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How to use Schedule Builder

Schedule Builder gives students the flexibility to plan their classes around their jobs, sports activities,
and student life. With Schedule Builder, the students can take control of their schedule. These instructions will

guide you through the steps to use Schedule Builder.

1. From the Faculty Center, click the Advisor Center
tab.

( Facurty conter R ] I e 1
| my schedule Il class roster Il grade roster |
Faculty Center
My Schedule

¥isw Textbook Summary
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2. When the Advisor Center page opens, either click
on View Student Details of one of your assigned
advisees, or click the Y& bam ror orier sTuoenrs |

button to search for a student who is not one of
your advisees.

Advisor Center

Search

my advisees || student center ” general info || transfer credit ” academic{
My Advisees
Name ] View Student Details
1|Buchanan James! 295963959001 | View Student Details

3]

467074670002
467572859001 lview Student Datails |

Grant, Ulysses S. View Student Details

3|Harding Warren G.

4|Madison James 467280630001 View Student Details
I VIEW DATA FOR OTHER STUDENTS I
3 Click I
one

Eaculty Center Advisor Center Search Learning Manaqement

Advisees Student Center General Info Transfer Credit Academics

3. On the search page opens,
e In the ID, enter the student’'s CSUB ID

« Click the —52n_| htton to continue.

Maximum number of rows to return (up to 300}: W
3 | begins with ~| |

Campus ID:I begins with ;I |

National ID: | begins with | |

Last Hame:l begins with = | [Duck

First Hame:l begins with ;I |D|:rnah:|

Q

[T case Sensitive

I Search I |

Clear | Basic Search [E Save Search C

4. When the Advisee’s Student Center opens,
o Click the Schedule Builder link

~ Academics
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5. When the Scheduler Builder page opens,

\CLICK HERE;

e Click the button

Schedule Builder

@ The Schedule Builder helps you plan your class schedule. You may need to disable
the pop-up blocker of your internet browser to successfully launch the Schedule
Builder.

Instructions:

1. CLICK HERE | 0 open the Schedule Builder in a pop-up window.
e ——

2. Return to this window after clicking 'send Schedule to Shopping Cart'

3. Visit the GOURSE ENROLLMENT |page from your Student Center to continue with course en|

6.  When the page appears,
o Click the down arrow
e From the list select a term, such as Spring 2014

*Please select the term you wish to schedule for below.

Select Term: -Select Term- :

7. The Schedule Builder page opens,

. Add C
e Click the button

QMd CnurseJ Breaks Add Break

Click the 'Add Break’ button to add times during
the day that you do not wish to take classes.

Courses

Click the "Add Course’ button to add courses.

8. Onthe Add Course page,

e Select a Subject, such as Spanish
e Select a Course, such as Spanish 101

Add Course - Spring 2014

Search By Subject And Course '\ My Planner

1. Select Subject: Spanish 4

2. Select Course: 107 - Introductory Spanish | (2)

1)
oy

9. The course is added to the course list. To add another

course, click the button.

Add Course

Breaks | Add preak |

Click the 'Add Break’ button to add times during
the day that you do not wish to take classes.

Options | Info

]| SPAN101 | View/Edit = @ | £ &
10 7 add a break, click the E""": button. Courses Add course || (Breaks ((add preakc)

Options
view/Edit | @ | &

Click the 'Add Break’ button to add times during
the day that you do not wish to take classes.

1| sPAN101

11 On the Add Break page,

e Inthe Break Name: enter a meaningful name for
the break, such as Work

e In the Start Time, select the desired start time
e Inthe End Time, select the desired end time
e Inthe Days, select the days of the week

e Click the button

|Add Break

Ereaks are times during the day that you do not wish to take
classes.

Please enter a break between Gam and 10pm.

Break Name: wWark Days:
H ; :

Start Time: :‘" 0:_-;'":* arrTTe [¥|select weekdays

Mor‘lday
- Hour MinuCe Tume

End Time: j5 - : oo -+ amr -+ Tuesclay

Wednesday
| | | TI"lL.lr’scIa)ur
Sawe Break Cancel

Friday
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12 With the courses and breaks added, it is time to o waacone || [Breaks puP—
generate the schedules. To do so, N
o Click the box beside the courses to include [@1) sani 101 | viewkgir | © | £ 6 []| Wok MTWThE  800smto 10:00am | G
e Click the schedules | putton. schedules
‘Generate Schedules
13 The schedules appear. From this list, you can Schedules

Generate Schedules Generated 2 schedules.

e Click the View link to view a Schedule

e Hold your cursor over the ™ to preview a
1% [ sean-1o1-01,

schedule —
view | 2 | 4| [] sean-101-02,
e Check one or more schedules to compare them.
14 Once you decide upon a schedule for the student, click schedules

the View link. Generated 2 schedules.
104 [ sean-1010,
View

[]  sPan-101-02,

View Schedule #1 - Spring 2014

15 Onthe View Schedule page,
. ( Print Fage3| send Schedule to Quick Enroll H Close Schedule
e Click the Prmt:Page button. *You are viewing a potential schedule and must send to Quick Enroll to enroll.
hln:f? Status Subject Course Section CI;SS SOEP:S‘ Day(s) & Time(s) Location(s) Campus
i j Do not click the Send Schedule to Quick 0 0 s 0 o s oss TUIEEEM i i
1 Enroll button. Your security role as an = - compe
instructor or faculty advisor, does not permit pnday jiesday ilednesday Y isay
. . . . . Spanish-101-01 LEC ‘spanish-101-01 LEC
access to this functionality. It will produce e e e
1:00
an error. 115 ine schmidt ine Schmidt
‘Nw'—’wmm-

View Schedule #1 - Spring 2014
| Print Page H Send Schedule to Quick Enroll H@Ims«:hedulg

16 To return to the Schedule Builder,

° Clle the Close Schedule bUtton *You are viewing a potential schedule and must send to Quick Enroll to enroll.

More Class Open Day(s) & Time(s) Location(s) Campus

Status Subject Course Section

Info # Seats
csus
[1] Em':‘;lted Spanish 101 01 30771 35 Wh;;}:;;‘pm' 41172014 - 6/12/2014 Main
- Campus
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