FALL/SPRING SCHEDULING PROCESS FLOWCHART

PRIORITY PHASE

(OR)

Office Of Registrar

Academic Departments
(Schedulers)

Center for Teaching

& Learning (CTL)

Disabled Students
Program (DSP)

START

\ 4

OR announces Room
Assignment Window

with a deadline to
schedulers

\ 4

A\ 4

OR opens ALC
Requests with

Academic Calendars |

| Priority Phase Room Request Checklist |

Schedulers schedule

a deadline to
schedulers

Academic
Scheduling
Policies

OR reviews room requests

in CS to ensure

completeness, accuracy,

and compliance with
scheduling policies

REQGA in the

i
)

OR temporarily
turns off scheduler’s
access to CS

OR runs multiple
optimizations in
25Live

25Live

A\ 4

Room
Assignments in
25Live are
exported to CS

Campus
Solutions (CS)

\ 4

OR sends the
ALC request

Schedulers enter

Facility ID field for
all the classes that
need GA classroom

)

» classes of the
upcoming term in CS

- Academic

Scheduling

Class Data

A

Request for Active-
Learning Classroom

form to
schedulers

ALC Request?

ALC
Application
Filed?

/ Campus

Solutions (CS)

A .
»

Campus Policies and
Guideline Concerning
the Academic
Calendar, RRR Week,
Exams, and
Commencement

Active Learning

Schedulers complete

\ 4

\/\

P the ALC requests
upon receipt

A

Schedulers/
Instructors submit
one-time ALC
application to CTL

Active Learning
General Assignment
» Classrooms

> Classroom

| CTLevaluates the

(ALC)

Application

\/\

ALC application

CTL maintains the
list of approved
instructors

CTL communicates
the results to OR

MANUAL PHASE

OR processes all ALC

room requests upon
receipt

\ 4

OR sends Room
Assignment results

Room Request
Google Form

with a Room
Request Google
Form to schedulers

OR reviews requests

i

Schedulers review

\/\

P room assignment
results in CS

General Assignment (GA) Room Characteristics

Classroom
Assignments

Schedulers make

.| changes to class
schedule per

instructor’s request

A\ 4

Schedulers request
for unit value/
grading option

change in CS

Email

A\ 4

Schedulers submit
completed Room
Request form to OR
for GA classrooms

Room Request
Google Form

v

Schedulers request
to add a room or
change a room
capacity in CS

\ 4

Add Room/Capacity
Change Form for
Campus Solutions

START

The students
contact their DSP
specialist

DSP submits room

upon receipt

ALC Request?

OR processes the
request and emails

d

OR verifies ALC

CTL reviews the list

requests with CTL

P and confirms with

OR

the result to
schedulers

Classroom
Technology
Support

change to OR

FINAL EXAM PHASE

START
\ 4
OR sends out Final
Exam Room Survey

Final Exam Room

to schedulers with a
deadline

\ 4

OR manually
schedules final

A\ 4

Schedulers complete
| theFinal Exam

Survey

\/\

Room Survey on
Google Spreadsheet

A\ 4

Final Exam
Guide and
Schedules

Campus
Solutions (CS)

Final Exam
Room
Assignments

exams in Campus
Solutions

OR sends results to

A
NO

schedulers for
review

OR reviews for
discrepancies

25Live

\ 4

OR exports final
exam room

between Campus
Solutions and 25Live

A

assignments to
25Live

OR schedules DSP
final exams upon

the results

| Schedulers review

Exam Room
Change?

DSP?

request in 25Live
only

OR publishes final

P» exam locations on
classes.berkeley.edu

Berkeley
Academic
Guide

) 4

1es

A\ 4

END

Facility Services
Customer
Service Center

Gender-Inclusive
Restrooms



https://registrar.berkeley.edu/calendar?terms=current
http://registrar.berkeley.edu/sites/default/files/pdf/CS_Room_Assignment_Checklist.pdf
http://registrar.berkeley.edu/sites/default/files/pdf/CS_Room_Characteristics.pdf
https://sis.berkeley.edu/training/classroom-scheduling-resources
https://docs.google.com/forms/d/e/1FAIpQLSdcbkCwu_Bb32x6xWJx8O48ct3_MuRiZgI-EKEt7l06nQAzxA/viewform
https://25live.collegenet.com/berkeley/#home_availability[0]
https://bcsint.is.berkeley.edu/
https://registrar.berkeley.edu/scheduling/academic-scheduling
https://teaching.berkeley.edu/active-learning-berkeley
https://bcsint.is.berkeley.edu/
https://bcsint.is.berkeley.edu/
https://25live.collegenet.com/berkeley/#home_availability[0]
https://registrar.berkeley.edu/scheduling/academic-scheduling/final-exam-guide-schedules
https://registrar.berkeley.edu/scheduling/academic-scheduling/policies
https://docs.google.com/a/berkeley.edu/forms/d/e/1FAIpQLSfG0L0BFgu5HmlRynfN6b17hTzerU4DvLR911lkm9Qf8ZRPQA/viewform
http://guide.berkeley.edu/
https://facilities.berkeley.edu/operating-units/fs-customer-service-center
https://www.ets.berkeley.edu/services-facilities/classroom-technology-support
https://restrooms.berkeley.edu/home
https://registrar.berkeley.edu/sites/default/files/pdf/Campus_Policies_and_Guidelines_Concerning_the_Academic_Calendar.pdf
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