds B =
Bociagy
i -u..l- Ky
Der L

31



Scheduler Guide-Student

Office of the Registrar Version

UNIVERSITY OF COLORAOQ DENVER

1. Once you determine 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. Afteryou register for courses and decide not to take some scheduled classes, you can you're
your schedule with your registered courses by clicking on Sync w/ Reg Sys
a. This button will only appear after you Pre-Enroll

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. [

reess eme A ArS Added Coprgs o Can
FIMETD0T has boon addad o your

coene. Messr 200 yune adutes’ Il they wrat coutlnass. cart

Faver Bl st ColA2 B Tusas] e s weied

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.

Ll'!? Urvesity of S0

S5 Dernety | Arssctuie Neckosl Camipus
Aetn - P b e teraald v »

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 the previous schedule that had the conflict error. Check all schedules to see if there is
overlap.

33



Scheduler Guide-Student

Office of the Registrar Version

UNIVERSITY OF COLORADC DENVER

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. If you put in a space and there
are still no results, it’s also possible that class is not offered that semester.

eregl 1020

I
|H.-_;,.. Thowm &1 oy Dkl

ENGL 1020 O

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

Edui 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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