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Note: The process for on campus and online courses is the same with the exception of room assignments. 


Step One


Registrar schedules Platinum Analytics five year review of students course needs for the coming semester.


Platinum Analytics presents and explains the suggested course offerings including addition and deletion candidates to the Registrar.


Step Two


Registrar convenes a meeting of UG department chairs and presents the Platinum Analytics analysis for the coming semester along with Platinum Analytics remote consultant.


Deans are notified that the analysis is available online through the Ad Astra Portal. 


Step Three


Department Chairs coordinate the course offerings, meeting times, technology requirements, and room type requests from their faculty. 


Step Four


Step Five


Step Six


Step Seven 


Step Eight


Step Nine


Step Ten


Department Chairs submit the course offerings, meeting times, capacity, technology requirements, room type, and instructor assignment to the Registrar and to their Dean, if required. 
Registrar enters all the pertinent data into the Banner Student system for import into Ad Astra. Registrar adds additional required data to Ad Astra.
Registrar runs the Ad Astra optimization program which selects the best room for each scheduled class utilizing class type, technology requests, and class capacity. 


Registrar reviews the results of the optimization. Courses which were unable to be scheduled due to lack of available space or a lack of space with specific requested requirements are identified and sent to the individual Department Chair for resolution of rescheduling.
Department Chairs use Ad Astra to locate available space for the classes without assigned space and/or revise the class meeting time to one with available suitable space for the class.
The Department Chairs send the updated requests to the Registrar.
The revised schedule is published on U-Online and the academic community is notified and requested to review the results.
Individual schedule issues are brought to the Department Chairs. Necessary revisions are sent to the Deans who collaborate with the Registrar and either approve or deny the revision.
The official schedule is posted prior to the opening of the student advising period and registration. 





















