
A Few Other Things to Know about 
Academic Scheduling 

What does Term Code mean?
How do I get my PSoft Search Fields to auto-
populate? (User Defaults)
How is the course set up? (Course Catalog)
Viewing Classroom Availability (Classroom
Reports)
Facility ID Error Showing (Class Events Table)
Reviewing Class Schedule (Queries)



4 digit code that represents the term in PSoft

First 3 digits: 
The year minus the Zero

Last digit: The Semester
2 = Spring & Winter
3 = Summer
4 = Fall

Fall 2026 = 2264

TERM CODE

Winter & Spring 2027 = 

Summer 2027 = 

2272
2273
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USER DEFAULTS

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Cras arcu metus, feugiat vitae

ante ac, aliquet tempus ante. In euismod nibh eget lacinia imperdiet.

This window allows the
searches in PSoft to
auto-populate the 

Academic Institution 
and Subject Area fields

Input SMCMP and 
your most common 

dept subject
NOTE: Not all of

these fields work

PS PATH: MENU > SET UP SACR > USER DEFAULTS
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COURSE
CATALOG
Tab #1:
Catalog Data

Status -
Active/Inactive

Course Attributes -
Will show GE
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COURSE CATALOG
Tab #2:
Offerings

Allow Course to be
Scheduled:
Unchecked: Will not
be able to build it

Enrollment Req
Group (ERG): Limits
who can enroll
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COURSE CATALOG
Tab #3:
Components

“1 of 1" - Shows many
components (i.e. “1 of X”)

Course Component - 
Which Component is 
being shown

Final Exam - Does this
component have a final
exam?
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CLASSROOM REPORTS

1. Input the Term
2.“2264”
3.Click “Run”
4.“Process Scheduler

Request” will appear,
click “OK”

5.A Process Instance
will show

6.Click on Process
Monitor 7



CLASSROOM REPORTS

Create a 
“Run Control ID”

Name it
Do NOT use any spaces



Once the Distribution
Status says “Posted” -
Click on “Details”

 Click on
“View

Log/Trace”

 Click on
the PDF File

CLASSROOM REPORTS
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Helpful for
Puzzling &
Specialized Space
entries during
Schedule Build

CLASSROOM REPORTS
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CLASS EVENTS TABLE
Viewing specific room conflicts

When you are in Maintain Schedule of Classes and you’re
entering a class, sometimes you get a conflict message. 

1. Copy the Event ID Number from the Error provided.
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CLASS EVENTS TABLE
Viewing specific room conflicts

2. Paste the Event ID
into the Class Event
Table
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CLASS EVENTS TABLE
Viewing specific room conflicts

3. Shows the class,
building, day, and
time of the class in
the room that
conflicts with the
class you want in
there.
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Indicate when a class section is
Reviewed & Ready
PeopleSoft Path: 
Maintain Schedule of Classes > Meetings tab >
Room Characteristics

Place the Reviewed & Ready room characteristic
on the class section as soon as it is updated and
accurate. 

All class sections, except Independent Study (IS)
sections, need the “Reviewed & Ready” room
characterisic. If it is missing, then the class will
not be active when the class schedule goes live. 



Reviewed & Ready Audit Query
QUERY NAME: SMO_SEA_FULLSCHED_READY
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Purpose: Run this audit
query to make sure the “1”
Room Characterisic is on
all class sections. The first
column shows whether if
the RC is on the class and
“Section Reviewed &
Ready” or if it does not
have the RC and “Section
NOT Ready”.



QUERIES
Folder Name “ACDSCHED” 
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Folder Name

“ACDSCHED” 

Queries available for

Self-Auditing

QUERIES
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The Academic Scheduling Team 
is here to help!

Call, Teams chat, &/or Email us

Sally Serrin Melena
Kayla Hardin

Melanie Vinazza
Academic Scheduling Inbox (acdsched@csusm.edu)


