Scheduling Alternate
UNIVERSITY OF

CALGARY Weekly Patterns
SA - Timetabling

The following outlines the two steps necessary for scheduling alternating weekly patterns; scheduling even
weekly patterns first then, scheduling odd weekly patterns after. When scheduling alternating weeks,
PeopleSoft will not schedule any alternating dates during Reading Week or Reading Day.

Step One: Schedule the Even Labs (e.g. B02)

1. Click the Curriculum Management link.
Curriculum Managemen]
2. Click the Schedule of Classes link.
[Schedule of Classeq
3. Click the Schedule Class Meetings link.
[Schedule Class Meetingq

4. Enter the applicable Term, Subject Area, Catalog Nbr and click Enter or Search (e.g. 2197 Fall 2019,
CHEM 209). Click the Search button.

Schedule Class Meetings

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Academic Institution[=_v/| UCALG /

Term 2197
Subject Area chem /

Catalog Nbr|begins with v| 209 ==

Academic Career|= v | v
Campus|begins with V|
Session|= v] | v|

Class Nbr[= W]
Class Section
Description| begins with v/|
Course ID

Course Offering Nbr[= W]

[ case Sensitive

P

Clear Basic Search @EI Sawve Search Criteria

P L L

o

peape
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5. The Search Results will display a grid of Lectures, Labs and/or Tutorials associated with the class.
For this first step, schedule the alternating weekly labs for the even numbered labs first. For this
example, CHEM 209 has 20 labs (B01-B20) therefore schedule the even lab first (e.g. BO2).

Click the B0O2 link.

fCh_ — U 2iliau Foge . ] Gl Lhet. L alBy I
UCALG 2197 CHEM 209 Undergrad MAIN  Regular 70249  T01 Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 209 Undergrad MAIN  Regular 70250  T02 Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 209 Undergrad MAIN Regular 70251 T05 Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 209 Undergrad MAIN  Regular 70252  T06 Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 209 Undergrad MAIN  Regular 71010  BO1 Gen Chem for Engineers 104797 1

[ocAe 2197 CHEM 209 Undergrad _ MAIN _Regular 71011 B0Z ), Gen Chem for Engineers 104797 1|
UCALG 2197 CHEM 200 Undergrad MAIN  Regular 71012 BO3 Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 209 Undergrad MAIN  Regular 71013 BO4 l& Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 209 Undergrad MAIN  Regular 71014  BO5S Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 209 Undergrad MAIN  Regular 71015  BO& Gen Chem for Engineers 104797 1
CA = 2167 CHEM 209 Pt e MAIN  Tomel==71016 BOT Gen Chem for Ennineers 104797 1
6. Note the class section is TBA; nothing has been scheduled. PeopleSoft will automatically be set to

TBA for any previously scheduled alternating weekly patterns from previous terms. Begin with the
Alternate Weeks tab in Schedule Class Meetings. Click the Alternate Weeks tab.

| Alternate Weeks |

New Window | Help | &£

Alternate Weeks

Meetings Enrollment Control Exam |

Course ID 104797
Academic Institution  University of Calgary
Term Fall 2019

Course Offering Nbr 1

Subject Area CHEM
Catalog Nbr 209
Class Sections

Session 1
Class Section B02
Associated Class 2

Meeting Pattern =™

Facility 1D Capacity

Q

All TBA

Instructors For Meeting Pattern

Assignment || Workioad
D Name
Q

Room Characteristics
*Room Characterisfic

L

2|Page

Chemistry
Gen Chem for Engineers

Regular Academic
Component Laboratory

Class Nbr 71011
EventID

Units 3.00 {Associated Clase Afiributes
Find | View Al First ‘4’ 10of1 ‘b Last
#[=]
Pat Mtg Start MigEnd M T W TF § § *Start/End Date
Q OooOoodod 2019/00/05 |[5)[2019/12/06 |[5)
Topic ID Q Free Format Topic
[ print Topic On Transcript Contact Hours

*Instructor Role

Personalize | Find | view All | £ ] E First ‘&' 10f1 ‘®' Last

Primary Instructor

Print Access Contact
v w = =
Personalize | Find | @l [ First ‘4 10f1 'k Last

*Quantity
1 ol =
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Click Look up Alternating Week Pattern.

al

Meetings || Enrollment Control | Exam || Alternate Weeks

Course ID 104797 Course Offering Mbr 1
Academic Institution University of Calgary
Term Fall 2019 Undergrad
Subject Area CHEM Chemistry
Catalog Nbr 209 Gen Chem for Engineers
Class Sections
Session 1 Regular Academic Class Nbr 71011
| Class Section B02 Component [ aboratory | Event ID
Alternating Week Pattern Alternatin Create Meeting Pattems
with
Start Date End Date 2019/12/06
Meeting Pattern Find | View Al First ‘4" 10of1 '} Last
) #[=]
Facility ID Capacity g Start Mtg End M TWTFS S
Q Oooooood

[5]5ave ||[Zh Returnto Search | |4=] PreviousinList ||4=] MextinList ||| Nofify

Meetings | Enroliment Control | Exam | Alternate Weeks

The most common type of Alternating Week Pattern is ALT2 - Alternate Week - Every 2 Weeks.
Click the ALT2 link.

Look Up Alternating Week Pattern

Select one of the following values:

ALTZ2 Aliernate Week - Every 2 Weeks $

ALTI Alternate Week - Every 3 Weeks

ALT4 Aliernate Week - Every 4 Weeks

ALTH Aliernate Week - Every 5 VWeeks

ALTE Alternate Week - Every 6 Weeks
Cancel
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9. Click the Alternating with list. When scheduling the first (even) lab do not make a selection from
the Alternating With list of options; leave this blank. Click the Laboratory object.

Class Sections

Session 1 Regular Academic Class Nbr 71011

Class Section B02 Component Laboratory Event ID

Alternating Week Pattemn ALT2 |Q Alternatin E Create Meeting Patterns
with Seminarx
Start Date Bl End Date Tutorial
Meeting Pattern Find | View All First '*' *of1 ‘b Lagt

10. Click the Calendar Start Date button and select the date the lab will begin. For this example, since
it is an even lab (B02) we will select the second week of September, since the odd lab will begin in
the first week of September therefore they will alternate even and odd. Click the 16 link.

885 Secuons
Session 1 Regular Academic
Class Section B02 Component Laboratory
Alternating Week Pattern ALT2 |Q), Alternatinf /| Cr
with
Start Date B EndDate 2010/12:06
Meeting Pattern Calendar “| First 4
 September |4 JENIE]
N Capacity S
Facility 1D Mtg S S M T WTE § .
Q 1 2 3 4 5 6 7
g 9 10 11 12 13 14
15 [i6] 17 12 19 20 21
22 23 24 25 26 27 28
) : 29 30
[F)save ||[@h Returnto Search ||15] B tify
vieetings | Enroliment Control | Exam | Altern
4 Current Date
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11. Note the start date is now 2019/09/16 and the end date defaults to the end of the term
2019/12/06. For your convenience, it is recommended that you enter the Facility ID at this time as it
will be entered automatically. Click the Look up Facility ID button.

Ldldiuy NUr Sue BT LATE IO Engmeers
Class Sections
Session 1 Regular Academic Class Nbr 71011
Class Section B02 Component Laboratory Event ID
Alternating Week Pattern ALT2 O Alternatin Create Meeting Patterns
with
i |

Meeting Pattern Find | View All First ‘4’ 10f1 "' Last

i #H[=]
Facility ID r'g Capacity  mig Start Mtg End M TW TFS 3

Q’ goaooooad

12. Enter the Facility ID (e.g. EEEL) and the Room (e.g. 225) and press Enter or Lookup. Additionally, if
you know the Facility ID and Room number you can enter it directly. Click the Look Up button. Click
the facility link (e.g. EEEL 225).

Look Up Facility ID

Set ID UCALG
Facility ID[ begins with v||EEEL x
Building| begins with v/|
Room| begins with w225 i

Descripton| begins vith v

Facility Type[= v| | )

Look Up ( Clear Cancel Basic Lookup

Search Results

View 100 First '4) 1of1 ‘B Last

Facility ID Building Room Dezcripfion Facility Type
EEEL 225 EEE\%ZES EEEL 225 CompLab
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13. Enter the desired meeting start and end times (e.g. 8:00am to 10:50am) and the meeting
weekday(s) (e.g. Monday). Once all the information has been entered, you can continue. Click the

Create Meeting Patterns button.
| Create Meeting Paitemns |

aldiuy N U ST AT T SrgmeEers
Class Sections
Session 1 Regular Academic Class Nbr 71011
Class Section B02 Component Laboratory Event ID
Alternating Week Pattern ALT2 |3 Alternatin I' Create Meeting Patterns |I
with
Meeting Pattern Find | View All First ‘4" 10f1 '*' Last
. [+ [=]
Facility 1D Capacity g Start Mitg End M TWTFS 5
EEEL225 |Q 5, [800AaM |[[10s0am | M OO OOO O
EEEL 225 \ 1

14. Confirm the alternating meeting dates on the Meetings tab. Click the Meetings tab.

Meetings Enroliment Control Exam Alternate Weeks

Course ID 104797 Course Offering Nbr
Academic Institution  University of Calgary
Term Fall 2019 Undergrad
Subject Area CHEM Chemistry
) Whe ; " s Cher- ¥ g
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15.
Click the View All link.

For this example there have been six dates created for the even alternating weekly meeting pattern.

New Window | Help | B2

Enraliment Control | Exam | Altemate Weeks

Course ID 104797

Course Offering Nbr 1

Academic Institution  University of Calgary

Term Fall 2019
Subject Area CHEM
Catalog Nbr 209

Class Sections

Session 1
Class Section B02
Associated Class 2

Meeting Pattern

Facility 1D Capacity
EEEL 225 Q 24

16.

Component Laboratory

Undergrad
Chemistry
Gen Chem for Engineers

Class Nbr 71011
Event ID

Regular Academic

./

Units 3.00 :
Fna fviewai | |First 1ot ! Last |
A FE
Pat Mtg Start MigEnd M TW TF § § Start’/End Date
a 200AM wsam | MOOOOOO 2019/00M16 |[5[2019/0022 |[H
Topic ID Q Free Format Topic
T T Traro-nips ~t Hone

Note the first date for the meeting pattern is displayed 2019/09/16 September 16, 2019. Scroll
down to verify the additional dates (e.g. September to December 2019). Note there is only one

even date in November as PeopleSoft has automatically skipped reading week.

Meeting Pattern

Facility ID Capacity
EEEL 225 Q 24

Instructors For Meeting Pattern

Assignment | Workload
D Name
Q
Facility ID Capacity
EEEL 225 Q 24

June 2019

First ‘4’ 1-60f6 '*' Last

HE=

*Start/End Date

Pat Mtg Start MigEnd M T W TF § §
Q 2 00AM wseam | MOOOOOO 2019/00M16 |[5[2019/00/22 |[H
Topic ID aQ Free Format Topic
[ print Topic On Transcript Contact Hours

Personalize | Find | View All | £V = First ‘4’ 10f1 "»/ Last

*Instructor Role Print Access Contact
[Primary Instructor v M &= =
. FH[=
Pat Mtg Start MgEnd M T W TF § S start/End Date
@ 8'00AM wseam | MOOOOOO 2019/09730 [ 2019110106 |[5]

Topic ID Q Free Format Topic

- . —
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17. Once the alternating week pattern for the even dates have been verified, save the information. Click

the Save button.

[Hsave |

Facility ID Capacity ~ Pat Mtg Start MgEnd M TW TF S §
Q 8:00AM 10:50AM ooOoOooo

EEEL 225 Q 2
Topic ID Q.
[ print Topic On Transcript

Instructors For Meeting Pattern

Assignment | Workload

1D Name *Instructor Role

aQ [Primary Instructor v

Room Characteristics

*Room Characteristic

a

Academic Shift
Academic Shift

Q

If"'} Save ||[o* Return to Search | Previous in List || 4] Nextin List (=] Notify

Step Two: Schedule the Odd Labs (e.g. BO1)

1. The next step of the process will be to schedule the odd labs (e.g. BO1). Navigate with the

[+ (=]

*Start/End Date
201911202 |5 201912006 |[5)

Free Format Topic

Contact Hours

Personalize | Find | View All | T2 ] = First ‘4 {1of1 "»' Last

Print Access Contact
Personalize | Find | ] [ First ‘4 1of1 ‘' Last
*Quantity
1 I

Personalize | Find | (2| = First ‘4 10f1 ‘' Last

=

breadcrumbs to Schedule Class Meetings. Click the Schedule Class Meetings menu.

Schedule Class Meetinas
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Enter the same Term (e.g. 2197 Fall 2019), Subject Area (CHEM) and Catalog Nbr (e.g. 209). Press

Enter or Search. Click the Search button.

Schedule Class Meetings

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Academic Institution
Term

Subject Area

Catalog Nbr|begins with | 200 ==

UCALG
2197
chem

L L L

Academic Career|=

v] |

Campus

Session|[=

v |

ClassNbr[= v]

Class Section
Description
Course D

Course Offering Nbl

[ case sensitive

2

e

L0

Basic Search E)E] Save Search Criteria

Scroll down the grid and select the odd numbered lab (e.g. BO1) to schedule it alternatively from
the even lab previously scheduled. Click the BO1 link.

L e - JEM . aid oty . - Jhlk
UCALG 2197 GHEM 209 Undergrad MAIN Regular70249 T01 Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 209 Undergrad MAIN  Regular 70250 T02 Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 209 Undergrad MAIN Regular70251 TO05 Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 209 Undergrad MAIN _Reqular 70252 T06 Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 20_9 Undergrad MAIN  Regular 71010 BO1 N Gen Chem for Engineers 104]‘2? 1 I
UCALG 2197 CHEM 209 Undergrad MAIN Regular 71011 B02 Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 209 Undergrad MAIN Regular71012  BO03 Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 209 Undergrad MAIN Regular 71013  BO4 Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 209 Undergrad MAIN Regular 71014  BO5 Gen Chem for Engineers 104797 1
2167 CHFEW 209 Ur® --ad MAIN  Regula-™ *'~  R0G " nChem~™ Tay -

UCALC
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4. Note the class section for Lab BO1 is TBA; nothing has been scheduled. PeopleSoft will
automatically be set to TBA for any previously scheduled alternating weekly patterns from previous
terms. Click the Alternate Weeks tab.

Meetings | Enroliment Control || Exam || Altemate Weeks
Course ID 104737 k ourse Offering Nbr 1
Academic Institution  University of Calgary

New Window | Help | &

Term Fall 2019 Undergrad
Subject Area CHEM Chemistry
Catalog Nbr 209 Gen Chem for Engineers
Class Sections
Session 1 Regular Academic Class Nbr 71010
| Class Section BO1 Component Laboratory | Event ID
Associated Class 2 Units 3.00 Associated Class Atfribuies
Meeting Pattern Find | View All First ‘4’ 10of1 '}’ Last
- : #[=]
Facility ID Capacity Pat Mtg Start MgEnd M TW TF § § *Start/End Date
Q Q Oooooood 2019/09/05 |5 20191206 |5
Topic ID Q Free Format Topic
TBA o
[ print Topic On Transcript Contact Hours
Instructors For Meeting Pattern Personalize | Find | View All | @I E First ‘&' 1of1 '*' Last
Assignment || Workload
ID Name *Instructor Role Print Access Contact
QL Primary Instructor ~e ] v =

5. Click the Look up Alternating Week Pattern button. Since you will be alternating this with the
previous lab, select ALT2 - Alternate Week - Every 2 Weeks. Click the ALT2 link.

6. Click the Alternating with list. Since you will be alternating this lab with the previously scheduled
even lab, select the Lab option from the Alternating with options. Click the Lab list item.

Laralog Nor 204 EEn CNem 1or Engineers
Class Sections
Session 1 Regular Academic
Class Section BO1 Component Laboratory
Alternating Week F'attemIALTz QL Alternatin
with |Lab
Seminar
Start Date
®  EndDate Tutorial
Meeting Pattern Find | View All !
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Click the Calendar Start Date button. Select the applicable date for the first week of the odd lab
(e.g. September 9, 2019). Click the 9 link.

ARy W

Class Sections

Session 1

Class Section BO1
Alternating Week Pattern ALT2 Q)
Start Date

Meeting Pattern

Capacity
&}

Facility ID Mtg S

[5]5ave ||[EF Return to Search

15 H

Regular Academic

Component Laboratory

with
Calendar

| 2019
T F s
5 6 7T
12 13 14

19 20 21
26 27 28

w
4
11

18
25

2 3

8 EE'D
16

15 T
22 23 24

29 30

leetings | Enroliment Control | Exam | Altern

4" Current Date ' *

C.

First

Dm

Note the start date for the odd alternating week is now 2019/09/09 and the end date defaults to
the end of the term 2019/12/06. Enter the same Facility ID as the even lab. You can select it or enter
it directly. Click the Look up Facility ID button and enter the same facility (e.g. EEEL 225) as per the

odd pattern.

Lataiog Nor 209
Class Sections

Session 1

Class Section BO1

Alternating Week Pattern ALT2 |

GEN LNem 10r Englneers

Regular Academic

Component |aboratory

Atematn(iz ]

wagth

| Start Date [P019/00/09 |[%

End Date 2019/12/06 I

Meeting Pattern

Capacity

N

Facility 1D

Class Nbr 71010
Event ID

Create Meeting Fatierns

Find | View All First ‘4’ 1of1 ‘B Last

[+ =]
Mig Start Mtg End M TWTFS 5
OO0O000onO
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9. Enter the applicable meeting start and end times as per the even lab and create the meeting
patterns. Click the Create Meeting Patterns button.

[ Create Meeting Pattemns |

Rl T e S T A e

Class Sections

Session 1 Regular Academic Class Nbr 71010
Class Section BO1 Component Laboratory Event ID
Alternating Week Pattern [ALT2 |3 Alternatin Create Meeting Pattems |
with =
Meeting Pattern Find | View All First ‘4 1of1 'k t
i #[=]

Facility ID Capacity  mig Start Mitg End M TWTFS 3§

EEEL225 |Q 24 gooaM |[1050am | M OO OO0 O

EEEL 225 ‘ ’ ’

10.  Verify the accuracy of the meeting patterns on the Meetings tab. Click the Meetings tab.

12| Page
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11. Note there have been six alternating labs scheduled. Click the View All link. Scroll down to confirm
the dates of the alternating odd dates. Note the date for November Reading week will not been
included in the pattern.

New Window | Help | &

Enroliment Control || Exam || Aliemate Weeks

Course ID 104797 Course Offering Nbr 1
Academic Institution  University of Calgary
Term Fall 2019 Undergrad
Subject Area CHEM Chemistry
Catalog Nbr 209 Gen Chem for Engineers
Class Sections
Session 1 Regular Academic Class Nbr 71010
Class Section BO1 Component Laboratory Event ID
Associated Class 2 Units 3.00 Associated Class Attributes
Meeting Pattern Find I First 4 1-60f6 * Last I
i
Facility 1D Capacity Pat Mtg Start MigEnd M TW TF 5§ § \ ﬁ*stﬁm‘End Date =
EEEL 225 Q o Q 2:00AM w50 | MOOOOOO 2019/00/09 |5 [2019/09115 |[5)
Topic ID Q Free Format Topic
[ print Topic On Transcript Contact Hours
Instructors For Meeting Pattern Personalize | Find | View All | | E First ‘&' 10f1 ‘&' L
Assignment | Workload
1D Name *Instructor Role Print ACCESS Contact
Q [Primary Instructor v M [+
Facility 1D Capacity Pat Mtg Start MgEnd M TW TF § & \ *Start/End Date —
EEEL 225 aQ 24 s} 5.00AM 1050a0 | MOOOOOO 2019/09/23 |[5] 2019009028 |[H
Topic ID Q Free Format Topic
. . P
< >

12.  After verifying the odd alternating week dates, save the information. Repeat this same process for
any other alternating weekly labs you have. Click the Save button.

[lsave |

This completes the lesson on Scheduling Alternating Weekly Patterns. For the corresponding online
learning, consult the Student and Enrolment Services > Schedule of Classes - Timetabling website.
End of Procedure.
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