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What is Schedule Builder?

Schedule Builder is a tool that allows students to plan their
class schedule and register for classes for the upcoming
semester. With this tool, students can arrange selected
courses into conflict- free timetable options, making it easier
to see what available options best fit into their personal and
academic lives.
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How to Access Schedule Builder

01 | Log into CUNYfirst with your credentials. After logging in, select the Campus
Solutions Administrator tile

~ CUNYfirst Home

Employee Seif Service Student Center Campus Solutions Administrator

= . % ™ ¢um

02 | Select the Schedule Builder tile once on the Campus Solutions
Administrator page

~_N { \
9 LEHMAN fv Campus Soltions Administrator
COLLLGE .
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How to Select Terms for
Advisement

01 | Once the application opens, Schedule Builder's “Welcome” page should
populate with the student’s information.

CUNYfirst

advising for

WELCOME
020 Summer
f P find an opti h I for th
t & Torm you wish to Envoll for 2020 Fall

2019 Fall
10v
"y
2 | Advismg for 1080)
SWITCH STOP ADVISING
ETURN TO CUNYFIRST
Y

909Wrinn
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02 | Next, select the term in which you would like to advise the student. This
can be done from the Schedule Builder welcome page or by using the
drop-down menu.

e The Welcome page provides specific term by term information
about the student. This may include holds, enroliment
appointments and current enroliment status.

CUNYfirst

advising fol

2019 Fall

2020 Speexgy

WELCOME

2020 Summer
This software wlll help you find an optimal schedule for the st

3 2020 Fa
Salect a Tatm you w .u_ 2020 Fall

VS8 Analytica

2019 Fall
Start Over
a ) )
by m STOP ADVISING
4 )
RETLERN TO CUNYFIRST
A

Enrofment Appointment

HeQuia cade SOSEIN Oro, 2ui J50pm 10 Sap 1o, ZUiY <UD

Open Enrcliment Date
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How to Search for Classes

01 | There are four (4) methods available to search for courses when
providing advisement services to your student:

o Search for classes using the course number, course name,
professor name or subject name using the “ ” field.

o With the “Advanced Search” field, search for classes by
requirement designation, course attribute and the course attribute

value.

one available.

— o Import the student’s “Degree Plan” from Degree Works, if there is

o Select the “DegreeWorks Audit” link to see what courses your
student still needs in order to fulfill their degree requirement.

Colleges: Lehman College (1/25)

Instruction Modes: All

Select your college and desired
instruction modes.

SCHEDULE:/BUILDER

SELECT COURSES

A

5 Q

Import my- 5| DEGREE PLAN

DEGREEWORKS AUDIT
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Plan

—

a. If a student has a SEP plan attached to their record, the "Degree Plan”
option allows you to import their plan for the current semester you are
building.

Solbgrs Lot College o (100 CuiOas 3 "5 \A BNy Sewr v MRS
mattaryan Vodes Al
AT
P AT 34 Lretasrey Py (4 ot aperted 10P 00 ) >'
Seboct Courne —Q P - -t - - i~
-
Sprey DEOREERANY)  DEGSEERCRCSABITIY) / -1.._
T STUOMS NLITERATUSE s
am:¥lnn:.np e ¥ v " E
A TyMiases 48 v & ] =
Iie
NTRCOUCTIONTO ABT
[ T - §F v
TyMidssme MY
STURIES IN SCENTIRG AND APPLED
B sessermaes g v e
1) Letwas Subuge -
Tyal dames (1 ¢ &
s oirnea s e
B [ —— E 8 v '
M damn it Y &
L
T
At 33 - Segerten §, 2629
{ 8 >
e - - - - -
B B e =
o e
Bdet Bt id e be wmTe
SR e
ALD PERSOMAL TINES v
S—
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DegreeWorks Audit

—

b. “Degreeworks Audit” allows you to select classes directly from the
student’s audit.

Degreetorks Audt

STILL WEEDED

W Drawing Spectafization - (ART-1RA) Otlng Yoam: 20100 300 Usdrgrasham  Crvakts Rosgoned:  ©
P 0000 Onaiils fpplee

et sood®ione for this st of requermesic
© cwrty ww et ! too 1N resv

[LEFSITLIRG T & O P S
L1 Major Cradts in Saskieacn Vv

w Pave TS L) el esdonce
7] NEQUITHED ART R AN COURS &

B Masic Dy

ANT TO0 Bekt Draweng & T TALL JEIWI  Sateled by
B Latru 1o 3 Diesssstons) Daugn

ART 11 b JDresuco Cemgn O (1) Pl e

[ st ho 3 Devwensioral Dasion A

SCH Powwced
3 Cedtsm

ARY 0

Advanced Search

—

c. The “Advance Search” offers added flexibility when attempting to add a
course.

SELECT COURSES SCHEDULE RESULTS

BACK
lAavanced Course Searchl

Seleoted colleges only (1) .
Course Subject: ’v ‘
Course Attribute: ‘ ~ “
Course Attribute ‘ G [
Valua:
Requirement ’v ‘
Designation:
Koywords:

SEARCH

View solocted only ) -
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How to Generate Schedules

01 | Once classes have been selected, Schedule Builder will generate
schedules for the desired classes that have been selected. To add or
remove a class from your list, check or uncheck the box, on the left, in front
of the course name. The generated results will show all possible schedules

available for your student.

o Lo, () Gentelsh 1 e Sothy Sekect v PLTERS (1)
Iotrar toe Maren W)
ST
Pl AXT OA Gesbuction M |3 credial imperied 10F3T ) )’
T e e ~ » " ‘o
o it ™~ =i et -t -t
rpotmy DEGREEFLAN(Y)  DEGREEWORKS AUDT te ?f
| STUDIES N UTERATURE
Leteran Cofage «a § v
Treslcheseaidl * @ w
"o INTRODUCTION TO ART £
e Lobrtan Colege &8 5§ v -
e ‘ Tpecussadlr §
o
STUDIEE IN SCENTIFIC AND APFLIED
B 1 pemeecTves c B v e
381 Lubaran Calege -
Tywchssna 0 * &
STUOES NHGTORCAL STUNES by
u Letrmas Calege LB F v
Tye it v &
=
Vo
Ayt 11+ Soptertior
- - - - - -
Nt Lrwwan
= 2 eme i 3
CEE it
ADOFERSONAL THES v
ol Lieh n
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02 | To reduce the total number of generated schedule results for your
student, set specific parameters to meet the students’ academic needs.
The calendar will automatically adjust to show schedules that meet the
criteria specified, reducing the total number of schedule results generated.

o Filter out closed and walitlisted classes.

o Sort schedule results based on the time of day.

o Select and/or drag on the schedule form to block out times your
student cannot or prefers not to attend classes.

o Reduce schedule results by choosing the session in which your
student would like to take classes in a specific term.

o Deselect class sections that don't fit into the preselected time
constraints. Hover over each class section to see where they fall on
the schedule.

Colieges  Lermman Colege « (1725} Casslwiniy D ™ws v FIOERS (1)
Instruction Modes: AF Solect

Flan ART 8A Gradustion Flan (9 crecits] mparted. K ( °§8;_|’-;2 ) )'

Class Number Title, Irstruct “Ses Q — =1 la

mpemy DEGREE PLANT) DEGREEWORKS AT

L0 STUDIES IN LITERATURE
;"‘""‘l Lebrman Coliepe & F v
S Tryallclisaes (&t) ¥ &

INTRODUCTION TO ART
Bum-m:aw 8 § v

Trydlchissm (il &

STUDIES W SCIENTIFIC AND

LEH  APPLED PERSPECTIVES
35 Lehman Collegs

Trydichsess{(10) v &

STUDIES IV HISTORICAL
STuDIES

Letwran Colkege
Trealichoses{56) v &
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03 | “Course Details” provides additional information about each course on
the schedule. Click here to view the number of seats available, the class
meeting patterns, class times, room numbers, and total credit units.

SCHEDULE RESULTS

Class Details G TIPS Sortby: Evenings v FILTERS (1)
RESULT
sorarzz P b
Mon Tue Wed Thu Fri Sat
A3 Sep

LEC AD1
@ Lit of Narrative&Consclousness LE"":,?.YOS::gZ
63700
Seats: 0/22
A s Elizabeth Woiske
Wait List: 6710 3.0 Units

Recommendations: 1.0
Class Attributes: Writing Intensive, College Option
LEH-6Q cr. or COD6 or COAX + Declared Major

LEC BILC Lehman College

@ 6580 In Person
S Seats: 0/18

Valt List None Katherine Fischer

Recommendations: 0 : 0 3.0 Units

:Asgqg‘ LB Lehman Coliege

In Person

& Seats: 018
Walt List: None

Recommeandations: 00 Katherine Fisches

LEH 351 2020 Fall Term: Aug 26 - Dec 20
Regular Academic Session .
Studies in Sclentific and Applied Perspectives August 30 - September 3, 2020
Mon : 6.00 PM to B:40 PM < 0 )
LEC XM81 g Sep Ot Mov Dec Jan
@ Restorative Practices SJustice LEhmal" %‘;"ege . Shaebes LA At :
63698 bz S0 imvaxtontoAt
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04 | View the course descriptions, prerequisites and class sections using the
drop-down menu for each class.

Celeger:
Matraton Modes /a4

Letitran Delege » 1125

Pan AET A CradisGon Phen (9 credite) Impanan
Gobes S

Class Nurriber, Tile, Ingeies " Q

ey DEGREE PLANGOY )

DEGREEWORKS ALOIT
W STUDIES IN LITERATURE
Latman G

Lchege - &
U Tryalclymms 28] v &

INTRODUCTION TO ART
/] muhn:t&m & 8§
-

Try ol clysnen (3)
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GELECT ALL
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B3 LECOILC LABDLE LESOND. LAS 08
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a0 Sy

Seaty V22 .
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10Umts

Recommencetieos 1:0
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atel O I Pornns
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How to Assign Classes to
Students

01 | As an Advisor, you have the ability to “lock” selected classes. This
forces your student to register for that particular class.

Colleger:  Ltwman Colimge 23
Sastnuction Mades: Al

an ART DA Crasustion Tan (3 costital angarted
o IR e Q

Pl
Bl _orenan ¢

s man Colege

Coleger
0 a7 Coneg,
0= L T
SLECT ALL MLCTT oMt
Claszex
B ALConc LoD B LICOC LAD 81D
SELEUT ALL SELET | NONE

AECBILO - LARDILE

SUIUED SRR AR

class constant.

Cobhepes: Lufemat Cofge

smucton Modes: NI
Ten AdT DA Grodustion Men (3 comdite) rrparied

any Murminer Tiie, mstrun Q
ooty DEGREE PLAN(Y) DEGREEWORCS AUCAT
STUDIES IN LITERATURE
Lanman Codege - §
Try sl classes (46 + &
ant | INTROCDUCTION TO ART
M —
PN TN CONegY el ]
SRS reonc-lannn e 4 &

Sutatbee #
W0e

Imowton.  DECREE MLAN(T) DEANEEWORKE ALDNT
11
STOOEE IN LITERATUNE :
s Cotege & v o
Try ol clasams () » -
W INTROOUCTION 10 ART
o sy -. g

nes Tt eyl Sewcl nomRE()
ULy
| OF 2251 > >'
A - o =4 - =
,.‘uﬂl
! :
-
ong
.
i
AT D0 - By
< o >
~ e - v [ .
P -
et

02 | Class sections may also be locked by selecting the padlock under section
details. Classes can also be pinned to a schedule to keep that particular

Class Decaty nes Gent by: Salect FILTERS (1)
RESAY
1 OF 125 > >I
e e e T ad .-
g 11 opt - - i 2
e
-
=
4
Lt
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How to Generate a Range of Courses in
a Subject

If you want to recommend a range of courses to a student under a specific
subject, you can do so by using the ‘@’ symbol in the Search Bar. Let us try

together!
ﬁv Schedule
Builder

SELECT COURSES

Colleges: Bronx CC Lehman College (2/26)

Instruction Modes: All

Select Course

ENG 3@ M O

ENG3@ @
Im Any ENG 3@ class

| ENG 300
@ |3-|1[; | Introductory to Literary Study B -
ENG 301
" English Literature I-Origins through Early
; { Modern
g | ¥ =
ENG 302
- English Literature Il - Restoration through
, Revolutions

LEH
353 | ENG 303

| English Literature Ill-Romantic through Modern

a
<

ENG 304

Tl Das

Py TN

— 1. Type in the Subject code into the Search Bar.
a. This will only work with the 3 letter Subject Code (ENG, MAT, etc.)
2. Type the first number of the range of courses you would like to pull in.
a. For example, typing ENG 3@ will pull all 300 level courses being
offered in the term you are advising for.
b. You can also just type the ENG @ to pull in ALL English courses
offered for that term.
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Import My DegreeWorks:  PLAN WORKSHEET

[ HIU ' History of New York: City and State
4 = 348 | Lehman College m e ®§ Vv
~ Stay enrolled in 55376-LECv & &
) Contemporary Urban Writers
Lehman College & ®§ Vv
Stay enrolled in 60112-LEC v & &
(g Studiesin the Arts
v 353  Lehman College e B Vv
Stay enrolled in 61262-LEC v & &
ENG 3@ Choose a course from the following list:
ENG-300 - Introductory to Literary Study v
s Introductory to Literary Study
Lehman College e ®§ Vv
Tryall classes (3) v &

Once you hit enter, this box will show up in the enrollment Cart with a drop-down
list.

ENG-300 - Introductory to Literary Study
ENG-301 - English Literature I-Origins through Early Modern
HIU | ENG-302 - English Literature Il - Restoration through Revolutions
348 | ENG-303 - English Literature lll-Romantic through Modern
ENG-304 - The Structure of Modern English
ENG-307 - The Novel
ENG-308 - American Literature
ENG-312 - Shakespeare
ENG-336 - Critical Approaches to Adolescent Literature
ENG-339 - Latino Literature

LEH ENG-340 - African and African-American Literature
353 | ENG-350 - Senior Seminar
ENG-355 - Special Topics in Literature |
ENG-356 - Special Topics in Literature Il I
ENG 3@ ENG-381 - Individual Tutorial in Literature

ENG-300 - Introductory to Literary Study v]

Introductory to Literary Study
Lehman College e 8§ Vv

Tryallclasses(3) v @

The student is now able to choose any course from this list to enroll into! All done
in one box.
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Assighing a Recommendation to a
Student

Once a schedule has been finalized, select “Recommend” to create a

recommendation for your student.

Clazs Dwiniiz ¥ es Sortby Sulect v FILTERS (1)
RESULT I
10F 3722 ) >
Nee Tou Wed Tha e L
) ey Sepl et Ser 4 £
1 W e
l»
is
1
4s
Augiet 30 - September & IC
Ar3 b o o Dee o
g Baker e
= | Eemmsmzvmae
wm =S R L L =
1 B e e
ADD PERSONAL TIMES
Total Undy: 120
oo | saveasmvonr ‘

03 | Next, provide a title to the recommendation, and formulate a message to
the student that you are advising. Select “Save”, which shares this
recommendation with the student. Once the student logs into Schedule

Builder, they will see the recommendation.
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Chmieals s Seriby: Evanngs % FILTERS (1) FAVORITES RLCOMMENDATIONS
K € 25 > M - Create Recommendation
From
Danied N0 (100792000
w
< )

J Mandisoey
¥ Permit addacns! courses —

Augant 30 - September 53020

 © > e o
oy Ser . " S e
B e T = .
o ey et E cancer
SO wedsssssidtde

e Permit Additional Courses: Allows the student to add courses into
their cart and remove courses from the recommendation. Students
can also ignore the recommendation all together.

e Mandatory: Students are not able to add courses into their cart but
can remove courses from the recommendation that are not locked.
These recommendations cannot be ignored by the student.

e Permit Additional Courses + Mandatory: Students cannot ignore the
recommendation but are able to add additional courses. Courses
from the recommendation that are not locked can be removed.

You can check one box, or both when creating a recommendation.
04 | Once the recommendation is saved, the courses are now marked
“Recommended”.
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Colleges:  Ledvran College » (1/2%)

Class Dutain m Sorthy Ewecmngs

astruction Modes: 21 Seiect

Plan ART BA Grodustion Pran (9 credts) imported |< ( OR:rSl;LrTzz ) >'
T

et Course —— A -t

Wweantmy DEGREE PLANCY) DEGREEWORKS AUDIT

ST STUDIES I U

‘ot | Letrran College s 8§ v

At Tryaliciamses(2a Y &

INTRODUCTION TO ART
(LY Focomimandad |
Tryaliclasses (3 v @&

STUDIES IN SCENTIFIC AND
LEM  APPUIED s
351  Letrran College =
lly Mlelpmsss (10 v -

Tiyailclasaes (56 ¢ &

05 | Advisors also have the option to recommend classes to multiple students,
by inputting the student IDs. There is also the option to select students
based on their Student Groups or uploading a Comma-separated
Values (CSV) with the student IDs.

ClassDetaits ) ™Ps Sort by Eveniogs . FLTERS (1) FAVORITES RECOMMENDATIONS
RESULT P

K € e 2 A »  Create Recommendation
The From
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