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Print Class Schedule 

Introduction 
The Schedule of Classes is created each term (fall, spring and summer) based on the previous like term. 
Individual departments maintain the class schedule for their unit within SIS. 

The process of creating a new term’s schedule of classes begins with the University Registrar’s Office rolling 
forward the class data from the last like term to create the new term. For example, this spring is rolled 
forward to create next spring’s offerings. 

Once this happens, you’ll be notified by email and can begin editing your classes. 

The first recommended step in this process is to print your class schedule. This printed schedule can then 
be used as a basis for making changes to your classes for the upcoming term. 

Run the Print Class Schedule Process 
1. Login to SIS with your CWRU ID and associated passphrase. From the Staff Home page, select the 

SOC WorkCenter tile. 

Alternatively, use the menu and navigate to Curriculum Management > Schedule of Classes > Print 
Class Schedule. 

2. Choose Print Class Schedule and the run control search screen will appear. 

3. If you have run this report before, click Search for a list of run controls associated with your user ID. 

If this is the first time you have run this report, click the Add a New Value tab to create a new Run 
Control ID. 

Run control IDs can be made of upper or lowercase letters and numbers. There can be no spaces, 
special characters or punctuation. To separate words in a run control ID, use an underscore. 

Enter a name in the run control ID field (we recommend including your net ID in it like 
abc123_print_schedule), and click Add. 

4. In the Academic Institution field, type CASE1 if this field isn’t already populated. 

5. Click the Look up Term icon and select the term of the schedule you wish to print from the list. 

6. Click the Look up Academic Organization Node icon and select your department name from the list. 
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The report will show any classes assigned to this department, which may include classes from several 
subject codes. 

7. → → Leave the Session field blank. ← ← ESSENTIAL STEP 

8. Choose All for Display in Class Search. 

9. Choose All for Print Instructor in Schedule. 

10. In the Class Status group box, select all checkbox options. 

11. Click the Report Options tab. The Report Options tab appears with several checkboxes you may need 
to select: 

● Print Meeting Pattern Topic 
● Print Sections Combined 
● Print Class Enrollment Limits 
● Report Only 

12. Click the Run button. The Process Scheduler Request screen appears. 

13. Click OK. 

14. Click the Process Monitor link. The Process Monitor appears. 

15. Click the Refresh button periodically until the Run Status column displays Success and the Distribution 
Status column displays Posted. 

16. When Success and Posted appear, click the Details link. The Process Detail screen appears. 

17. Click the View Log/Trace link. The View Log/Trace screen appears. 

18. In the File List, click the link ending in .PDF. 

A PDF file of your department's schedule appears. It is a snapshot of what is currently listed on the 
schedule for your department during the term entered into the selection criteria. 

If no PDF appears when you click the PDF file, check your internet browser settings to determine if a 
pop-up blocker is turned on. Turn off all pop-up blocker or allow this report to open in a new tab. 

If there is no PDF file when you click View Log/Trace, select the Print Class Schedule menu option 
again on the left. Open the same run control and make sure that the Display in Class Search and Print 
Instructor on Schedule fields are both set to All and the Session field is blank. Run the report again. 

19. Click the Print icon to print the report. Click the Save icon to save the report to your computer or a 
remote drive. Use the Back and Forward arrows to move between pages in a report (if more than one 
exists). 

Note that this report will show any classes owned by your department, which may include cross-listed 
classes with other subject codes. 
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This report is a convenient way to review and distribute your department's schedule during the 
preparation process. For example, run the report when scheduling starts and distribute it to your faculty 
so that they can mark any necessary changes on it. Run the report before the schedule is finalized to 
look for errors or missing data. Run the report a final time to distribute the final schedule to faculty and 
staff. 

Run it again once you’ve updated your schedule to look for errors or missing data before you ask your 
SOC representative to mark your classes as Display in Class Search. 

This report can also be generated at any point during the semester to monitor changes and see current 
enrollment numbers for your department's classes. 

Refer to the remaining guides in this section to assist with edits to the schedule of classes. For help, 
contact courses@case.edu. 
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