
How to Use Schedule Builder 

Step 1: Access Schedule Builder though your Student Home page. 
 

Access Schedule Builder through "MyUH" 

 

Manage Classes>Schedule Builder 

You will be greeted by the message below. 

 

 

Continue – Will take you directly to the Schedule Builder page. 

View Tips – Will take you directly to the Schedule Builder page with navigation tips. 

Skip this message in the future – Select this button and click on continue.  This message will no 
longer appear for the user when accessing the Schedule Builder functionality. 

 

 

 



Step 2: Select the correct term 

You can select the correct available term from the Term drop-down menu on the left-hand side 
of the screen. You should click on the term itself instead of using the carrot to access the drop-
down menu. 

 

 

 

If you are unable to see a future term, it could mean one of two things: 

1) The term is not yet available.   

2) You are not term activated for the desired term. This means you are unable to register for 
classes. 

Contact the Office of the Registrar for additional information. 
 
 
 
 
 
 
 
  



Students may elect to pull in coursework from the Shopping Cart, courses planned in Degree 
Planner, Enrolled courses, or courses for which they are Waitlisted by using the drop-down 
menu. It is easy to identify where a course pulled from based on the icon in the Status column 
(see "Understanding Errors & Symbols" below). 

 

 

 

Step 3: Expand Filters, set filter options and add additional courses   
 

To search for courses, select Expand Filters in the upper right-hand corner of the screen. 

 

 

 

 

 



Start Date and End Date 

Start Date and End Date may be set and used as a filter when searching by the classes’ start and 
end dates. Users will be able to select dates that are within the term dates for a term. 

 

 

 

 

Unavailable Time Filter 

Unavailable Time may be set and used as a filter when searching for courses. This Filter may be 
turned off if results are too limited. 

 

 

Class Status 

When searching for courses, Schedule Builder will automatically include only open courses 
(courses with open seats available). 

To view all course offerings, including classes that are closed, full, or have formed a 
waitlist, uncheck both Class Status filter options (uncheck both "Open" and "Wait List"). 
 



 

 

 

 

Instruction Mode 

There are 9 different instruction modes  at the University of Houston. Use the instruction mode 
filter to search for courses that fit your needs. 

 



 

 
  



 
Section Filters 

Section Filters may be used to search for courses in specific categories. You may elect to search 
by Core Curriculum Area or Open Source Class Materials courses  

You can select multiple Section Filters, but Section Filters do not overlap. If you select the Core 
filter and the Open Source filter, Schedule Builder will include all Core courses and all Open 
Source courses in the search results. 
 
*Note: If a quick view of all courses that fulfill a Core Area is required, Class Search is an easy 
tool to use to quickly generate this information. 
 

 

 

https://registrar.calpoly.edu/class-search


Subject and Catalog Number Filters 

You may also search directly for a course by entering the Subject and Catalog Number in the 
drop-down fields. When searching for a course, these two fields are required (note the red 
asterisk). 

 

 



  

Add Course 

Use the Add Course button to select the courses Schedule Builder will use to create Class 
Schedule options. By selecting the Select Section button in the sub-navigation, you may elect to 
further limit which sections are used to build schedules. If you do not select specific sections of 
the course, Schedule Builder will create Class Schedule options with all available sections. You 
may add up to 10 courses to build your schedule. 

 

 

View Seat Availability 

Once the course has been added, you can either click on the course or the "Select Sections" 
button to view additional class details and seat availability. 

 

Unreserved and reserved seat counts are listed for each section of the class. If you have selected 
the "Open" Class Status filter, only open sections will appear. 

If you select the "Open" Class Status filter and the "Wait List" Class Status filter, all sections will 
appear. A yellow exclamation point in the "Wait List Open" column indicates that the section has 
opened the waitlist. The waitlist counts down to zero from the total positions available (for 
example 89/99 means that 10 waitlist positions have been taken).  



 

 

  



 

Step 4: Build schedule options   
 

Up to ten (10) courses may be used when building a schedule. Select Build Schedule to see 
options 

 

*Results will return up to 100 schedules 

Conflicts  

If there are conflicts between the courses the user selected which causes there to be no possible 
schedules, the course(s) that are causing the conflict will display next to the applicable courses under 
Add Classes. This information allows users to easily identify which course(s) are causing an issue and 
resolve any conflicts 

Validation  
 
As part of the Build process, the courses will be run through PeopleSoft’s validation engine to 
check pre/co-requisites, unit limits and repeat rules. If one or more of the courses fails 
validation, a modal will display to the user informing them of the issue(s) and asking them how 
they would like to proceed. Users have a couple of choices for how to proceed:  
 

1. The user can choose to remove the offending course(s) by deselecting the checkbox(es) 
and then selecting the Continue button. If they choose to uncheck the course(s), the 
course(s) will be removed from Add Classes and the schedules will be built without those 
courses.  



 
2. The user can proceed with viewing the possible schedules by selecting the Continue 

button. If they choose to continue, the build will include all the courses under Add Classes 
including any that failed validation.  

 
3. The user Cancel the build by selecting the Cancel button. 

  



Step 5: Evaluate schedule options   
 

Set Favorites 

Up to five (5) Favorite schedules may be saved. Indicate that a schedule is a "Favorite" by clicking 
the heart icon. 

 

 

  



Compare Schedule Options 

You may compare multiple schedules using the Add to compare function. 

 

 

 

 

 



Step 6: Add classes to the shopping cart and review important messages  
 

Once the desired schedule has been identified, you may Validate the schedule and add the classes to 
your Shopping Cart.   Select the red "Add to Cart" button to view these options. 

 

 

 



Validate Schedule 

This option is helpful prior to your registration appointment. The Validate function will verify 
whether you meet requisites for the selected courses. Validating prior to your registration 
appointment will inform you whether a permission number will be needed during the 
registration process. 

  

Add to Shopping Cart 

This option allows you to move classes directly to the Shopping Cart in your Student Center. 
From there, you may complete the registration process. 

 

Various symbols in the class section information 
Planned - Courses are brought over from Degree Planner, planned coursework 

           

Enrolled - Section in which the student is enrolled 

           

Wait List - Section in which the student is on the waitlist 

           

Shopping Cart - Section that has been added directly into the Shopping Cart 

           

Zero Cost Course materials or Open Education Resources 
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