
WELCOME TO THE 
SPRING/SUMMER 2026 

SCHEDULE BUILD 
MANDATORY MEETING

The schedule build is often a 
perfect balance of precision 
and panic — mostly panic.





• Name

• Department

• What is something a lot 
of people are missing 
out on because they 
don’t know about it?



WHAT’S BEEN DONE?
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Pre-Scheduling for Auditoria, Active Learning, Graduate Seminar Room 
& MSJC/Temecula

Puzzling allocations sent to ADs

The Course Needs Report sent to DCs
GEM ERG seats will be sent Oct 1

Spring 2025 has been rolled to Spring 2026 (Summer is not rolled)
Meeting Patterns: Days & Times
Independent Study sections
NOT rolled: 

Classes with Curriculum Changes in the Past Year, 
Instructor Assignments, 
Combined Sections
EVAL Attribute

In-Depth Training video available online



START OF SEMESTER 
RECOMMENDATION 
Run query for Spring 2026 (2262)

SMO_SEA_FULLSCHED_SPRING_DC

Send to Department Chairs to edit.

Ask your DC to get you as much information as 
they can, as soon as they can.
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Spring Query

QUERY: SMO_SEA_FULLSCHED_SPRING
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CLASS STATUS 
= TENTATIVE

ON THE 
ENROLLMENT 

CONTROL TAB

All Classes Must be Tentative. 

All Classes are (currently) Tentative. 

New classes should immediately be made tentative!

Course Attribute = TENT  &  Course Attribute Value = Y



Academic 
Organization

RECENT CHANGES:
• Environment & Geography
• Political Science & Global Affairs
• Computer Science & Engineering
• Electrical & Computer Engineering
• First-Year & University Programs
• Operations, Supply Chain, & Bus Analytics



Leave Extended Learning 
Sections ALONE

Sections 900+
Any other session except 1, 8W1, 8W2, 

(MBA only 5W1, 5W2, 5W3)
Academic Org is “84-ES”

Session begins with E or W



PEOPLESOFT
ENTRY CONNECTIONS

Reference Guide



Where? >



< Determining Type of Class



If your DC doesn’t tell you PLNB, 
please use the matching value 
listed here



Pay Attention to How many 
meeting patterns are 
needed & what they 
should include



Pay Attention to How many 
meeting patterns are 
needed & what they 
should include



QUERY QUESTION #1
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What is the query folder name for all 
of the Academic Scheduling queries?



QUERY QUESTION #2
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What is the second set of 3 letters 
of the Queries in the ACDSCHED Folder?

SEA_ “Scheduling, Evaluations, & Analysis”

1st SET of 3: SMO_ “San Marcos Operations”



SELF-AUDITS
1. Component Missing – only for Multi-Comp Courses

2. Auto-Enroll Missing – only for Multi-Comp Courses
3. Approved Class Meeting Times – requires query & 

spreadsheet
4. Hours per Week
5. Modality PLAN Info
6. Room Characteristics

https://www.csusm.edu/acdsched/audits/index.html



https://www.csusm.edu/acdsched/audits/index.html

AUDITS
• Query Folder Name = 

ACDSCHED 

• Pro Tip: Click on the 
“Descr” Header and 
the Audit Queries 

will show at the Top



https://www.csusm.edu/acdsched/audits/index.html

AUDIT #1: COMPONENT MISSING

If query shows nothing = no components are missing

COMPONENT PARAMETERS:
All Components are Needed & 

Component Type Cannot Be Changed

Query: SMO_SEA_CLASSSCHED_MISSCOMP



https://www.csusm.edu/acdsched/audits/index.html

AUDIT #2: AUTO-ENROLLMENT MISSING

If query shows nothing = no auto-enrollments are missing

AUTO-ENROLLMENT PARAMETERS:
Auto-Enrollment is always (should only be) 

located on the Enrollment component.

Query: SMO_SEA_MISSING_AUTOENRL



https://www.csusm.edu/acdsched/audits/index.html

AUDIT #3: APPROVED CLASS MEETING TIMES

• Run the SMO_SEA_APRV_TIMES query in PSoft.

• Open the Approved Class Meeting Times Spreadsheet (.xlsx)
• Found on the Audit section of the acdsched webpage

• Follow the directions in the "Directions" tab of the spreadsheet.



AUDIT #3: APPROVED CLASS MEETING TIMES

Query will show one of the following for every meeting pattern:

Approved = Good to Go

Not Approved = Needs to Be Changed
IF there is a need for the class to be at an unapproved time, send an email to 

acdsched@csusm.edu with the rationale.

Maybe Approved = value will also state the 
qualifications for approval

https://www.csusm.edu/acdsched/audits/index.html



https://www.csusm.edu/acdsched/audits/index.html

Audit #4: Hours/Week

Run this query along with the Approved Class Meeting Times

SMO_SEA_MTG_HRSWK



AUDIT #5: MODALITY INFO
PLAN, PLNB, LRNMD, NOTE NBR

Look at the PeopleSoft Entry Connections Guide if it says 
“CHECK”

https://www.csusm.edu/acdsched/audits/index.html

SMO_SEA_CLASSSCHED_PLAN



https://www.csusm.edu/acdsched/audits/index.html

AUDIT #5: MODALITY INFO – PLAN, PLNB, LRNMD, NOTE NBR

“Missing PLNB” means that a Plan B (on the Basic Data Tab) still needs to be added.

SMO_SEA_CLASSSCHED_PLAN



https://www.csusm.edu/acdsched/audits/index.html

AUDIT #6: ROOM CHARACTERISTICS

“ERROR” means that there are no Room Characteristic (on the Meetings 
Tab) – Every class needs to have at least 1

SMO_SEA_CLASSSCHED_RCS



Audits & 
CORRECTIONS
Audits happen the week after the 

build closes, then a list is sent out for 

staff to make the corrections found in 

the audits. 

Classes with corrections that are not 

fixed will become STICKY TENTATIVE.
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INFORMATION TO GET FROM FACULTY

• Medical Accommodations
• Not sure? Ask your AD

• Type of Instructional Space 
Needed (Room 
Characteristics)

• Instruction Mode (PLAN)
• Evaluation Type (EVAL)



INFORMATION 
TO GET TO 
ACADEMIC 

SCHEDULING 
ASAP

Medical 
Accommodation Needs 
– must be on file with HR

Combined Courses



Session Dates 
control 
Start/End Date

Class Section & 
Assoc Class are tied Component & Class 

Type Connected

Location = TEMECULA for 
MSJC Classes

CHECK if Changed 
Recently

REGULAR 
CLASS

OFF for Controlling Enrollment 
(when Class Status is ACTIVE)

Add & Delete
BE VERY CAREFUL
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Leave these Alone: CLEV, NTRN, CSLI, GECG, GRRQ, GERQ

MUST ADD: PLAN, PLNB, EVAL

ADD to KEEP Tentative After Go Live

COURSE ATTRIBUTES



EXTENDED LEARNING



BASIC DATA TAB
Associated Class

Instruction Mode for Multi-Comp 
Classes

Modality Process Guides & Entry 
Connections



BASIC DATA TAB: COURSE ATTRIBUTES
Don’t Touch: CLEV, CSLI, NTRN, GERQ, 
GRRQ, GRCG IDSS

Every Section NEEDS:
• PLAN – Audits are based on this Value.
• PLNB
• New: EVAL

Add TENT = Y when course should 
remain Tentative



MEETINGS TAB
• PAT - MUST use PAT = ARR for Meeting Patterns 

showing NO days or times that meet IN PERSON. 
I. Independent Studies/Supervision 
II.Clinical
III.“Fake Section” where Facility ID = ARR

• Approved Class Meeting Times: 
Spring & Summer
• Non-Approved Times 



MEETINGS TAB
• Check your APDBs! 
• Meeting Values
• Learning Mode
• TBA Hours –

• ONLY classes 
Facility ID = OFF CAMPUS & 
No MPs with days/times 

• Class Value: Space Type
• All Online & 2nd+ MPs = 3 Non-Capacity



ROOM 
CHARACTERISTIC
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88



ENROLLMENT CONTROL TAB
1.Class Status = Tentative
2.Requested Room Cap
3.Waitlist & Auto Enroll from Wait List (MUST BE CHECKED!)
4.Consent

RESERVE CAP TAB
1. GEM ERGs: Start TODAY, Sunset/Expiration 12/14/25



NOTES TAB

• Required Notes:



OTHER INFO
• Finals – Automatically Generated

• Extended Learning Sections

• There’s a form for that! See www.csusm.edu/acdsched

• Multiple Meeting patterns

• Permission Numbers – Check the timeline!

• Puzzling

• Regular Puzzle Rooms do not need approval to be entered
• Competition Puzzles due by Oct 16 at NOON
• Puzzling Restrictions: only 6 hrs of Tentative Classes (No Placeholder Sections) | 

8W1 classes must have corresponding 8W2
• See webpage 



PLACE HOLDERS
A. Select Course with SAME unit & component 

value(s)
B. Section Number: PH
C. Associated Class: 88
D. Class Status: TENTATIVE 
E. Add Course Attributes:

I. TENT = Y
II. PLAN & PLNB
III. EVAL

F. Class Note



LEAVE EXTENDED LEARNING 
SECTIONS ALONE

• Sections 900+
• Any other session except 1, 

8W1, 8W2, (MBA only 5W1, 
5W2, 5W3)

• Academic Org is “84-ES”
• Session begins with E or W


