
UNT SCHEDULE OF CLASSES 
TRAINING

Updated 01/02/2019



SCHEDULING TEAM
Registrar’s Office 

Collaborate with Catalog and Registration Staff

Data-enter SOC information into EIS for 60 academic departments 

Facilitate the SOC each term

Contact information
Registrar.Scheduling@unt.edu
Sarah Westbrook– Registrar Coordinator, x2351
Monique Scales – Assistant Registrar, x8865
Kalin La Place – Registrar Specialist, x4610

Presenter
Presentation Notes
We are a part of UNT’s Registrar’s Office.

We often collaborate with Catalog and Registration staff (and other groups within the office)

Facilitate the SOC for each term, including addressing roomless classes, advising on policies and practices, making changes to classes, etc… there’s a lot! 

mailto:Registrar.Scheduling@unt.edu


SCHEDULE OF CLASSES TIMELINE



SCHEDULING CYCLE PRIOR TERM COPY
*on/around Census
*Sum 5W2 Census

FIRST EDITS
*2-3 weeks after Census

MANUAL UPDATES

DEPT REVIEW

OPTIMIZATION

SECOND EDITS
*month after First Edits DUE

SCHEDULE GOES LIVE
*Fall/Summer: December
*Spring: August First

REGISTRATION OPENS
*Fall/Summer: March
*Spring: October

Presenter
Presentation Notes
The SOC is pieced together in a cyclical pattern. We start working on a future term about a year out in advance. At any given time, we are working on 3-4 active semesters.



1 – PRIOR TERM COPY
COINCIDES WITH CENSUS DATE

Course information is copied forward
Spring to Spring, Fall to Fall, Summer to Summer

Information/Classes NOT copied forward:
General-use classrooms
Managed Space (Labs)
Cancelled or classes in Stop Further Enrollment status
Experimental classes
OFF campus classes (NOT INCLUDING Frisco)
Federation Courses

Presenter
Presentation Notes
General-use classrooms are removed since demand changes (i.e. time, enrollment capacity, etc)
We remove rooms maintained by a lab manager (EX: GAB 550, CHIL 274, NTDP D208A, etc). Those reservations must be remade each new semester.
Department owned space remains on classes.



2 – FIRST EDITS

DISTRIBUTED WITHIN 2-3 WEEKS OF CENSUS DATE

Email notification

Group training

3-4 weeks for department review

ENTIRE proof needs to be returned

Presenter
Presentation Notes
We email announcing edits are available for pick-up. 



2 – FIRST EDITS

Documentation
Proofs
R-6’s or BLANK edit forms for additions
Special Consideration Form*
Regional Preference Form*
R-52’s, R-53’s, R-55’s

SOC Preparation Instructions

Presenter
Presentation Notes
All of the fields included on the documents are detailed in the SOC Preparation Instructions. We send out this document with each first edits. 

The proofs can be marked up and submitted as documentation. We ask that any changes made on the proof be done in RED ink – think of our eyes!

The earlier we receive special consideration forms the better we can accommodate the needs of a class. (i.e. being at a nonstandard time, needing a specific classroom, etc) These forms must be resubmitted every semester to ensure a space.

Regional preference forms only need to be submitted once, and we will reuse regional preferences every time we run the optimization process. If the region needs to be updated, you can submit one of these forms at any time. 

R-Forms can be downloaded from our SharePoint Website.

NOTE: All fields on these forms are addressed in the SOC Preparation Instructions



3 – MANUAL UPDATES

3-4 weeks to manually enter changes indicated by departments

Further clarification may be required to process

Typically notified via email when edits are completed

Presenter
Presentation Notes
If we notice we are missing documentation, do not understand any markings, or having conflicting/missing information, we will email you for clarification. 



Presenter
Presentation Notes
Example of an email



4 – DEPARTMENT REVIEW

3-5 DAYS FOR REVIEW AFTER MANUAL UPDATES ARE COMPLETE

Key items to check:
Pre-assigned rooms/Requests for Special Consideration
Department owned space
Meeting patterns
Mandatory meeting dates
Instructors 

Presenter
Presentation Notes
All of the key items have some impact on the optimization process. We want to make sure that the information that was entered is accurate. 
	Pre-assigned rooms/requests for special consideration – ensure all space with valid teaching reasons have been requested and assigned during first edits phase
	Department owned space/labs – if you have classrooms and lab space where your classes will meet, please ensure they are assigned at this time.
	Meeting patterns – making sure the start and end times are correct (i.e. AM’s and PM’s), the DOTW is correct, etc. 
	Mandatory meeting dates – if there are one-off dates students are require to attend/travel to campus, please ensure that information has been added/updated (EX: internet class that meets on campus for an exam… make sure the dates are correct for the upcoming term).
	Instructors – especially those who will teach back-to-back classes. Instructor assignments affect the optimization process



Page from the Camera Ready 
Proof for Summer 2018.



5 – OPTIMIZATION

OCCURS IMMEDIATELY AFTER CHAIR REVIEW 

Ad Astra assigns 110-general use space 
+2,000 sections
Room capacity, fill-ratio
Regional preferences

BOTTLENECKS/INFEASIBLES occur when there are too many requests for the 
same time frame and enrollment capacity
Individually collaborate with department for a solution
Capacity, Meeting Time, DOTW, etc

Presenter
Presentation Notes
For Astra Access please contact Kim or Monique



6 – SECOND EDITS

WITHIN 1-2 WEEKS OF OPTIMIZATION

Email notification

Review for accuracy
LOOK AT ROOMS ASSIGNED

DO NOT return the proofs to the Registrar’s Office

Subsequent adjustments on R-forms



6 – SECOND EDITS

Documentation
R-6’s
Special Consideration Form
Regional Preference Form
R-52’s, R-53’s, R-55’s



7 – SCHEDULE GOES LIVE
COINCIDES WITH REGISTRATION GUIDE PUBLICATION
Fall/Summer: December
Spring: August

Schedule is available for student review 

Camera Ready Proof posted to Registrar Website
http://registrar.unt.edu/registration/schedule-of-classes

SOME CHANGES REQUIRE SIGNATURES AT THIS POINT
DOTW, Start/End Times, Campus/Location changes, Add/Cancel sections

Presenter
Presentation Notes
PRO TIP: in the months the SOC goes live, start seeking signatures from the Department Chair and Dean. For Summer and Fall 2018, we are looking for signatures at this time. 

http://registrar.unt.edu/registration/schedule-of-classes


Presenter
Presentation Notes
R-6 cheat sheet! Provides a guide to when we need an R-6 AND when it needs to be signed off on. 



8 – REGISTRATION OPENS

Fall/Summer: MARCH

Spring: OCTOBER

Changes to meeting patterns (DOTW, start/end time) may require students to 
be dropped from the class before processing. 

Presenter
Presentation Notes
We ask for students to be dropped prior to making a time change to avoid creating a scheduling conflict. If we were to change the time of a class, it is possible for a student to be enrolled in two classes at the same time, and the system would not warn the student of the conflict. 

Shortening a class meeting does not require students to be dropped. They should be notified however (EX: changing from 2PM-4:50PM to 2PM-3:20PM; changing from meeting MWF to meeting MW).



SCHEDULING CYCLE PRIOR TERM COPY
*on/around Census
*Sum 5W2 Census

FIRST EDITS
*2-3 weeks after Census

MANUAL UPDATES

DEPT REVIEW

OPTIMIZATION

SECOND EDITS
*month after First Edits DUE

SCHEDULE GOES LIVE
*Fall/Summer: December
*Spring: August First

REGISTRATION OPENS
*Fall/Summer: March
*Spring: October

Presenter
Presentation Notes
The SOC is pieced together in a cyclical pattern. We start working on a future term about a year out in advance. At any given time, we are working on 3-4 active semesters.




SCHEDULING POLICIES AND 
PRACTICES



PRIMETIME

Primetime hours are the most popular times departments want to offer their 
classes.
Bottlenecks are prevalent 

9AM and ends at 2PM
INCLUSIVE

Classes scheduled during Primetime must adhere to stand meeting patterns. 
Any deviations should be submitted on a Special Consideration Form for 
review.



STANDARD MEETING PATTERNS

Standard meeting patterns maximize room usage
Academic scheduling is a giant game of Tetris. 

Classes that meet during Primetime must adhere to standard 
meeting patterns. Any deviation should be accompanied by a 
Special Consideration Form.

Standard Meeting Patterns are always included on the 
Scheduling Guidelines document. 



STANDARD MEETING PATTERNS
Main Campus Discovery Park

Presenter
Presentation Notes
When we identify a non-standard pattern, we will notify you and ask for additional information. 



DOCUMENTATION REFERENCE

R-6’s (including R-6GT) – use to add, cancel, and change classes

R-52 – supplemental form – use to add multiple instructor, indicate combined classes, 
odd start/end dates, additional meeting patterns, and class notes

R-53 – supplemental form – use to add topics/titles to topics classes

R-55 – use to indicate how credit classes should be associated with lab and recitation 
sections (or other credit classes)







DOCUMENTATION REFERENCE

Special Consideration Form – form to justify nonstandard meeting patterns and 
request specific room assignments. These forms must be completed every semester.

Regional Preference – form to indicate the preferred region to schedule classes. 
These forms only need to be submitted if there is a change.





RESOURCES



EIS (HTTPS://LSPD.UNT.EDU/)

Provides most up-to-date class information (updates in real time)

“Training” on SOC EIS pages available upon request

https://lspd.unt.edu/


REGISTRAR’S OFFICE REPORTS

https://myunt.sharepoint.com/sites/Registrar
/Shared%20Documents/Forms/AllItems.aspx

Log in with UNT email and password

Provides access to Class Listing All, Class 
Listing Off Campus, Class Compare, and 
Small class reports for active Spring, Summer, 
and Fall semesters

For access to reports, contact RegIT@unt.edu

https://myunt.sharepoint.com/sites/Registrar/Shared%20Documents/Forms/AllItems.aspx
mailto:RegIT@unt.edu


AD ASTRA

Tool to find available classrooms in 
current and future semesters

Request classroom reservations for 
academic-related events

Separate training require for access



SOC SHAREPOINT WEBSITE

https://myunt.sharepoint.com/sites/registrar/soc/shared%20documents/forms/allite
ms.aspx

Digital copies of all scheduling documents

Log in with UNT email and password

https://myunt.sharepoint.com/sites/registrar/soc/shared%20documents/forms/allitems.aspx
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