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ACADEMIC SCHEDULING
OFFICE

Department Chairs and working with ASO

The Academic Scheduling Office (“ASQ") is a remote team dedicated to assisting department chairs
and authorized schedulers with training, schedule creation, final exam scheduling, and more.
Meet our team at hitps://www.uvu.edu/academicscheduling/contact.himl.

[0 academic_scheduling@uvu.edu

[] Request Department Chair Training

https://www.uvu.edu/academicscheduling/forms/scheduler training.php
Required for software access, fraining includes:
o Authorized Schedulers List
CourselLeaf CLSS scheduling tool and phases (deadlines)
Final Exam schedule
Instructor activations and assignments
Master Room List
Scheduling Guidelines and Scheduling Rules
Section coding
Standard meeting patterns
Supplemental instruction fime
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[0 Review Policies & Guidelines*

https://www.uvu.edu/academicscheduling/
o CLSS Approval Workflow (dean/financial manager)

CLSS Instructions
Course-Based Fee Guidelines
Final Exam Guidelines
Governing policies (UVU, USHE)

o 607 — Course-Based Fees for Credit Courses

o 609 - Academic Scheduling
Scheduling Guidelines (definitions, responsibilities, restrictions)
o Scheduling Rules (general, special programs, schedule types, etc.)
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[0 Committee Representation

Academic Calendar Course Fee Review
Academic Scheduling Executive Infrastructure Planning

* Lists are not all-inclusive.
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https://www.uvu.edu/academicscheduling/contact.html
https://www.uvu.edu/academicscheduling/forms/scheduler_training.php
https://www.uvu.edu/academicscheduling/
https://policy.uvu.edu/getDisplayFile/61b27f19de7d07de1a359870
https://policy.uvu.edu/getDisplayFile/63c058b83a7021d003504441
https://www.uvu.edu/schedule/index.html
https://www.uvu.edu/academicaffairs/academic-programs/course-fee-committee.html
https://www.uvu.edu/academicaffairs/academic-programs/academic-schedule-committee.html
https://www.uvu.edu/facilities/infrastructure/

[] ASO Responsibilities & Systems*

Department Chair / Authorized Scheduler training
Software access

Database management (CourseLeaf CLSS, 25Live, Banner)
Verification of section coding (registration, state reporting)
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Courseleaf CLSS (schedule creation)
o Workflow approvals and schedule processing
o Training materials

25Live (room scheduling)
Note: To ensure centralized scheduling and prevent double-booking, the 25Live database is
shared by the Academic Scheduling Office and Event Services.
o Room assignments for all academic classes (general classrooms, specialty labs, and
computer labs).
o Room assignments for all Supplemental Instruction requests.

Banner (schedule maintenance)
o Instructor activations
o Final Exams (schedule creation and conflict resolution)
o Course-Based Fees (management and application)

[] Partnered Office Responsibilities & Systems*

Curriculum Office Training and system administration of CourseLeaf CIM for
programs and courses, etc.

Digital Transformation Service Desk, Business Intelligence, Enterprise Systems/Software,
etc.

Event Services Office Schedules campus events, meetings, clubs, and more via 25Live.

Facilities & Planning Operations & Maintenance, Planning & Construction, Inventory,
Executive Infrastructure Committee, Fire Marshal.

Learning Systems Management of multiple systems, including Canvas, Kaltura,
Qualtrics, and iClicker, plus accessible tfechnology.

Media Services / AVSE Services include: ‘Smart’ classroom standards and setup,
equipment maintenance and training, digital signage, and media
checkouts.

Office of Teaching & Learning Course instructional design, assessment, tfechnology (incorporation
of teaching tools like Canvas and Kalfura), data dashboards, etfc.

Reqistrar’s Office Student registration, franscripfts, transfer credit, graduation,
Wolverine Track, plus system administration of CourseLeaf CAT and
catalog publication.

UVJ Store Wolverine Access (textbook program), supplies, and much more.

* Lists are not all-inclusive.
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https://nextcatalog.uvu.edu/wen/
https://25live.collegenet.com/pro/uvu#!/home/dash
https://www.uvu.edu/academicscheduling/
https://www.uvu.edu/event-services/
https://www.uvu.edu/academicscheduling/forms/supplemental_time.html
https://na3.documents.adobe.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhCuQy0nThylLanCv_mvDRX-Qf6o2A9IwaBDlj9ZH0rDoAVLGs-DXoEY5AZwkqEmlPE*
https://www.uvu.edu/academicscheduling/exam_schedule/index.html
https://www.uvu.edu/academicscheduling/docs/course_fees/guidelines_course-based_fees_sep2023.pdf
https://www.uvu.edu/curriculumoffice/
https://nextcatalog.uvu.edu/courseadmin/
https://www.uvu.edu/digitaltransformation/depts/
https://www.uvu.edu/event-services/
https://25live.collegenet.com/pro/uvu#!/home/dash
https://www.uvu.edu/facilities/
https://www.uvu.edu/learningsystems/
https://www.uvu.edu/media/
https://www.uvu.edu/media/services.html
https://www.uvu.edu/otl/
https://www.uvu.edu/registrar/
https://catalog.uvu.edu/
https://store.uvu.edu/
https://store.uvu.edu/wolverine-access

