
Schedule Build Process
Excel Sheet Editing





Overview
 Schedule editors will be sent Schedule Sheet at the start of each 

Phase. 
 Please let schedule@utc.edu know of any personnel updates.
 Phase dates will be sent via listserv

 All courses from previous term will be copied at the beginning of 
Phase 1.  All Phase 1 edits will be reflected in the Phase 2 Sheet.
 Phase 1 is for all edits; Phase 2 focus will be on room preferences. 
 Each Phase is two or two and a half weeks long.
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 Your Sheet can be submitted any time before the Phase 
deadline.  Once your Schedule Sheet has been submitted, 
no more edits will be processed.  Please submit additional in 
Phase 2. 

 After the Schedule is published, edits will be accepted by the 
Registrar’s Office through the Schedule email, please consult 
the Approvals Charts (Appendix A&B) before submitting 
your request to schedule@utc.edu

 The Registrar’s Office enters each edit manually. The Phase 
structure is reserved for giving the Schedule Coordinator 
time for processing.
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 First, select the appropriate action from the drop-down list of the 
Phase Action Column: Edited, New, or Cancelled (or blank).

 Highlight Edited cells with RED to ensure processing.

 Strikethrough Cancelled courses.
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Locked Fields
 Some fields in the Sheet you are provided will be locked and cannot be 

changed:

 CRNs

 Subject and Course for existing CRNs

 Section numbers for all departments except those with an online only 
degree program.

 Previous Term tab















Thank you!
Please direct all questions to schedule@utc.edu 
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All 4995r courses are requested by the Honors College 

*approvals process begins when the schedule goes live

College of Arts and Sciences please see Appendix B





Section Letter Unique Group Group Notes/Timelines

F A Moc’s First Year 
(AMFY)

0 capacity; open seats given back to parent by first 
Monday of August; may or may not merge to parent 
section after 14th day

H University High Mostly hidden from schedule; 11th grade first semester 
pre-registered

X Online Program 
students only

Active caps and published; CAS sections merged 
before fee payment deadline
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