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Important Updates from Room & Course Scheduling

January 26, 2022, 10:00 a.m.
Resolution Week: February 7-11, 2022

Resolution Week is an opportunity to resolve your classroom assignment issues, specifically
sections requesting Centrally Scheduled Classrooms. In preparation for Resolution Week, room
assignment results for summer and fall 2022 will be published to UAccess on February 4.

How to Prepare for Resolution Week:

1. Use UAccess Analytics to view/download the Schedule Overview
o Analytics > Dashboards > Student > Catalog and Schedule > Schedule Overview
Isolate sections that were assigned/not assigned Centrally Scheduled Classrooms
Review assignments and note changes needed (if any)
Schedule a Resolution Week appointment with an RCS team member to make necessary

changes:



https://view.comms.arizona.edu/?qs=2f13b74c8880df9c00529b53cdfa12073a5d6a11aa2fd386b6186a7ba78154f681797f89cfcc84e958d44a67ccc2db87c096234fd19e5b5748e28486b4e9ef6e5a5c102fb2d1b655cbcc206228c75f7e
https://click.comms.arizona.edu/?qs=769cf7b80602c37ee42edb36d79799fb01ae329f9bc00b127e44072bbeaf12078586e60116b959182199a340228559c6c423ff5dfc177329
https://click.comms.arizona.edu/?qs=769cf7b80602c37e53df3e9191cf3bd0930d1627a26608c1be76f5752810361dd38f8d05a5b34057b7eac0bf55a7b4c1b1630676ea5cf515

SCHEDULE APPOINTMENT WITH JACLYN I I SCHEDULE APPOINTMENT WITH LAURA I I SCHEDULE APPOINTMENT WITH VEDA
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Department Scheduler Training

We continue to work on transitioning department scheduler training to an on-demand, self-paced
course in EDGE Learning. In the interim, we will offer a monthly Zoom training for new
department schedulers that covers the key points necessary for scheduling classes in UAccess.
Once you have completed the Zoom training, you can request UAccess permission through Access
Provisioning. The first Zoom training is scheduled for Friday, January 28, 10-11 a.m.

REGISTER FOR THE TRAINING
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Changes to Section Form Statuses

We have renamed some of the section form status folders to better align with our processes.
Please review the following table to see how RCS manages section form requests:

Old Status | New Status How RCS Uses the Status
Incomplete Incoming [This status is assigned to all new section form requests.
Waitlisted This status is used for section forms that cannot be completed because
Waitlist there is not an available room for the class. RCS regularly runs reports to
for Room

determine if a room can be found for these classes.

This new status is for classes that cannot be scheduled because additional
Pending |approval is needed by the associate dean, provost, or registrar. RCS will
Approval |provide information in the section form notes stating what approval is
required, who has been notified, and when they were notified.

This status is used when a question needs to be answered by the

Pendin
& department scheduler before the section form can be completed.
Disregard Department schedulers use this status when they submit a section form
& but later decide they no longer want the request completed.
DIST/South These statuses indicate section forms for Distance, South, Online, or

iCourse. Since these forms do not use Main Campus classrooms, RCS
iCourse/ONLN separates these requests from the rest to more efficiently complete work.



https://click.comms.arizona.edu/?qs=769cf7b80602c37e9eaaaf45ed61fdfbbf663663c01cade278d4f5f013638051e4543d10ff774c8289065856aaddf1aa2a41151fcccfdc98
https://click.comms.arizona.edu/?qs=769cf7b80602c37e01b9d1c04d0f0b5033490ba6dd6d19a42958fc46dccfeb9cf5c09c52594e4b33e7f7cf11483e424df3aa3d462c594314
https://click.comms.arizona.edu/?qs=769cf7b80602c37e41b78169bc353564ba0d1936918c76f6fac1ba70026961525469c001fc891ec73e152695f7d6522093cf74d01095f0b8
https://click.comms.arizona.edu/?qs=769cf7b80602c37ee91f8662cfcfdc9ac7acbb43c713048e34c8c1a751624e09c7a7746a0479834545d744c56b970407daea8fcab3919a5f
https://click.comms.arizona.edu/?qs=769cf7b80602c37ee91f8662cfcfdc9ac7acbb43c713048e34c8c1a751624e09c7a7746a0479834545d744c56b970407daea8fcab3919a5f
https://click.comms.arizona.edu/?qs=769cf7b80602c37eaf690bdf093cc3713e2b056c7e3b694d0d328f7c7009e15307972856c087874fa80b32a8d4e8559d21fbcf52cea3e95e

Complete This status indicates the section form request has been completed by RCS.

This is a system assigned status that occurs when the section form requests
No PS Section a change to a class that does not exist in UAccess. Since the class does not
exist, it cannot be cancelled or changed.

RCS student workers use this status when they cannot complete a section
Elevated

Stat form due to complexity or unanswered questions. This status indicates it is
atus

time for a professional RCS team member to step in.
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Fall 2022 Common Finals

The deadline to submit requests for fall 2022 common final exams was December 1, 2021.
Requests were received and confirmation emails were sent to the requesters.

SCHEDULING TIP

Follow the steps below to successfully set up combined sections in UAccess:

Step 1



Favorites = Main Menu = » UA Schedule of Classes »  Comiined Sections Table

Combined Sections Table

Enter any information you haws and click Search. Leave fields blank for a Est of all values
Find an Existing Yalue

Search Criteria

*Acadernic Institution [=_w* | LAZ00 “

. |

ﬁ "TE"1IEI 7714 I-A-\.

e S 25sion [ = w || Regular Academic S=ssion ot
Search Clear Basic Search W Sawe Search Criteria

UA Schedule of Classes > Combined Sections Table

Input your desired values into the Term and Session fields.

Combined sections are unique to each term/session. Searching with only the term value will return a
long and unmanageable list of results.

Step 2



COGS 517 111 ~ v

Favorites = Main Menu + » UA Schedule of Classes ¥
MNew Wing
Combined Sections Table
Academic Institution: The University of Arizona
Term: Fall 2021
Session: Regular Academic Session
*Combined
Sectiong ID *Description *Short Description
2145 ATMO 5694 XLIST 101 ATMOB69A_1 View Combined Sections  [+] [-
2144 ATMO 5414 XLIST 101 ATMOS41A_1 View Combined Sections  [+] [=
2143 PHSC 502 XLIST 001 FHSCH02_00 View Combined Sections  [+] [=
2142 GEN XLIST 402 001 GEN402_1 View Combined Sections  [¥] [=
2141 COGS 517 ¥LIST 001 COGS517_00 | view Combined Sections  |+/[ [-
2140 PFFP 311 XLIST 001 PFFP311_00 View Combined Sections  [+] [-
2139 MUS| 585/685/785 093 MUSI585_98 View Combined Sections  [¥] [=

Use Ctrl + F to find existing combined sections using the following format:
[subject code] [catalog number]

If the combined section exists, select View Combined Sections to update.
If the combined section does not exist, select the plus sign to add a row and create a new combined

section using the Formatting Guidelines below. Once you’ve created a new row, select View Combined
Sections to input details.

Formatting Guidelines

Type Rule Description Examples
. Same course with different campuses or Long: LIS 470 101/201
Combined
honors/non-honors Short: LIS470_101
Long: LIS 470 XLIST 101/201
Cross Listed Same course title, different subject codes & /
Short: LIS470_101
Cross Listed and Co- Same course title, different subject codes, different |Long: LIS 470/570 XLIST 101/201
convened catalog numbers Short: LIS470_101
Long: LIS 470/570 101/201
Co-convened Same class SUB and title, different catalog numbers & / /

Short: LIS470_101




Identify Combined Sections

Academic Institution
Term

Session

Combined Sections ID

UAZOD
2214

2141

Step 3

The University of Arizena

Fall 2021

Regular Academic Session
COGS 517 XLIST 001

I *Combination Type | Cross Subject v I

Room Capacity

I Requested Room Capacity

Linked Classes

*Class Nbr Subject Catalog Nbr

71436 Q | coGs 517
71437/Q | LING 517
71438 Q | PHIL 517

View Combined Sections Table

Section
001
001
001

I[Eﬂsave I (& Return to Search | |[=] Notify

After selecting View Combined Sections, input details in the following fields:

Status
Open
COpen

Open

Enroliment Capacity
‘Wait List Capacity

Req ROC:"S Enrl Cap Enr Tot
0 30 0
0 30 0
0 30 0

e Combination Type (see step 2)

e Requested Room Capacity

[ permanent Combination
O Skip Mtg Pattern & Instr Edit

30
20
Wait Cap
20
20
20

‘Warning- Mig Pattern & Insfr information will not be shared within the combined section

Total
]
0
Wait Tot
0
0
a

e Enrollment Capacity (total for all combined sections)

e  Wait List Capacity (total for all combined sections)

e Class Nbr

This is where you set the rules for all classes in the combination.

After inputting the details, select Save.

VIEW THIS TIP AS A PDF

Personalize | Find | View All | (2 | [E5

Acad Group
UA
UA
UA
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https://click.comms.arizona.edu/?qs=769cf7b80602c37e3ff310785160acfefea590aa5991ffc635465307d520d08aaa1bee3a50233b49f4a2c3884aab33d93e1dd559c53ab9b0
https://click.comms.arizona.edu/?qs=769cf7b80602c37ecc0611d95ad9f1de381cc9678e506913eddb7dae66802c35cde2f2c62e8d6a55e4ba793d19dc60dd3f834b7ca6628175

STAFF SPOTLIGHT

William Graessle
Academic Records Specialist, Room &
Course Scheduling

Start Date: 11/29/21

Job Duties

My primary tasks are creating and
maintaining the current and upcoming
Schedule of Classes and processing room
requests for campus events. | also
contribute to the continuous
improvement of departmental
procedures by updating Business Process
Guides.

Favorite Part of the Job

| love creating and updating Business
Process Guides (BPGs) because they act
as a comprehensive instruction manual
for the newcomer and seasoned, alike.
Additionally, | believe BPGs are a
tremendous asset in the constant goal of
continuous improvement since their
contents are editable at any time. Lastly, |
argue they encourage teamwork through
constructive discussions over process
improvements.

Fun Fact

My daily driver is a 2003 Ford Crown
Victoria Police Interceptor that | have
owned since 2015. It proudly served the
Pima County Sheriff’s office from 2003 to
2008.



SUMMER 2022 & FALL 2022 SCHEDULE OF CLASSES DATES AND
DEADLINES

Jf; First day of Schedule of Classes clean-up and assignment of Centrally Scheduled
Classrooms
RCS will be all-hands-on-deck to clean up the Schedule of Classes before rooms
are assigned.
Section forms are not processed during this time.

FZB Resolution Week appointments made available.
Room assignments for summer and fall 2022 will be published in UAccess and
department schedulers can make appointments to meet one-on-one with an RCS
staff member to adjust room assignments. Schedule an appointment with
Jaclyn, Laura, or Veda.

F%B First day of Resolution Week
Department schedulers can meet one-on-one with an RCS staff member to
resolve room assignment issues for summer and fall 2022.
RCS team will begin processing section forms.

FEB Last day of Resolution Week

11 Y

Department schedulers can meet one-on-one with an RCS staff member to
resolve room assignment issues for summer and fall 2022.


https://click.comms.arizona.edu/?qs=769cf7b80602c37ee0b7467ce73e2b5cc83b6a3a34e79710a646e663c2eedf128c2221efad6495c886b6392b91a22caf117558e5d05b33f3
https://click.comms.arizona.edu/?qs=769cf7b80602c37eba477934693fd9f0a86f34150ced5abd7866b243907f37374a4aa685547576a12d9910db40180417a9e85838cf88d46c
https://click.comms.arizona.edu/?qs=769cf7b80602c37ed3e383dfb3c1f14d9cd505c0344518c7a398c80690bfc2b8906912337039469608853bcae2f5ce73f93dcebc1a1ce987

MAR Summer and fall 2022 Schedule of Classes goes live
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Land Acknowledgment

We respectfully acknowledge the University of Arizona is on the land and territories of Indigenous peoples.
Today, Arizona is home to 22 federally recognized tribes, with Tucson being home to the O’'odham and the
Yaqui. Committed to diversity and inclusion, the University strives to build sustainable relationships with
sovereign Native Nations and Indigenous communities through education offerings, partnerships, and

community service.


https://click.comms.arizona.edu/?qs=769cf7b80602c37e73776e6fa6cecb1e66949020c7cfcfe6cac8f5ae5e309bb646ad18f9785ff18f186e4160b9887e194744b78e38322e97
https://click.comms.arizona.edu/?qs=769cf7b80602c37ea6bdf6e8a18fd2fd9de416e9ead3e4876ab00ee7e0e7be087c6c8b486e778a9ce0bbc6c1b5bc3a1487af30f1c296beb6182d89bd95e4f248
https://click.comms.arizona.edu/?qs=769cf7b80602c37ee4c9df0dcab09b8a266c20fd67f073368c7d37b2133af2291c89e900c8d37df56639671fdb872f6e7d0fc6a66c24f2d2
https://click.comms.arizona.edu/?qs=769cf7b80602c37e8b0268229de1630553bf312a5623da9abc2640a06f89059d31ba52b438e4543e7f3ed0a860a9fa4c80b56786eb75e9da
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