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Distribution of Schedules 

& Deadlines 

Pre- and post- roll schedules will be distributed as PDFs 

via email to print off and revise by hand in red pen or edit 

within Adobe using red text [please do not use the 

comments feature]. 

Semester Schedules Distributed Deadline to Submit Revisions

Spring 2022 Wednesday, June 16, 2021 Wednesday, July 14, 2021

Summer 2022 Wednesday, November 17, 2021 Wednesday, December 8, 2021

Autumn 2022 Wednesday, November 17, 2021 Wednesday, December 15, 2021



Returning to Pre-COVID Processes: 

Reminders

The Logistical Scheduling Coordinator is NOT 

notified by the University or the College when 

course change requests and/or new courses 

are approved/finalized in curriculum.

It is the responsibility of the Unit Scheduling 

Contact to let the Logistical Scheduling 

Coordinator know when - as a result of 

approval in curriculum - something needs to 

be built, or a revision is needed. 



Examples:

Course Approvals

• New course! 

• Full term 7W1

• In Person Distance Learning 



Returning to Pre-COVID Processes: 

Reminders

Faculty Instructors Staff TAs Students

Unit Scheduling Contact

Logistical Scheduling Coordinator

Unit Scheduling Contact

Logistical Scheduling Coordinator

Faculty Instructors Staff TAs Students



Returning to Pre-COVID Processes: 

Deadlines

Deadlines must be adhered to.

Semester Deadline to Submit Revisions

Spring 2022 Wednesday, July 14, 2021

Summer 2022 Wednesday, December 8, 2021

Autumn 2022 Wednesday, December 15, 2021



Returning to Pre-COVID Processes: 

Initial Revisions

Spring 2022 Initial Revisions

DUE Wednesday, July 14, 2021 

Initial Revisions are when all unit revisions should be submitted, 

especially:

• Instruction Mode

• Session Length

• Room Preference (main campus or mid-west campus) 

• Meeting Patterns (day/time)

• New Course Builds

• Minor Revisions



Process Timeline

Initial revisions received. 

Submitted revisions processed. 

Registrar’s Office limits access to scheduling system 

during mass placement of classrooms.



Access to scheduling system is reactivated 

three days before the schedule goes live 

in BuckeyeLink Class Search.

All instruction modes, session lengths, and meeting 

patterns should be finalized BEFORE the schedule goes 

live in Class Search.



After student enrollment has begun, changes will always 

impact students, so changes at that point are to be 

avoided. 

• The addition of extra/new sections is the only major 

modification that should be transacted at this point. 

• NO instruction modes, session lengths, locations, nor 

meeting patterns (day/time) are to be altered after 

student enrollment has started. 

• Minor adjustments 

• Enrollment caps and instructors may be changed. 



• After the session has begun, no major adjustments are 

to occur. 

• Minor adjustments only: 

• Enrollment caps and instructors may be changed. 



Items to check: Session Code

AUTUMN and 

SPRING

SUMMER 

• Regular = 1 

• Session 1 = 7W1 

• Session 2 = 7W2 

• Regular = 1S 

• 4 week session 1 = 4WS 

• 4 week session 2 = 4W2 

• 4 week session 3 = 4W3 

• 6 week session 1 = 6W1 

• 6 week session 2 = 6W2 

• 8 week session 1 = 8W1 

• 8 week session 2 = 8W2



Items to check: Component

Ensure that the proper component (Lecture, 

Laboratory, Recitation, Independent Study, Field 

Experience, Seminar, Workshop) are listed for 

each course. 



Items to check: Location
• List the campus preference: Mid-West campus or 

Main campus.

• Provide a list of preferred classrooms, if applicable.



Items to check: Location
• Scheduling classrooms even on Mid-West campus 

is more competitive than ever. 

• Watts Hall and MacQuigg Laboratory are 

scheduled to be renovated through 2024.

• As of AU21 – no classes scheduled in Watts. 

• For SP22 – no classes may be scheduled in 

MacQuigg and/or in Watts. 

• Alternate Rooms are Cockins Hall 240 & 

Journalism Building 360. 



Example: 

Location Change



Items to check: Day(s) and Time(s)

Days and Times of course (Meeting Patten)

• Day(s) and Time(s) are required to be listed for all 

undergraduate and graduate lectures, labs, recitations, 

and seminars. 

• Day(s) and Time(s) are not required to be listed for 

independent studies, and field experiences.



Items to check: Day(s) and Time(s)

Listed start time must be an approved start time, unless 

an exception has been made, for example a 2:30 PM 

start time for ANIMSCI 2401 at the Equine Center. 

http://registrar.osu.edu/scheduling/SchedulingContent/AWS.pdf
http://registrar.osu.edu/scheduling/SchedulingContent/AWS.pdf


Example: 

Day(s) and Time(s) Change



Items to check: Instructor
• Instructor name, provide OSU name.# for instructor 

modifications. 

• For courses xx89, x193, x999, etc, when adding 

and dropping instructors, mark as many of those 

changes as instructor changes rather than 

requesting a completely new section addition.  



Example: 

Instructor Change



Example: 

Add Sections



Items to check: Enrollment Cap 
• Enrollment cap must be at or below the room 

capacity.

• To see room capacities, view our Listing of Spaces.

https://students.cfaes.ohio-state.edu/academics/teaching-learning-and-assessment/event-space-reservations/listing-spaces


Items to check: Enrollment Cap 
• Total combined cap vs. individual section cap. 

• Total combined cap = the enrollment cap set for 

the combined section. The combined section is 

comprised of cross-listed sections, Wooster and 

Columbus sections, and/or undergraduate and 

graduate sections. 

• Individual sections caps = the enrollment cap 

set for each stand-alone section.  



Example 1: 

Total Combined Enrollment Cap 

Total Combined Cap for the Combined Section 30

Individual Enrollment Cap for Section 1 30

Individual Enrollment Cap for Section 2 30



Example 2: 

Total Combined Enrollment Cap 

Total Combined Cap for the Combined Section 30

Individual Enrollment Cap for Section 1 30

Individual Enrollment Cap for Section 2 15



Example 3: 

Total Combined Enrollment Cap 

Total Combined Cap for the Combined Section 30

Individual Enrollment Cap for Section 1 15

Individual Enrollment Cap for Section 2 15



Items to check: 

Wooster and Columbus

Identify courses needing Wooster sections in addition to 

Columbus sections.

• This includes research hours and individual studies.  



Wooster Sections

• Location Code = Location (below) = where the course 

is actually meeting, not the campus offering the 

course.

• Campus of Offering = Campus/Catalog = the campus 

responsible for the master scheduling catalog of the 

courses.  



Wooster Sections

Any graduate courses (5000 and up) that need a 

Wooster section, will be listed in the Columbus course 

catalog. 

• the Campus (of offering) will be set as Columbus, with 

a location (code) of Wooster (CS-WOOSTER). 

• The location (code) of CS-WOOSTER toggles off the 

Columbus Campus associated fees with the 

Registrar’s office. 



Items to check: Instruction Mode

Instruction Mode – Temporary approvals expired at the 

end of AU21. 

In Person 

Hybrid 

Delivery

Distance 

Learning 



Example: 

Instruction Mode Change



Items to check: 5000 Level Courses
5000 level courses – are both undergrad and graduate 

sections needed (a.k.a. combined sections)?

• Are both Columbus and Wooster sections 

needed? 



Adding a New Course 

• Session 

• Subject Area 

• Catalog Number 

• Campus 

• Component 

• Instruction Mode 

• Facility ID (Location) 

• Days 

• Start Time 

• End Time 

• Instructor First and 

Last Name.# 

• Instructor Role 

• Instructor Access 

• Enrollment Cap 

Information needed for a new course: 



Cancelled Course 
When no students are enrolled, will proceed to cancel the class. 

When students are enrolled, the Unit will need to contact the enrolled 

students to inform them of the cancellation, before the course may officially 

be cancelled within SIS. 

Relocated Courses
Please notify our office when moving a course’s meeting location, even if it 

is internal to another space within the Unit. 

SIS must accurately reflect where classes are being conducted. 



General Modification Requests via 

Email 

General schedule modification requests may be 

submitted via email to brower.31@osu.edu

Required Information: 

• Term (Semester) 

• Session 

• Subject Area 

• Catalog Number 

• Class Number 

• Modification Information 

mailto:brower.31@osu.edu


Instructor Modification Requests 

via Email

Instructor modification requests may be submitted via email to 

brower.31@osu.edu

Required Information: 
• Term (Semester) 

• Session 

• Subject Area 

• Catalog Number 

• Class Number 

• Instructor’s First Name Last Name.# to be 

REMOVED 

(if applicable) Example: Becky 

Buckeye.123 

• Instructor’s First Name Last Name.# to be 

ADDED 

Example: Becky Buckeye.123 

• Instructor Role (Primary Instructor, 

Teacher’s Assistant, etc.)

• Instructor Access (Post, Grade, Approve)

mailto:brower.31@osu.edu


New Course Addition Requests via 

Email

New course addition requests may be submitted via email to 

brower.31@osu.edu

Required Information: 
• Session 

• Subject Area 

• Catalog Number 

• Campus 

• Component 

• Instruction Mode 

• Facility ID (Location) 

• Days 

• Start Time 

• End Time 

• Instructor First and Last Name.# 

• Instructor Role 

• Instructor Access 

• Enrollment Cap 

mailto:brower.31@osu.edu


Video Conference Equipped Rooms
• Scheduling of Kottman Hall 244 and Research 

Services 130: classes vs. events and activities

• CFAES’s Listing of Spaces. 
• https://students.cfaes.ohio-state.edu/academics/teaching-learning-and-

assessment/event-space-reservations-0

https://students.cfaes.ohio-state.edu/academics/teaching-learning-and-assessment/event-space-reservations-0


Event Scheduling
• Online Space Reservation Request Form 

• Online Listing of Spaces
• https://students.cfaes.ohio-

state.edu/academics/teaching-learning-and-

assessment/event-space-reservations-0

• Agr Admin Building Auditorium 

https://students.cfaes.ohio-state.edu/academics/teaching-learning-and-assessment/event-space-reservations-0


Turn Around Times

Please allow up to two business days for the Logistical 

Scheduling Coordinator to process your scheduling 

requests. 



Discussion + Q & A 





Thank You 
For All That You Do! 


