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The Office strives to be a leader and thought partner .

in creating efficient processes that are designed in a

way that supports student success and service
excellence.
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Room & Course Scheduling Room & Course Scheduling Room & Course Scheduling Room & Course Scheduling Room & Course Scheduling
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AGENDA

October 10, 2023 — Open Scheduling Summer and Fall 2024 Kickoff

Changes in RCS Practices

Language of Instruction- Course Attribute
Research Experience- Course Attribute
Changes to Session Offerings

UAccess Updated: Contact Minute Tracking

Recent Enhancements

Supporting Centrally Scheduled Classroom
Class Sections with No and Low Enrollment
Processing Class Status: Tentative Changes
Mass Update Inactive Instructors

Priority Scheduling Resolution Weeks

i Overview of Scheduling _
i Resolution Weeks _
i Announcements _
i Questions _

U

Office of the Registrar




New Course Attribute — Available Spring 2024

Language of Instruction Tracking

* Non-Language courses with an Instructional Language

other than English
e Support expectations for student success
e Support tracking for transcript and certificate awarding

Managmg the Attribute:

Winter 2023 & spring 2024 please complete the
Language of Instruction — Attribute Request Form

e Summer and fall 2024 and beyond please manage
during the Open Scheduling process

October 10, 2023 — Open Scheduling Summer and Fall 2024 Kickoff
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https://forms.office.com/pages/responsepage.aspx?id=BVXjXo7rKUmTfWRd9QEyiCKmdhyPp35LiBlt6Qjh2e5UMTg4RktORk5LOFlENDJVWjBCRVJZSVkwViQlQCN0PWcu

New Course Attribute - Coming Soon

Research Experience

* Vertically Integrated Project (VIP), Course-based Undergraduate
Research Experience (CURE), & Research Experience (RXP)

* Supports enhanced search criteria during enrollment

e Support tracking for transcript and certificate awarding

Managing the Attribute:

* More to come for implementation for winter 2023 & spring 2024
 Summer and fall 2024 and beyond please manage during the Open
Scheduling process

October 10, 2023 — Open Scheduling Summer and Fall 2024 Kickoff
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Changes to Session Offerings

Beglnnlng Summer 2024

Transition from 8WA-F carousel sessions to 7A/7B sessions
* Will reduce compliance risk for cross calendar-enrollment

e 7A and 7B sessions will always start on a Monday* and end on a Sunday
* Does not impact 7W1 and 7W2 sessions

* Limited to GRAD career only

* Follows standard holiday

Summer Fall Spring
7A | 7B 7A | 7B 7A | 7B

*Sessions will start on Tuesday in cases where Monday is a recognized University holiday

I@I ‘ Office of the Registrar
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UAccess Updated: Contact Minute Tracking

Modification Roll-out

* Some programs and courses operate
on a variable schedule

e New modifications in the UA
Schedule of Classes allow accurate
notation of tracking process

* The RCS team will work closely with  |e—=
department schedulers to update

* Push to production on 10/10/23

UA Contact Minutes Page
Schedule of Classes
Course Contact Minutes

e -ked outside of UAccess for this class.

More details to come via RCS newsletter and email
communications during Open Scheduling

Return

October 10, 2023 — Open Scheduling Summer and Fall 2024 Kickoff
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Reporting Issues

Lighting

Heating & Cooling

General Cleanliness

Masks & Cleaning Spray
Whiteboard Markers & Erasers
Water- active or past damage

Furniture — layout, quantity, condition, etc.

Classroom Technology
Technology Demonstrations

October 10, 2023 — Open Scheduling Summer and Fall 2024 Kickoff

Central Classroom Support

To report any issues with this classroom

520-621-3852

To unlock the door after hours contact Security 520-621-8273

For emergencies dial 911

I@I ‘ Office of the Registrar



Process Refinement: No Enrollment and Low Enrollment

No Enroliment

Communicate sections with zero enrollment
to departments between November 27,
2023- December 8, 2023

Action — Dec. 20, 2023

RCS will:
 Email list of class sections moved to
class status tentative
 Centrally Scheduled Classrooms are

released
 Departments may choose to cancel
sections via section form

October 10, 2023 — Open Scheduling Summer and Fall 2024 Kickoff

Low Enrollment

Communicate sections with historical low
enrollment (less than 70% room fill) based on
requested room cap during Open Enrollment

Action — Dec. 20, 2023

RCS will:
 Request room swaps based
on need to accommodate
larger classes
e (Offer rooms better suited for
anticipated enrollment

I@I ‘ Office of the Registrar



Processing Class Status: Tentative Changes

Avoiding Tentative Class Status

Class setups left incomplete will be marked with a class status of tentative and will not appear within the
published Schedule of Classes.
*Missing data that triggers a Tentative status includes:

*No room assignment

*Incomplete meeting pattern

*Contact minute non-compliance

*Unapproved DYN or Live Online

*Courses missing a required component

Managing Status Change

* Incomplete Class Set-up notifications sent during Open Scheduling Period
e After resolution weeks (Feb. 5-16th) any class sections missing essential data are marked tentative
 Submit Section forms to make necessary changes prior to publication of the Schedule of Classes on

March 1st.

October 10, 2023 — Open Scheduling Summer and Fall 2024 Kickoff
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Mass Update: Instructor/Advisor Table

Clean-up Process

* Using Human Resources data to confirm when an instructor’s status should change from
active to inactive
* Processing changes to create accurate instructor table information in UAccess

We need your help!

* Update Instructor/Advisor table status

* Instructor Type * Instructor Status:
* Teaching Assistant  Active
* |nstructor * |nactive
* Department administrator « Instructor Availability:
e Visiting Lecturer  Available
e Visiting Professor  Unavailable
* Etc.  Sabbatical

* This is helpful to maintain accurate instructor information

in the Schedule of Classes

October 10, 2023 — Open Scheduling Summer and Fall 2024 Kickoff
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Priority Scheduling Resolution Weeks

Increased Communication

* RCS staff review Priority Scheduling Requests
e Standard Meeting Patterns
* Efficiently filling classrooms to avoid scheduling gaps
* Initial communication shared via email
 Scheduled 1-on-1 appointments to review grids as needed

October 10, 2023 — Open Scheduling Summer and Fall 2024 Kickoff
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Open Scheduling Overview

October 2, 2023 — January 12, 2024
Open Scheduling Summer/Fall 2024

October 2, 2023 — December 1, 2023
Priority Scheduling, Common Finals & CLS Request Deadline

January 16, 2024 - January 31, 2024

Priority Scheduling & Optimization processing and clean-up

February 1, 2024

Open Schedule of Classes for Department Review & Section Forms Open

I@I ‘ Office of the Registrar
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Basic Data

Open Scheduling
Overview
Topics

Meeting Patterns

Facility ID

Room Characteristics

Instructor Table

Analytic Resources

October 10, 2023 — Open Scheduling Summer and Fall 2024 Kickoff
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Basic Data

e Be careful- some field criteria auto populates!
* Ensure the necessary changes are made to

Enrolment Cnirl || Reserve Cap | Notes || LMS Data .
Bl ot e F oles || LMS accurately reflect the course details

Course ID 040581 Course Offering Nbr 1
Academic Institution The University of Arizona
Term Fall 2022 Undergrad
Subject Area TLS Tch, Lrn & Sociocultural Stdy

Catalog Mbr 354 Admin in Comm Rec & Park Orgs | | | : ® Ve rify SeSSion COde & Sta rt/ End dateS
| e * 7W2 session needs coordinating start/ end dates

*Class Section [101

e o e * Verify same information on Meeting Tab

Class Sections

*Class Type | Enrollment Section
*Associated Class| 101 Units 3.00

*Campus MAIN |3 A Update Fee

* Ensure Associated Class number matches Class

Schedule Print

Student Specific Permissions SECtiO nnum be r.

Course Administrator

*Academic Organization |3222 Q. Teh. Lm & Sociocultural Stdy

Academic Group UA UA General Dynamic Date Calc Required

*Holiday Schedule SAHOL |Q Student Holidays [] Generate Class Mtg Attendance

*Instruction Mode FO |Q Fully Online Sync Attendance with Class Mtg

* If creating multiple components, select Class Type
Class Topic based on Component requirement according to the
Course Topic 1D & Print Topic in Schedule Ca ta I Og .

October 10, 2023 — Open Scheduling Summer and Fall 2024 Kickoff @
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https://registrar.arizona.edu/sites/default/files/How%20To_Section%20Number%20Schema.pdf

* Standard Meeting Pattern Days

Meeti ng * Non-standard are more difficult to assign rooms based on limited room availability.
* Non-standard meeting patterns prevent RCS from maximizing room use efficiently

* Verify Meeting Pattern time:
Pattern * Common issue: 12am - 12am, 3:00am - 3:50am, 12am - 1 pm, or etc.

* When multiple sections of a course are created, spread out meeting times
* i.e., multiple sections that share requested meeting patterns will compete for

room resources
* Opportunity to balance and fill rooms when using multiple non-standard sections

to imitate a standard meeting pattern

» 35/35/30 guideline
* Strategic planning within your own schedule will reduce inter-subject competition

for rooms

 Components require a meeting pattern for contact minute compliance (exception IND)

I@I ‘ Office of the Registrar
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https://registrar.arizona.edu/faculty-staff-resources/room-class-scheduling/schedule-classes/standard-meeting-times
https://registrar.arizona.edu/faculty-staff-resources/room-course-scheduling/room-course-scheduling-policies-procedures

Facility ID

* During open scheduling, the Facility ID field is where a Centrally Scheduled Classroom
request is entered.

 If a Centrally Scheduled Classroom is needed enter ID: 999-RMRQST in the Facility ID
field

* Do not enter a specific CSC Facility ID

* The facility ID field is emptied prior to optimization to allow for the automatic room
assignment process

* Rooms are auto-assigned to maximize room use efficiency

* If changes to room assignments are needed after optimization, please schedule a
Resolution Week Appointment.

Meeting Pattern

Find | View Al First i4) 10f1 (k' Last

Capacity Pat Mig Start Mto End
TUTH |@_ [11:00AM

999 RM REQUEST Topic ID Free Format Topic

(] print Topic On Transcript Contact Minutes

Required Contact Minutes Met

If a Departmentally Scheduled Classroom will be used, enter that information during
open scheduling

Meeting Pattern

Find | View A First (4 10of1 (k) Last
Capacity Pat Mtg Start Mtg End

8 *Start/End Date
50 TUTH |3 | 11:00AM |

N0 9030
/2212022

Topic ID Free Format Topic

(] Print Topic On Transcript Contact Minutes

Required Contact Minutes Met

October 10, 2023 — Open Scheduling Summer and Fall 2024 Kickoff
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https://registrar.arizona.edu/sites/default/files/08%202022%20Resource%20Guide%20-When%20A%20Classroom%20Wasn%27t%20Assigned%20Nest%20Steps%20FINAL.pdf

Room Characteristics Indicate the Type of Classroom Desired

Room * 31 - Departmentally Scheduled Classroom

Ch a ra Cte ri Stics Room Characteristics Personalize | Find | (2| [ First (4) 10f1 (» Last

Description *Quantity

Departmentally Scheduled 1 +]  [=]

e 32 - Centrally Scheduled Classroom

Room Characteristics Personalize | Find | (2] | Q First 4 10of1 (k. Last
*Room Charactenztic Deszcription *Quantity

Centrally Scheduled 1 ﬂ ﬂ

* 32 & 35 - Centrally Scheduled Collaborative Learning Space

Room Characteristics Personalize | Find | (2] Q First (4 1-20f2 (» Last

Description *Quantity
Centrally Scheduled 1 ﬂ ﬂ

Collaborative Learning Space 1 ﬂ ﬂ

October 10, 2023 — Open Scheduling Summer and Fall 2024 Kickoff
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https://registrar.arizona.edu/sites/default/files/Resource%20Guide%20CLS%20Scheduling%20v2.pd

* The Room Request Capacity field and
Enrollment Capacity field should match

Ca paCities: based on historical enrollment

* Over-inflating room requests limits the

ROOm ReqUESt & EnrO"ment chance of being assigned a room during

automatic room assignments (i.e.,

Enrollment Control o - - FiT | |.|w. All First (4) 1of4 (¢ Last o pti m izat i o n )
* Courses assigned oversized rooms are subject
Ij:-:s Tayr:; ;:r::::'nent i _E.nr'.::.lln;e-ﬂ-t-Status Open to re | Ocat i O n b a Se d O n e n ro I | m e nt at t h e

*Add Cr:rnser1t| Mo Special Consent Reguired Requested Room Capacity

start of the term

*Drop Consent | Mo Special Consent Required Enroliment Capacity

1st Auto Enroll Section Wait List Capacity

* Centrally Scheduled Classrooms are a shared
Resource

Z2nd Auto Enroll Section Minimum Enrollment Nbr

Resection to Section

Auto Enroll from Wait List (] cancel if Student Enrolled

* Please Do Not add a requested room cap
(resource hoarding), if enrollment capacity is

Zero

October 10, 2023 — Open Scheduling Summer and Fall 2024 Kickoff
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https://registrar.arizona.edu/sites/default/files/08%202022%20Resource%20Guide%20-When%20A%20Classroom%20Wasn%27t%20Assigned%20Nest%20Steps%20FINAL.pdf

Instructor/ Advisor Table

 Verify that the instructor is active for the term they
are instructing in:
* Fall 8/1/ term year
e Spring 1/1/ term year

Instructor/Advisor Table

Enter amy information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value * Please update the Instructor/Advisor Table prior to
search Crlter the start of each term.
0 begins wih v * Required Trainings and University

Campus ID| begins with « |

National 1D begins vith v | communications rely on the accuracy of this list.

Last Mame | begins with w |

First Name | begins with + |

[ Include History [ Correct History [ Case Sensitive

* Access year round!

_ = . )
Search Clear Basic Search &  Save Search Criteria

October 10, 2023 — Open Scheduling Summer and Fall 2024 Kickoff
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https://registrar.arizona.edu/sites/default/files/Resource%20Guide%20-%20Maintaining%20the%20Instructor%20Table.pdf

UAccess
Analytics
Resources:

Meeting
Incomplete

UAccess Analytics> Dashboards> Catalog and Schedule>
Schedule Overview> check Start & End times

& UAccessAnalytics Catalog and Schedule

GenEd Requirement Gro : Aval oad 5 Enroliment  Tot

that some issues have been reported regarding the way this dashboard is curre flecting enrollment numbers. It seems to take an extra day for the actual enrollment numbers to filter through from Us s Student.
rned that the number of enrolled studen layed here does not appear to be corr you should refer to the Student = Class Enrollment = Class Enrollment Trends dashboard page for class enrollment numbers or to the Class Lists dashboard page for a list of enrolled students.
Both dashboards suredly-updated num .
Use the links provided immediately below to navigate directly to either of those dashboards. Thank you. ~ the UAIR Team

s Enrollm Enrollment Trends

Make your selections and click APPLY Publisher Reports

Term Campus Academic Org Subject Catalog Number  Facility
and Independe

Spring alue—-w S : : Value—w e Apply Resetw

Schedule Overview

. . n - Fac Fac Fac
. . Cat . Class End Meet Re PIF . Min Max - Combined - - - Total Max
Campus Session  Subject 4 Section Date # Degig Opt Component Units Units Units Course Section Facility 1st 2nd 3rd Envoll | Ensoll

Pref Pref Pref

Instructor Preferred Email

Colloguium 1 1 1 RM 0 30 samharris zona.edu

TBA

Combined / 0 20 Imadhavan@arizona.edu

Ind Study

Ind Study ship i b . 0 2 bfane

Ind Study

Ind Study

Ind Study

Please contact RCS for assistance related to Course Scheduling Analytic Reporting navigation.

October 10, 2023 — Open Scheduling Summer and Fall 2024 Kickoff
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UAcceSS UAccess Analytics> Dashboards> Catalog and Schedule> RCS — Compliance
Reports> Search by Term Code & Subject Code or College

Home My Roles \Visualizer Catalog Favorites » Dashboards » Create« Openw 9

A I t.
& UAccess Anawt]cs Catalog and Schedule
R e S o u ' C e S . Overview Fall Summary S & Char. Gen Ed ege Faculty Load Over-Enroliment Cros s Instructor Availability 8- Cc iance Reports |Search Course ywd  Qnline S issing LMS Course Site T {e} o
. Prime Time Usage atte

*Term Code 2191 v Subject Code(s), separate multiples with commas College —Select Value—- w
Apply Resetw

Classes are:

P o °
rI | I le I I | I le Usage = not offered
® re( i
I I ° t ° I ==
» s Vs per wee
= Serto ore T ay
E n rO I I m e n t = not currently assigned a room characteristic of 'Departmentally Scheduled (31)'
S t d d M t C Highlight Non-Compliant Subject Codes
Meeting Pattern Days Total # of Sections % of Overall Classes % Starting During Prime Hours % Starting Outside Prime Hours
a e r I l MWF 573 214 86.9 13.1

Prime Time Usage Report

Please contact RCS for assistance related to Course Scheduling Analytic Reporting navigation.

October 10, 2023 — Open Scheduling Summer and Fall 2024 Kickoff
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UAccess Analytics> Dashboards> Catalog and Schedule> Instructor

UACCESS Availability> check instructors listed by Academic Org.

Analytics
Resources:

Instructor Availability- Resource Guide

= UAccess Analytics

Fall Summary  Schedul Cha cs GenEd Requireme ups C ¥ Faculty Load Primary Instructe -Enrollment  Tot s Enroliment nplia ports la® {31‘ 2]

Home My Roles Visualizer Catalog  Favorites »  Dashboards v Create w  Openw 9

Make your selections and click APPLY Make your selection and click APPLY

Academic Org Person Name Person ID Term

Apply Resetw Spring 2023  w  Apply

Available Instructors Assigned Instructors

Academic Org fzeson Person Name Work Email Instucion Instlrg ciog Effective Eﬂective Academic Org fierson Person Name Work Email Instuctor Role
1D Type Available Status Date
: / s, e : a INST A ! 020 Spring er for Judaic - - - /

Availability

HEATHERALTMAN 01

JRA

INST

INST

INST

INST

or Judaic

or Judaic

or Judaic

or Judaic

Balint, Anat Ana

.Martha

Elliott, Mark

d,David L

structo!

structol

structo:

structo:

ADJ [ Spring or Judaic 54664 Hammer Leonard M i ’ri structo
ADJ : ing or Judaic 44 ) a.edu Primary Instructo
Maimon,Uri maimo . 'rimary Instructo
Maimon,Uri maimaonu
Nakhai,Beth £ bnak

v § Rows1-10

Analysis contains no Selection Steps pion s equal to Spring 2023

A R P ; is c ins no Selection Steps
-Print -Export

Please contact RCS for assistance related to Course Scheduling Analytic Reporting navigation.

Office of the Registrar
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https://registrar.arizona.edu/sites/default/files/Resource%20Guide%20-%20Maintaining%20the%20Instructor%20Table.pdf

Optimization

Processing & Clean-up

Tuesday, January 16, 2024-
Wednesday, January 31, 2024

O 2024 ./
January
Sun Mon Tue Wed Thu Fri Sat

HAEHBHEIOEHEIE

7 §3 B ofiof11812013
23§20830f318 § §

October 10, 2023 — Open Scheduling Summer and Fall 2024 Kickoff

Start of Closed Scheduling

Thursday, February 1, 2024

Schedule of Classes Open to Department
Schedulers

Section Forms Open
* Priority Processing for Cancels & Adds

 Change forms to be processed after
Resolution Weeks

I@I ‘ Office of the Registrar



Resolution Weeks

Monday, February 5, 2024-
Friday, February 16, 2024

Schedule an appointment with RCS for one-
O 2024 oh-one assistance with:

FEBRUARY e Room assignments needed
Sun Mon Tue Wed Thu Fri

after optimization
* Changes to room assignments
* Corrections to class section set-up

October 10, 2023 — Open Scheduling Summer and Fall 2024 Kickoff
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Navigation Tile

 The navigation tile is our one-stop shop to streamline
the process of creating the Schedule of Classes.

* Designed to guide the user through the cycle of class
scheduling.

* Improved transparency with updated names for
scheduling tiles.

October 10, 2023 — Open Scheduling Summer and Fall 2024 Kickoff
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Department Scheduler Training

Our upcoming Department Scheduler
training is being created for faculty and
staff who manage the Schedule of
Classes for their department.

Department schedulers add, cancel and
adjust classes in preparation for the
publishing of the bi-annual Schedule of
Classes by the Office of the Registrar.

This new training program will ensure
that all department schedulers receive
the same, comprehensive training
required to complete their work.

October 10, 2023 — Open Scheduling Summer and Fall 2024 Kickoff

ﬁ Office of the Registrar

Welcome to Managing the Schedule of Classes! This training is provided by Room & Course

Scheduling (RCS) within the Office of the Registrar.

Office of the Registrar



Welcome

N i t i
Please take a moment to familiarize yvourself with the course navigation.

dar and CONTINUE
\ Select to go to
Department that section I

Select to
i e 1o

next section

October 10, 2023 — Open Scheduling Summer and Fall 2024 Kickoff
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People and Departments Creating the

P rog ress el Schedule of Classes
® 5 TN TR 0000000000000
I ra C k I n g People and Departments Creating the Schedule of
= Classes

Scheduling Approach

The creation of the Schedule of Classes is informed and impacted by multiple people and entities

People and Departments
ing the Schedule of

= Whatisa Department Use the flip cards below to familiarize yourself with the role of the various campus partners with an
Scheduler?

Layout

Campus, Lecation & Facility
Classrooms & Learning Spaces

ombined, Cross Listed & Co-
onvensd

Modality vs. Component

October 10, 2023 — Open Scheduling Summer and Fall 2024 Kickoff
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Lesson 15 0f 57

Workload Hours & Contact Minutes

FINE

w INTRODUCTION [ESTIMATED 15
MINUTES COMPLETION TIME}

. .
CO m p I Et I O n Workload Hours and Contact Minutes
R . Department schedulers will encounter two classifications of time: workload hours and contact

. minutes. While related to the schedule of classes, they have different functions and implications. The
e Room & Course o

Scheduling Approach . . . " . .
e number of credit hours of a course determines the necessary contact minutes and the distribution of

worklozad hours.
How the Course Catalog, o
Academic Calendar. Schedule
of Classes Work Together

People and Departments o

geaﬂngthe Schedule of WORKLOAD HOURS CONTACT MINUTES/HOURS UNIT OF CREDIT
asses

What iz a Department o
Scheduler?

w MODULE 1: GLOSSARY OF age
SCHEDULIMG TERMS AND GUIDING

PRINCIPALS

Workload hours sre sssigned to feculty members to mansgs worklosd sssignments snd recorded in UA
Witse a3 part of an instructor's snnusl performance revievy. Department schedulers manage vorkl

hour assignments. VWorkload hours sre distributed between zll components of s cour

information can be found through Curric
Glossary of Scheduling Terms o
and Guiding Principals

Drepartment Scheduler Tools o

Clazsroom Scheduling Guiding o
Principles

CONTINUE

Campus, Lecation & Facility o

Classrooms & Learning Spaces o

Combined, Cross Listed & Co- o
Convensd

Modality ws. Component o
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You Asked... We Answer!

1. When will the priority scheduling form be open for Fall 20247

2. Some instructors in my department report that the furniture isn’t correct, who

do we report that to (e.g., missing left-handed desks, no accessible table, too
many chairs)?

3. How can instructors preview their classroom assignments to know if the room
will work for them (i.e., layout, technology)?

October 10, 2023 — Open Scheduling Summer and Fall 2024 Kickoff
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Please visit our website at registrar.arizona.edu for additional
information and resources available to the campus community.

rcshelp@arizona.edu

Iﬂl Office of the Registrar
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