A Few Other Things to Know about
Academic Scheduling

e \What does Term Code mean?

e How do | get my PSoft Search Fields to auto-
populate? (User Defaults)

e How is the course set up? (Course Catalog)

e Viewing Classroom Availability (Classroom
Reports)

e Facility ID Error Showing (Class Events Table)

e Reviewing Class Schedule (Queries)



TERM CODE

4 digit code that represents the term in PSoft

Fall 2026 = 2264
Winter & Spring 2027 = 227 2

Ssummer 2027 = 2273

First 3 digits: Last digit: The Semester
The year minus the Zero 2 = Spring & Winter
3 =sSummer

4 = Fall



USER DEFAULTS

PS PATH: MENU > SET UP SACR > USER DEFAULTS

£ User Self Service Menu « User Defaults

User Defaulis
___, n O Set Up SACR | Personal

“ee This window allows the ™™= =
Seéd rCheS N PSOft o ‘M‘ User Defaults
auto-populate the -
Academic Institution User Defaults 1 || User Defauts 2 | User Defls 3 | User Defauts 4 || Enolment Overrde Defauts | B
and Su bjeCt Area fields User D sserrin Name Sally Melena

Academic Institution SMCMP | Cal State San Marcos

Career Group SetlD

lanIt SMCMP and Facility Group SetlD
yOur mOSt Common Academic Career

Academic Group

dept SUbjeCt Subject Area MATH . ) Mathematics
Term ) NOTE: Not all of
these fields work

| Save ||E| Notify | Academic Program

Aradamire Plam




Schedule Build

T Schedule Class Meetings

Catalog Data Offerings Components
7 | Maintain Schedule of Classes Course ID 201655

Find | View Al First 1 of 1 Last
T Schedule New Course “Effective Date 08/012025 [ *Status [ Active ~ | | Course Offering 1 0f1 =]
* g SUPPORTED COLLEGE ALGEBRA MATH 105
— D t
Long Course Title | SUPported College Algebra
5 Course Catalog Search Long Description | College algebra with integrated review of infermediate algebra. Includes graphs, equations, ‘1..!"

inequalities, and functions (linear, polynomial, rational, root. exponential, logarithmic)

® . May not be taken for credit by students who received credit for: MATH 125 or MATH 126. Also
1 Course Catalog offered as ESM 105, and equivalent to MATH 115; students may receive credit for only ong of
o the courses

Co-requisite: MATH 005,

Classroom F?.EPDI'IS
For students who maftriculated prior to Fall 2013: Enrollment resiricted to students who have

completed the Entry Level Mathematics (ELM) requirement.
5 Class Event Table For students matriculating in Fall 2048 or later: Enroliment restricted to students who are in

MathematicsiQuantitative Reasoning Categories Il or I'V.

Y

7 Class Roster Course Units/Hours/Count
Minimum Units 3.00 [J Last Course of Mult Term Seq
7 Query Viewer Maximum Units 3.00 *Enroliment Unit Load Calc Type Actual Units v |
Stat u s - Academic Progress Units 3.00 Course Count 1.00
Fimancial Aid Progress Units 3.00 Course Contact Hours 3.00

Course Grading

*Grading Basis Graded vl *Grade Roster Print [ Compenent v ]

Graded Component Lecture

Active/lnactive

Repeat for Credit Rules

L) Repeat for Credit Total Units Allowed 3.00
® Allow Multiple Enroll in Term Total Completions Allowed
o u I S e I I u es Additional Course Information
*Instructor Edit| Mo Enrollment Choice |
° =Add Consent| No Special Consent Reguired “ | *Drop Consent Mo Special Consent Required “ |
W I I.l S | I OW G E Requirement Designation|2 Q2 Math/Quant Reasoning (B4)
Equivalent Course Group |00190 O  MATH 115, 105, ESM 105
Course Attributes Personalize | Find | (2 | g First 1-3 of 3 Last
*Course Attribute Description *Cowurse Attribute Value Description
CLEV a, Course Level 1 a, Lower Division +: —:
GECG |Q General Education (Fall 2025) GE-2 Q GE-2 Math/ Quant Reasoning +| [=]
GERQ [T General Education{Pre-Fall 25) E4 i | LDGE B4:Mathematics/Cuant +: —:




COURSE CATALOG

Schedule Build

I a b # 2 ¢ 7| Schedule Class Meetings
() Catalog Data Offerings Components
f f . Maintain Schedule of Classes

Course I 201855
Find | View All

Schedule New Colurse
Effective Date 03/01/202% Statuz  Active

Description SUPPORTED COLLEGE ALGEBRA
Class search
Course Offering Find | View All First

Allow Co u rse to be 7 Course Catalog Search *Course Offering Nbr| 1| HEGIS *Catalog Nbr | 105 MATH

*Academic Institution SMCMP Q) Cal State San Marcos

*Course ﬁ.p|3ruved|F'-FI:I'c'.-ec o

° = Course Catalog *Academic Group |CEMU |0 Science, Tech, Engr & Math
u ® MATH - Allow Course to be Scheduled
Wl

“sublect Area ~ Mathematics LT Exam Only Course

l | h k d . W . ll T Classroom Reports Campus Q
n C e C e o I n Ot *Academic Organization | 487 - MATH L pathematics Catalog Print

. . 7 Class Event Table *Academic Career UGRD [ Undergraduate Print Instructor in Schedule
b e a b le to b u I ld It Course Typically Offered | FalllSpring/Summer L | Schedule Print
- i
Class Roster Tuition Group Q Schedule Term Roll

a L Use Blind Grading

Dynamic Class Date Rule - - _
— QUEF‘-.I' Viewer - GL Interface Required
Allow OEE Enrocllment [ Split Ownership

Enrollment:Req I
G ro u p ( E R G) : Li m itS Requirement Group | 001845 |C MATH 105 Requisite Detail

Long Description Co-requisite: MATH 5
Enroliment restricted to students who have not met the (ELM) requirements

W h O Ca n e n ro ll For students mafriculafing in Fall 2018 or later: Enrollment restricted fo students who are in MathematicsfQuantitative Reasoning

Cateqories Il or [V.

Taxonomy

CIP Code L
HEGIS Code | 17.01 Q) MATHEMATICS- GENERAL
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Components

Tab #3:

COURSE CATALOG

Course ID 201655
Find | View All
_ Course Offering 10f1
Effective Date 0,145025 Status 4 4o
omponents i
Description g)ppORTED COLLEGE ALGEERA
Course Component Find | View Al
*Course Component ] Auto Create
“1 of 1" - Shows m
- - n - ' + Kels
O - OWS any Instructor Contact Hours 3.0 8 Graded Component
. « ’ Default Section Size| 30 Primary Component
— Opti | C t
components (i.e. “1 of X”) _ Optional Comporen
|| Generate Class Mtg Attendance
OEE Workload Hours
*Final Exam | Yes v |
ﬂ'd':j FEE s B
Course Component - Eram Sot Soncia :
Provider for Authentication | v |
Which Component is LW Exrac e Type 2
Course Attendance Find | View A First 10f1 Las
[}
o _ +|[=]
Instruction Mode Q
*Attendance Type | v |
Use Present Use Contact Minutes
= o Use Reason Use To and From Time
Final Exam - Does this -
Use Tardy L Override Template Date / Time
t h fu l Use Left Early
p Room Characteristics Required Personalize | Find | (2| & First 1 of 1 | ast
exa m ? * Room Characteristic Description *ﬂ%zi?;tfharacter .
[ ]
Q, 1 +] | [=]




CLASSROOM REPORTS

Schedule Build

7| Schedule Class Meetings
Room Reports

| Maintain Schedule of Classes

1. InPUt the Term 7 Schedule New Course

Class Search Please use one or more of the filters below

2 “22 6 4,’ — Term 2262 Q Building
b 7| Course Catalog Search
3 C li I “ R ’, = Course Catalog ol Save D Returnto Search | |1 | PreviousinList | 4 | NextinlList | |[=] Notify + Add

| Classroom Reports

4.“Process Scheduler - Schedule Build

B . ogged On CASMTST last updated 09/17/2025 12:03:58 PM | Campus Solutions

by M ll S New Window | Help | Personal
7| Schedule Class Meetings
Req u eSt WI ap pear, g Process Scheduler Request
C li C k “ O K” "] Maintain Schedule of Classes User ID- Run Control ID Room_Charts

E— Server Name v Run Date 09/23/
i Schedule New Course 09/23/2025 3

Run

Run Control ID  Room_Charts Report Manager Process Monitor

Process Instance:5596064

Report Filters (Optional)

Facility ID

Recurrence Q Run Time 12:06:11PM Reset to Current Date/Ti

5.A Process Instance ) Clos Searn

Process List
Select Description Process Name Process Type “Type “Format Distribu

. —
W I ll S h OW i Course Catalog Search Room Report SMORMRPT SQR Report Web - ————

6.CliCk on PrOCeSS ;CourseCataog
< Classroom Reports " . - -

M O n itO r 5| Class Event Table

5 Class Roster




CLASSROOM REPORTS

Schedule Build

Schedule Class Meetings
Classroom Reports

| Maintain Schedule of Classes
Find an Existing Value
Search Criteria
Schedule Mew Course

( : re at e a Enter any information you have and click Search. Leave fields blank for a list of all values

Class Search

“Run Control ID” S

| Course Catalog

T Classroom Reports

Class Event Table

Recent Searches | Choose from recent searches & Saved Searches

Schedule Build

Class Roster 7| Schedule Class Meetings
Classroom Reports

i Query Viewer

- Maintain Schedule of Classes

- - Add a New Value
Schedule New Course '

*Run Control ICY1C

Name it [rsss
Do NOT use any spaces Se===

Classroom Reports

Class Event Table



CLASSROOM REPORTS

Process List

Server List

View Process Requests

User ID sserrin Q Type | v | |Last v | 8 Refresh
Server ¥]  Name Q Instance Range Clear ‘ ’ t h D . t . b t.
Run Status| v |  Distribution Status | v | onort —_— n Ce e I S r'l u I O n
Save On Refresh eport Manager

Process List Personalize | Eig

@ Status says “Posted” -

Process Distribution

Select Instance Seq. Run Control ID Process Type Name User Run Date/Time Run Staje Status ptails
o m09E 10198 1 14 l 2
5334609 ClassroomReports SQR Report SMORMRPT sserrin Eé%o:a@za 10:28:09AM Succes Posted >tails C l I C k O n D eta I S
Process Detail View Log/Trace
Cl-Ck O n Process Report
Instance 5334609 Type SQR Report ReportID 4016696
“VieW Name SMORMRPT Description Room Report Name SMORMRPT
Run Status Success Distribution Status Posted Run Status Success
Log/Trace” Run Update Process
Room Report
Run Control ID ClassroomReports Hold Request EE T
Location Server Queue Request

Cancel Request CSMPRD

Server PSUNX2 Distribution Node

\_ Delete Request
Recurrence

File List

Name

Date/Time Actions Cll Ck QIR soR SMORMRPT 5334609 log
.
th e P D F F| le smormrpt_5334609.out

Distribute To
Distribution 1D Type

Re-send Content

Request Created On 02/25/2025 10:28:53AM PST Parameters Transfer

Run Anytime After 02/25/2025 10:28:09AM PST Message Log
Began Process At 02/25/2025 10:29:13AM PST

Ended Process At 02/25/2025 10:29:27AM PS View Log/Trace
User




CLASSROOM REPORTS

CSUSM 2252 Room Chart
ACD 102

Room: ACD 102
MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY

Term: 225

Capacity: 145

Room Type: Auditorium

Utilization: 37.86 %%

COMBINED COURSES

1900-10135 1900-1015 :
PSCT 100 PSCL 100 OTHER CONFLICTS

1 21869 0930-1120 1l 21869 - 1930-1220

KOC 303 PSYC 352

10:00 DT 22014 T 21004 H e p u O r
T030-1220 1. [030-1145 1030-1145 1.

FIN 302 PSYC 100 SYC 100

1 20275 10 21906 |I[J 21906 P UZZ li ng &
S lalized S
1300-1415 ! 1300-1415 1300-1415 l300-1415 !
PSYC 362 PSYC 332 PSYC 362 PSYC 332 ri ri
1 21971 1 21963 D1 21971 31 21963 e nt eS d u ng

Schedule Build

1500-1550
CS 100
M 22678

16:00 1600-1T715 ! 1600-17135 1600-1715 laD0-1715
GEL 101 AIS 150 GEL 101 ALS 150
)17 21557 M 21705 07 21557 01 217035

1730-1920 : 1730-1920 [[730-2020
BUS 101 BUS 101 AMD 368
)1 20335 1800-1950 02 23218 )l 22358
FIN 302

12 20274

20:00




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.

ating APDB M: Copy this Number
Class Section: 01 conflicts with Campus Event [Dg 0005967 168(14620.27)

o This class cannot be scheduled because its meeting pattern conflicts with an existing event. To save without scheduling, leave Facility ID blank.

11



CLASS EVENTS TABLE

Viewing specific room conflicts

£ MyCSUSM Home Schedule Build A (

B O & W

Class Event Table

2 * P as t e t h e E V e n t | D 5| Maintain Schedule of Classes Enter any information you have and click Search. Leave fields blank for a list of all values.
Into the Class Event S

51 Class Search

I a b l.e | 000596716 Paste Number Here

7] Course Catalog Search *Academic Institution| = v

7 Schedule Class Meetings

Search Criteria

Description| begins with v

5 Course Catalog Dl'_l Case Sensitive

5] Classroom Reports

| Class Event Table

7| Class Roster

Search Clear | gasic Search 2" Save Search Criteria

T Query Viewer




CLASS EVENTS TABLE

Viewing specific room conflicts

3. Shows the class,
building, day, and
time of the class In
the room that
conflictsswith the
class you want in
there.

Schedule Build

H O &

Class Event Table

EventID pp596716

*Description INTRO BUS LAW

Academic Institution: Cal State San Marcos
Event Type: Course
Campus Meetings
Building Day of Week
ACD 10 Tuesday
ACD 102 5 : Thursday
ACD 102 - Tuesday
ACD 102 - Thursday
ACD 102 - Tuesday
ACD 102 - Thursday

ACD 102 102 Tuesday

R Q

New Window | Help | Personalize |

Class Personalize | Find | L2 | First 1
Sections of 1 Last

Term Subject Catalog Nbr Section Class Nbr
2242 BUS 202 01 22694

Personalize | Find | ViewAll | 12| |5 First 1-7 of 31 Last

Contact

Start Time End Time -
Minutes

2:30PM 3:45PM
3:45PM
3:45PM 'S 01/30/2024
3:45PM 75 02/01/2024
3:45PM 9 02/06/2024
3:45PM

3:45PM | 02/13/2024




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.

& Records Maintain Schedule of Classes

LMS Data Textbook GL Interface

Basic Data Enrollment Cnirl Reserve Cap MNotes Exam

Course ID Course Offering Nbr 1
Academic Institution Cal State San Marcos

Term Fall 2026 Undergrad

Subject Area MATH

Mathematics
Catalog Nbr 150 CALCULUS FOR THE LIFE SCIENCES
Class Sections

Session 1 Regular Academic Session Class Nbr 42745

Event ID

Class Section 01 Component Lecture

Associated Class 1 Units 3.00
Meeting Pattern Find

Mtg End
3:45PM

Facility ID Capacity Pat Mtg Start

MW3 Q 2:30PM
Topic ID

Free Format Topic

UJ Print Topic On Transcript Contact Hours

Instructors For Meeting Pattern Personalize | Find | View All | L2 | & First

Assignment | Workload @ [FT5W)

Name *Instructor Role Print Access Contact ET:]F::

| Approve 0|Q

Primary Instructor v |

Room Characteristics Personalize | Find | L2 | & First 1-2 of 2 Last

*Room Characteristic *Quantity

Description

| ecture Room. Not Computer L ab 1 ﬂ

Section Reviewed & Ready 1 ﬂ



Rewewed & Ready Audit Query

UERY NAME: SMO_SEA_FULLSCHED_READY

§ C D C 3 G . .
Audit: Reviewed & Ready | 2836 Purpose: Run this audit

Good to Go? - |[College - |Dept - |Subject - (Catalog - |Section - [Class NI ~ query tO make syre the u-ln
section Reviewed & Ready CHABSS  Music MUSC 220 01 40611

section Reviewed & Ready CHABSS  Psychology PSYC 336 05 Sk RDoom Characterisic IS on
section Reviewed & Ready CHA Psychology PSYC 336 04 41257 . i
Section Reviewed & Ready CHA Psychology PSYC 136 03 el all class sections. The first

section Reviewed & Ready CHA Psychology PSYC 336 02 40669 .
section Reviewed & Ready CHA Psychology PSYC 336 01 40668 CO' umn ShOWS Whether If

section Reviewed & Ready CHA Psychology PSYC 336 01 40668 the RC iS on the C|aSS and
section Reviewed & Ready CHA Sociology SOC 100 03 41546

Section Reviewed & Ready CHA 100 02 i “Section Reviewed &
section Reviewed & Ready CHA 100 | 41132 " P
ction NOT Ready I.J{_}Ei;'-‘h. Accounting ACCT 424 (0} 41664 Ready or If It does not

=T,
ection NOT HEE[’}" COBA .-'E";l!:'.t:'.[:ll_ll-ltirlg ACCT 308 0 41678 have the RC a nd “Section
ction NOT Ready CHA Visual and | TA 402 1 41529

ction NOT Ready CHA Visual and I TA 402 " a2 NOT Ready’.
ection NOT Ready CEH Human Dev HD (0} 40326
ection NOT Ready CHA Psychology PSYC 41077
ection NOT Ready CHA Psychology PSYC 40744
ection NOT Ready CHA Psychology PSYC 2 40724
ection NOT Ready JHAEI Psychology PSYC 34C ' 40718
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QUERIES

Folder Name "ACDSCHED"”



QUERIES

|
Schedule Build

Schedule Class Meetings
Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By | Folder Name v | begins with ACDSCHED
Search

Maintain Schedule of Classes

Advanced Search

Schedule New Course

Search Results

Class Search

_ *Folder View |--All Folders - v I:O ‘ d e r N a m e

7| Course Catalog Search Query Perso
Query Name Description Owner Folder
— i 1)
1| Course Catalog SMO_SEA APRV_TIMES Audit: Approved Mtg Times ~ Public ACDSCHED AC DSC H E D
SMO_SEA_MISSING_AUTOENRL Audit: AutoEnroll Missing Public ACDSCHED |
=] Classroom Reports SMO_SEA MTG_HRSWK Audi Hrs Per Wk (No1S)  Public ACDSCHED | . .
SMO_SEA CLASSSCHED_ MISSCOMP  Aui: Missing Components  Public ACDSCHED | Qu er|es aval |a b | e fO f
— lass Event Table SMO_SEA_CLASSSCHED PLAN Audit: Modality PLAN, etc Public ACDSCHED
_ QMO_SEA_CLASSSCHED_RCS Audit: Room Characteristics ~ Public ACDSCHED o o
- SMO_SEA CLASS NOTES AVAILSEATS Class Notes & Seats per Class Public ACDSCHED Self-Au d |t| N g
| Class Roster :
o SMO SEA FULLSCHED TENT ?Eﬁ?’r Faizth L Sray Public ACDSCHED
—| Query Viewer SMO SEA DEPTCLASSSCHED SIMPLE g'rf:ijChed=Dept'E”m” Public ACDSCHED
SMO_SEA_FULLSCHED_SPRING Class Sched,Full for Spring  Public ACDSCHED




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)



